I-Suite Administrator’s Guide

This I-Suite Administrator’s Guide explains how to download and install
I-Suite and use the AdminTool to manage your incident databases. Topics in
this guide include:

e QGetting started

*  QGetting help

* Installing I-Suite

* Managing security

»  Setting up the server and client personal computers
* Managing your incident databases

* Exporting files to the data repository

* Importing ROSS data files.

Getting started

This section outlines the basic system requirements to install and use the I-
Suite application and provides an overview to the I-Suite AdminTool. Topics
in this section include:

¢ Understanding the basic I-Suite system requirements
*  Using the I-Suite AdminTool.

Understanding the basic I-Suite system requirements

To adequately install and run the I-Suite application, your personal computer
must have the following minimum system requirements:

* Internet Explorer version 5.5 or higher
*  Microsoft Windows 2000 or higher, with administrator privileges.

Using the I-Suite AdminTool

Admintool.exe is a program that allows you to perform a variety of
administration functions for [-Suite. The types of functions you can perform
using the AdminTool include:

e changing your AdminTool password

* changing your ITS password

* create, attach, and detach your incident database
» backup and restore your incident database

» convert the incident database to MS Access.

When working in the server/client environment, remember these key points
when using the AdminTool:
e Use the AdminTool only on the server machine.

» Disable the hibernate/sleep mode on the server machine so that the client
machine can access the incident database.
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Getting help

* If you promote a client machine to a server, you must start the MS SQL
Server on that machine.

*  Ensure that all client machines access the correct server so that they have
access to the correct incident database.

For specific information about using the AdminTool to set up personal
computers for an incident, see “Setting up the server and client personal
computers” and “Managing your incident databases,” later in this chapter.

This section explains how to access and locate help information. There are
three basic ways to obtain help information for I-Suite applications:

*  Access the I-Suite website. This site contains a wide array of I-Suite
information, including software downloads, updates, and user
documentation.

e Contact the I-Suite Helpdesk. If you are unable to answer your question
using the [-Suite website, contact the [-Suite Helpdesk at (866) 224-7677.

To locate help information on the I-Suite website
1 Start your Internet browser.
2 In the Address box, type http://isuite.nwcg.gov, and then press ENTER.

3 On the Welcome to I-Suite webpage, click the application icon of your
choice, and then click to select the topic of your choice.

The following diagram shows the ITS application icon on the Welcome to
I-Suite webpage.
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The following diagram shows the ITS webpage and a list of available topics.

2} ITS - Microsoft Internet Explorer provided by USDA Forest Service P [ 55
Fle Edt View Favortes Took  Help |
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Incident Time System
The Incident Time System (ITS) is a product component of the I-Suite Incident System. The functions of the ITS are related to the collection
and tracking of incident time for Federal, Casual (4D), miscellansous persannel, also for Emergency Contracted Equipment.
home
Description Date Format
s LTS Bugs/Tips Page 7/19/03 HIML
[TS version 3.18 Changes 74103 PDF
TS User Guide 75103 EIFPED FILE
privacy . contact web manager
. .=
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To display help information within an I-Suite application
*  On the menu bar, click Help, and then click Support.
The following diagram shows the ISuite Support dialog box.

For 1Suite suppor, gquestions, problems, and suggestions:

Email: inc_help@dms.nweg.gov
24-Hour Phone: 916-7/99-3586
Softeeare Updates: waww ts fed usfrBffirgfincident

Effective July 7. 2003
Email: inc_help@dms.nwog.gov
24-Hour Phone: 866-224-7677
Software Updates: hitp:/fisuite @nwog.gov
(Do not use wiwn)

To contact the I-Suite Helpdesk

The I-Suite Helpdesk schedule is based on fire season, Eastern Time:
November 1st - March 31st 0800-2000
April 1st - October 31st 0700-2300.

e Call (866) 224-7677, or email inc_help@dms.nwcg.gov.
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To obtain a copy of I-Suite user guides

1
2
3

Installing I-Suite

Start your Internet browser.
In the Address box, type http://isuite.nweg.gov, and then press ENTER.

On the Welcome to I-Suite webpage, click the application icon of your
choice, and then click to select appropriate User’s Guide.

This section explains how to download and install the I-Suite application,
including the I-Suite application and the update patch. The I-Suite application
is comprised of the following software application:

Admin Tool

I-Suite Merge/Split (IMS)

Incident Resource Status System (IRSS)

Incident Cost Accounting and Reporting System (ICARS)
Incident Time System (ITS)

Incident Action Plan (IAP).

To download and install software on an agency personal computer, you must
follow that agency’s regulations and requirements. You may also need
Administrator access granted before starting this process. For more
information, contact your agency System Administrator.

To download the I-Suite application from the I-Suite website

1
2
3

Start your Internet browser.
In the Address bar, type http://isuite.nwcg.gov and then press ENTER.

Click the download link that corresponds to downloading
I-Suite2004.exe.

On the File Download dialog box, click Save this program to disk, and
then click OK.

On the Save As dialog box, save isuite2004.exe to a location of your
choice, and then click Save.
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The following diagram shows the File Download dialog box.

File Download x|

r'ou have chosen to download a file from this location.

15uite2004. ee from 166.6.4.75

what would you like ta do with this file?

™ Run thiz pragram from its curent location
' Save this program to disk

¥ &lways ask before opering this pe of file

]9 I Cancel | Morelnfnl

The following diagram shows the Save As dialog box, In this example,
ISuite2004.exe is being saved to the desktop.

2=
Save in: I m Desktop j L &5 Ef-
- My Documenks &SCP [WinsCR) !ROSS PRACT!
] L3 ry Computer PCI9EZ SR S5H (PUTTY) Blross proD 2
Histary 158 My Metwark Places Cdieanine Blross svaTEs
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My Documents

Save az wpe: IAppIication Cancel

This process takes several minutes. Please be patient!

To install I-Suite2004 on your personal computer

Be sure to exit all software applications before starting the installation
process. Once ISuite2004 installs, your personal computer automatically
restarts.

1 On your desktop, double-click isuite2004.exe.

This process takes several minutes. Please be patient!

2 On the ISUITE2004 - InstallShield Wizard dialog box, click Next.
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3 Once the installation is complete, click Finish on the ISUITE2004 -
InstallShield Wizard dialog box.

Once your personal computer restarts, you can delete the ISuite2004.exe file.

The following diagram shows the ISUITE2004-InstallShield Wizard dialog
box.

ISUITEZ004 - InstallShield Wizard

Wwelcome to 1-Suite Yersion 2004.00.01. installation [Installer Yerzion10.05.43
(06/18/2004) FULL)

The InstallShield® \wizard will update the installed version [3.01.023] of |-5uite 04.00.01 instaling
an WIN2000 with Administratar Priviledges to wersion 04.00.00. Ta continue, click Next.

Managing security

This section identifies some security measures and precautions available in
the AdminTool. Topics in this section include:

*  Maintaining passwords
*  Clearing out Social Security Numbers.

Maintaining passwords

Your AdminTool and I-Suite passwords are to be kept confidential. You must
abide by the following rules when determining and changing your passwords:
» Change your passwords every 90 days.

*  Specify a combination of at least six but no more than 30 letters and
numbers.

*  Use both upper and lower case characters.
* Do not share your passwords with anyone.

For example, while “mi1kDUD” is a valid password, “milkdud” is not!
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To change your AdminTool password

Changing your password is performed using the Administrative Tool that is
located on your personal computer.

1
2

On your desktop, double-click the AdminTool icon.

On the Login dialog box, click the Server drop-down arrow, and then
click to select the Server name of your choice.

The Server name consists of your personal computers Full computer
name and the folder name \ISUITE. For example, PC9778\ISUITE is a
valid Server name.

To locate the Full computer name for your personal computer, on your
Desktop, right-click My Computer, click Properties, and then click the
Network Identification tab.

In the Password box, type the current Password, and then click OK.

On the I-Suite Administration Tool screen on the Security menu, click
Change AdminTool Password.

On the Change Password dialog box in the Old Password box, type the
current Password.

In the New Password box, type the New Password.

In the Confirm New Password box, type the New Password, and then
click OK.

The following diagram shows the Login dialog box.

=101

Servers:

Pazsword: I
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The following diagram shows the Change Password dialog box and the I-
Suite Administration Tool screen.

[ E—— . ' .
il 7 1-Suite Administration T [
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To set or change your ITS password

Changing your password is performed using the Administrative Tool that is
located on your personal computer.

1 On your desktop, double-click the AdminTool icon.

2 On the Login dialog box, click the Server drop-down arrow, and then
click to select the Server name of your choice.

3 In the Password box, type the current Password, and then click OK.

4  On the I-Suite Administration Tool screen on the Security menu, click
Set ITS Password.

5 On the Set ITS Password dialog box in the Old Password box, type the
current Password.

6 In the New Password box, type the New Password.

7 In the Confirm New Password box, type the New Password, and then
click OK.

The following diagram shows the Login dialog box.
(ol x|

Servers:

Pazsword: I

ar LCancel
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The following diagram shows the Set ITS Password dialog box.

. Change ITS Password -0l x|
General Instructions

Fasswords must be lefters or numbers, and can be
1-12 characters long.

Old Pazzwaond: Il

Mew Pazsword: I

Corfirn Mew Pazzword: I

(]9 I Cancel |

The following diagram shows the Set ITS Password dialog box that displays
when a previous password did not exist.

=10l x|

%, Set ITS Password 3
General Instructions

Passwords must be letters or numbers, and can be
1-12 characters long.

Mew Pagswaord: ||

Canfirmn Mew Pazzwond: I

Ok LCancel

To clear your ITS password

1 On the ITS menubar, click Exit ITS, or click Exit on the File menu.

2 Start Windows explorer, and then locate C:\isuite\program files\admin.
3 Double-click Admintool.exe.
4

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

9]

In the Password box, type the current Password, and then click OK.

6  On the I-Suite Administration Tool screen on the Security menu, click
Clear ITS Password.

Clearing out Social Security Numbers

I-Suite data contains private and personal information including Social
Security Numbers (SSN) and IRS Federal Employer Tax ID Numbers (EIN).
Before publishing any report that might jeopardize this private data, you must
remove this sensitive information from the [-Suite database.
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To clear SSNs and EINs from the I-Suite database

1

4

On the I-Suite Administration Tool screen on the Security menu, click
Clear SSN/EIN.

On the first warning message on the Clear SSN’s and EIN’s dialog box,
click OK.

On the second warning message on the Clear SSN’s and EIN’s dialog
box, click OK.

On the Complete dialog box, click OK.

The following diagram shows the first warning message on the Clear SSN’s
and EIN’s dialog box.

Clear 55K's and EIN's =]

Q You are about ko set all of the S5K's and EIM's to 9's

in the 'TSuiteTest421' Dakabase.

Are you SURE wou want bo do Ehis?

Yes o

The following diagram shows the second warning message on the Clear
SSN’s and EIN’s dialog box.

Clear 55N's and EIN's |

Q Once done wou CAMMOT recover the overwritten data.

‘ou musk be YERY positive about what wou are about ko da,

S0 again ARE ¥OU SURE vwou want ko overwrite all 35M's and EIN's in the Database?

Yes Mo |

The following diagram shows the Complete dialog box.

Complete x|

@ |pdate Complete

Setting up the server and client personal computers

This section explains how to set up server and client personal computers for
an incident. Remember these key points when running I-Suite in fire camp:

Remove all DNS and WINS addresses from the Advanced TCP/IP
settings.

Verify that the personal computer has Internet Explorer version 5.5 or
higher before installing I-Suite. Otherwise, you must uninstall I-Suite,
upgrade Internet Explorer, and then reinstall I-Suite.

10
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* If McAffee virus protection is running, stop it before installing I-Suite.

* For Forest Service A31 laptops, ignore the .dll error messages during the
installation. These errors do not affect performance.

* Use an empty database whenever you start a new incident. Keep an empty
database available for your next incident.

*  Backup the incident database many times during the day, especially after
significant data entry. Save it to another location other than the server
machine, such as a compact disc, zip disk, or thumb drive at least once
daily.

* To avoid a hanging connection when you shut down IRSS, or when
running a backup or compact and repair, map to the snap server IP address
instead of a drive letter.

To stop the MS SQLServer on a client machine - for Windows
2000

Stop the MS SQLServer on your client machines to enhance server
performance.

1 On the Windows taskbar, right-click the MS SQLServer icon, and then
point to MS SQLServer - Stop.

2 On the SQL Server Service Manager dialog box, click Yes.

The following diagram shows the SQL Server Service Manager dialog box.

S0L Server Service Manager

@ Are you sure wou wish ko STOP the MSSQLEISUITE service on YWPCI9620ISIITE?

Yes Mo

Managing your incident databases

This section explains how to use the AdminTool to create, attach, and detach
incident databases to your I-Suite applications. This section also explains how
to backup and restore an incident database, and outlines two methods for
accessing the database from MS Access.

To access the administrative tool

1 On your desktop, double-click the AdminTool icon.

September 9, 2004
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2 On the Logon dialog box in the Server box, type the name of the Server,

in the format [computername N SUITE.

The server name consists of your personal computer’s full computer
name and the folder name \isuite. For example a valid computer name is
pc9962\isuite.

To locate the full computer name for your personal computer, right-click
My Computer on your Desktop, and then click the Network

Identification tab.

3 In the Password box, type the admin tool password, and then click OK.

The following diagram shows the Login dialog box.

+{ Login

Servers: IF'ESSE2\ISLIITE

Paszword: I

LCancel |

The following diagram shows the I-Suite Administration Tool screen.
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To create an incident database

Use your team’s naming standards to name your incident database.

1 On the I-Suite Administration Tool screen on the Action menu, click

Copy database.

12
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2 Onthe Copy Database dialog box, click the Master Data File Source of
Database drop-down arrow, and then click to select
C:\isuite\database\isuite.mdf.

3 In the Name of the Copy box, type the Incident Name, and then click
OK.

The File Path of New Database box displays the complete file location of
the new incident database.

The following diagram shows the Copy Database dialog box.

4 Copy Database =10l

td aster Data File Source of D atabasze:

| |

Mame of the Copy:

File: Path of Mew Databaze:
IE:\ISuite\Databaxe\

Ok I Cancel

To attach the incident database

1 On the I-Suite Administration Tool screen on the Action menu, click
Attach database.

2 On the Attach Database dialog box, click the MDF File of Database to
attach drop-down arrow, click to select C:\isuite\database\[incident
name].mdf, and then click OK.

The following diagram shows the Attach Database dialog box.

4. Attach Database 1Ol =l
MOF File of database to attach:

IE:'\Isuite'\Database\ |

LOF File Found:

Attach az I
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To detach the incident database

Before you can copy, move, or rename an incident database, you must first
detach it.

1 On the I-Suite Administration Tool screen under Database, click to
select the database name you want to detach.

2 On the Action menu, click Detach Database.

To access the attached incident database from a client machine
1 Double-click the I-Suite application of your choice.

2 On the dialog box that appears, click the Server drop-down arrow, and
then click to select the Server of your choice.

If the server name does not display as a choice, type the name of the
server in the Server box.

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

If the incident database name does not display as a choice, type the
name of the incident database in the Database box.

The following diagram shows the IRSS Server and Database Selection dialog
box.

#: IRSS Server and Database Selection x|

Serser |Database  [LastConnect [ =erver
[PCaseysUTE |

Database:
ISuite Testd2

0K I Cancel

To backup the incident database

To recover a backup incident database, you must know the logon password.

You do not need to log off or close applications during this process.

1 On the I-Suite Administration Tool screen on the Action menu, click
Backup database.

14
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2

On the Backup Database dialog box, click the Database drop-down
arrow, and then click to select the database name of your choice.

The backup name is automatically created in the Name box, in the format
[filename]_date_time.

Click the Backup to drop-down arrow, click to select the file location of
your choice, and then click OK.

The following diagram shows the Backup Database dialog box.

4 Backup Database 10| x|
D atabaze:

Marne: ILDmat_l.JpeSITS_D3‘| 704_080413

|' Destination Folder

Backup ta: IC:'\Isuite'\B ackup |

Ok I Cancel |

To restore the backup database

Restoring the backup database overlays your current incident database with
the backup database. Before starting this process, create a copy of the
current incident database.

1

On the I-Suite Administration Tool screen on the Action menu, click
Restore database.

On the Restore Database dialog box, click the Restore as database
drop-down arrow, and then click to select the database of your choice.

Click the Restore from drop-down arrow, click to select the file location
of the backup database, and then click OK.

September 9, 2004
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The following diagram shows the Restore Database dialog box.

+_ Restore Database =10l x]
Festore az databaze: ILomatype3|T5 j
Restore fram: IE:\Isuite'\Backup'\ |

¥ {Force restore over existing databass

Restore Az | Original File

1| | ]

ok LCancel |

Accessing the database from MS Access

This section explains two methods for accessing an [-Suite database from MS
Access.

To access a database from MS Access - preferred method

This method allows you to create queries and reports in the same manner as
if you were directly in MS Access, but also allows you to perform limited
editing of the database tables.

1
2
3
4
5

9

Start Windows Explorer, and then navigate to c:\isuite\database.
Double-click ISuiteMSDE.adp.

On the Login dialog box, click Cancel.

On the File menu, click Connection.

On the Data Link Properties dialog box under 1. Select or enter a
server name, click the drop-down arrow or type the server name.

For example, type ISUITEVSUITE.

Under Enter information to log on to the server, click Use a specific
user name and password, and then type ctspctso in the User name box.

In the Password box, type the AdminTool password.

Click to select 3. Select the database on the server, and then click the
drop-down arrow or type the database name.

Click the Test Connection button.

10 On the Data Link Properties dialog box, click OK.

You can now display all tables in the database window. Queries are linked as
tables and display on the tables window, not the queries window.

16
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The following diagram shows the Login dialog box.

Ictspctsp

Zancel |
Password:

The following dialog shows the Connection option selected on the File menu.

Microsoft Access - [ISuiteMSDE (disconnected) : Database]
J File Edit Wiew Insett Tools ‘Window Help

|00 e, Ctrl+h §| ) |& -
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Close

™ R Chrl5
Save As..,

Expart, ..

Page Setup, ..
@, Primt Prewview
&= Brint... CErR

Send Ta 2
Database Properties

1 Crhisuiteidatabase) ISuiteMSDE
£ Morthwind Sample Database
3 Contacts Sample Database

4 Address Sample Database

Exit

The following diagram shows the Data Link Properties dialog box.

B3 Data Link Properties |

Connection | Advanced | &1 |

Specify the following to connect to SOL Server data:
1. Select or enter a server name:

|ItD1 Fisuite \isuite x| Bsfresh |

2. Enter information to log on to the server:
" Use Windows NT Integrated security

% Use a specific uzer name and password:

Uzer hame: Ictspctsp

Pazsword: I“"“"’“‘ﬂ
[ Blank password [ Allow zaving password
3 1% Select the database on the server:
Imsdetraining408 j

(™ Altach a databaze file as a database name:

Imsdetraining408

zing the hlename:

| .
Test Connection |

ak I Cancel | Help |
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To access a database from MS Access - use with caution
1 Start Windows Explorer, and then navigate to c:\isuite\database.

2 Right-click ISuiteMSDE.dsn, click Open, and then click to select
Notepad on the Open With... dialog box.

3 In Netepad, change the following information

- DATABASE=your database name
- SERVER=the name of your server with \isuite
- WSID=your computer name.

4  When finished, click Save on the File menu, and then close Notepad.
5 Start MS Access, and then create a new blank database.

6  On the File menu, point to Get External Data, and then click Link
Tables.

7 On the LINK dialog box, click the Files of type drop-down arrow, and
then click to select ODBC Database().

8 On the Select Data Source dialog box, click the File Data Source tab,
click the Look in drop-down arrow, click to select
c:\isuite\database\ISuiteMSDE.dsn, and then click OK.

9 On the SQL Server Login dialog box, type ctspctso in the Login ID,
type the AdminTool password in the Password box, and then click OK.

10 On the Link Tables dialog box, click the Select All button, and then click
OK.

Yo may also click to select only those tables you want to access, and then
click OK.

11 For each table that displays on the Select Unique Record Identifier
dialog box, double-click the first field on the top in the list.

You can now display all tables in the database window. Queries are linked as
tables and display on the tables window, not the queries window.

The following diagram shows the ISuiteMSDE.dsn database as displayed in
Notepad.

& ISuiteMSDE.dsn - Notepad
Eile Edit Format Help

[oDEC]

DRIVER=5QL Serwver

UID=ctspctsp

DATABASE=ASPER

WSID=pcl7 53005

APP=MIcrosoft® AcCcCess
SERVER=pPCLl753005r%ISUITE
Description=ISuite MSDE wia MsSAcCCess
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The following diagram shows the Microsoft Access dialog box where you can
create a new database.

Microsoft Access

ASPENTEST

Kt dwadminpersonnelipersonnel
E:t2a0ze1MoClellan_Supply
CADOCUME=1dtate). . \MeClellan_Supply

The following diagram shows the Link Tables option selected under Get
External Data on the File menu.

Ed Microsoft Access
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The following diagram shows the options under the Files of type drop-down

arrow.
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Iy eBooks
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Cuklook(y

Select Data Source

File Data Source I Machine Data Source
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dfsront on 'gv] 7500 tahoe 5 fs fed.ug' [1:]

DSH Marne: MNew...

Select the file data zource that describes the driver that you wizh to connect b,

You can uze any file data source that refers to an ODBC driver which iz installed
ar yaur maching.
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The following diagram shows the SQL Server Login dialog box.

50L Server Login

|

The following diagram shows the Link Tables dialog box where you can
select the table(s) of your choice.

Link Tables

The following diagram shows the Link Tables dialog box where you select the
unique record identifiers.

Link Tables

dba, ~TMPCLP192151
dbo, 203 _Assignments
dbo,203_Template
dbo, 204 _Zam
dbo.204_Resources
dbo.204_Template
dbo.205_Channels
dbo.206_Medical
dbo.220_Helicopters
dbo,220_PersFreg
dbo.220_Task

dbo. AccountingCodes
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The following diagram shows the database window in Microsoft Access that
displays all tables.

Microsoft Access
JEiIe Edit Yiew Insert Tools Window Help

Sav bRy

s=test : Database
Eopen bf Design i New | > |

( table in e + @ dbo_z20_Task

Create table by using wizard 0@ dbo_accountingCodes
Create table by entering data 0@ dbo_scres

#@ dbo_203_Assignments +® dbao_AdminDffice

»@ dbo_203_Template +® dbao_Agreement

»@ dbo_204_Com 0@ dbo_airDay

0@ dbo_Z04_Resources 0@ dbo_Conkrackor

#@ dbo_204_Template 6@ dba_Contractoradjustment:
#@ dbo_205_Channels +® dbo_ContractorPost

»@ dbo_z06_Medical 0@ dbao_CustomReparts

»@ dbo_Z20_Helicopters 0@ dbo_Daily

#@ dbo_220_PersFreq 6@ dba_Defaults

ol |

Exporting files to the data repository

This section explains how create and then export I-Suite data files to the data
repository. At each team transition and at the end of an incident, upload all
I-Suite database files to the data repository.

Save repository files in your isuite/Repository folder on the C: drive of your
personal computer.

You must know your team’s DMS username and password to access the
repository site. Contact your Incident Commander or the I-Suite helpdesk for
more information.

To create a data repository file

1 On the I-Suite Administration Tool screen on the Action menu, click
Create Repository file.

2 On the Create Repository File dialog box under Managed As, click to
select one of the following

- Incident
- Complex.

3 Under Incidents, click to select one or more incident name check boxes
to export that incident data to the repository.

4 Under Source File, click to select the database file of your choice.

5 On the End of Incident dialog box, click Yes or No, as appropriate.

22
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6 On the Repository Files Created dialog box, click OK.
The following diagram shows the Create Repository File dialog box.

. Create Repository File o ] 1|

Source File

—Managed Az
f* Incident = Complex

IC:\isuite\D atabazehl Suite T extd 20, mdf |

r Incidents
[~ DENWVERTEST Host | Application

[ SLIDE IMCIDENT
[~ TREE FIRE

Cancel |

The following diagram shows the End of Incident dialog box.

End Of Incident |

@ Is this the end of the incident?

The following diagram shows the Repository Files Created dialog box.
Repository Files Created E x|

@ Created the following repositary file(s) in the repositary direckory
CO-COS5-000001_DEMVERTEST 200406221240

CCO-NTF-000002_SLIDE _IMNCIDEMT 20040622 1241
CC-ROF-000001_TREE_FIRE_Z0040622_1241

To upload the data repository file
1 Start your Internet browser.

2 Inthe Address bar, type https://isuitetest.nwcg.gov/ and then press
ENTER.

3 On the first Security Alert dialog box, click OK.
4 On the second Security Alert dialog box, click Yes.

5 On the Enter Network Password dialog box, type your team’s DMS
User Name and DMS Password, and then click OK.

September 9, 2004
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6 On the ISUITE Upload Form dialog box, click the Browse button for
File 1, navigate to, and then click to select the data repository file of
your choice.

Remember, the default folder location to save data repository files is
C:\isuite\Repository.

7 Repeat step #6 for every data repository file of your choice.

You can upload up to three data repository files at a time.

8 Click the Upload button.
The following diagram shows the second Security Alert dialog box.

Security Alert x|

rio 'ou are about ko view pages over a secure connechion.
a

A information youw exchange with thiz site cannot be
wviewed by anyone elze on the *Web.

[T Inthe future, do not show thiz warning

i Morelnfo |

The following diagram shows the second Security Alert dialog box.

Security Alert x|

rir“l Information you exchange with this site cannot be viewed or
?. changed by others. Howesver, there is a problem with the site's
* zecurty certificate.

0 The security certificate iz from a trusted certifving authority.

e The zecurity certificate date is walid.

The name on the security certificate does not match the
name of the zite,

Do you want ko proceed?

Yes | Mo I Wiew Certificate
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The following diagram shows the Enter Network Password dialog box.

Enter Metwork Password i 2=l

Fleaze type your user name and paszward.

Site: isuitetest. g, gov
Realmn ISLITE Lagin
Lszer Mame ||

Password I

[ Save this password in your password list

=101

J File Edit Wew Favorites Tools  Help ‘
J Back ~ = - () ot | iQsearch [EfFavorites & BHistory ||%- S HE
J.ﬁ.gldress@ i j G0 |JLinks *
-
ISUITE Upload Form
File 1: | Browse... |
File 2: | _Browse..|
File 3: | _Browse..|
Upload! |
[
|&] Dore |_|—é_|ﬂ Inkermet 4
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The following diagram shows the Choose file dialog box that shows the

default folder location for your repository files.

Choose file

Laok in:

21x]
] Repositary j & i E5-
Hiztaom
:ﬁ Dezktop mdf
5 My Documents i
Q. tdy Computer
=4 3% Floppy &)
= Local Dizk [C:)
] isuite
‘a R epositon
@ Compact Dizc (D)
iy Metwork Flaces
[ backup & drive
[ lsuite2004
] zalt lake
File harme: IED-EDS-DDDDD'I_DENVEHTEST_2DDdDE23_Fj Open I
Files of tpe: I,-“.\ll Files [*.%) j Cancel |
p

Importing ROSS data files

This section explains how to download a data file from the Resource Ordering
and Status System (ROSS) and then import the data file into the I-Suite

database.

You must know your team’s DMS username and password to access the
repository site. Contact your Incident Commander or the I-Suite helpdesk for
more information.

Remember these key points when importing ROSS data into an
I[-Suite database:

e Import the ROSS data file to the server machine.

* ROSS datafiles are updated every two hours.

*  You can import ROSS data into an I-Suite database as often as you wish.

* Some data fields in ROSS are longer than the corresponding data fields in
I-Suite. If the imported ROSS data fields exceed the corresponding I-
Suite data field limits, you will be prompted to enter data with fewer
characters. The affected I-Suite data fields include:

- Incident Name - limit 20 characters

- Incident Number - linit 13 characters
- Agency - limit 4 characters

- KindCode - limit 4 characters

- HomeUnitCode - limit 6 characters

- Resource Name - limit 53 characters

The IRSS add/Edit screen only allows you to display and save the
first 20 characters. When saving a ROSS imported resource in IRSS,
you must rename the resource to 20 or fewer characters.
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* Contracted overhead resources are not identified during import. You
must change the agency code to “PVT” when checking-in these
resources.

To download a ROSS data file
1 Start your Internet browser.

2 Inthe Address bar, type https://datadraw.ross.nwcg.gov/ and then press
ENTER.

3 On the first Security Alert dialog box, click OK.

4 On the Enter Network Password dialog box, type your team’s DMS
User Name and DMS Password, and then click OK.

5 On the Index of / screen, click the Isuite/ link, and then navigate to the
incident file of your choice.

6 Right-click the incident file of your choice, and then click Save Target
As.

7 On the Save As dialog box, save the Incident file to a location of your
choice, and then click Save.

8 On the Download Complete dialog box, click Close.

The following diagram shows the Index of listing. The arrow points to the
Isuite link.

| & Index of / - Microsoft Internet Explorer provided by USDA Forest Seryice B =1o1x]
| Fle Edt tiew Favortes Taok Hep |
| wBak - = - @D (A A | Qoearch GiFevorites cBHistory | - S5 @ - 2]
| address [@] hetps:jjdatadram ross.nuvcg.gov -] e HLinls ”H @ -
Index of /
Neme Last modified Size Description
(0 ) 07-3ep-2004 07:10 -
E] M 07-3ep-2004 04:03 -
a Ca-CIFC/ 07-Sep-2004 07:06 -
D coomer 07-Sep-2004 07:10 -
D caoscer 07-Sep-2004 07:10 -
D copne 07-3ep-2004 07:10 -
[ ) 07-3ep-2004 07:10 -
2 1morew 07-3ep-2004 07:08 -
2 monres 07-3ep-2004 07:01 -
4”'&] Isuite/ 07-Sep-2004 07:36 -
a MN-EAC/ 07-8ep-2004 07:10 -
2 groune 07-Sep-2004 07:10 -
D wpsues 07-Sep-2004 07:10 -
2D wrwpes 07-3ep-2004 07:10 -
D cammer 07-3ep-2004 07:10 -
2 vr-gpe/ 07-3ep-2004 07:10 - [
4] 2 =
EN T v
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The following diagram shows a sample incident file on the Save As dialog
box.

2lx|

Save in: I@ 15 uite_training j & I‘j‘ ER-

] 1_overview_getstart_admintools
l1ap

| 11CARS

s

| lRss

| 15uite_art

TS

| Quick_ref_cards

File name: IAK-AEE-DDDDB‘I_2DD4DSD?_D?3539.T><T j Save I
| Saveas type: IText Diocumment j Cancel |
y/

To access the administrative tool

1 On the personal computer acting as the server,, double-click the
AdminTool icon.

2 On the Logon dialog box in the Server box, type the name of the Server,
in the format [computername\I[SUITE.

The server name consists of your personal computer’s full computer
name and the folder name \isuite. For example a valid computer name is
pc9962\isuite.

To locate the full computer name for your personal computer, right-click
My Computer on your Desktop, and then click the Network
Identification tab.

3 In the Password box, type the admin tool password, and then click OK.
The following diagram shows the Login dialog box.

i Login =] 3
Servers: IPESSE2\ISUITE j
Pazzword: I

oK. Cahicel |
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The following diagram shows the I-Suite Administration Tool screen.~

+[. I-Suite Administration Tool - PC99624ISUITE
File Action Security  Help

=lolx]

- Databages ——————— ~ Process Information - 14 It

Frogess ID_| Status | Host Hame I Program Mame Command | Database | CPU | Memony Usage
1 background L2y WRIT...  master 16 o
2 sleaping LOG WRITER  master 1} 1]
3 background SIGMAL HA. master 18 [
4 background LOCK MOMI...  master a 12
a background TASK MAN...  master a 2
E background TASK MAM...  master 1} 2
7 sleeping CHECKPOI master 1} 1]
8 background TASK MAN...  master a 2
] background TASK MAM...  master 1} 2
10 background TASK MAN master 1} 2
11 back ground TASK MaN master 1} 2
12 background TASK MAN...  master a 2
13 background TASK MAM...  master 1} 3
51 runnable PCI962 SOLDMO_1 SELECT master ] 7

41

To import a ROSS data file into an I-Suite database

1

On the I-Suite Administration Tool screen under Databases, click the
database name where you will be importing the ROSS data file.

On the Action menu, click Import Data.

On the ROSS Import screen, type or browse to select the Import File

Name (the ROSS data file) of your choice, and then click OK.

Click Load Data.~
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The Incident Action Plan (IAP) is part of the [-Suite group of software
programs. IAP, along with the I-Suite database, allows you to produce the
Incident Action Plan for an incident. Using IAP, you can produce the
following Incident Command System (ICS) forms:

* ICS-202 Incident Objectives

* ICS-203 Organization Assignment List

» ICS-204 Division Assignment List

» ICS-205 Incident Radio Communications Plan
» ICS-206 Medical Plan

e ICS-220 Air Operations Summary.

You can also produce the Master Frequency List, which lists radio frequencies
from the ICS-205 Incident Radio Communications Plan.

Topics in this guide include the following:

* About this guide

*  Getting Started

e Setting up your IAP

*  Understanding form navigation basics
*  Creating new forms for your IAP.

For information about installing IAP, please refer to the “I-Suite Administrator’s
Guide,” which is available for download on http://isuite.nwcg.gov.

About this guide

This Incident Action Plan User’s Guide is organized into sections, based on
the types of tasks you will commonly perform. At the beginning of each
section you will find an overview of the topics explained. Where appropriate,
diagrams are shown immediately following each task. Topics in this section
include:

* Before you begin
* Conventions.

Before you begin

Before using IAP, you must be feel confident that:
*  You are familiar with your personal computer and function keys and
understand personal computer concepts.

¢ You are familiar with Windows 2000, Windows XP, or Windows NT and
can log on and log off.
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Conventions

The following conventions are used within this guide:

* Button names, option labels, screen names, tab names, and text box
names appear in bold, in the same case as on your keyboard or screen. For
example, the fist step in a procedure might instruct you to

1  On the Tools menu, click Master Frequency.

» Topics of special interest or hints that will help you perform a specific
task show a line before and after the text. The text appears in italic type.
For example, the following note appears in the section, “Setting up your
IAP.”

Until you mark it as “final,” forms are automatically marked “draft” at the
top and bottom of each page.

Getting Started

This section explains the basic concepts and information you need to begin
using IAP. Topics in this section include:

e Terms and concepts

* Logging on and logging off

*  Getting help

*  Understanding the stand-alone and integrated environments.

Terms and concepts

This section outlines some of the screens, toolbars, and menus that you will be
using in IAP. If you aren’t already familiar with IAP or have forgotten a few
things since training, review these terms and concepts before proceeding with
the remaining sections in this guide.

The following diagram shows the IAP toolbar and a brief explanation of the
toolbar buttons.

Copy Last Form

menubar

toolbar\ -
\

_/ | i 5 T B Z U |[2 Incident Name: [FROG COMPLEX g EEaEE
/S.ave Spell Check EiMark Final

Display By Form

NI

Print Preview
Print Display By Plan
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Logging on and logging off

This section explains how to log on and log off of IAP.

Shortcut to 1

IAP.exe

To log on to IAP

From your Desktop, double-click the IAP icon or click Programs from
the Start menu, point to I-Suite, and then click IAP.

If you have trouble logging on to IAP, please refer to the “Handling installation
problems,” in the “I-Suite Administrator’s Guide,” which is available for
download on http.//isuite@nwcg.gov.

To log off IAP

L]

Getting help

On the File menu, click Exit.

This section explains how to access and locate help information. There are
three basic ways to obtain help information for ITS:

Access the I-Suite website. This site contains a wide array of I-Suite
information, including software downloads, updates, and user

documentation.

Contact the I-Suite Helpdesk. If you are unable to answer your question
using the [-Suite website, contact the [-Suite Helpdesk at (866) 224-7677.

Review this Incident Action Plan User’s Guide. This guide is available
in Acrobat format. To locate topics of interest, click to select the
Bookmark of your choice. Bookmarks are listed along the left-hand side
of the Acrobat document. When you click the Bookmark, you will

advance to that topic within the document.

To display help information within IAP

On the IAP menubar, click Help, and then click Support.

The following diagram shows the [Suite Support dialog box.

ISuite Support

For ISuite support. guestions. problems, and suggestions:

Email: helpdesk@nweg.gov
Fhaone: 866-224-7677

Software Updates: hitp:/fisuite.nwog.gow
(Do not use v

Core Hours Eastermn Time
1 Apr- 31 Oct 0700 - 2300
1 Now - 31 Mar 0800 - 2000

Uze only for Emergency support after hovrs.
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To locate help information on the I-Suite website

1 Start your Internet browser.

2 In the Address box, type http://isuite.nweg.gov, and then press ENTER.
3 On the Welcome to I-Suite webpage, click the IAP application icon.

4 On the IAP webpage, click to select the topic of your choice.

The following diagram shows the IAP application icon on the Welcome to
I-Suite webpage.

The following diagram shows the IAP webpage and a list of available topics.

2} 1AP - Microsoft Internet Explorer provided by USDA Forest Service TR
Fil= Edt View Favortes Tools Help |
Back - = - (@D (3] & Qoearch [Favorites (HHstory | By~ S - 5

adcess [ ] heep: w5 Fed usiriffire1-suiapfincex il = @ H“”“ ”H @ '|
=

=

Incident Action Plan
The 1AP enables a user to utilize the data in the I-Suite database to produce the Incident action Plans for the incident.

home

Description Date Format
Iap TAP Bugs/Tips Page 7/29/03 LITE
LAT Users Guide ACCESS 03/26/03 [WCORD
LAP Users Guide MSDE 07/17/03 [WCRD
privacy contact web manager
. . . -
€] [ [ | intemet

To contact the I-Suite Helpdesk

The I-Suite Helpdesk is available 24-hours per day, seven days per week.

» Call (866) 224-7677, or email helpdesk@dms.nwcg.gov.

To obtain a copy of this Incident Action Plan User’s Guide
1 Start your Internet browser.

2 Inthe Address box, type http://isuite.nweg.gov, and then press ENTER.
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3 On the Welcome to I-Suite webpage, click the IAP application icon.
4 On the IAP webpage, click to select IAP User’s Guide.

5 In Acrobat Reader, save the file to your personal computer in a folder
location of your choice.

Setting up your IAP

This section explains how to create your [AP database and define the shift
names and times.

To create an IAP database
1 On your Desktop, double-click the IAP icon.

2 Onthe IAP Server and Database Selection dialog box, click the Server
drop-down arrow, and then click to select the Server Name of your
choice.

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

The following diagram shows the IAP Server and Database Selection dialog

box.
# 1AP Server and Database Selection x|
Datahase Last Cannect Server
JSUITE MSDE Training 04/13/2004 1:18:31 Ph |PC3g62SUITE =
PCI9E2ASUITE Lomatype3ITE 03417/2004 11:06:31 Ak
Database:

[MSDE Trainingd0s_te ~|

Cancel

To define shift names and times

You must define shift names and times before you can create IAP forms. You
can define as many color-coded shifts as you need, so that you won'’t confuse
day shift forms with night shift forms.

1 Logonto IAP.
2 On the Shifts menu, click Define Shifts.

3 On the Incident Action Plan - Define Shifts dialog box, complete the
following

- in the Shift box, type the name of the Shift
- in the Shift Start Time box, type the starting time of the shift, in the
format 0000
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- in the Shift End Time box, type the ending time of the shift, in the
format 0000

- under Shift Shade, click to select a shade to help identify the shift.
4 To save the new shift, click the Enter button.
5 When finished creating all shifts, click the Close button.
The following diagram shows the Incident Action Plan - Define Shifts dialog

box.
i, Incident Action Plan - Define Shifts -0l =|
Inciclent: IWALL j
Enter: |
Shift (Ex: Day):l Shift Shade: [yriie
Wery Lt Gray Update |
i i I Lt Gra
Shift Start Time (05007 Gray I3 Deleie |
Dk G
it End Time (1300} | Ve DF Grap Clear_|
Shifts Ertered:
Maime StartTime | EndTime Shadle |

Understanding form navigation basics

Remember the following key points when creating a new IAP form:

* IAP automatically enters the Incident Name, Date, and Time.
*  The Date and Time Prepared boxes display the current date and time.
*  The Operational Period box displays the current date and day.

* Ifpreparing a form for a different date other than the current date, you can
manually edit the Operational Period box.

*  You must save a form after editing. IAP does not automatically save your
forms. If you close a form without first saving it, IAP displays a prompt.

*  For the most part, you can manually edit or override almost every entry in
a form.

To create a new form

¢ On the File menu, click New Form or click the New Form icon on the
IAP toolbar, and then click to select the form of your choice.
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The following diagram shows the New Form icon and the drop-down menu of
available forms.

% Incident Action Plan

File Edit “iew Shifts Tools ‘Window Help

DING & & ¥ & el X |G- [als 7 0@
Mew ICS202 - Objectives
Mew IC3203 - Organization
Mewy IC5204 - Division &ssignment
Mew IC5205 - Communications
Mew IC5206 - Medical
Mew IC5220 - Ajr Operations

To show multiple page numbers on a form
1 Using the scroll bar, scroll to the bottom of the new form of your choice.

2 Inthe Page _ of __ boxes, type to replace the page numbers of your
choice.

For example, for a two-page form, type Page 1 of 2 on the first page, and
then type Page 2 of 2 on the second page of the form

The following diagram shows the bottom portion of a form.The arrows point
to the boxes where you can type page numbers.

5. Date Prepared G. Time Prepared
073103 1943

P _IICS 205

To resize a text box on a form

The up and down arrows are located on the right-hand side of text boxes on a
form.

» To resize a text box, click the Up arrow or Down arrow.
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The following diagram shows some up and down arrows on a portion of a 204
form.

7. Contral Operations

-t
E Speciallnctniction -y
g, DivisioniGroup Communications Summary
Function Freguency - R¥ | Freguency - T4 Tone System Channel System Channel
Commanc b
Tactical Div/Graup v

To format text on a form

*  Click to highlight the text of your choice, and then click the text format
icon of your choice.

The following diagram shows the location of the text format icons on the IAP
toolbar.
underline
italic
bold

% Incident Action Plan
File Edit “iew Shifts Tools ‘Window Help

v|ﬁ|]§l1l'ﬁ|¢- Inc

OD-Bl&aY | Bd X | CE

To finalize a form

Until you mark it as “final,” forms are automatically marked “draft” at the top
and bottom of each page.

¢ On the Tools menu, click Mark Final, or click the Padlock icon.

The following diagram shows the a portion of a 205. The arrow points to the
location of where the form is marked “Final.”

IR N BN R S m I S T (N INEIGENLINAME! | MHL LAVIELEA Jal | % for all incidents. £

Tz ooy =1 1Ol x|
“erify Frequencies
. B B _. [1.Incidert Mame [ 2. Cperational Period |

To edit a finalized form

Once you mark a form as “final,” you must first unlock it before you can edit it.

¢ On the Tools menu, click Mark Draft, or click the Padlock icon.
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To display the tree view of forms

You can open more than one form at a time and click to switch between
forms.

*  Perform one of the following

- on the View menu, click Form

- from the IAP toolbar, click the Display by Form icon

- on the View menu, point to Individual Form, and then click to select
the form of your choice.

To display the tree view of plans

*  Perform one of the following

- on the View menu, click Plan
- from the IAP toolbar, click the Display by Plan icon.

To copy any form

You can create new forms by copying forms from previous operational
periods.

1 From the Tree View, click to highlight the form of your choice, and then
click the Copy Form icon.

2 On the Copy [form name] dialog box, click to select the Form you wish
to copy, and then click OK.

The following diagram shows the Copy [form name] dialog box.
w. Copy ICS205 -10| x|

Select a Form to Copy From:

712512003, Dey i’
712512003, Dary
712502003, Day d

Ok I Cancel |

To copy the last form created

You can copy the last form you created, not the last form edited.

e On the IAP toolbar, click the Copy Last Form icon.
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To change the order entry for first name and last name

This option allows you to toggle between entering First Name Last Name or
entering Last Name, First Name.

Before creating forms in IAP, determine the order in which you wish to enter
first names and last names. Once you begin entering names, previously
entered names are not retroactively changed.

1 On the Tools menu, click First Name Last Name.

2 To toggle back to the previous setting, click Last Name, First Name on
the Tools menu.

To enable the exporting of IAP forms to HTML

Performing this task allows you to post a form on a website.

¢ On the File menu, click HTML Export.

Creating new forms for your IAP

This section explains how to complete the following forms:

*  Master Frequency List

* ICS-202 Incident Objectives

» ICS-203 Organization Assignment List

e ICS-204 Division Assignment List

* ICS-205 Incident Radio Communications Plan
* ICS-206 Medical Plan

» ICS-220 Air Operations Summary.

Topics in this section include:

*  Working with the Master Frequency List (MFL)
e Creating ICS forms.

Working with the Master Frequency List (MFL)

This section explains how to create the database of frequencies to be used on a
specific incident.

You must add every frequency you need for the incident to the MFL.

To enter frequencies into the MFL
1 On the Tools menu, click Master Frequency.

2 Click the System drop-down arrow, and then click to select the System of
your choice.
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3 Complete the remaining boxes in the row

- Group

- Channel

- RFunction

- TX

- Tone

- Assignment
- Remarks.

4 When finished, click to select the check box in the Show column for that
new Frequency, and then click the Propagate Changes button.

The following diagram shows the Master Frequency List.

2% Master Frequency List _;'
Show System Group | Channel |RFunction RX LS Tone |Assig Remarks
4 King 1 1 168.050 | 168.050 Divigion LW X Branch | Blackwall

King 1 2 165.200 | 168.200 Divigion % Branch | Blackwall
King 1 3 168.600 | 168.600 Division A Branch Il Frog Pond
King 1 4 169.200 | 169.200 Blackwall &/G Helo Buct
King 1 5 164.8625 | 170.250 Blackwall Fireline to ICP |Sheep Mountain
King 1 G 173.150 | 173.150 Frog Pond A/G Helo Buc
King 1 7 171.975 | 1739375 Frog Pond Fireline to ICF|Lost Trail Pass Ski Hill
King 1 g 166.725 | 166.725 Structure Protection Branch | & Il
King 1 9 1685.075 | 170.425 Blackwall Fireline to ICP |Sheep Creek
King 1 10 166775 | 16B.775 Division B, C Branch Il Frog Pond
King 1 1 165.475 | 173.8125 Branch Il Frog Pond Andergon Mountain
King 1 12 163.100 | 163.100 Helibase Deck
King 1 13 172,275 | 164.500 | 146.2 |Fireline to Central Idaho
King 1 14 168.625 | 16B.625 Air Guard Emergency Airto Groul
O NIFC 2 1 186.675 | 1B66.675
[m] WIFC 2 2 169.150 | 189.150
[m] NIFC 2 3 169.200 | 182.200
[m] WIFC 2 4 170.000 | 170.000
[m] NIFC 2 5 167.950 | 167.950
[m] NIFC 2 10 165.550 | 168.550
[m] WIFC 2 1 168.350 | 168.350
O NIFC 2 12 163.100 | 163.100
[m] WIFC 2 14 168.625 | 16B.625

! O NIFC 3 1 1686.725 | 1686.725
[m] WIFC 3 2 1686.775 | 1686.775
[m] NIFC 3 3 168.250 | 168.250
[m] WIFC 3 4 166.6125 | 166.6125
[m] NIFC 3 5 166.6125 | 168.400
[m] NIFC 3 5 167.100 | 167.100

Propagate Changes Help |
iTacticaI D AGroup i 3‘ I ‘ I I I i-_I
o | |

To delete a frequency on the MFL

This process only deletes the frequency you select, not the entire MFL.

1 On the Master Frequency List, click the Show column to select the
Frequency you want to delete.

2 Perform one of the following

- click the Delete Form icon
- on your keyboard, press DELETE.
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The following diagram shows a selected frequency and the Delete icon on the
Master Frequency List.

% Incident Action Plan == x|
File Edt View shifts Tools Window Help
OD-HEeky|melxC=-|als 7 o] ncident Mame: [FROG COMPLEX -] e e
Master Frequency List B o =
g0 Delete Form |
£5203 | | ow_|System Group| Channel RFunction RX T Tone ig
1C5204 = King 1 1 168.050 | 168.050 Division U W X Branch | Blackwall
Jul 25, Day Alpha - Priorit: o] King 1 2 168200 | 168.200 Division % Branch | Blackwall
15205 King 1 3 168.600 | 168.600 Division A Branch Il Frag Pond
B8 Ju 25, Day King 1 4 169.200 | 165.200 Blackwall A/G Helo Bucl
Jul25, Day H |Kking 1| s 164.8625 | 170.250 Blackwall Fireline to ICP |Sheep Mountain
[ B _ King 1 & 173.180 | 173.150 Frog Pond &/5 Helo But
m QE:DEY | | 2] King 1 7 171.975 | 1738375 Frog Pond Fireline to ICF|Lost Trail Pass Ski Hill
Jul 26, Mgkt | | M [king 1 i) 166725 | 166725 Structure Protection Branch | & 11
[ 27, Day o] King 1 a 168.075 | 170425 Blackwall Fireline to ICP |Sheep Creek
Jul 27, Might King 1 10 166.775 | 166.775 Division B, C Branch Il Frag Pond
Jul 28, Day King 1 11 168.475 | 1738125 Branch Il Frog Pond Anderson Mountain
-8 Jul 28, Dsy H |Kking 1 12 163.100 | 183.100 Helibase Deck
Jul 28, hight _ King 1 13 172.275 | 164.500 | 146.2 |Fireline to Central ldaha
" Ju 28, Day | M [King 1 14 168.625 [ 188.625 Air Guard Emergency Air to Graul
B8 Jul 29, Night
30 M O niFc 2 1 BB.675 | 186675
B w31, Dy O [uFc 2z 169.150 | 169150
Jul 31, Night |m] NIFC 2 3 168200 | 168200
Aug 1, Might [m] NIFC 2 4 170.000 | 170.000
-8 mug 2, Day [] 2
Aug 2, Night U 2 168.550 | 188.550
#ug 3, Day O [uFc 2 1 168350 | 168350
“ ::gfg‘::" . O [uFc 2 12 163100 | 163100
« : LI— [m] NIFC 2 14 168.625 | 168.625
m] NIFC 3 1 166.725 | 166.725
m] NIFC 3 2 166.775 | 166.775
[m] NIFC 3 3 168.280 | 188.250
O NIFC 3 4 166.6125 | 1666125
[m] MNIFC 3 5 166.6125 | 168.400
[m] NIFC 3 5] 167.100 | 167.100
Fropagate Changes Help

e
0l I

|Server = PC38B2YSLITE Database = MSDETrainingd08_fest

To refresh data on the MFL
¢ Click the Refresh Data icon.

Creating ICS forms

This section explains how to complete the ICS forms you can create in IAP.

To create an ICS 202 Incident Objectives

1 On the File menu, point to New Form, and then click New Form 202 -
Objectives.

2 In the 4. Operational Period box, click the drop-down arrow, and then
click to select the Shift of your choice.

3 Complete the following information

- 5. General Control Objectives for the incident (include alternatives)
- 6. Weather Forecast for Period
- 7. General Safety Message.

12
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4 Under Attachments, click to select all that apply

- Organization List - ICS 203

- Div. Assignment Lists - ICS 203

- Medical Plan - ICS 206

- Air Operations Summary - ICS 220
- Incident Map

- Safety Message

- Traffic Plan

- Weather Forecast.

5 To add an additional attachment, click to select a check box next to a
blank line, and then type the appropriate attachment next to that check
box.

6 Inthe 9. Prepared by (Planning Section Chief) box, type the Planning
Section Chief Name.

7 Inthe 10. Approved by (Incident Commander) box, type the Incident
Commander Name.

8 When finished, click the Save icon.
The following diagram show a blank ICS 202 form.

42 Incident Action Plan =] x|

File Edit Wew Shifts Tools ‘Window Help
OD-H SRy 2 X|[CE-|a|s 7 u| Incident Mame: [FROG COMPLEX R S

EEIES (A Ty ek IS 5% Form 202 - 04/14,/04, Day Shift 0700 - 1900 _ ol =

1C5202 1. Incident Mame Z. Date Prepared |3, Time Frepared ks
125203

Ics204 Incident Objectives FROG COMPLEX 0471404 1044 | Blackwall
Jul 25, Day Alpha - Priorit | Blackurall
105205 4. Operational Period Il Frog Pond

Jul 25, Day _ - -
Jul 25, Dy 04/14/04 Wednesday Day Shift 0700 - 1900 J

Jul 25, Day 5. General Control Objectives for the incident (include alternatives)
Jul 25, Might I —
Jul 26, Dy fail Pass Ski Hill
Jul 26, Night L&l

Jul 27, Day Creek

Jul 27, Might Il Frog Pond

ul 28, Day on Mountain

Jul 28, Day 7
Jul 28, Might
Jul 29, Day
Jul 28, Night
Jul 30, Might
Jul 31, Day
Jul 31, Night
Aug 1, Night

Mountain

Ency Airto Grou

£ug 2, Night
Aug 3, Day
Aug 3, Night 6. Weather Forecast for Period +
Aug 4, Day =
| [ —

o]

-+

-+

7. General Safety Message +

I;I
It

S

|Server = PCIBEZUSLITE Datakase = MSDETraining406_test
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To create an ICS 203 Organization Assignment List

The ICS 203 identifies which positions are filled and by whom. People
qualified for each position mnemonic are identified in the I-Suite database.
However, if a name does not display in the drop-down list, you may manually
type in that name. Keep in mind that some position boxes display more than
one position mnemonic

1

On the File menu, point to New Form, and then click New Form 203 -
Organization.

For each position, click the drop-down arrow, and then click to select the
Person of your choice.

Under 6. Agency Representative, type the Agency for each agency
representative.

In the Prepared by box, type the Resource Unit Leader Name, and then
click the Save icon.

The following diagram shows a blank ICS 203 form.

4 Incident Action Plan = x|
File Edit Wiew Shifts Tools Window Help
Shows resources
D-HE&ky B¢ X COa-la B 7y Incident Name: [FROG COMPLEX ~| e resnie:
I"g"sz‘g; IR =T L I=I1 5% Form 203 - 04/14,04, Day Shift 0700 - 1900 I [=] 553 =
i ORGANIZATION ASSIGNMENT LIST 8. Operations Section ks _
1C5204 1. Incidert Mame: = « | ! Blackwall
B8 Ju1 25, Day Alpha - Priorit FROG COMPLEX _ | Blackwall
125205 2. Date Prepared |3 Time Prepared e Il Frag Pond
- Jul 25, Day 04/14/04 133 a Branch | - Division/Groups
B8 Jul25 Day 4. Operational Perio Mountain
1125, Day 04/14/04  Wednesday |Day Shift 0700 - 1800 = [Pransh Director =]
-8 Jul 25, Night Position Matme IDeput TR —————
e D:V i il Pass Ski Hill
B8 Jul 28, Night 5 Incident Commander and Staff [Division/Grovp pren
-8 Jul 27, Day incident Commander + [Division/Grous « || Creek
Jul 27 Night — —D = =i Il Frog Pond
|8 Jui 28, Day fiitid ~ msenroue " Akon Mountain
Jul 28, Day [Safety Officer + [Division/Graup b3
U5, Mt Iinformation Off T+ [prvisionso B
| 8 i 20 Day A information Officer ~[prisonirou - o
Jul 29, Might [Lisison Officer b Branch Il - Division/Groups R
B8 Jul 30, Night S Trr—
B8 Jul 31, Day B. Agency Representative ranch Director ]
Jul 31, Night Agency Tlame Deputy .
B Aug 1, Night R
£ug 2, Night + [Division/Group -
B8 fug 3, Day oo —
Aug 3, Might + [Division/Group -
8 Aug 4, Day i v [Division/Group V|
4 »
]| w [Divizion/Group v
T Planning Section C Branch Il - Division/Graups I
(Chiet + [Branch Director P | —
Deputy  [peputy -
IResources Unit + [pivision/Group v
[Situation Uit + [pivision/Group -
[Documertstion Unit + [Division/Group - A

1 |

Eerver = PCHIEISLITE Databasze

= MSDETraining4 08 _test

To customize your mnemonics (kindcode) filter

1
2

On the Tools menu, click Form 203 Template.

For each section, click in the appropriate box, and then type additional
Mnemonics as needed, separated by a semi-colon.

To save your additions, click the Save button.

14
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The following diagram shows a sample ICS 203 template.

2%.1C5203 Template ] 3]
ORGANIZATION ASSIGHMENT LIST - 1C5203 Template |9. Cperations Section
1. Incidert kame Day OSC1; 0SC2 —
20 T e Night 0SC1; 0802 v
— ‘ a. . Branch 1 - Division/Groups
Branch Director OPBD; DS, OSCT; OSC2 «
Position | Mame Deputy OPBD; DS, OSCT, OSC2 «
9. Incident Commander and Staff Division/Graup DS =
Incident Commander ICT1; ICT2: ICT3: ICT4: ICTS; OF + |Division/Group oS =
Deputy DPIC + |Divizsion/Group oS -
Safety Officer S0OF1; S0OF2; 30F3 » | Division/Group DS v
Infarmation Officer |IOF1; IOF2; 10F3 » | Division/Group 05 -
Ligison Offizer LOFR v|h Branch Il - Division/Groups
B Agency Representative Branch Directar CPBD; DS, OSC1; 0SC2 «
Agency MName Deputy OPEBED; DS, OSC1; 03502 «
AREP v |Division/Group [WIR¥ -
AREP » | Division/Group Ors v
AREF v |Division/Group RIS v
AREP » | Division/Group Drs A
AREP v | Division/Group OivE v
7. Planning Section cC. Branch Il - Division/Groups
Chief PSC1; PSC2 v |Branch Director CPBD; DS, OSCT, 0SC2 «
Deputy PSC1; PSCZ v [Deputy OPBD; DNWS; OSCT; 0SC2 «
Fesources Unit RESL + |Divizsion/Group oS -
Situation Unit SITL » | Division/Group DS v
Documentation Unit DocL » | Division/Group OMNS =
Demabilization Unit 1% (0] » IDivigion/Group RIAT -

To create an ICS 204 Division Assignment List

1

On the File menu, point to New Form, and then click New Form 204 -
Division Assignments.

In the 1. Branch box, type the Branch Name, and then press TAB.

In the 2. Division/Group box, type the Division/Group name, and then
press TAB.

Under Operations Personnel, click the drop-down arrow for each
Position, and then click to select the Person of your choice.

Under 5. Resources Assigned this Period, click to select the option of
your choice

- All, to display all resources

- Crew, to limit the drop-down list to display only hand crews

- Engine, to limit the drop-down list to display only engines

- Equipment, to limit the drop-down list to display dozers, water
tenders, tractor plows, and other heavy equipment

- Line Overhead, to limit the drop-down list to display individual line
overhead such as Strike Team Leaders and Field Observers.

September 9, 2004
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10

Complete the following boxes for each resource, as appropriate

You can complete the drop off and pick up locations and times for the first
resource, and then click the Auto-Fill buttons to fill-in the remaining
locations and times for all other resources. Edit the remaining drop off and
pick up locations and times as appropriate.

- Strike Team/Task Force/Resource Designator
- Leader

- Number of Persons

- Trans Needed

- Drop Off PT./Time

- Pick Up PT./Time.

Complete the following boxes as appropriate

- 7. Control Operations
- 8. Special Instructions.

Under 9. Division/Group Communications Summary, complete the
following boxes as appropriate for each Function

This section allows you to import frequencies from the ICS 205 Radio
Communications Plan, if one exists for that operational period. If the
Frequency - RX drop-down list does not contain any frequencies, an ICS
205 has not yet been created for that operational period. To display
frequencies added to the ICS 205 since the last time you started IAP, click
the Refresh Data icon.

- Frequency - RX
- Frequency - TX
- Tone

- System

- Channel

- System

- Channel.

In the Prepared By box, type the Resource Unit Leader Name, and then
press TAB.

In the Approved By box, type the Planning Section Chief Name, and
then click the Save icon.

16
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The following diagram shows a blank ICS 204 form.

47 Incident Action Plan
File Edit “iew Shifts Toals ‘Window Help

=l

D-Hl ey B4 X O

|alB zu|@

Incident Mame: |FROG COMPLEX

" |

(Shows resources
for all incidents

Aug 4, Day
4

Master Frequency List
Ics202

165203

105204
B8 Jul 25, Day Alpha - Priort:
105205
B8 Jul 25, Day
B8 Jul 25, Day
Jul 25, Day
B8 Jul 25, Might
Jul 26, Day
B8 Jul 28, Night
B8 Ju 27, Day
Jul 27, Night
B9 Jul 28, Day
Jul 28, Day
B8 Jul 28, Might
B8 Ju 29, Day
Jul 29, Might
B8 Jul 30, Might
Jul 31, Day
B8 Jul 31, Might
B8 Aug 1, Night
Aug 2, Day
B8 Aug 2, Night
Aug 3, Day
B8 Aug 3, Night

hForm 204 - 04,

4, Day Shift 0700 - 1900

Division Assignment List

DRAFT
Branch

| 2. Division/Group

=101 x|

3. Incidert Name

4. Operational Period

FROG COMPLEX Q4A 48 Wednesday IDay Shift 0700 - 1900 [ il
5 Operations Personnel Pond
Operations Chiet = DivigioniGroup Supervisor = in
Operations Chiet | Air Attack Supervisor v
Branch Dirsctor z Satety Officer z s Ski Kl
B " Al ¥ crew ¢ Engine { Equipment { Line Overhead Resources Assignedthis Feriod
Strike Team/Task Force Resource Designator Leader um of [Trans Drop Off PT.Time Pick Lip PT./Time
Pers. | v Auito Fill | Auita il Fond
ntain
tto Groul

RN [

7. Control Operations

|

[Server = PCISENSLITE Database = MSDETraining08_test

To customize your mnemonics (kindcode) filter

1
2

3

On the Tools menu, click Form 204 Template.

Under Operations Personnel, click in the appropriate box, and then type
additional Mnemonics as needed, separated by a semi-colon.

To save your additions, click the Save button.

The following diagram shows a sample ICS 204 template.

IC5204 Template i ] |

Division Assignment List - ICS204 Template | !- Branch 2. Division/Graup

3. Incident Mame 4. Operational Period
&, Operations Personnel
Operations Chief 0SC1; O5C2 | DivisioniGroup Supervisor (DS -
Cperations Chief 03C1 0302 v | Air Attack Supervisor AAGS: AQBD; ATGS v
Branch Director QSC1, 05C2; OPBD; DIWS v | Safety Officer SOF1, S0F2; S0F3 v
B. Resources Assigned this Period

Strike Team/Task Forcel Resource Designator | Select the data and the order that will be displayed in the resource designator box.

ResourceM arme

=

Add Resource Hame |

Add Kind Code

Add Request Mumber

Clear

IC% 204 Template

September 9, 2004
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To edit the 204 template

You can change the order of the resource, kind code, and resource name
fields on the 204 template. This change affects all newly created ICS-204s,
but does not affect ones already created.

1 On the Tools menu, click Form 204 Template.

2 Click one or more of the following buttons, in the order of your choice, to
customize the 204

- Add Resource
- AddKind Code
- Add Resource Name.

3 To save your changes to the 204 template, click the Save icon.

To manipulate rows on the 204 form

You can cut, copy, paste, and delete rows on the 204 form.

1 To cut a row, click to select the row of your choice, right-click in the left-
most column of that row, and then click Cut.

2 To copy a row, click to select the row of your choice, right-click in the
left-most column of that row, and then click Copy.

3 To paste the cut or copied row, click to select the target row of your
choice, right-click in the left-most column of that target row, and then
click Paste.

The following diagram shows a sample row of the 204 and the cut/copy/paste
options available when you right-click the mouse.

LA AL I L LA Lt [ MV ILLISIYLD
B. = al o crewe © Engine © Equipment f
Strike TeamiTaszk Force! Resource Designatar
CROWY 23 _TLE
JCROW 25 =]
—% Zuk =
T oy i
4+— Paste =
-

To spell check the 204 form
*  On the Tools menu, click Spell Check.
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%2 Incident Action Plan
File Edt Wiew Shifts Tools Window Help

To complete the ICS 205 Incident Radio Communications Plan

The Communications Leader completes the ICS 205. All frequencies on the
ICS 204 are also on the approved ICS 205 for that operational period.

1 On the File menu, point to New Form, and then click New Form 205 -
Communications.

2 For each frequency, click the Radio Type/Cache drop-down arrow, and

then click to select the Frequency of your choice.

Once you select the frequency, the remaining data from the MFL auto-fills
on the form.

3 Click the Verify Frequencies button.

The Verify Frequencies button verifies the following:

- All frequencies on the ICS 204 and ICS 205 are approved
frequencies on the MFL.
- All frequencies for that operational shift are assigned on at least one
of the ICS 204s for that operational period.
- Any frequency on an ICS 204 is also on the approved ICS 204 for that
operational period.
If there are any discrepancies between the ICS 204, ICS 205, and the

MFL, IAP displays a notification message.

The following diagram shows a blank ICS 205 form.

b

]

D-H &Ly | Be XO=-ale 7yl

Incident Name: [FROG COMPLEX% -]

(Shows rEsouUrces’
for all inciderts

Master Frequency List

125202
152035

(=] Ics204
Jul 28, Day Alpha - Pric
(=] Ics205

-8 Ju 25, Day

Jul 25, Day

B8 Jul 25, Day
-8 .l 25, Might

Jul 26, Day

-8 Jul 28, Night
-8 Jul 27, Day

Jul 27, Might

-~ E8 Jul 28, Day
-8 Jul 28, Day

Jul 28, Might

B8 Jul 28, Day
-8 .l 29, Might

Jul 30, Might

B8 Jul 31, Day
-8 Jul 31, Might

Aug 1, Night

~E8 sug 2, Day
-8 Aug 2, Might

fug 3, Day

B8 sug 3, Might

Aug 4, Day

- il .

Verify Frequencies |

2% Form 205 - 04/14,/04, Day Shift 0700 - 1900

=101

Radio G

1
Plan

- Incidert Mame

FROG COMPLEX

2. Operational Period
04/14/04

Wednesday

Day Shift 0700 - 1900 -

g

Basic Radio Channel Utilization

Readio Type/Cachs

Channel

Function

Frequency/Tone

Lssignment

Remarks

L4

=
=
o)
=
=4

v

1 |

|Server = PCISEZSUITE Database = MSDETrainingd08_test

B
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To create an ICS 206 Medical Plan

The ICS 206 is a narrative, fill-in form.

1 On the File menu, point to New Form, and then click New Form 206 -
Medical.

2 Complete the following sections as appropriate
- Incident Medical Aid Station
- Ambulance Services
- Incident Ambulances.

3 In the Paramedics column, click to select the Yes or No check boxes, as
appropriate, to designate the available Paramedics for each type of
medical service.

4 Complete the Hospitals section, and then click to select the Yes or No
check boxes, as appropriate, to designate if a Helipad and/or Burn
Center is available.

5 Inthe Medical Emergency Procedures box, type a description of the
medical emergency procedures, as appropriate.

6 Complete the following boxes
- Prepared by (Medical Unit Leader)

- Reviewed by (Safety Officer).
7 When finished, click the Save icon.
The following diagram shows a blank ICS 206 form.
4 Incident Action Plan =1=)x]
File Edit Wiew Shifts Tools Window Help
D-H SRy me X Oa- a8 70| Incidert Hame: [FROG COMPLEX. =] (v e
Ll EEUL LA | 5 £orm 206 - 04/14,/04, Day Shift 0700 - 1900 I [=] 53 _:I
:ggigi Medical Plan 1. Incident Name 2. Operstional Period lm rks
(2] icsa04 FROG COMPLEX i | D{Hfiﬂﬁl Wednesday | Blackwall
T8 Jul 25, Diay Alpha - Pric 3. Incident Medical Aid Station L) Blackwall
(=] ics208 Medlical Aid Stations Locstian Paramedis | || Frog Pond
~E8 Jul 25, Day wes| Wo [
~E8 Jul 25, Day - Maountain
Jul 25, Day -l
j:: ii:gf\;ﬁ [T | T |pail Pass SkiHill
~E8 Jul 28, Might |l L&l
~E8 Jul 27, Daw rlr Creek
Jul 27, Night T Transportation Il Frog Pond
~E8 Jul 28, Day on Mountain
Jul 28, Day A Ambulance Sewvices L L
Jul 28, Might A wame ress ane Paramedics
B = i e 2 [oney A7 ta Grou
~E2 ul 30, Ni
80 ooy i
Jul 31, Might -
~E8 Aug 1, Night -l
a2, bay = | —
::; ; g::“ B Incident Ambulances I
Aug 3, Night Mamme Location Paramedics
P - - ves | Mo
. Aug 4, Day I =
|-
|-
|-
r|r
5. Hospitals
Name AcldressiLatitudel ongitude :?E';’”Dzn | ProneFrequency v::h E:D 1’2 CT;'
ol _LI
A |

Eerver = PCYIENISLITE Database = MSDETrainingd 05 _test
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To create an ICS 220 Air Operations Summary

The ICS 220 is mostly a narrative, two-page form

1 On the File menu, point to New Form, and then click New Form 220 -
Air Operations.

2 Complete the following sections as appropriate

- Sunrise Hour

- Sunset Hour

.REMARKS

. MEDEVAC AIRCRAFT
TFR

. PERSONNEL

. FREQUENCY

. FIXED WING

- 9. HELICOPTER.

1
<IN B NV NN

3 To advance to the next page of the form, click the Go to Page 2 button.

4 Complete section 10. TASK, MISSION, ASSIGNMENT, as
appropriate.

The following diagram shows a blank ICS 220 form.

43 Incident Action Plan (=1

File Edit Yiew Shifts Tools Window Help
D-Haely | =exEaE- a B 7 0 Incidert Name: [FROG COMPLEX EEEEEEES
WL | = £ 220 - 04,14/04, Day Shift 0700 - 1900 —

=)
. . Goto | Prepared by Date Prepared
=) 1C5203 Air Operations Summary o0 041404
IC5204

: Jul 25, Day Alpha - P 1. Incident Mame 2. Operational Period §
= |c325||‘5 oy SR FROG COMPLEX 04/14/04 Wednesdar Day Shift 0700 - 1900 -

il 25, Dy 3. REMARKS (Safety Notes, Hazards, Air Operalions Special EqUipment, etc.) 4. MEDEWAC ARCRAFT 5 TFR
~E8 Jul 25, Day
B8 Jul 25, Day
Jul 25, Night —
~E8 Jul 25, Day
~E8 Jul 26, Might
Jul 27, Day
~E8 Jul 27, Night
Jul 28, Day
B8 Jui 78, Dy 6. PERSONNEL Phone # 7. FREQIUENCY AMIRH PO &. FIRED-WING # AvallTypeMake
B8 Jul 28, Night AIRIIR P
Jul 29, Day
8 Jul 29, Night
Jul 30, Night ARIGROUND
Jul 31, Day COMMAND:

B8 Jul 31, Might
Aug 1, Might
~E8 Aug 2, Day DECK FREQ:
~E8 Aug 2, Might
£ug 3, Day
~E8 Aug 3, Night
Aug 4, Day | [ 9. HELICOPTERS (UUse adiditional Sheets As Necessary)
J —’l_ Faamm#  [Tv [MAMEMODEL BASE  |AYAL [START REMARKS FamMg  [TY [MAMEMODEL BASE  |AwalL [ST#

Sunrise

Airtankers

AIRIAIR R

Leadplanes
Base FAXH

COMMARND RPT: ATGS Alrcratt

TOLC FREQ: Other

afafafafafa]a]n

0 |G

|Server = PCI9BSUITE Database = MSDETraining408_test
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The Incident Cost Accounting and Reporting System (ICARS) is part of the I-
Suite group of software programs. ICARS, along with the I-Suite database,
allows you to capture resource costs for management reporting.

Topics in this guide include the following:

*  About this guide

*  Qetting Started

* Introducing ICARS

*  Working with the Resources table view
e Working with the Daily table view

*  Working with the File menu

*  Working with the Edit menu

*  Working with the Reports menu

About this guide

Before you begin

Conventions

This Incident Cost Accounting and Reporting System User’s Guide is
organized into sections, based on the types of tasks you will commonly
perform. At the beginning of each section you will find an overview of the
topics explained. Where appropriate, diagrams are shown immediately
following each task. Topics in this section include:

* Before you begin
¢ Conventions.

Before using ICARS, you must be feel confident that:

*  You are familiar with your personal computer and function keys and
understand personal computer concepts.

¢ You are familiar with Windows 2000, Windows XP, or Windows NT and
can log on and log off.

The following conventions are used within this guide:

* Button names, option labels, screen names, tab names, and text box
names appear in bold, in the same case as on your keyboard or screen. For
example, the fist step in a procedure might instruct you to

1 On the Edit menu, click Resources.

» Topics of special interest or hints that will help you perform a specific
task show a line before and after the text. The text appears in italic type.
For example, the following note appears in the section, “Adding a
resource.”

You can utilize a resource record as a template to create a new resource.
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Getting Started

This section explains the basic concepts and information you need to begin
using ICARS. Topics in this section include:

*  Terms and concepts

* Logging on and logging off

*  Getting help

* Understanding the stand-alone and integrated environments.

Terms and concepts

This section outlines some of the screens, toolbars, and menus that you will be
using in ICARS. If you aren’t already familiar with ICARS or have forgotten
a few things since training, review these terms and concepts before
proceeding with the remaining sections in this guide.

The following diagram shows the ICARS toolbar and a brief explanation of
the toolbar buttons.

maximize
menu menu window

names nhames minimize \Close

toolbar window button

€~ Incicent Cost Accounting and Reporting Systen, {ICARS) I-Suite version 4.02
Fle Edt Reports... Graghs Projections Oblgation Utiities Help Window List

menu
names

The following diagram shows the Resource table view in ICARS, and a brief
explanation of the screen elements and terminology used throughout this
guide.
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. arrow
table view
ost Accounting and Reprirting AR on 4.0 18] x|
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Logging on and logging off

Shorkcut ko

icars.exe

Getting help

This section explains how to log on and log off of ICARS.

To log on to ICARS

1 From your Desktop, double-click the ICARS icon or click Programs
from the Start menu, point to I-Suite, and then click ICARS.

If you have trouble logging on to ICARS, please refer to the “Handling
installation problems,” in the “I-Suite Administrator’s Guide,” which is available
for download on http://isuite@nwcg.gov.

To log off ICARS
¢ On the ICARS menubar, click Exit ICARS.

This section explains how to access and locate help information. There are
three basic ways to obtain help information for ITS:

*  Access the I-Suite website. This site contains a wide array of I-Suite
information, including software downloads, updates, and user
documentation.

* Contact the I-Suite Helpdesk. If you are unable to answer your question
using the [-Suite website, contact the [-Suite Helpdesk at (866) 224-7677.

* Review this Incident Cost Accounting and Reporting System User’s
Guide. This guide is available in Acrobat format. To locate topics of
interest, click to select the Bookmark of your choice. Bookmarks are
listed along the left-hand side of the Acrobat document. When you click
the Bookmark, you will advance to that topic within the document.

To display help information within ICARS
¢ On the ICARS menubar, click Help, and then click Support.
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The following diagram shows the ISuite Support dialog box.

For ISuite support, questions, problems, and suggestions:

Etnail: helpdesk@nweg.gow
Fhone: 866-224-7677

Software Updates: hitpfisuite. nweg.gow
(Do not use wia

Core Hours Eastern Time
1 Apr-31 Oct 0700 - 2300
1 Mow - 31 Mar 800 - 2000

[Jze only for Emergency zupport after hours.

To locate help information on the I-Suite website

1 Start your Internet browser.

2 In the Address box, type http://isuite.nwcg.gov, and then press ENTER.
3 On the Welcome to I-Suite webpage, click the ITS application icon.

4 On the ICARS webpage, click to select the topic of your choice.

The following diagram shows the ICARS application icon on the Welcome to
I-Suite webpage.

The following diagram shows the ICARS webpage and a list of available

Gk - 4 - @[3 A Qs [alFavorites &4ty | B 5 51 - 2
Ackess [&] b fumn. = Fedlusirt frefivsuiteficarsfndex herl =] @ [ 7| & '|
=
Incident Cost Accounting and Report System
The Incident Cost Accounting and Reporting System (ICARS) is designed to track incident costs. The system crestes a entry for every resource
for every day. The ICARS user can then analyze; manipulate, and creste outputs of this information in a varisty of report formats
home
Description Date Format
ICARS [CARS Bugs/Tips Page 823/03 HTML
2003 Users Guide - Zipped for download 612003 ZIP FILE
2003 Quick Reference 6120103 RTF
2003 Changes 6120/03 RTF
privacy disclaimer
|
& bone [ @ inkemet

4 September 9, 2004



Incident Cost Accounting and Reporting System User’s Guide Incident Action Plan User’s Guide

To contact the I-Suite Helpdesk

The I-Suite Helpdesk is available 24-hours per day, seven days per week.

Call (866) 224-7677, or email helpdesk@dms.nwcg.gov.

To obtain a copy of this Incident Action Plan User’s Guide

1

2
3
4
5

Start your Internet browser.

In the Address box, type http://isuite.nwcg.gov, and then press ENTER.
On the Welcome to I-Suite webpage, click the ICARS application icon.
On the ICARS webpage, click to select ICARS User’s Guide.

In Acrobat Reader, save the file to your personal computer in a folder
location of your choice.

Introducing ICARS

ICARS allows you to capture and extrapolate incident costs from a variety of
sources, such as ITS time records, incident invoices, resource contracts, and
utility estimates. ICARS also allows you to report costs for management
decision making, including reporting to:

incident team management
host forest
USEFS financial system.

Understanding the stand-alone and integrated environments, data
ownership, and Standard Operating Procedures

Remember these key points when working in ICARS and [-Suite:

Integrated environment. When working in the integrated environment,
all I-Suite users view the data from the same source. Ownership issues
and data standards are critical.

Stand-alone environment. When working in the stand-alone
environment, each group of users has a separate data source. While the
data is shared between the I-Suite programs, such as in reports, ownership
issues are eliminated.

Data ownership. Data ownership gives authority to various I-Suite users
to change and manage specific data elements. This authority is
established as a safequard to ensure data itegrity for all I-Suite users.

Standard Operating Procedures. Each section of I-Suite users much
communicate effectively with other users for agreement as to who has
“authority” for certain data elements. For example, a Check-In person
typically has the authority to change the resource status, while a Time
Recorder typically has authority to change or update a pay rate or
accounting code.
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To open ICARS
1 On your desktop, double-click the ICARS icon.

2 On the ICARS Server and Database Selection dialog box, click to
select the database of your choice, and then click OK.

The following diagram shows the ICARS Server and Database Selection
dialog box.

# ICARS Server and Database Selection E x|

Datahase Last Cannect Setver:
PC3962JSUITE MSDE Trainin 0 PRl [FceoszisUTE -
PC3362YSUITE MSDE Training 04/27/2004 7:35:08 AM
Database:

PCI9EZSUITE MSDETraining 04/16/2004 6:44:46 AM —
PCI962YSUITE LomatypedlTE 03/24/2004 10:10:45 A [MSDETraining411 =

Cancel

Working with the Resources table view

The Resources table view displays all records for resources assigned to an
incident. The Resource table view is the primary grid displayed when you
open ICARS. In ICARS, there are numerous ways to add, update, and display
data records for each distinct resource assigned to an incident.

To print the Kind table

Print out the Kind table and refer to it when you are at an incident.

1 On the Reports menu, click Reports.

2 On the ICARS Reports dialog box under Categories, click to select
Other Categories, and then click Lookup Tables.

3 Under Report Filters and Formats, click Kinds, and then click the
Print button.
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The following diagram shows the ICARS Reports dialog box.

I
[l € 1CARS Reports

. |Pr|nler' wofm_b direct PS

=10l x|

1 Categories Report Filkers and Formats

i ISorlCatEéaries = Agencies
i  Incidents

Analysiz o
 |acresmve o
=  Kind Groups
. |Cost Share

B Lookup Tables " Rates

. [Other
;| ResourcedKind
+ |Underutiized

Exit Frint Setup Preview Print Expart CSY | Export Excel

To add a resource to an incident

As a Cost person, you will usually only enter aircraft and supply resources.

1 On the Edit menu, click Resources.
2 Click the Add button.

3 Onthe Add New Resource dialog box, click the Incident drop-down
arrow, and then click to select the Incident where the new resource is
assigned.

4 In the Req # cell, type the Request Number of the new resource.
5 In the Resource Name cell, type the new Resource Name.

6 Click the Kind drop-down arrow, and then click to select the Kind of the
new resource.

7 Click the Agency drop-down arrow, and then click to select the Agency
of the new resource.

8 [Ifappropriate, click teh Cont Agency drop-down arrow, and then click to
select the Contracting Agency of the new resource.

9  Click the Unit drop-down arrow, and then click to select the Unit of the
new resource.

10 In the Assign Date cell, type the Date the new resource is assigned.

11 In the Release cell, type the Releast Date of the new resource, if
appropriate.

12 In the Description cell, type a description of the new resource.

13 When finished, click the Save button.
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The following diagram shows the Add New Resource dialog box on the
Resources table view. The arrow points to the first blank cell in the table.
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To copy a resource

Remember, you are looking at “live” data in the Resources table. Once your
cursor advances to the next cell in the table, your edits are automatically

saved. There is no “undo.”

1

On the Resources table, click in the left-most column to select the

resource of your choice.

Click the Copy button.

On the Add New Resource dialog box, modify the following information
as appropriate

Incident

Req #

Resource Name
Kind

Agency

Cont Agency
Unit

Assign Date
Release
Description.
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The following diagram shows the Add New Resource dialog box for copying
aresource. The arrow points to the resource being copied.

€+ Incident Cost Accounting and Reporting System (ICARS) I-Guite version 4.02 - [Resources] _|&] xi
@ File Edit Reports... Graphs Projections Obligation Utilities Help ‘Wwindow List & |5|

Incident Req # |Resource Mame Kind Agency [Cont Agency) Unit Assign Date|Check In |Fielease | Status) Obligation ST Description -
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ID-SCF-000000) C-4 RED HOTZ 1 HCIN 0] DIDE 07413/2003 |07A4/200 C |sTL

|D-SCF-00000| 0-4 ESCOTT, PALIL HECM [ln] IDSJS 07 f1 45200 C |STL —

|D-SCF-000000| O-5 TARWATER, CLARENCE | SCKMN FS MYHTF 07 f1 45200 c |F5

ID-SCF-000000)0-66  |BEVER CARL FOBS FS IDSAF 07A 32003 |07 A 4200 c |Fs

ID-SCF-000000)0-52  |ORCUTT DELIA I10F2 FED MTBDF | 07A3/2003 |07/ 5.200 C |FED

ID-SCF-00000¢| O-& WILCOCK BOISE HECH FE IDIPF 074142003 |07A5/200 C |FS

|D-SCF-000000| 0-5 PEARSON,CLARK HECM [ln] IDIPF O7H 452003 |07 M 55200 C |STL

|D-SCF-00000| C-5 CLEAR MET REGS 4 HC2 FS IDNPF O7H 452003 |07 M 35200 Cc |F5

ID-SCF-000000)0-53 | BLAND BRIANA DRIV FS PwT 07715200 c Fs

ID-SCF-000000) 012 |KAINSCOTT HECM I IDPLS 07 #15/200 CSTL

ID-SCF-000000)C-13 | CHAMP FRED HECH 0] IDPLE 0715/200 C =1L

Add New Resourec:
| Incident Reg# |Resource MName Kind Agency Cont Agency | Unit Assign Date | Release Description
|D-SCF-0000 « J0-16 GRIPP BARBARA CTSP Fg IDCWF
*
Cloze Save |
| |ib-scF-o0000[c-5  [WEZ PERCE TRIEE 4 [HC2 ET| o, ors3re003 |07 4200 [ c [apmix | |
Tin_ere_nnnnndrcas Taneee JFam 2= 33 I Imenre | Inzmemnn| [ B (77 I I

To edit a resource

1 On the Resources table, click in the left-most column to select the
resource of your choice.

2 To update the cell of your choice, double-click that cell, and then type to
replace the contents of the cell with the new information.

3 To save your changes, press TAB or click to select another record.

To delete a resource

Deleting a resource deletes the resource record as well as all related records,
including time postings, credits, and debits. Since there is no “undo,” delete
with caution!

1 On the Resources table, click in the left-most column to select the
resource of your choice.

2 Click the Delete button.

3 On the Delete Current Resource Record dialog box, click Yes to
confirm the delete or click No to preserve the record.

The following diagram shows the Delete Current Resource Record dialog
box.

Delete Current Resource Record |

‘fou have selected to delete the current Resource recard,
Choose ¥ES to delete the record or MO ko Exit,

¥es | Mo I
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To sort data elements by column heading

* Locate the column heading that identifies the data element you want to
sort, and then click that cloumn heading title.

To filter for a specific type of data

1 On the Resources table, click the left Filters drop-down arrow, and then
click to select the Incident Filter of your choice.

2 Click the right Filters drop-down arrow, and then click to select the
Resource Type of your choice.

Working with the Daily table view

The Daily table view displays associated or “related” records that are listed on
the Resource table. These records capture the costs of that resource for every
day it is assigend to the incident. The Daily table view is the secondary grid
available in ICARS, and allows you to add, update, and display detail cost
data in the daily resources associated with each resource.

The Cost Level (CL) column reflects the source/reliability of cost data, and
includes the following three types:

* A, Actual. Costlevel data originates from ITS time records. You must
specify a recource for posting time.
* E, Estimate. Cost level data is estimated from the rates lookup table.

* U, User-updated. Cost level data typically originates from contract
documentation.

To display the Daily table view

The Daily Display lists daily records for a resource specified in the Resources
table.

1 On the Resource table, click the Display Daily check box.

2 To sum the total daily cost of the resource, click the Sum check box.
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The following diagram shows the Display Daily table view for all resources.
The arrows point to the Display Daily and Sum check boxes.

@* Incident Cost Accounting and Reporting System (ICARS) I-Suite version 4.02 - |E' 5'
File Edit Reports... Graphs Projections Obligation Utilities Help ‘Window List
Incident Req# |Resource Name Kind Agency |Cant Agency| Unit Assign Date | Check In |Helesse | Status) Obligation S/T Description ;I
B D-SCF-000 *|O-16 | GRIPP BARBARA CTSP FS IDCyyF 0745200 C Fs
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ID-SCF-00000(| -4 ESCOTT, PALL HECM ] IDEJS 0745200 C |STL
ID-SCF-00000(| Q-8 TARVWATER CLAREMCE  |SCKN FZ MYHTF 0745200 C |Fs
ID-SCF-00000(|0-66  |BEYER,CARL FOBS FS IDSAF 0741362003 |07A 4200 C |FS
ID-SCF-00000(/0-52 | ORCUTT DELIA I10F2 FED MTBOF 070132003 |07A5200 C |FED
ID-SCF-00000()0-B WILCOCK BOISE HECM FS IDIPF 071472003 |0715200 C |Fs
ID-SCF-00000()0-5 PEARSON,CLARK HECM I IDIPF 071472003 |0715200 C |STL
ID-SCF-00000(|C-6 CLEAR MET REGS 4 HC2 FS IDhPF O07M 42003 |07H 35200 C |F5
ID-SCF-00000(|0-53  |BLAKD BRIANA DRIV F3 PY'T 07455200 C |Fs
ID-SCF-00000(|0-12  HAINSCOTT HECM ] IDPLS 0755200 CSTL
ID-SCF-00000(|0-13  |CHAMP FRED HECM ] IDPLS 0745200 C |ETL
ID-SCF-00000(|0-50  |wWALACE ARMNOLD IS A, FZ IDMNPF 0755200 C |Fs
ID-SCF-00000(|C-7 TS0 GEMNE cC FZ MTERF 0745200 C |AD
ID-SCF-00000(/C-9 PLEASANT WALLEY HC [HC1 FS AZTNF 07 B 200 C |FS
ID-SCF-00000010-109 | GICKLER JEREMY SECM BLM MTELD 07185200 C IFED
4 »
| |Dail Quantity] Unit Cost Umitle\ate Type Cozt| CL| Divizian | Shift | Under Utilized | Locked [Acct,
p J7ri4r2003 1 28 16 |HR: 445 | A 0413P4
752003 1 28 14 |HR 392 |A 0413P4
7HEr2003 1 28 16 [HR 445 | A 04134
77003 1 28 16 [HR 4486 |2 0413574
7H 82003 1 28 15 |HR 420 | A 0413/P4
7M1 972003 1 28 15|HR 420 |4 0413P4
72002003 1 28 15 |HR: 420 |4 0413P4
72172003 1 28 14 |HR: 392 (A 0413P4
72272003 1 28 16 |HR: 445 | A 0413P4
72362003 1 28 19 |HR 532|A 0413P4
72472003 1 28 19 |HR 532|U 0413P4
*
\ ¥ Display Daiy ¥ Sum F"tETSIAI\Hesoulces j IA"HBSDUICES j Searchl Seaich I Rate Aea
[ Flow Down [ $4,900 [~ Mot Released Column IAgency - IDElauIt Standard j
Exxit | Add | Copy | Delete | Sart/Filker | LockanIot:kl Print Elldsl HefreshJUudateIFlefresh.f‘Cleale Daily/ITS Update d Bun | —
-
4 | Bl
| Resources | Database Path = PC9962AISUITE\C: \isuite\database\MS DE Training411.mdf | 0 | 5713/2004 [12:20 PH

Understanding the Flow Down and Lock/Unlock features

There are two features in ICARS that allows you to control the recalculation
of data.

e  Flow Down. In ICARS, the flow down feature allows you to tells ICARS
to recalculate Unit Cost data, starting at the point where you changed the
Unit Cost in the Daily table and flowing down through the remainder of
the data.

Use the Flow Down feature with caution.

* Lock/Unlock. This feature allows you to lock or unlock specific records
on the Daily table. The Lock check box allows you to preserve hand-
entered data.

To use the Flow Down feature
*  On the Daily table, click the Flow Down check box.
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., [v Flow Down[ ™~ 54,300

The following diagram shows the bottom portion of the Daily table. The
arrow point to the location of the Flow Down check box.

tranzuna ' o 12| e s
721 2003 1 % 14/HR 3a2]4 041374
712212003 1 ] 16/HR 448|a 0413/P4
712202003 1 b} 18/HR s32)a 04134
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7 Dispiay Daly 7 St | Fiters[alResomces =] [l Resoces =] | Search | Search | Raledrea

I~ NotReleased Coluran [Agency Default Standaid
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|He:oul:es | Database Path = PC9962\SUITENAC: \isuite\database\MSDE T raining411.mdf | 0 [5r1472004  [7:21 AM

To lock a specific entry

*  On the Daily table, click to select the Locked check box for the row(s) of
your choice.

The following diagram shows the Daily table. The arrow points to the Locked
check box column.

@ Incident Cost Accounting and Reporting System (ICARS) I-Suite version 4.02 =8|
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“ 3
[ [Daij Quantity[ Unk Cost]___Units| Rat= Type Cost| CL[ Division [Shift [ Unde Locked [Acot
| [Trem00s 7 28 16 HR 4484 04134
| |7¥1562003 4 HR 392 A
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|__[7n7e003 &R 448a
I [T 5/HR 420[4
I (] 5/HR 420/4
[ |7F2002003 S HR 420 &
|_[7iz1ez003 4R 392)A
|__[7izzez003 &R 448a
| [725e003 alHR 532]A
| |7r2452003 1 28 19 /HR SEFJ 0413/P4
*

[¥ Display Daily [ Sum

FlHersIAuHeswyces J |A\IHesouroes J Search | Search | Ratedrea
I~ Not Released Column [Agency Deefaul Standard

Exit Copy Delete SortéFiter | LockAnlock | Prirt Grids | Refresh/Update | Fetiesh/Create Daily/I TS Update ¥
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Entering daily data

This section explains how to enter daily data for aircraft and supply resources,
and how to enter a release date for the resource of your choice.

To enter daily data for supply and aircraft resources

1 On the Resources table, click to select the Daily Display check box.
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2 Click the right Filters drop-down arrow, and then click to select on of the
following

- to enter daily data for Aircraft, click to select Aircraft

- to enter daily data for Supplies, click to select Supplies.
3 Click in the first available blank row, in the cell to the right of the K .
4 Type the daily data as appropriate for that type of resource.

5 To save your entries, press TAB to advance the cursor to the next available
blank row.

To enter a release date for a resource

Designating a release date tells ICARS to stop generating daily records for
that resource.

1 On the Resource table, locate the resource of your choice.
2 In the Release column for that resource, type the Release Date.

The following diagram shows a portion of the Resource table view. The
arrow points to the Release Date that was entered for a particular resource.
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Working with the File menu

The ICARS File menu allows you to create a new incident, open an existing
incident, change ICARS display settings, and modify your printer settings.

To create a new incident

The I-Suite default database in part of the installation package. It is blank and
should not be used as the incident database.

1 On the File menu, click New Incident.
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2 Complete the following boxes

- Number
- Name
- Location.

3 Click the Start Date drop-down arrow, and then click to select the Start
Date of the incident.

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

5 When finished, click the Save button.

The following diagram shows the Incident screen. The arrow points to where
you enter new incident information.

@+ Incident Cost Ac ting and Reporting System (ICARS) I-Suite version 4.02 18] x|
File Edit Reports

aphs Projections Obligation  Utiities Help  Window Li

SCF-000000 B
Mode: Update  Records: 2
e Mumber ,— Start Dalel—EH
MName End Date E:
Location ,— State l_LI
Exit | e | Delete | Save | Belreshl Snm‘Ei\lerl t
4 | _>|J

Incident | Database Path = PC3362AISUITEMC Nisuitehdatabase\MSDE Training411.mdf | 0.75 [ 571472004 [8:10 AM

To locate and open the default I-Suite database

This task explains how to open the empty default I-Suite database that loads
with the I-Suite software installation.

1 On the File menu, click Open Database.

2 Onthe ICARS Server and Database Selection dialog box, click the
Database drop-down arrow, click to select Isuite, and then click OK.

3 On the Isuite dialog box, click OK.

14
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The following diagram shows the ICARS Server and Database Selection
dialog box.

# ICARS Server and Database Selection |

Senver Databhase Last Connect SErar

ASUITE RSDE Training 05/14/2004 8:25:54 Abd |P09952\I8UITE j
FCA62YSUITE MSDETraining 04/27/2004 7:35:09 AM
FCY962YSUITE MSDETraininge 04/16/2004 £:44:46 Akd I;Jat.abase:
FCY962YSUITE Lomatype3IT: 03/24/2004 10:10:46 Akd I'SU"Ee j

izancel |

The following diagram shows the ISuite dialog box.
1suite x|

Server or database does nok exist or access denied,

To open the training database

This task explains how to open the training database so that you may practice
using ICARS while not affecting “real” data.

1 On the File menu, click Open Database.

2 Onthe ICARS Server and Database Selection dialog box, click the
Database drop-down arrow, click to select the training database, and
then click OK.

To change your screen options
1 On the File menu, click Options.

2 On the Options dialog box on the Grid tab, click the Item drop-down
arrow, and then click to select Back Color Odd.

3 Click the Click Color to Change color square, click to select the Color
of your choice from the Color dialog box.

4 Click OK, and then click Apply.

5 For every database you want to remove from your login, click the Login

Remove tab, click to select the check boxes of your choice, and then click
Apply.
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The following diagram shows the Grid tab on the Options dialog box.

Q?‘ Options il
Gid I Elbligationl Lagin Hemwel
Dizplay D ata
code dezcription
pC Command
F Finance
L Logistics
o] Operations
P Plansz
ke
Back Color =] Click Color To Change [
Ok | LCancel | Lpply |
The following diagram shows the Color dialog box.

Bazic colars:

T

N
HT T ..
HEMEEEEEN
EEEEEEEN
EEEEE .

Cuztom colors:

0
A EEEEEN or To Change |_%

Define Custom Colors »»

’TI Cancel | Cancel |

Apply |
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The following diagram shows the Login Remove tab on the Options dialog
box.

Giid | Obligation £

Check the loginfz] in which you wish to remove
fram the open database list.

SEnver Datahase Last Connect
(M| FCa962SUITE MSDETrainin g1 0541472004 &:25:06,

Ok | Lancel Apply

Working with the Edit menu

The Edit menu allows you to access and modify I-Suite lookup tables.
Lookup tables identify lists of options that appear on drop-down lists,
including drop-down lists for Incidents, Accounting Codes, Kinds, Rates,
Rate Groups, Agencies, and Home Units. Since lookup tables are used
globally within I-Suite, any changes you make impacts all other users.

To identify the number and names of incidents in the open
database

¢ On the Edit menu, click Incidents.
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The following diagram shows the Incident lookup table. In this example, only
two incidents, “FROG” and “WALL” are listed as options.

@ Incident Cost Accounting and Reporting System (ICARS) I-Guite ¥ersion 4.02 B -18] %]
File Edt Reports.. Graphs Projections Obligation Utities Help Window List

=10~
ID-5C 0N 7 3 D
Mode: Update  Records:2
Murnber [D-5CF-000000  Stert Data [07/12/2003 [ =] —
Marme [WALL End Date E:
Location |SALMON State D - _'j
4] | »

Incident | Database Path = PC3962\ISUITENC:Nisuite\database\MS DE Training#11.mdf | 0 [8/1472004 [10:08 AM

To enter end dates for an incident
1 On the Incident lookup table, click to select the Incident of your choice.

2 Click the End Date drop-down arrow, and then click to select the End
Date for the incident of your choice.

3 When finished, click the Exit button.

18
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The following diagram shows the Incident lookup table. The arrow points to
the calendar for entering an end date for an incident.
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To identify accounting codes used on an incident

1 On the Edit menu, click Accounting.

2 Review the Accounting lookup table for that incident.

3 When finished reviewing the accounting codes, click the Exit button.

The following diagram shows the Accounting lookup table.

2437414 E11

S ECF 00000 -
Accounting Code,
Region/Unit

Exit | New | Save | Eehashl

Accounting | Database Path = PC3962MSUITEMC: \isuite\database\MS DE Training411.mdf | 0 [ 871472008 [10:20 AM
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To find the default rates used to calculate costs for specific
resources

Default rates allows you to calculate costs when no actual rate is entered for a
resource. Edit the rates as part of your project plan and SOP.

1 On the Edit menu, point to Rates, and then click Rates.

2 Under Rate Kinds, click to select the rate Kind for the resource of your
choice.

3 Review the Rates lookup table for that resource.
4 When finished, click the Exit button.
The following diagram shows the Rates lookup table.
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Working with the Reports menu

The Reports menu allows you to run standard or “canned” reports for
management decision-making. You can select a general format, determine the
sort and filter criteria, and then preview, print, or export this data.

About Crystal Reports

To run a standard report for an entire date range
1 On the Reports menu, click Reports.

2 Onthe ICARS Reports dialog box under Categories, click to select Sort
Categories in the top box, and then click to select Incident in the bottom
box.

3 In the Incident box, click to select the Incident of your choice.
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4 Click to select Entire Date Range.

5 Click to select the Report of your choice, and then click the Preview
button.

6 When finished reviewing the report, click the Close button.

The following diagram shows the ICARS Reports dialog box.
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The following diagram shows a sample report as it appears on your screen.

@+ Incident Cost Accounting and Reporting System {ICARS) I-Suite version 4.02 - [Weekly Incident Cost Summary]
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To customize a report
The following diagram shows the

The following diagram shows the

To run a cumulative cost detail report
The following diagram shows the

The following diagram shows the

To run a weekly summary report for multiple incidents

To run an exception report

The following diagram shows the
The following diagram shows the
The following diagram shows the
The following diagram shows the
The following diagram shows the
The following diagram shows the

The following diagram shows the
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The Incident Resource Status System (IRSS) is part of the I-Suite group of
software programs. IRSS is an automated resource tracking system that
allows you to collect and manage incident resource information. IRSS
minimizes the time and effort you need to enter and track these resources by
reducing the paperwork and potential for data entry errors.

IRSS provides a standardized way to check-in resources when they arrive at
an incident. In the integrated environment, the information entered in IRSS is
then shared with the other I-Suite programs, including:

* Incident Time Reporting System (ICARS). For tracking incident
resource costs assigned to an incident.

* Incident Time System (ITS). For collecting and tracking incident
resource time.

* Incident Action Plan (IAP).For producing Incident Action Plans.
Topics in this guide include the following:

e About this guide

e Getting Started

* Adding and editing an incident name and number

* Adding, editing, and deleting resources

*  Working with databases, T-card labels, and Checkout Forms
*  Working with Index Lists and table views

e Running and printing reports.

For information about installing IRSS, please refer to the “I-Suite
Administrator’s Guide,” which is available for download on
http://isuite@nwcg.gov.

About this guide

This Incident Resource Status System User’s Guide is organized into sections,
based on the types of tasks you will commonly perform. At the beginning of
each section you will find an overview of the topics explained. Where
appropriate, diagrams are shown immediately following each task. Topics in
this section include:

*  Before you begin
¢ Conventions.

Before you begin

Before using IRSS, you must be feel confident that:
*  You are familiar with your personal computer and function keys and
understand personal computer concepts.

*  You are familiar with Windows 2000, Windows XP, or Windows NT and
can log on and log off.
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The following conventions are used within this guide:

1

Getting Started

Button names, option labels, screen names, tab names, and text box
names appear in bold, in the same case as on your keyboard or screen. For
example, the second step might instruct you to

2 On the Tools menu, click Options.

Topics of special interest or hints that will help you perform a specific
task show a line before and after the text. The text appears in italic type.
For example, the following note appears in the “Working with tables”
section.

The percent sign (%) is a “wildcard” that allows you to perform searches
without specifying the entire filter criteria. You can use one or more
wildcards in any combination to locate records that match your search.

This section explains the basic concepts and information you need to begin
using IRSS. Topics in this section include:

Terms and concepts

Terms and concepts

Security

Logging on and logging off

Getting help

Understanding the stand-alone and integrated environments
Working with tables.

This section outlines some of the screens, toolbars, and menus that you will be
using in IRSS. If you aren’t already familiar with ROSS or have forgotten a
few things since training, review these terms and concepts before proceeding
with the remaining sections in this guide.

The IRSS toolbar identifies thirteen buttons that allow you to perform
common tasks, including:

Print. Print the current screen, form, or report.

Edit Resource. Edit an existing record in form view.

Add Resource. Open a blank form to add a new record.

Demob Resource. Navigate through selected records in form view.

Changes the status code to D for “demob” and positions the cursor on the
Release Date field.
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-

Delete Resource. Delete the selected records form the database. Prompts
you to verify that you want to complete the delete action.

Do not delete records without first conferring with the Finance and Cost
groups!

Reassign Resource. Changes the status of the selected records to R for
“reassigned.” Creates a second record and duplicates all fields except
Incident Order Number, Request Number, and Kind/Position. Allows you
to track resources over time with multiple assignments. The record retains
the original Order Request Number, no matter how many times you
reassign it.

Add/Edit Incident. Add records to or edit records in the Incident table.
Run Reports. Open the report module and run existing reports.

Design Reports. Create new custom and advanced reports.

Print Barcode. Print a barcode label for the selected record(s).

Print T-Card Labels. Print a T-card label for the selected record(s).
Print Checkout Form. Print a checkout form for the selected record(s).

Refresh Data. Refresh the Table View screen.

The following diagram shows the IRSS toolbar and the toolbar buttons.

maximize
Demob Print window
Resource . Barcode button Close
. Reassign Labels
Edit ) L button
Resource Resource Print minimize
Checkout window
Form button
toolbar
\ IRSS - [Table View] =100 x|
5. Fil Edit Regforts Tools =&
fIDIDIXIRI;?jl'&IT\IJIEJ ‘
Print / \ Print Refresh
Add Add/Edit\ T-Card Data
Resource Incident | Labels
Delete Design
Records Reports
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The following buttons that display along the left-hand side of your screen
identify the types of resources you can view:

Aircraft. Display only those resources with the “A”
*}%‘ request category.

&

Aircraft

. Crews. Display only those resources with the “C”
w ? request category.

Crews

Equipment. Display only those resources with the
@) “E” request category.

Equiprment

= Overhead. Display only those resources with the “O”

w request category.
Cwverhead

All Resources. Display all resource categories.

Al Resources

5 All Personnel. Display an alphabetical list of all

personnel on an incident, including names of crew

AlPersonnell members and personnel with equipment and aircraft
records that have been rostered.

All Vehicles. Display a list of all vehicles that have

&P | been rostered and the resource they are attached to.
Alllehicles
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The following diagram shows screen elements and screen terminology used
throughout this guide.
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Logging on and logging off

This section explains how to log on and log off of IRSS.

To log on to IRSS

é}ﬂ\ 1 From your Desktop, double-click the IRSS icon or click Programs from
the Start menu, point to I-Suite, and then click IRSS.

If you have trouble logging on to IRSS, please refer to the “Handling
installation problems,” in the “I-Suite Administrator’s Guide,” which is available
for download on http.//isuite@nwcg.gov.

To log off IRSS

¢ On the File menu, click Exit.
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This section explains how to access and locate help information. There are
three basic ways to obtain help information for IRSS:

Access the I-Suite website. This site contains a wide array of I-Suite
information, including software downloads, updates, and user
documentation.

Contact the I-Suite Helpdesk. If you are unable to answer your question
using the [-Suite website, contact the [-Suite Helpdesk at (866) 224-7677.

Review this Incident Time System User’s Guide. This guide is
available in Acrobat format. To locate topics of interest, click to select the
Bookmark of your choice. Bookmarks are listed along the left-hand side
of the Acrobat document. When you click the Bookmark, you will
advance to that topic within the document.

To display help information within IRSS

On the Help menu, click Support.

The following diagram shows the [-Suite Support dialog box.

Far |Suite suppart, questions, problems, and suggestions:

Email: helpdask@Enwog.gow

Fhaone: 866-224-7077

Software Updates: hitp:fisuite. mvcg. gow
(Do nat use www)

Core  Hours Eastern Tirme

1 Apr- 31 Oct 0700 - 2300
1 Now - 31 Mar 0200 - 2000

Usze only for Emergency support after hours.

To locate help information on the I-Suite website

1

2
3
4

Start your Internet browser.

In the Address box, type http://isuite.nwcg.gov, and then press ENTER.
On the Welcome to I-Suite webpage, click the IRSS application icon.
On the IRSS webpage, click to select the topic of your choice.

To obtain a copy of this Incident Resource Status System User’s
Guide

1
2

Start your Internet browser.

In the Address box, type http://isuite@nwcg.gov, and then press ENTER.
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3 On the Welcome to I-Suite webpage, click the IRSS application icon.
4 On the IRSS webpage, click to select IRSS User’s Guide.

5 In Acrobat Reader, save the file to your personal computer in a folder
location of your choice.

Understanding the stand-alone and integrated environments

This section explains the difference between working in the stand-alone
environment or the integrated environment. While you may only be using
IRSS for your work, it is important to understand how the information you
enter in IRSS affects other I-Suite programs.

As a team working in the integrated environment, establish guidelines and
standard operating procedures (SOPs) that will accommodate all functional
groups.

» Integrated environment. Using IRSS, enter resources, crews, and
operators. This data is then shared between the Resource Planning and
Finance groups. Maintain data standards. Changes, additions, and/or
deletions to data affect all functional groups.

e Stand-alone environment. While data from IRSS populates other I-Suite
programs, data ownership issues are eliminated.

Working with tables

In IRSS, resource information display in tables. Using the filtering function in
IRSS, you can locate and display specific records or subsets of records based
on your own criteria.

You can filter resource information by three different levels:

* Incident level. Display records associated with one incident at a time.

* Resource type level. Display records based on the resource type:
Aircraft, Crews, Equipment, Overhead, or all records.

* Selected fields level. Display records by specific field and filter criteria.

To display all resources associated with one incident at a time
1 Click the All Resources button.
2 On the Tools menu, click Options.

3 On the Options dialog box under Manage Multiple Incidents, click As
One.
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The following diagram shows the Options dialog box.
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Default Printer:

= [

The following diagram shows all resources with incidents managed as one.

EAIRSS - [Table view] =(o] x|
5. Fle Edt Reports Tools Help 1= x|
Z2lole [X[r] =] £ T[]
Tuick Stats X
= | ! ! ! ! ! ! e | i
Aircraft
0 ReguestNumber ame KindDesc Status gencyCode HomelnitCode Felea o | |13
lw w [ | 50007 HELICOPTER 204 HELI TY 2 MEDIUM|D T YT 517/, 5 -
A 0012 EVERGREEN 707 |HELI TY 1 HEAYY |D T T 5720/, @
Crews I E RELICOPTER 3126 HELI T 1 HEAYY D T gr7— | [EraneST !
[ |a0m4 HELICOPTER 502 |HELIMODULE _|D T YT a/22r, Feeaplen T
A.0014 HELICOFTER 502 |HELI T 2 MEDIUM |D FT FuT /2, [ —
Equipment [ |a0ms CHESTER HELITAC HELIMODULE  |D FS CALNF oty
— s | [laoms HELICOPTER 510 | HELI T¥ 2MEDIUM |D T YT 5720/, [Walet Tenders 3
[ |aanz HELICOFTER 734 |HELIT¥ 1 HEAYY |D P Al
arfler [ |00 HELICOPTER N303 HELI T¥ 3LIGHT _|D T YT a/221,
| verhead | 50041 LEAD 5 LEAD FLANE D T 5715/,
40043 HELICOPTER N223 HELI T¥ 3LIGHT |D T YT 57224,
[ |a004s HELICOPTER 507 | HELI T¥ 2 MEDIUM |D T YT /22,
40033 HELICOFTER 573 HELI T¥ 3LIGHT |D T T 57227, =
Al Resources 40959 045 AIRTANKER: c 045 Number of Personnel: 118
A1111 | MOKT HELI 2 HELI T 2 MEDILM |C T T
. [ |coom0 SHFE32 ENGINE T 3 c [ YT 57154
[ |coom0 SHFE32 ENGINE T7' 3 c ) YT EL P T —T
R C-0001 TRINTIY RIVER 3 _|HAND CREW 17 1 |D ch /207, T N
AL S I [N KNF FSF 5 HAND CREW T¥ 2 |D FS CAKNF 5720/ [ e C—
- [BE] FIRES TORM CREW| HAND CREW Tv 2 |D T i 5719/, Tows D 40
[ |coond MMNFCREW 43 | HAND CREW T 2 |D FS CAMNF 8722/, Cews R E
Al vehicles [ |coos TALLAC HOTSHOT! H, Gl S CATMU a2/ Crews U 2
I — 0008 LOST AVER 1 C6_|H T FuT AN Fouprent & 26
B [ |com7 SAWTOOTH H. S IDSTF _ [Eqipment D 2
(& L o008 SHF CREW S H. S CASHF 722, Fauprert b %_|
P [|coms FIRESTORM CREW|H, T YT 8720/ Fqupment A 1
I [ u _ Equpment X 1
5T T coot DALTON HOTSHOT/H Gl < A B Overhead € 1
Components [ |cam2 |FLAGSTAFF HOTSF H, s AZCOF 5720/ e —
@ Show | |com3 |LAGUNA HOTSHOT|H g CACNE 92, Total Orders: 389
 Hide [ |coome |CRANE VALLEY HO|H S CASHF 58/21/x| | Commited Resouces: 45
Fieleased Resources: 341
Dalabase Path = PLa778WSUITE - new_lsuilehdatabasehLomalyped T 5.m 4

To display all resources separately
1 Click the All Resources button.
2 On the Tools menu, click Options.

3 On the Options dialog box under Manage Multiple Incidents, click
Separately.
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The following diagram shows all resources with incidents managed
separately.

Ed1RSS - [Table Yiew] I [

B File Edt Reports Tools Help =13 x|

J|D|D |X| R | EI £|-§~|ﬂ| T|J|2||LDMA =] [ce-sHF-002m2

0 s %
a5 | e T | I I | G| e
Aircraft _I
0 Fequestlumber | MNams KindD s [5tatus AgencyCore HemelIritCods: |
w w A-0007 HELICOPTER 205 HELI T 2 MEDIUM | D PYT T 917
50012 EVERGREEN 707 |HELI TY 1 HERVY |D T T /207 @
e 0013 RELICOPTER 3126 HELI T THEAWY |D T 317/ Eranesl_ 1
B0014 RELICOFTER 502 |HELIMODULE  |D T T azp || (Heleoptes 1
50014 HELICOPTER 502 |HELI TY 2 MEDIIM|D T T oy || (Herdmenbl 1
Equiment 50015 EHESTER HELITAC HELMODULE  |D Fs CALNF Harden 22
. | 2,015 RELICOPTER 510 |HEL T7 2 MEDIIM D T FT A | | EEECEEEE
50031 RELICOPTER 734 |HELITY 1 HERVY |D T 7217,
.- 50038 HELICOPTER Na03 HELI TY 3LIGHT |D T T 8722/,
50041 LEAD 56 [EADFLANE D T BN
50043 RELICOPTER NZ23 HEL T 3LIGHT |D T T 322/,
50048 HELICOPTER 507 |HELI T ZMEDIIM|D T FT 9722/,
[ |a-0ss HELICOPTER N573 | HEL T 3LIGHT |D T FT 8722/, =l
AiResources | |A0399 oas HRTANKER E A5 o e T8
1111 0K HELI 2 HELI T 2 MEDIUM] T T ’
. o HF E32 ENGINETY3 |G e T ez | (e
& HF E-32 ENGNETYE [ e T A5/, TS
T & RINTIY RIVER 3 _|HAND CREW TV 1 A 720 it 513
o FERS5 HAND CREW T7 2 S CAKNF 2V | (Eaipmei X
= o RESTORM CREW|HAND CREW TV 2 FVT FT GEA T
o FCREW 43 |HAND CREWTY2 F5 CEMNF 22/ e
Al vehicles o TALLAC HOTSHOT! HAND CREW TY 1 |R s CATMO 721/ Trous 3
Py o LOST AVER 1 C6 | HAND CHEW TY 2 PoT T r21r. Fasmet F 1
ke o SEWTOOTH HAND CHEW T 1 s DSTF e 1
) lncue + o SHFCAEWS [HAND CREW TY] 5 CasHF 2, e 3 |
& o o FIRESTORM CREW|HAND CREW T 2 PYT T 20, Tt TE
C- u Crews R B
— ST, TR C-0011 DALTON HOTSHOT HAND CREW TY' 1 |R FS CAANF 97224, E quipment 95
Cormponsrts C-0012 FLAGSTAFF HOTSE HAND CREW TY' 1 |Dv FS A7CO0F 9720/, [ T dLI
£+ Show C-0013 LAGUNA HOTSHOT HAND CREW TY' 1 |Dv FS CACNF 97234 Total Orders; 389
£ Hide __|coo14 CRAME WALLEY HO HAND CREW TY' 1 |Dv FS CASNF ElElAg Committed Resources: 45
Released Resources: 341
D atabase Falh = PL77aNSUITEWE new,_|suileh database\LomatypedTa mel %

To display records based on the resource type

1

Click the resource type button of your choice

- to display aircraft, click the Aircraft button

- to display crews, click the Crews button

- to display equipment, click the Equipment button
- to display overhead, click the Overhead button.

On the Tools menu, click Options.

On the Options dialog box under Manage Multiple Incidents, perform
one of the following

- to manage incidents as one, click As One
- to manage incidents separately, click Separately.
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The following diagram shows crew resources with incidents managed as one.

: =[]
B3 Fle Edit Reports Tooks Help & x|
Zlofe x| R | =] £« 87|
BL | relr T T T T T T
Aircraft
S| e || Aequesthumber Name KindDesc Status AgencyCode HomeUnitCode Relear &
w w 0000 SHFE-32 ENGIME T 3 C CA YT 9154
C-0000 SHF E-32 EMGIME T 3 C C4 PYT 94154
Crews C-0001 TRINTIYV RWER 3 |HAND CREW TY' 1 |D Ca 97204
@) C-0002 KNF F5R 5 HAND CREW TY' 2 |D FS CAKNF 97204 Handerew b1 -
C-0003 FIRESTORM CRE'W | HAND CREW TY 2 |D PYT PYT 94197 W
Equipment. C-0004 MNF CREW 43 HAND CREW TY 2 |D FS CAMNF 9/22/ Wdyersﬁ
. C-0005 TALLACHOTSHOT!HAND CREW TY' 1 |R FS CATMU 9217 e
C-0008 LOSTRIVER 1CE |HAND CREW TY 2 |D T PYT 924
Overhead C-0007 SAWTOOTH HAND CREW TY 1 FS IDETF
C-0008 SHFCREW & HAND CREW TY 1 FS CASHF 97227,
C-n003g FIRESTORM CREW | HAND CREW T 2 T (i 9720/
C-0010 U
C-0011 DALTON HOTSHOT/HAND CREW TY' 1 |R FS CAANF 9/221, LI
All Resources C-oo12 FLAGSTAFF HOTSF HAND CREW TY' 1 |D FS AZC0F 97204 Mumber of Personnet 119
C-0013 LAGUNA HOTSHOT|HAND CREW TY' 1 |D FS CACNF 97237
o caonia CRANE YALLEY HO|HAND CREW TY 1 |D FS CAHSHF 37217
015 PENASED 100 CREW REP D FS NMCAF NV | o T 2=
P 016 JICARILLA S HAND CREW TY 2 |D BIA NMJIA 31137, Gioat D 13
| CErEene co0i7 TRINITY RIVEFR 5 |HAND CREW TY 1 |D [ /207, Cews @
& C0018 HAVAJD SCOUTS 3 HAND CREW TY 2 [D BI& AZHOA 919/, Cews O 40
c0019 HOF1 10 HAND CREW TY 2 BI& AZHOA 19 Cews B €
All Yehicles C-0020 OLUNTAINEER FIF|HAND CI Y2 T Py 16/ 0] 2
| —— 0021 0RA 4 HAND CREW T 2 F NMSNF 1197 ST
C-00z2 COBRAS 3 HAMD CREW TV 2 5 CASUF 207, D 2
B C-00z2 COBRA SAW B3 CZ|MISCELLANEOUS T Py V207, D 95_|
 Onlp= C-0022 PEREZ S/ C22 | CHAIN 5w PYT 1£20/ A 1
C-0023 |SCORPIONS S&w M MISCELLANEOUS |D PYT PT 97204 ¥ 1
— ST, THF — 0023 SCORPIONS SAW 2| CHAIN SAW C PvT BT 9207, Tvethoad C
Companents C-0023 SCORPIONS 2 HAND CREW TV 2 |D FS CASOF 9720/ Aoimdemed 1 ) LI
' Show C-0024 SLIDE MOUNTAIN |HAND CREW TY 2 |R CNTY CATMU 94137 Total Orders: 329
 Hide | |co025 MNOR CALCREW 1 [HAND CREW TY 2 |D |BLM CasUD 9f22f.L| Committed Resources: 45
Released Resources: 341
Database Path = PCI77EASUITE WWE: new_lsuitehdatabase\Lomatype3I TS mdf 3

The following diagram shows crew resources with incidents managed

separately.
Fd1RSS - [Table View] —1ol x|
B Fle Edit Reports Tools Help == x|
200 x| | = )] BT oo =] [casnF-onzmz
% Fitzr ([ T T T T T
Aircraft
A [ [Fequestumber [Name indDese Stalus AgencyCode HomelnitCode
rw w = SHFE-32 ENGINE 17 3 C Ch FVT 157, e
[ SHFE32 ENGINE Tv 3 c ca, T 1/, Ee .
el T TRINTIY RIVER 3 |HAND CREW 1Y 1 |D CA /207 R g
@ KNF FSA & HAND CREW TY 2 |D FS CAKNF 7207, H;z?;i ; 7
FIRESTORM CAEW| HAND CREW TY 2 D T T 919/, R
Equipment MNF CREW 43 |HAND CREWTY 2 |D FS CAMNF 9722/, e 2
. TALLAC HOTSHOT:HAND CREW T¥ 1 | FS CATMU 8721/,
LOST AVER 1 C6 |HAND Cl V2 YT T 721/,
el SAWTOOTH HAND Cl 1 Fs IDSTF
SHF CREW & HAND CREW TY 1 S CASHF 9722/,
FIRESTORM CAEW HAND CEW Tv 2 YT T 57207,
u
DALTON HOTSHOT|HAND CREW TY 1 R FS CAANF 9722/, =l
all Resources canz FLAGSTAFF HOTSH HAND CREW TY 1 |D FS AZCOF 5720/, Number of Personnel: 119
ik LAGLINA HOTSHOT HAND CREW TY 1 D FS CACNF 8/23/,
. o0l CRANE VALLEY HOHAND CREW T 1 FS CASNF 5217, | (T
[ |coms FENASCO 10 CREW REF FS NMEAF 319/ — | [Equpment e
- CO06 JICARILLA HAND CREW Tv 2 14 NHLA EEl Bacraft 3
TRINITY RIVER 5_|HAND CHEW TV 1 ca 97207, e 7
MAWAID SCOUTS 3| HAND CREW TY 2 |D B AZHOA 97197, Supply 5
HOPI 10 HAND CREW TY 2 |D £ AZHDA 5719/, Tvernead 5
Al fekicles MOUNTAINEER: FIF|H&ND CREW TY 2 |D AT T 9716/ Troms i
| —— MOFiA 4 HAND CREW TY 2 D FS NMSNF 19/, 7
R COBFAS 3 HAND CREW TV 2 Fs CASQF 720/, ]
COBRA 54W B3 C2 MISCELLANEOUS T T /207, Dvethoad D 7|
® T PEFEZ 54w/ £22 CI| CHAIN 58w/ VT 7207, Tvarhoad 17
CORPIONS 54w HMISCELLANEOUS YT T 7207, Tews  F 5
— 507, T — CORPIONS SAWw 2| CHAIN Saw/ t BT T 97207, e %
Components SCORPIONS 2 |HAND CREWTYZ D FS CASOF 5720/, T—r— |
O Gl SLIDE MOUNTAIN |HAND CREWTY 2 | CNTY CATMU 5719/, Total Drders: 389
 Hide NOF CAL CREW 1 |HAND CREWTY 2 D BLM CAsUD 9/22/,>| | Commited Resources: 45
Ficleased Fresouces: 341
[Database Path = PLA778YSLITE AL new_|sutshdatabassiLomatyped TS mdl 4

To display records by specific field using a wildcard

The percent sign (%) is a “wildcard” that allows you to perform searches
without specifying the entire filter criteria. You can use one or more wildcards
in any combination to locate records that match your search.
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Click the resource type button of your choice

- to display aircraft, click the Aircraft button

- to display crews, click the Crews button

- to display equipment, click the Equipment button

- to display overhead, click the Overhead button

- to display all resources, click the All Resources button
- to display all personnel, click the All Personnel button.

On the filter bar, click in the box above the column title of your choice.

In that box, type the filter criteria of your choice and then click the Filter

button.

For example:
- type MA% to search for records beginning with the letters “MA”
- type %MA to search for records ending with the letters “MA”

- type %MA% to search for records containing any instance of the letters

“MA.”

The following diagram shows a sample wildcard search for personnel records
with last names containing the letters “MA.”

EIRSS - [Table Yiew]
B3 Fle Edt Reports Tools Help

=10l x|

=l x|

ZlofoX|r| =l & BT/~

=] [ca-sHF-002m2

Equipment:
L]

Overhead

S

All Resources

All Personnel

&

Al Vehidles

Pl | [zHacz I [ I I I
| [Name Request Number _[Resource Kind/Positon |
CAMACHO. JOHN_|0-0082 CAMACHOJOHN | GROUND SUPPOI_|
ACHADD, MARIE | C-0035 PRINEVILLE HOTSHHAND CREW Tv °
ACHADD, RAYMU|C-0023 CORPIONS 2 |[HAND CREW 1Y ;
ACHADD, SERAFT E-0032 |SHFE-32 ENGINE T7 3
BCHLER, IV, FRAM C-0033 ILEW\S & CLARK IHI[HAND CREW TV °
MACK, TODD C-0008 SHF CREW & HAND CREW T °
MACKENSON, JIM | 0-0080 MACKENSOMNJIM | DY GROUP SPY
MACKO, CHRIS  |C0005 TALLAC HOTSHOT:[HAND CREW TY -
MACPHEE, RICHAR|C-0013 LAGUNA HOTSHOT HAND CREW TY -
SCHUMACHER:, &4 C-0052 DIAMOND MT SHO'[HAND CREW TY -
SPARKS.MAC  |C0044 FULTON HOTSHOT|HAND CREW Tv -

Database Path = PCIF7EMSUITE WC:\new_lsuitedatabase\Lomatype3I TS mdf

Update Print :
R

Engines 11 =
Engine 5T 1
Helicopters 1
Handerew ty 1 1
Handerew ty 2 2
‘ater Tenders 5

Number of Personnel: 113

Aircraft
Aircraft
Crews

Crews
Crews
Crews
Equipment C 28
Equipment D 2

[={E: =]l =]
.
5

Equpment D 95|
Equipment A I
Equipment I
Overhead C L.

(AT

Total Orders; 383
Committed Resources: 45
Released Resources: 341

To deactivate the Filter button, clear the filter criteria from the filter bar, and
then click the Filter button again. The table will redisplay in its original form.
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Adding and editing an incident name and number

This section explains how to add an incident name and number.

To add an incident name and number

1
2

On the IRSS menu bar, click the Add/Edit Incident button.

On the Incidents dialog box, click in the first available blank row, in the
cell to the right of the 4

In the Incident Name box, type the name of the new Incident, and then

press TAB.

In the Incident Number box, type the Incident Number, and then click
the Save button.

The following diagram shows the Incidents dialog box.The arrow points to
the first blank row where you can begin to add an incident.

. Incidents i ] 4
* Incident Mame Incident Mumber Location State Start Date | o
DENVERTEST CO-COS-000001  |DENYER Co 5/18/2004
SLIDE IMCIDEMT  |CO-WTF-000002 GOLDEM Cco 5/20/2004 o
TREE FIRE CO-ROF-000001 | LAKEWOOD o 5/21/2004 ose |
Accounting Codes | |Tosave information entered in
P ESS either grid, move off the cument

row of press the save button,

* Required [tem

To edit an incident name and number

1
2

On the IRSS toolbar, click the Add/Edit Incident button.

To change the Incident Name, click to highlight the Incident Name of
your choice, and then type to replace the Incident Name.

To change the Incident Number, click to highlight the Incident Number
of your choice, and then type to replace the Incident Number.

To save your changes, click the Save button.

12
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Adding, editing, and deleting resources

This section explains how to add and edit resources, demobilize resources,
and delete resources. Remember these key points when working with resource
information:

» Data is organized and presented according to the ICS-211 form.

*  Before saving a resource, you must complete the following required fields

Request Number
Resource Name
Configuration
Kind/Posiiton
Status.

Before rostering members or adding additional qualifications, you must
complete the mandatory fields and save the resource.

It is better to edit an existing resource than to delete one and then add it

back to the incident database.

When you choose a type of resource, the data entry screen options may
change. Be sure to look over the data entry screen.

Once you demobilize a resource you can no longer post time to it.

You can delete resources and/or rostered members of a resource. If there
are any dependencies attached, IRSS displays warning messages. Be sure
to read all these warning messages before committing to the delete

request.

To add resources using an ICS-211 and/or optional check-in form

1 On the IRSS task bar, click the Add Resource icon.
2 On the Add Resource dialog box, complete the following information as
required or appropriate
- Request number Kind/Position
- Contracted Mobilization Date
- Person Length of Assignment
- Resource Name Demobilization Date
- Agency Status
- Configuration Other (1)
- Check-in Date Other (2)
- Check-in Time Other (3)
- Num Personnel Vehicle ID
- UnitID Release Date
- Demob City Release Time
- Demob State Original Order/Req Number
- Jetport Remarks.
- Travel Method
3 Click the Save button.

September 9, 2004
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The following diagram shows the location of the Add Resource icon.

{1055 - [Table view] ' =laix
[B-F\\e Edit Reports Took Help Jilﬂ

AR E] e
| | AﬁdRTslource i ‘ T \ [ \

N | o |

The following diagram shows the Add Resource dialog box.
&, Add Resource 10l =]
* Incident Name: [WALL =] *Number: [[D-5CF-000000
S/T. T4F Parent: |
* Request Mumber: || * kind/Position: Traines
Contracted: I j | r
Perzon:

* Resource Mame:
Agency:

nk

* Configuration:

Check-in Date: 05/24/2004

Add Buals |
Check-in Time: 11:63

Enter leader information in the roster area. tobilization Date: I

Murn Personnel: I Length of Assignment (D ays]:
Demobilization Date:
Ulrit 1D =l
Demob City: * Stabus: ﬂ
Demaob State: ﬁ Other [17;
Jetpart: j Other [2];
Travel Method: ﬁ Other [3]:
Wehicle |0
Releaze Date:
Releaze Time:

Original Order/Fequest

MHumber;

Femarks:

* Required Items

Clear Save Close EQII:I 54T, TR
ompoHent

i‘? ﬂ Fh:uster>>|

Creating strike teams

This section outlines two basic examples for creating a strike team.
Whichever method you choose, remember these key points:

*  Follow the numbering structure set up by the dispatch organization that
sent you the strike team.

* Add and designate the strike team leader last.
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The following diagram shows the basic process for creating a strike team,
adding crews, rostering crew members, and adding a strike team leader.

Create
strike team
resource

2.
Add S/T
component
(add crew)

3.
Roster
crew
members

4,
Create
SIT
Leader

To create a strike team resource - example 1
1 On the IRSS task bar, click the Add Resource icon.

2 On the Add Resource dialog box, complete the following information

in the Request Number box, type the Request Number of the strike
team

click the Agency drop-down arrow, and then click to select the
Agency of the strike team

click the Configuration drop-down arrow, and then click to select
S/T

complete the Check-in Date and Check-in Time.

in the Num Personnel box, type the total number of strike team
members

3 Complete the following information as required or appropriate

Unit ID
Demob City
Demob State
Jetport

Travel Method

4 Click the Kind/Position drop-down arrow, and then click to select the
strike team type.

September 9, 2004

15



- Mobilization Date

Incident Resource Status System User’s Guide

- Lenght of Assignment (Days)
- Status

- My food

- Pet Names

- Menu Options

- Vehi
- Rele
- Rele

cle ID
ase Date
ase Time.

Complete the following information as required or appropriate

The following diagram shows a sample Add Resource dialog box for adding a
strike team. Here, a Type 3 Engine Strike Team is created.

im. Add Resource I [m] 3
* Incident Name: I DEMVERTEST j * Mumber: |ED-EDS-DDDDD1
84T, T/F Parent: |

* Request Mumber: IE-?DD * Kind/Position: Trainee

Contracted: I [Ess | [5/T.ENGINE. TYFE 3 I

Person: r

* Resource M arne: |ST J240C

Agency: FS -

* Configuratian: ﬂ Bt |

Check-in D ate: [615/2008

Check-in Time: 1142

Enter leader information in the roster area. Mobilization Date: [6/15/2004

Mum Perzonnel: |25— Length of Assignment (D aps): e

Dremabilization D ate: IW

Llrit 1D

CATNF vI

Dremab Ciky:
Dremob State:
Jetport:

Travel Method:

CAMPDENVILLE

Ch vl
SMF vl
AV vI

Original Order/Fequest

* Shatug: ] vl

My food:

Pet Mames:

tenu Options:

Yehicle 0
Release Date:

Releaze Time:

MNumber:  |CO-COS

-000001 E-700

Remarks:

* Required Items

Clear | Save

LClose

AddS/T, T4
Component

i"* & Hoster>>|

To add a crew to the strike team
6 Click the Add S/T, T/F Component button.

7  On the irss dialog box, click the Yes button.

16
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8 On the Add Strike Team, Task Force Component dialog box, complete
the following information

in the Resource Name box, type the name of the crew

click the Agency drop-down arrow, and then click to select the
Agency of the strike team

click the Configuration drop-down arrow, and then click to select C
complete the Check-in Date and Check-in Time.

in the Num Personnel box, type the total number of crew team
members

9 Complete the following information as required or appropriate

Unit ID
Demob City
Demob State
Jetport

Travel Method

10 Click the Kind/Position drop-down arrow, and then click to select the
crew type for the strike team.

11 Complete the following information as required or appropriate

Mobilization Date

Lenght of Assignment (Days)
Status

My food

Pet Names

Menu Options

Vehicle ID

Release Date

Release Time.

The following diagram shows the irss dialog box.

To add a strike teamjtask force component, the resource must be saved,
Save now?

September 9, 2004
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The following diagram shows a completed Add Strike Team, Task Force
Component dialog box. Here, a Type 3 engine crew of 4 members is being

added.

. Add Strike Team, Task Force Component — |E||i|

Incident Name: [ DENVERTEST =] *Number [E0-E05-000001

S4T, TJF Parert: IST 3240C

Agency:

Number:
Remarks:

* Request Mumber: IE-?DD * Kind/Position: Trainee
Contracted: - |EMGZ  ~| ENGINE. T'PE 3 I
Persom: "

* Resource Mame: IST J240CCATHF E3

* Configuration:
Check-in D ate: [6/15/2008
Check-in Time: (147
Enter leader informatian in the roster area. Mobilization D ate: [6/15/2004

MNum Personnel: |4— Length of Assignment [Days): |14
Demobilization D ate: IW

Uit 10 CATNF = I

Demob City: DOWNIEVILLE * Status: E -

Diemob State: ﬂ Wy food:

Jetport: m Pet Mames:

Travel Method: AN - I tdenu Options:

Original Order/Request

* Required Items

Add Quals |

i e
1
4

Wehicle 1D:
Releaze Date:

Felease Time:

CO-CO5-000001 E-700

Clear Save Cloge 'édd ST T/
amponent

Fﬁ“? g Roster »»

To roster crew team members on the strike team
12 Click the Roster button.

13 On

the irss dialog box, click the Yes button.

14 In the Roster section of the Add Strike Team, Task Force Component
screen, complete the following boxes, pressing TAB after each entry

Request Num
Leader

Last name
First Name
Kind

Status.

After adding the last crew member, be sure to press TAB to advance the
cursor to the next available blank row. Otherwise, you will not save that
last entry!

15 When finished rostering that crew, click the Add S/T, T/F Component
button.

18
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16 Add additional crews and crew members to the strike team as appropriate.

The following diagram shows the irss dialog box for saving the crew before
rostering members.

irss X

To roster a person, the resource must be saved,
Save nowy

The following diagram shows a completed Roster for a strike team crew.
Here, a Type 3 engine crew of 4 members is added.

&, Add Strike Team, Task Force Component =1o]x|
*|cident Name: W * Number, {CO-COS-000001 | |Request Num Leadsr | Last Name First Name: Kind | Status ;I
.1 TS0 e AT —

* Fiequest Number, IEBDU— * Kind/Position Tranee || —{E2003 RUBLE EETW ENG3 |

Contracted I IENGS j |ENG\NE, TS r - lE-EUM RUBBLE IBAM BaM ENG [T

Person: [

Other Quals: Trainee

* Resource Name: |ST 3340CATNF E31 Eq

Agency: F5 =

* Canfiguratio: ﬂ

CheckinDale:  [BE/004 j

CheckinTine:  [0337

Enter leader information in the oster area Mobilization Date: 52000

Num Persornel: ,4_ Length of Assignment (Days). o

Demcbization Date 6/23/2004

LritID CATHF ]

DemcbCty  DOWNEVLE ‘S [T 3|

Demab State: ﬂ My food

Jetport m Pet Names:

Travel Method: m Menu Optians:

Yehicle D:
RelaseDate |
RekaseTine [

(riginal Drder/Request

Nuriber IW

Hemalks:| ﬂ

*Regied lems Number Rostered: 4

ASITTHE | .
Save | Close Camponert w# g ¢ Hide

To add the strike team leader

17 On the Add Strike Team, Task Force Component dialog box, complete
the following information

- click to select the Person check box

- in the Last Name box, type the Last Name of the strike team leader

- in the First Name box, type the First Name of the strike team leader

- click the Agency drop-down arrow, and then click to select the
Agency of the strike team

- click the Configuration drop-down arrow, and then click to select C

- complete the Check-in Date and Check-in Time.
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Complete the following information as required or appropriate

Unit ID
Demob City
Demob State
Jetport

Travel Method

Click the Kind/Position drop-down arrow, and then click to select STEN
to designate the strike team leader.

Complete the following information as required or appropriate

Mobilization Date

Lenght of Assignment (Days)
Status

My food

Pet Names

Menu Options

Vehicle ID

Release Date

Release Time.

When finished adding all strike team crews, crew members, and the strike
team leader, click the Save button.

On the irss dialog box, click Yes.

20

September 9, 2004



Incident Resource Status System User’s Guide

The following diagram shows the strike team leader being added to the strike

team.
i, Add Strike Team, Task Force Component =l
* Incident Mame: | DENYVERTEST j * Mumber: |C0-CO5-000001
S/T. T/F Parent: |ST 3240C
* Request Mumber: IE-?DD * Kind/Position: Trainee
Contracted: Il [STEN =] [STRIKE TEAM LDR ENG I
Person: v
* Last Mame: FLINTSTOME
* First M ame: FRED
Agency: Fs5 vl
* Configuration: ﬂ Rt Bl |
Check-in Date: [6/15/2004
Check-in Time: [1156
Enter leader infarmation in the roster area. Mobilization D ate: [6/5/2004
Murm Personnel: I‘I Length of Assignment [Days): [14
Demobilization D ate: IW
Unit 1D: CATNF vl
Demab City: DOWNIEVILLE * Status: B |
Demob State: ﬂ My food:
Jetport: m Pet Mames:
Travel Method: ADY - Menu Optians:
Wehicle |D:
Release Date:
Release Time:
Original Order/Request
Mumber: |ED-EDS-DDDDD1 E-700
Remarks: |
* Required Items
Clear Llose EE%JEF 'ﬁ”? g Baster > |

The following diagram shows the irss dialog box. Here, you can click Yes to
finished or click No to continue adding additional strike team components.

Are wou finished adding strike beam components?

I wou select ves, this will return wou bo add resource mode.

To continue adding components, select no and select the ‘Add 5/T, T/F Component’ button.

Yes Mo

To create a strike team resource - example 2
1 On the IRSS task bar, click the Add Resource icon.

2 Complete the Add Resource dialog box as appropriate, and then click the
Save button.

3 On the Edit menu, click Strike Teams/Task Forces.

4 On the Edit Strike Team/Task Forces dialog box, click the Select a
Strike Team or Task Force drop-down arrow, and then click to select the
Strike Team you created in step 2.

September 9, 2004

21



Incident Resource Status System User’s Guide

5 Under Resource List, click the Equipment button, click the Kind drop-
down arrow, and then click to select the Equipment for that Strike Team.

6 Click to select the Equipment of your choice, and then click the Add
Component button.

7  Click the Overhead button, click the Kind drop-down arrow, and then
click to select the Overhead of your choice for that Strike Team.

8 Click to select the Overhead of your choice, and then click the Add
Component button.

9 When finished adding all components for the strike team, click the Close
button.

The following diagram shows the Edit Strike Team/Task Forces dialog box.

&, Edit Strike Teams / Task Forces 10| x|

Select a Stike Team or Tazk Force:

M|

Strike Team/T azk Force Components:

Remove Component |

To add & resource to a stike team:

1. Select strike team from list above,

2. Highlight rezource frarm lizt on right

and prezz "Add Component'.
Toremowe a resource from a strike team:

1. Select strike team from list above.

2. Highlight component from ligt above
and press "Remove Companent™.

Resource List

= | ¥

Ajrcraft Crews

¥ | @

¥

Equipment | Owerhead

Kind: | =
Hame KindDesc ﬂ
GRIPF BARBARA |CMPTR TECH SPCL
RED HOTZ 1 HAND CRE'W M4

ESCOTT, PALIL

HELICOFPTER CREY

TARWATER.CLARE

STATUS/CHECKIN

BEVER.CARL

FIELD OBSERVER

ORCUTT.DELIA

INFO OFFCR T 2

WILCOCK.BOISE

HELICOPTER CREY

PEARSOM CLARK

HELICOFPTER CREY

CLEAR NEZ REGS -

HAND CREW T 2

BLAND BRIAMA DRMNER/OPR
KAIMSCOTT HELICOPTER CRE
CHAMP.FRED HELICOFTER CREY
WALACE ARMOLD [INCIDEMT MED SPI
T50N,GENE CAMP CREW
PLEASANT WALLEY | HAND CREW T 1

GICKLERJEREMY

SECURITY MGR

GATZOLN SERE

Add Component |

CTRIKE TEAK | MR

To edit a resource

1 Click to highlight a resource of your choice.
On the IRSS task bar, click the Edit Resource icon.

2
3 On the Edit Resource dialog box, edit the data as appropriate.
4

When finished making your changes, click the Save button.

22
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The following diagram shows the location of the Edit Resource icon.

FlIRSS - [Table view] =10j x|
B File Edi Reports Todls Help =12 %]

Zlnlo x| r| = -5 T[] o~

%E Resource| | | :
TFTET; I
Update Erirt
irceaft | _I _I

The following diagram shows the Edit Resource dialog box.

. Edit Resource =10l x|
* |ncident Mame: IW.'—‘-.LL j = b mber ||D-SEF-EIEIEIEIEIEI
ST, T/F Parent: |
* Request Number: ":.7‘ * Kind/Pogitior: Trainee
Contracted: r [cc =] [CAMFTREW r
Person: r
Other Qualz:  Trainee
* Resource Mame: |TYSDN,GENE E3| | I = lgrf:;;
Aagency: FS - — Inove off
* Configuration: ﬂ rcouh:\lrent
Check-in Date: W ll
Check-in Time: zo0
Enter leader information in the roster area. Mobilization D ate: IW
Murn Personnel: I'I'I Length of Assigrmert (Daps): [
Demobilization Date:
Uit 1D [MTBRF  +|
Demab City: DARBY * Statuz: ﬂ
Demob State: MT - Other [1]:
Jetport: ﬁ Other [2]:
Travel Method: a0y - Other [3]:
Wehicle 1D:
Releaze Date:
Releasze Time:
Original Order/Request
Murnber:  |ID-SCF-000010 C-7
Remarks: [COHEMN, COLERMAMN, BANKS & MCCALLUM-ARR.7M7:7/24
* Required [tems
Previous Mext Save Cloze 'ég?ﬂg:;ér;l;ﬂ: 'ﬁ‘? & Roster |

To add qualifications to a resource
1 Click to highlight a resource of your choice.
2 On the IRSS task bar, click the Edit Resource icon.

3 Onthe Edit Resources dialog box under Other Quals, click the box, and
then click the drop-down arrow to select the Code/Description of your
choice.

4 To designate the qualification as trainee acceptable, click the Trainee
check box.
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5 Edit the remaining data as appropriate.

6 Click the Save button.

The following diagram shows the Other Quals drop-down arrow on the Edit

Resources dialog box.

i, Edit Resource

* Incident Mame: IW’ALL

S/T. T4F Parent: |

* Reguest Mumber; |I:-?
Caontracted:

an

Perzan:

* Resource Mame: ITYSDN,GENE
Agency:

* Configuration:

Check-in Date: TM4/2003
Check-in Time: 2200

.

Mum Persannel: 11

il

Enter leader infarmation in the roster area.

=13l
j = M umber: I|D'SCF'UDDDDD
* Kind/Position: Trainee
[co ] |EaMP CREW r—
Other Quals:  Trainee I
] T a|[Tosave | [|——
| #|Code W Description ||
Ay AlR ATTACK —
AAGS AlR ATTACK, GROUP 5P
AbL AGENCY av14 MIL LIAISON
ABRO AlR BASE RADID OPR
ACAC ARES COMMAND - AWIATIOM
Muobilization Date:| ACCT ACCOUNTING TECH
Length of Assignn] 2E0R ARES COMMANDER
_— ACLLC AREA COMMAND - LOG LI
Demobilization 0a:-

Unit D MTBRF =
Demob City: DaRBY
Demob State: T

I

Jetpart:
Travel Method: A W

Original Qrder/Request

= Status: C vI

Other [1]:

Other [2]:

Other [3]:
Yehicle [D:
Releaze Date:
Releaze Time:

Murnber:  |ID-SCF-000010 C-7

* Required tems

Femarks: |[COHEM, COLEMAN, BAMKS & MCCALLUM-ARR.7/17.7/24

Ereviousl Hest | Save

Add =47, T/F
Component

Cloze

'ﬁ‘% & Flostel>>|

To demobilize a resource

1 Click to highlight a resource of your choice.
2 On the IRSS task bar, click the Edit Resource icon.

3 Click the Status drop-down arrow, and then click to select D to demob the

resource.

4 Complete the following information

- Release Date
- Release Time.

5 Click the Save button.

24
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The following diagram shows the Edit Resource dialog box. The arrows point
to the Status, Release Date, and Release Time boxes.

. Edit Resource o ] 5
* Ineident M ame: IW’ALL j * Number: II-D-SEF-DDDDDD
ST, T4F Parent: I
* Request Mumber; IC-? * Kind/Position: Trainee
Contracted: r [cc ~]| [caMPCREW r
Persan: N

Other Qualzs:  Trainee

* Resource Name: |TYSON.GEME oy gl O = lgn?c:\‘tlil
Agency: F5 vI move: off'
* Configuration: S VI [Colﬂent
Check-in Date: [Frasaong LI
Check-in Time: 2200
Enter leader information in the raster area. Mobilization Date: 741442003
Mum Personnel; |11— Length of Aszsighment (D ayz]: [
Demobilization D ate:
Uit ID: [MTERF =]
Ererrrab-Site: BrishErs = Shatus—{ [ vl
Demab State: MT - Other [1]:
Jetport: - l Other [2]:
Travel Method: ADYV Other [3]:
Wehicle |D:
Release-Dae{7/15/2003 |
ReleaseFrl1z00

Original Order/Request
Number: [ID-5CF-000010 C-7
Remarks: |EDHEN, COLEMAN, BANKS & MCCALLUM-2RR.717.7./24

* Required [tems

Add 5/, T/E
Comporient

Fﬁ"% & Hoster>>|

Previous Mext | Save LCloze

To delete a resource

1 Click to highlight a resource of your choice.

2 On the IRSS menu bar, click the Delete Records button.

3 On the Delete Resources dialog box, click the Proceed button.
4

On the ISuite Warning dialog box, click Yes to confirm or click No to
cancel.

The following diagram shows the location of the Delete Records button on the
IRSS menu bar.

Ed RS - [Table view] =10l x|

£5. Fle Edt Reports Tools Help ===

Zlnfo x| r| =] £ BT[] >
% M toRecords | | | Update Frint; I

Aircraft
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The following diagram shows the Delete Resources dialog box.

'« Delete Resources I=TEY

Thiz process will delete all the records
attached to the selected resources.

Cancel |

The following diagram shows the ISuite Warning dialog box.

ISuite Warning il

& This resourcefMHS) has dependencies in the Following tablels). ..

BirDay,

D wou wank to delete this resource and all dependencies?

Yes Mo |

Working with databases, T-card labels, and Checkout

Forms

The IRSS File menu allows you to perform the following functions:

L]

Open and close a specific IRSS database. You can have only one
database open at a time. When you open a database, the previous one is
automatically closed.

Select a printer and printer options.

Print a T-Card label. T-Card labels identify individual resource
information. These labels are put on T-Cards, which replaces the hand-
written header information.

Print a Checkout Form. The Checkout Form keeps track of an
individual resource that demobs from an incident before actual demob has
started for the incident. This allows you to print out one checkout form
without running the checkout form report.

To open another IRSS database

If the database you want to open does not appear on the IRSS Server and
Database Selection dialog box, you must use the AdminTool. For more
information see, “Managing your incident databases,” in the “I-Suite
Administrator’s Guide.”

1

On the File menu, click Open Database.

2 Onthe IRSS Server and Database Selection dialog box, click the server

drop-down arrow, and then click to select the Server of your choice.

26
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3 Click the Database drop-down arrow, click to select the Database of
your choice, and then click the OK button.

The following diagram shows the IRSS Server and Database Selection dialog
box.

# IRSs Server and Database Selection x|

Last Connect Server.
PCA9E2YSUITE MSDE Training 04/30/2004 12:23:38 PM |P09952\|SU|TE =
PCAAE2ISUITE MSDETraining 04/19/2004 3:52:49 Al
PCAEZSUITE Lomatype3lTE 03/22/2004 3:57:62 Al

Diatabase:
[MSDETraining411 ~|

R Cancel

To close the current database

¢ On the File menu, click Close Database.

To print T-Card labels
¢ On the IRSS task bar, click the Print T-Card Labels icon.

The following diagram shows the location of the Print T-Card Labels icon.

HED1Rss - [Table Yiew] g =3

| & Fle Edi Reports Tools Help =l81x]|

& 2[00 x| 7] = 215 BT/ o |
[ - [__diice ]

To print a Checkout Form
1 On the IRSS task bar, click the Print Checkout Form icon.

The following diagram shows the location of the Print Checkout Form icon.

e 1Rs5 [Table view] g [ =[ 3]
5. Fle Edt Reports Took Hep ==l
G Zolox[r| =] £ BT~

<
| | Flier || I ‘ IMM Update | pint |

Working with Index Lists and table views

The Tools menu allows you to modify Index Lists and customize the layout of
your IRSS windows and screens.

Modifying Index lists can negatively impact other I-Suite programs and
adversely affect your reports. Change an index list only after you have
followed appropriate agency channels and have obtained proper approval.
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To add a new code to an Index List

1 On the Tools menu, click Index Lists.

2 On the Index Lists dialog box under Select Index List, click to select the
Index List of your choice.

3 Scroll to the bottom of the table, and then click in the first available blank

row, in the cell to the right of the k.

4 Type the new data as appropriate for that Index List.

5 To save your entries, press TAB to advance the cursor to the next available

blank row.

You must advance the cursor to the next available blank row or your entry
will not be saved!

6 When finished, click the Close button.

The following diagram shows the Index Lists dialog box. In this example, the

Index List for agency is selected

&, Index Lists -0 x|
Select [ndex List: Agency
209 AgencyCode |AgencyGrouplD |RateGrouplD |Age «
] . AK 3 [ Alas
ot TE— —
Jetpart APHS 1 4 Anir
Kind/Pasition AR 3 E Ak,
Request Categomy AL 3 g Az
Section Bla 1 4 Bun
State BLM 1 4 Bun
Status EOR 1 4 Bun
ohr TN R—
CCC 3 5 Cali
CITY 2 2 City
Add | Close | CNTY 2 2 Cov
Co 3 5 Cole
CT 3 B Cor
DC 3 5 Dist
DE 3 5 Del
DES 1 4 Def
DoD 1 4 Dep
DOE 1 4 Der
FED 1 4 Fed
FL 3 5 Flar >
[l | | »

28
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The following diagram shows the Index List for Status. The arrow points to
the first available blank row.

i, Index Lists -3 x|

Select Index List: Statuz
209 Code | Description ITS Postable
Agency C Checked-In - -
Canfiguration D Demobed 3 il
ot F_|Fillzo/Nat Checked4]0 0
Kind/Position M Mat Able ta Fill 1] 0
Request Categany F Pending Demob -1 -1
Section R R eazzigned -1 -1
State S Staging -1 -1

. 1] Urfilled 0 a
Subsection X |Cancelled 0 0
Travel Method

A

Add Cloge |

Working with the Options dialog box

The Options dialog box lists five tabs that allow you to set parameters and
define what is available to you in many IRSS screens. These tabs include:

*  General. Change Other Column Titles, change the Table View to display
only a certain set of records, add additional Kinds for QuickStats.

* Labels. Print barcode and T-card labe.s

e Active Fields. Display new field names on your screen.

* Field Sizes.Change the size of fields on your screen.

*  Checkout Form. Customize the Checkout Form.

To change Other Column Titles

Changing Other Column Titles will reflect on the Add Resource/Edit Resource
forms. Column titles in the table view, Report Design field names, and report
titles are not affected and remain as “Other 1,” “Other 2,” and “Other 3.”

For more information about changing report titles, see “Working with Custom
reports,” in the section, “Running and printing reports,” later in this IRSS
User’s Guide.

1 On the Tools menu, click Options.

2 On the General tab under Other Column Titles, type to replace the
existing text in the following boxes with the Titles of your choice

- Other1
- Other2
- Other 3.
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3 When finished, click the Apply button and then click the OK button.

The following diagram shows the General tab on the Options dialog box.

%, Options B ] 1

General ] Labels 1 Active Fields ] Field Sizes 1 Checkout Form

— Mode Default Table View Columnsg 0K |
" Dispatch Calurin 1: Requesthlumber «| o Apply |
& Incid Column 2: Marne
geient Column 3: KindDesc — Camec] |
Column 4: Status _I
— Manage Multiple Incidents - Febarnr, 5 Anenrculinde
% A5 One "Other' Columnn Titles
" Separately Other 1: test 1
Other 2: test 2
Other 3: test 3
r— Default Checkin Date To —
% Syztem Date - . .
Additional Kinds uzed for QuickStats
™ Blank
-
1
Default Printer:
<] -
To change the Table View

Use caution when changing your default table view columns.

1
2

On the Tools menu, click Options.

On the General tab under Default Table View Columns, click to select
the box of your choice, and then click the drop-down arrow to select the
Title of your choice for the following boxes

- Column 1
- Column 2
- Column 3
- Column4
- Column 5
- Column 6
- Column 7.

When finished, click the Apply button and then click the OK button.
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The following diagram shows the General tab on the Options dialog box. The
arrow points to the Default Table View Columns.

w. Dptions : _ 1Ol x|
General \l Labels ] Active Fields ] Field Sizes ] Checkout Farm
— Maode Default Table View Columns 0K |
it P | Colurnt 1: Fiequestlumber  ~ [« Apply |
& Incid Colurmn 2 Mame
een Colurnn 2 KindDesc — Eameel |
Colurnin 4: Status
Cnlurme B Anenrulnds LI

— Manage Multiple Incidents

* Az One "Other"' Column Titles

' Separately Other 1: best 2
Other 2: test 4
Other 3: best 3

— Default Checkin Date Ta —

& System Date

 Blank Additional Kinds used for QuickStats

L[>

Drefault Printer:

| =l [ |

To add additional Kinds for Quick Stats
1 On the Tools menu, click Options.

2 On the General tab under Additional Kinds used for QuickStats, click
to select the first box, and then click the drop-down arrow to select the
Kind of your choice.

3 Add additional Kinds as appropriate.
4 When finished, click the Apply button and then click the OK button.

The following diagram shows the General tab on the Options dialog box. The
arrow points to the Additional Kinds used for QuickStats columns.

. Options i =]

General ] Labels ] Active Fields \I Field Sizes ] Checkout Form

— Mode Default Table View Columns 0K |
" Dispatch Column 1: FRequestlumber  ~|a Apply |
& Irid Column 2 Name
feitond Column 3 KindDesc o Bl |
Column 4: Status _I
— Manage Multiple Incidents [olron 5 Aneneulnde
% fizOne "Otker’ Colurnt Titles
' Separately Other 1: test 2
Other 2: test 4
Other 3: test 3
r— Default Checkin Date To —
& System Date - . .
Additional Kindz used for QuickStats
" Blank
L -
1
Default Printer:
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To change field sizes

1
2
3

4
5

On the Tools menu, click Options.
On the Options dialog box, click the Field Sizes tab.

On the Field Sizes tab under Field Sizes to be used for Custom Reports
click the Field Size box for the corresponding Field Name that you want
to change, and then type to replace the existing Field Size with the new
Field Size number.

Change additional Field Sizes as appropriate.
When finished, click the Apply button and then click the OK button.

The following diagram shows the Field Sizes tab on the Options dialog box.

i, Options =]
General ] Labels ] Active Fields ] Field Sizes ] Checkout Form
Field Sizes to be uzed with Custom Reports 0K |
Field M ame Field Size | Standar | « Apply |
AgencyCode 7 ¥
AgreementM um 1B ¥ Cancel |
CheckinD ate 11 y
CheckinTime 11 ¥
Configuration 3 ¥
Contractort arme 16 y
DrernabCity 20 y —
DemabState 5 ¥
HomelnitCode ] y
IncidentM ame 20 Y
IncidentM umber 14 ¥
Jetport T y
KindCode 4 ¥
KindDesc 25 y
Leadertame 20 ¥
Name 20
Kaadadh ata 11 y LI

To display a new field name

1
2
3

On the Tools menu, click Options.
On the Options dialog box, click the Active Fields tab.

For each Field and for each resource type (A, C, E, O), click to select or
click to clear the appropriate check boxes of your choice.

When finished, click the Apply button, and then click the OK button.
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The following diagram shows the Active Fields tab on the Options dialog box.

. Options

General

Labels

| Active Fields |

rFields Inactive on Edit Screen [not working] |

Field Sizes

Field

C

E

0=

AgencyCode

Agreementt um

CheckinD ate

CheckinTime

Configuration

Contractor ame

DemobCity

DemobState

HomelnitCode

Incidentt ame

Jetpart

KindCode

FindDesc

Leaderh ame

M ame

1O AR AR )=
HOoPpoPooPEROOARA
1] O I I O

OO AOREA AR

H‘I ,-In.-la.-ln -k

s

1ol

\| Checkout Farm

Apply

Cancel

il

To customize a Checkout Form

1 On the Tools menu, click Options.

2 On the Options dialog box, click the Checkout Form tab, and then click

the Customize Checkout Form button.

3 On the Checkout Form dialog box under Logistics Section, click to
select one or more of the check boxes of your choice

Supply Unit

Communications Unit
Facilities Unit
Ground Support Unit.

4 Under Planning Section, click to select the Documentation Unit check
box, as appropriate.

5 Under Finance Section, click to select the Time Unit check box, as

appropriate.

6 Under Other Section, click to select the Security Unit check box, as
appropriate, and then complete the following fields as appropriate

To add an additional unit in the Other Section, click to sclect the
check box, and then type the unit name of your choice in the text
box.

Complete the second check box and unit name as appropriate.
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7 When finished, click the OK button on the Checkout Form dialog box,
click the Apply button and then click OK on the Options dialog box.

The following diagram shows the Checkout Form tab on the Options dialog

box.
. Options i ] 3]

General \| Labels \| Active Fields \| Field Sizes 1 Checkout Form |

Apply

Cancel

U

Cuztomize
Checkout Farm

The following diagram shows the Checkout Form dialog box.

i, Checkout Form = 10| x|

Cuztarnize Checkout [IC5-221] Form

Logistics Section: |
fals [} ||:s e ||:ur1. K

(- rié

[~ Communications Lnit
[~ Facilities Linit

[ Ground Support Uit

Cancel

Planning S ection:

[ Documentation Lmit

Finance Section:

[~ Time Unit

Other Sectioh:
[~ Securty Unit
]
]
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Running and printing reports

The Reports menu allows you to run and print standard reports and to create
custom reports. Topics in this section include:

Understanding queries, wildcards, and date ranges
Working with standard reports
Working with custom reports.

Understanding queries, wildcards, and date ranges

This section briefly introduces how to efficiently create queries, use
wildcards, and specifying a range of dates when running standard and custom
reports. Remember these key points:

When developing an SQL query and where clauses, type the statements
into a word processor such as Notepad or MS Word, and then copy and
paste it into the dialog box.

Type your keywords in uppercase.

Separate each condition of the where clause with a new line to give visual
structure to the SQL statement.

A wildcard allows you to retrieve records that include the string of
characters you specify. In IRSS, this wildcard is the “%” (percent sign).

Working with standard reports

This section explains how to select and sort available fields to produce
standard reports, and how to create a custom “where” clause in SQL.

To run and print a standard report

1

On the Reports menu, click Run Reports, or click the Run Reports
icon.

On the Run Reports dialog box under Incident Reports, click to select
one of the following

- Aircraft Report

- Crew Report

- Equipment Report

- Overhead Report

- 209 Resource List

- Checkout Form

- Daily Cost Estimate

- Demob Planning Report
- R&R Report

- Qualifications Report

- Section Report

- Unfilled Orders Report.
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3 For the Incident Report you selected in step 2, complete the Report
Parameters as appropriate.

4 To preview the report, click the Preview button, and then click the Print
Report button.

5 To print the report without previewing, click the Print button, and then
click OK on the Print dialog box.

The following diagram shows the location of the Run Reports icon.

EAIRSS - [Table View] =10] x|

5. Fle Edit Reports Tooks Help =181x]

Zlofo x| =] £~ BT[]
% | | 1RUH — ! l Update Pririt;
The following diagram shows the Run Reports dialog box.
~lolx|

I
]

. Run Reports

— Incident Reparts ————————— — Cugtorn Reparts i
Prirt

& Aircraft Bepart

' Crew Report Preview |
¢ Equipment Bepoart

" Overhead Report Frint ta File |
" 209 Resource List Diesian |
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= Filled Configuration Delete |
" Unfilled ContractarM ame
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HomeUnitCode LI

Include strike teamn./task -
I force components [~ Subtotals on first gort

To display all overhead resources not demobed from Nevada - an
example

1 Click the Overhead button.
2 Under Demobs, click to select Exclude.

3 On the filter bar, click in the HomeUnitCode box, type NV%, and then
click the Filter button.
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The following diagram shows the table view of overhead resources. The
arrow points to the Exclude option.
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The following diagram shows the resulting filtered record.
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To print a filtered record

You can copy and paste the filtered record into most any word processing or

graphics software.

1 Obtain the filtered record of your choice.

2 On your keyboard, press ALT + PRINT SCREEN.
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3 Open the word processing or graphics software package of your choice,
and then create a new document.

4 Press CTRL +V.

5 On the File menu, click Print.

To design, save, and print a report

1 On the Reports menu, click Design Reports.

2 On the Design Reports dialog box on the Design Regular tab, type the
name of the report in the Title box.

3 Under Fields, click to select the following Fields of your choice, in order
in which you want to sort.

4 If appropriate, type a valid SELECT.... WHERE statement in the Select
box.

5 Under Line Spacing, click to select on of the following

Single
1.5

Double.

6 To preview the report, click the Preview button, and then click the Print
Report icon.

7 To save your report, click the Save button.

The following diagram show the Design Reports dialog box.

im. Design Reports

Deszign Regular

Title:

Fields:

Sort:

Select:
&y
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Agreermenthuri
ChockrDae Add >

CheckinTime

Configuration

DemobCity

Delete |
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=
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Frint to File

Save

Clear

CheckinD ate
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Add >>|
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Edit

I (Rl

Delete

f* Single

15  Double

Help

Cloze
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To design a regular report using a where clause - an example

1 On the Reports menu, click Design Reports.

2 On the Design Reports dialog box on the Design Regular tab, type the

name of the report in the Title box.

3 Under Fields, click to select the following Fields, in the following order

- RequestNumber
- Name

- KindDesc

- HomeUnitCode.

4 In the Select box, type the following WHERE clause

status <> ‘0’

and homeunitcode like ‘NV%’

and reqcat = ‘0’

5 To preview the report, click the Preview button.

6 To save the report, click the Save button.

The following diagram shows the resulting Design Regular tab on the Design
Reports dialog box.

i, Design Reports
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This section explains how to select, sort, group, and order fields using SQL
statements to create custom reports. Remember these key points when
working with custom reports:

L]

L]

Queries. Also known as data retrievals, search the database and fetch
information you requested in the most efficient way possible.

SELECT. Identifies the data.
FROM. Identifies the table.
WHERE. Limits the data that the Select statement returns.

BETWEEN. Spans two specific fields, such as between two dates.
GROUP BY. Organizes data into sets.

COUNT(*). Gives a summary value per set.

The Design Reports Help File is a valuable resource for understanding and
creating correct SQL syntax.

To access the Help file for creating SQL statements

1

On the Design Reports dialog box, click the Help button.

2 When finished reviewing the information, click the Close button.

The following diagram shows the Design Report Help window.

&, Design Report Help

=10l x|

Regular Reports, examples for "where' clause:

statuz ="C'

Cloze |

statuz <> D' and homeunitcode like 'OF* and reqeat = '0°
statuz in ['C.F','S"] or kindcode = 'HCT'

Advanced Reports Examples:

zelect name, lastdayaff

from q_baszic_rpte

where kindcode in [DIVS', FOBS"

order by name

zelect agencycode, count(*], sumfnumberpersonnel]

from q_baszic_rpte

group by agencycode

Table MHames:
T able_name D escription Key fields 4|
Acres T
Agreement Ligt of contract agree| Agreement|D
AirD ay
Contractor Al Contractors ContractorlD
ContractorDebit Contractor debitz by | ContractorDebitlD -
| Y N o [
| | 3|
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To create a custom where clause and between clause for an SQL
query - an example

1 On the Reports menu, click Design Reports.

2 On the Design Reports dialog box, click the Design Advanced tab.
3 In the Title box, type the name of the report.

4 In the Select box, type the following

SELECT requestnumber, name, kinddesc
homeunitcode

FROM qg_basic_rpts

WHERE status <> ‘D’

and Checkindate between ‘07/01/2004’ and ‘07/14/2004’
and homeunitcode like ‘NV%’

and reqcat = ‘0’

5 To preview the report, click the Preview button.
6 To save the report, click the Save button.

The following diagram shows the resulting Design Advanced tab on the
Design Reports dialog box.

w. Design Reporks ;lglﬁl

Design Regular I Design Advanced I Rurn / List

Title:  |Mewada Overhead Print

'

Enter a complete =gl statement: Presiew
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harmeuritcade Frint to File
FROM g_basic_rpts
"WHERE status <> D'

and homeuritcode like W'
and reqdat = '0" Jave

Clear

L EE R
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NeededD ate
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To change report titles using an SQL “AS” statement - an example
1 On the Reports menu, click Design Reports.

2 On the Design Reports dialog box, click the Design Advanced tab.

3 In the Title box, type the name of the report.
4

In the Enter a complete sql statement box, type the following

SELECT

Other1 AS ‘Spike Camp’,
Other2 AS ‘Crew Reps’
from Resources

The following diagram shows the resulting Design Advanced tab on the
Design Reports dialog box.

. Design Reports = |EI|5|
Design Regular I Design Advanced I Fiun / List
Title: |Sample report Frint |
Enter a complete gl statement: Prewview I
SELECT . .
Dther] A5 *Spke Camp, il [ S
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Save |
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Configuration
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DemobCity
DemobState
HomeUnitCode ;I

Spacing: @ Single 15  Double Close

Help |
Line |
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The Incident Time System (ITS) is part of the I-Suite group of software
programs. ITS allows you to collect and track incident time for Federal,
Casual (AD), and other personnel, and for Emergency Contracted Resourses.
ITS allows you to create pay documents, the Fire Time Report (OF-288) and
the Equipment Use Invoice (OF-286). By collecting accurate time data, you
can generate meaningful management reports.

Topics in this guide include the following:

* About this guide

*  Getting Started

*  Working with incident information

*  Working with personnel information

*  Working with crews and members/operators

»  Working with contractor and agreement data

*  Working with commissary debits and additions
*  Working with reports

*  Performing searches for personnel or equipment
* Putting it all together.

For information about installing ITS, please refer to the “I-Suite
Administrator’s Guide,” which is available for download on
http://isuite.nwcg.gov.

About this guide

This Incident Time System User’s Guide is organized into sections, based on
the types of tasks you will commonly perform. At the beginning of each
section you will find an overview of the topics explained. Where appropriate,
diagrams are shown immediately following each task. Topics in this section
include:

* Before you begin
» Conventions.

Before you begin

Before using ITS, you must be feel confident that:
*  You are familiar with your personal computer and function keys and
understand personal computer concepts.

*  You are familiar with Windows 2000, Windows XP, or Windows NT and
can log on and log off.
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Conventions

The following conventions are used within this guide:

* Button names, option labels, screen names, tab names, and text box
names appear in bold, in the same case as on your keyboard or screen. For
example, the fist step in a procedure might instruct you to

1 On the Incident Data menu, click the Incident # drop-down arrow,
and then click to select the Incident of your choice.

» Topics of special interest or hints that will help you perform a specific
task show a line before and after the text. The text appears in italic type.
For example, the following note appears in the “Working with incident
information” section

While working in the Manage All Incidents as One mode, you must
select an incident for posting each resource’s time.

Getting Started

This section explains the basic concepts and information you need to begin
using ITS. Topics in this section include:

* Terms and concepts

*  Security

* Logging on and logging off

*  Getting help

*  Understanding the stand-alone and integrated environments.

Terms and concepts

This section outlines some of the screens, toolbars, and menus that you will be
using in ITS. If you aren’t already familiar with ITS or have forgotten a few
things since training, review these terms and concepts before proceeding with
the remaining sections in this guide.

The following diagram shows the ITS toolbar and a brief explanation of the

toolbar buttons.
maximize
window
button Close
ISuite Data minimize button
Paths Delete window
button
toolbar
#_Incident Time System B =81 x|
File Irfident Data/Personnel Contracts Post Time Debits Reports Tools Help
?, g‘J @ ¥ @meidamn MT-BRF-00000 =] Incident Name [FROG COMPLEX | I~ Manage All Incidents as One
. Refresh
Exit ITS Save
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The following diagram shows the top portion of the ITS application and a
brief explanation of the screen elements and terminology used throughout this

guide.
maximize
window
button Close
L button
) check  minimize
enu screen title box window
bar title bar MENU nNames drop-down button
arrows
#_ Incidert Time System =18 x|
B @ X Incident # | CO-C0S-000001 jlncrdentName,m [\ =l T | Manage All Incidenis a2 One ‘
Bullens | |Personnel Add/ Edit button
F'e.fsﬂf.'"&' Add | Edit / Lookup |
'ww LSRR AKE RS, DENNIS (3939 0-233 \ =l
n';':";fé's * Request Number [0-233 *Igd / Posiion [FALE ~ @
*Last Name [AKERS “Status [Checkfedn — +] 222
Cotags *Eirst Name [DENNIS *AD/Fed/Other [FED
tab Contracted Resource [~

Security

H Social Security Number [389.93.9339

St “hccountCode [F2WESS  v] Agency [FS
Personnel Mailing Address |
Post Time Address1 | l
Address 2 |
Personnel city | st | = zip [

Search

Fhone |( )

Equipment
Search

Berver. PC9962SUITE Database: [SuiteTest421 I

Be prudent when working with private information such as Social Security
Numbers (SSNs) and IRS Federal Employer Tax ID Numbers (EINs).This
information is to be kept confidential.

Your CTSP manages the ITS password, who can change it using the
AdminTool that is shipped with the [-Suite software. Only under special
circumstances, such as operating in a stand-alone environment, would you
ever need to change your ITS password.

For more information about clearing out SSNs and EINs, see “Clearing out
Social Security Numbers,” in the “I-Suite Administrator’s Guide. For more
information about changing the ITS password, see “Managing security” in the
“I-Suite Administrator’s Guide,” or contact your CTSP.
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Logging on and logging off

ITa

This section explains how to log on and log off of ITS.

Tologon to ITS

1 From your Desktop, double-click the ITS icon or click Programs from
the Start menu, point to I-Suite, and then click ITS.

If you have trouble logging on to ITS, please refer to the “Handling installation
problems,” in the “I-Suite Administrator’s Guide,” which is available for
download on http.//isuite@nwcg.gov.

To log off ITS
¢ On the ITS menubar, click Exit ITS, or click Exit on the File menu.

Getting help

This section explains how to access and locate help information. There are

three basic ways to obtain help information for ITS:

*  Access the I-Suite website. This site contains a wide array of I-Suite
information, including software downloads, updates, and user
documentation.

* Contact the I-Suite Helpdesk. If you are unable to answer your question
using the [-Suite website, contact the [-Suite Helpdesk at (866) 224-7677.

* Review this Incident Time System User’s Guide. This guide is
available in Acrobat format. To locate topics of interest, click to select the
Bookmark of your choice. Bookmarks are listed along the left-hand side
of the Acrobat document. When you click the Bookmark, you will
advance to that topic within the document.

To display help information within ITS

e On the ITS menu bar, click Help, and then click Support.
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The following diagram shows the ISuite Support dialog box.

Far |Suite support, questions, problems. and suggestions:

Email: helpdeski@nwog.gow
Fhone: BEE-224-7677

Software Updates: hitp/fisuite nwog.gow
(Do not use wnae

Core Hours E aztern Time

1 Apr- 31 Oct 0700 - 2300

1 Mow - 31 Mar 0&00 - 2000

Uze only for Emergency support after hours., . Clk

To locate help information on the I-Suite website

1
2
3
4

Start your Internet browser.

In the Address box, type http://isuite.nwcg.gov, and then press ENTER.
On the Welcome to I-Suite webpage, click the ITS application icon.
On the ITS webpage, click to select the topic of your choice.

The following diagram shows the ITS application icon on the Welcome to
I-Suite webpage.
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The following diagram shows the ITS webpage and a list of available topics.

3 ITS - Microsoft Internet Explorer provided by USDA Forest Service =10 ﬂ

J File Edit View Favorites Tools Help ﬁ

J EBack + = - @ 74 | Qisearch  (GFavorites  C#History ‘ - S -

| address [ @] hitp: . . Fed usfré firefi-suitefitsindex.html | @ |JL\nks ”H & -
=]

Incident Time System

The Incident Time System (ITS) is a product component of the I-Suite Incident System. The functions of the ITS are
related to the collection and tracking of incident time for Federal, Casual (aD), miscellansous personngl, also for
Emergency Contracted Equipment, : : : : : :

home
Description Date |Format
. LS . ITS Bugs/Tips Page . . . 7119/03 HTML
ITS wersion 3.18 Changes 714103 FDF
ITE User Guide Ti5/03 ZIPPED FILE
privacy " contact web manager disclaimer
[E

‘@ Done lil |‘ Inkernet v

To contact the I-Suite Helpdesk

The I-Suite Helpdesk is available 24-hours per day, seven days per week.

e Call (866) 224-7677, or email helpdesk@dms.nwcg.gov.

To obtain a copy of this Incident Time System User’s Guide
1 Start your Internet browser.
In the Address box, type http://isuite.nweg.gov, and then press ENTER.

2
3 On the Welcome to I-Suite webpage, click the ITS application icon.
4 On the ITS webpage, click to select ITS User’s Guide.

5

In Acrobat Reader, save the file to your personal computer in a folder
location of your choice.
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Understanding the stand-alone and integrated environments

This section explains the difference between working in the stand-alone
environment or the integrated environment. While you may only be using ITS
for your work, it is important to understand how the information you enter in
ITS affects other I-Suite programs in the integrated environment.

Typically, you will be working in the integrated environment.

* Integrated environment. Data ownership is shared between the
Resource Planning and Finance groups. Resources, crews, and operators
are already entered in IRSS. Maintaining data standards is critical.

» Stand-alone environment. All data is entered and managed by ITS users
for timekeeping and making payments.

Since data is shared between IRSS, ICARS, and ITS, any changes you make
within ITS affects the data within ICARS and IRSS.

Remember, what works for one incident may not work well for another!

Working with incident information

This section explains how to enter and edit incident information. Topics in
this section include:

* Managing incident data
e Managing accounting codes.

Managing incident data

This section explains how to review, edit, and add incident data and how to
list all resources together and manage all incidents as one.

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.
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The following diagram shows the Edit tab on the Incident Add/Edit screen.

#_Incident Time System
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Personnel
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To create a new incident

Be sure to follow the appropriate data standards!

1
2
3
4

()]

9

On the Incident Data menu, click Incident Add/Edit.
Click the Add tab.
In the Incident Name box, type the Incident Name.

In the Incident Number box, type the Incident Number, in the format
[HOST ID] - 99999.

In the Accounting Code box, type the Accounting Code number.
In the Location box, type the Location name.

Click the State drop-down arrow, and then click to select the State where
the incident is located.

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

To save your changes, click the Save button.

To clear your entries before saving the new incident, click the Clear button.
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Flle Incident Data Personnel Conkracks  Post Time  Debits Reports  Tools Help

#. Incident Time System

The following diagram shows the Add tab on the Incident Add/Edit screen.
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To manage all incidents as one

The Manage All Incidents as One check box allows you to display all
resources together on a single list. While these resources must be reporting
to the same ICP, they may not be from the same incident.

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.

The following diagram shows the location of the Manage All Incidents as One
check box.

18] x|

LYl

¥ Manage All Incidents as One

Managing accounting codes

This section explains how to review, edit, and assign accounting codes to an
incident and to resources.

To review an accounting code for an incident

1 On the Incident Data menu, click Incident Accounts.
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2 Click the Incident # drop-down arrow, and then click to select the
Incident of your choice.

The following diagram shows the Manage Incident Accounts screen.
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To edit an accounting code
1 On the Incident Data menu, click Incident Accounts.

2 Click the Incident # drop-down arrow, and then click to select the
Incident of your choice.

3 On the Manage Incident Accounts screen, click the Edit button.

4 On the Edit Account dialog box, modify the following information as
appropriate

- Accounting Code
- Agency Code.

5 To set this Accounting Code as the default, click to select the Set as
Default Accounting Code for This Incident check box.

6 To save your changes, click the Save button.
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The following diagram shows the Edit Account dialog box on the Manage
Incident Accounts screen.
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To add multiple accounting codes to an incident
1 On the Incident Data menu, click Incident Accounts.
2 On the Manage Incident Accounts screen, click the Add button.

3  Onthe Add Account dialog box, add the following information as
appropriate

- Accounting Code
- Agency Code.

4 To set this Accounting Code as the default, click to select the Set as
Default Accounting Code for This Incident check box.

5 To save your changes, click the Save button.
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The following diagram shows the Add Account dialog box on the Manage
Incident Accounts screen.
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To identify the administrative office(s) for payment

Identify the administrative office during the initial startup for an incident.

1 On the Incident Data menu, click Admin Office for Payment.
2 Click the Add button.

3 On the Add Office Information dialog box, complete the following
information

- Office Name
- Address 1

- Address 2

- City

- ST

- Zip.

4 When finished, click the Save button.
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The following diagram shows the Add Office Information dialog box on the
Manage Administrative Offices For Payment screen.
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Working with personnel information

This section explains how to edit and add personnel information. Topics in
this section include:

» Editing and adding personnel data
e Posting personnel time.

Editing and adding personnel data

Remember these key points when working with personnel data for posting
time and tracking payments:

* In the integrated environment, you will edit personnel data entered by
Check-In (IRSS) personnel.You share data ownership between Resource
Planning and Finance groups.

* In the stand-alone environment, you must enter all personnel data. You do
not share data ownership.

* By default, all Social Security Numbers that originate from IRSS are
“999-99-9999.” For AD employees, you must enter the exact SSN for that
individual, or enter “999-99-9999” if the SSN is not currently available.

To edit personnel data - integrated environment
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.
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For AD personnel, type the person’s Social Security Number in the
Social Security Number box, in the format 123456789.

When completing the Social Security Number box, the cursor will
automatically advance to the next field as you type.

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

Click the AD/Fed/Other drop-down arrow, and then click to select the
the Employment Code of your choice

- AD - for casual Federal employees
- Fed - for Federal employees
- Other - for other types of employees, such as county and state.

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

For AD personnel, complete the Payment Information tab as
appropriate:

- Initial Employment
- Return Travel

- Point of Hire

- Area

- Class

- Current Rate.

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

- Address 1
- Address2
- City

- ST

- Zip

- Phone

- Fax.

To save your changes, click the Save button.

14
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The following diagram shows the Edit/Lookup tab on the Personnel Add/Edit
screen.
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To add personnel data - stand-alone environment

1
2

On the Personnel Add/Edit screen, click the Add tab.

In the Request Number box, type the Request Number for that person,
in the format X1234.

Valid Request Numbers include:
A - for Aircraft

C - for Crews

E - for Equipment

| - for Initial Attack

O - for Overhead

S - for Supplies.

In the Last Name box and First Name box, type the First and Last
Name of the person.

For AD personnel, type the person’s Social Security Number in the
Social Security Number box, in the format 999999999.

For resources not requiring an SSN for payment, type 999999999.

When completing the Social Security Number box, the cursor will
automatically advance to the next field as you type.

Click the Account Code drop-down arrow, and then click to select the
Account Code of your choice.
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11
12

13

14

Click the Kind/Position drop-down arrow, and then click to select the
Kind/Position of your choice.

Click the Status drop-down arrow, and then click to select the current
Status.

Click the AD/Fed/Other drop-down arrow, and then click to select the
the Employment Code of your choice

- AD - for temporary Federal employees
- Fed - for full-time Federal employees
- Other - for other types of employees, such as seasonal and state.

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

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

In the Remarks box, type any appropriate Remarks.

On the Payment Information tab, complete the following information as
appropriate:

- Initial Employment
- Return Travel

- Point of Hire

- Area

- Class

- Current Rate.

Click the Personnel Mailing Address tab, and then complete the
following information as appropriate:

- Address 1
- Address2
- City

- ST

- Zip

- Phone

- Fax.

To save your changes, click the Save button.
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The following diagram shows Add tab on the Personnel Add/Edit screen.

#_Incident Time System

_[8]x]
File Incident Dats Personnel Contracts PostTime Debits Reports Todls Help
B | & @ % | B incident #[1D-5CF-000000 =] incident Name [WALL =] T Manage Alllncidents s One |
i Personnel Add / Edit
Persarnel | Add | Edit / Lookup |
LK
W w * Request Number *Kind / Position -
Creunsd |
Operdlors “Last Nae [ “Status | K|
* First Mame. * D Fed/Other -
Contracts
Social Security Humber | - - Contracted Resouce [~
Comm\ssw/ *Account Code | 0413/P46000 - Agency hd
Debits &
Additions Remarks
“Payment Informa Personnel Mailing Address |
Post Time I Initial Employment Paiint OF Hire I
@ I Rstun Trawel T
Persarel
g “Class -
* Cunent Rate
Equipment
Search
erver PCO9GAISUITE Database: MSDET rainingdlE_test | |
The following diagram shows the Personnel Mailing Address tab on the
Personnel Add/Edit screen.
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Posting personnel time

This section explains how to post time for personnel. Remember these key
points when posting personnel time:

* Posting time is performed the same, whether working in the stand-alone
or integrated environments.

*  You can edit the Stop and Start times, Special codes, and rates directly on
the Personnel Post Detail.

*  You can not edit the Date. To change the Date you must delete and then
repost that entry.

* The Date automatically changes for posting that extends beyond midnight
for any given shift.

» If you post overlapping hours, you must verify the hours before you can
proceed.

To post personnel time

Remember, you can click to select the Use Enter Key as Tab for Posting
check box for faster, 10-key data entry!

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.

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). To enter a Future Date, type + (plus sign).

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

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

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

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

Clicking the Commit Posting button saves your data.

18

September 9, 2004



Incident Time System User’s Guide Incident Time System User’s Guide

The following diagram shows the Incident Post screen for posting personnel
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To post time when managing all incidents as one

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

2 On the Incident Post screen on the Personnel tab, click the Select
Personnel drip-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
Incident/Acct Code combination of your choice.

Be sure to select the correct person, incident, and account code.

4 Complete the remaining information as appropriate

- Date

- Start Time
- Stop Time
- Special.

5 To commit the posting, click the Commit Posting button.
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The following diagram shows the Incident Post screen when managing all
incidents as one. In this example, the Account Code drop-down arrow lists
three different incidents.
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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 or click Yes to All.
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The following diagram shows the Overlapping Hours dialog box.
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To change the AD rate, Kind Code, 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 non-federal
Person of your choice.

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

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

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

4 To change the Kind Code, click the Kind Code drop-down arrow, and
then click to select the Kind Code of your choice.

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

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.

The following diagram shows the ITS:AD-5 dialog box for entering an AD-5
rate.

ITS:AD-5 Rate x|

Enter the rate. [ie 18.20]
Cancel |
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Frint OF288

To permanently change the AD rate and/or Kind Code for all
future personnel postings - to change all subsequent postings

1 On the Incident Post screen on the Personnel tab, click the Select
Personnel drop-down arrow, and then click to select the Person who has
the AD rate you want to change.

2 Onthe Payment Information tab, click the Class drop-down arrow, click
to select the AD Rate of your choice.

3 To change the Kind Code, click the Kind Code drop-down arrow, and
then click to select the Kind Code of your choice.

4 When finished, makingclick the Save button.

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.

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

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

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

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

To view and/or print an OF-288

1 On the Incident Post screen, click the Print OF288 button, or click
OF-288 on the Reports menu.

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

- 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.

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

22
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3 To view the final OF-288 for a resource leaving the incident, click to
select the Final Invoice check box.

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

If this is a partial payment and you want the resource’s social security number
to print on the OF-288, you must click to select the Final Invoice check box.

The following diagram shows the OF-288, “Emergency Firefighter Time
Report” dialog box.
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The following diagram shows a sample Emergency FireFighter Time Report
OF-288 for an individual overhead resource, as it appears on your screen.
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Working with crews and members/operators

This section explains how to view, add, edit, and print crews and crew
members/operators, and how to demobilize (demob) a crew and/or crew
members/operators. Topics in this section include:

Understanding crews

Understanding crews

Creating and editing crews

Posting time for crews and crew members/operators
Reviewing an OF-288 for crews.

Remember these key points when working with crews and members/
operators:

In ITS, a crew is more than one resource sharing the same request
number. A crew may be a hand crew, engine crew members, or a contract
pickup with an AD driver.

There are two levels of crew information:

- Atthe crew level, you can add and/or edit information about the crew.
- At the member/operater level, you can add and/or edit information

24
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about the individual crew members/operators on a crew.
*  You can build a crew by attaching or rostering members to a resource

- In the integrated environment, IRSS populates ITS with shared data.
If members are being rostered in IRSS, then you will primarily need
to edit members. If members are not being rostered in IRSS, then you
must add members to a crew or to a piece of equipment.

- In the stand-alone environment, you will manage all data, including
adding and then rostering members/operators to a crew.

To view and print a crew manifest
1 Click the Crews/Operators button.
2 On the Crew/Operator Roster screen, perform one of the following

- click the Request # drop-down arrow, and then click to select the
Request # of your choice

- click the Crew Name/Equipment UniquelD drop-down arrow, and
then click to select the Crew Name/Equipment of your choice.

3 To view the crew manifest, click the Print Crew/Operator Manifest
button.

EF'lint Crew/Operator Manifesté

The crew manifest is a good place to view the initial crew data entered
from IRSS.

& 4 Toprint the crew manifest, click the Print icon on the Crew Roster
== Report dialog box, and then click OK on the Print dialog box.

The following diagram shows the Crew/Operator Roster screen.
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The following diagram shows a sample crew manifest on the Crew Roster
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The following diagram shows the Print dialog box that displays when printing
a crew manifest.
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Creating and editing crews

This section explains how to add and edit crew data in the integrated and
stand-alone environments. There are two levels of crew information:

*  Crew level. Add and/or edit information about the crew.

*  Member/operator level. Add and/or edit information about individual
crew members/operators on a crew.

To edit crew information

1 On the Crew/Operator Roster screen, click the Add/Edit Crew/
Operators button.

Click the Edit/Lookup tab.

W N

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

4 Click the Crew/Equipment tab.
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5 On the Crew/Equipment tab, modify the following information as
appropriate
- Request Number
- Crew Name/Equipment UniquelD
- Kind/Position
- Agency
- Status
- Account Code
- Contact Crew.
6 To save your changes, click the Save button.
The following diagram shows the Crew/Equipment tab on the Crew &
Operators Add / Edit screen.
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To edit crew members on a crew

1

On the Crew/Operator Roster screen, click the Add/Edit Crew/
Operators button.

Click the Edit/Lookup tab.

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

Click the Member/Operator tab.

Click the Select Personnel drop-down arrow, and then click to select the
Crew member/Operator of your choice.

Complete the remaining personnel data as appropriate, and then click the
Save button.
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The following diagram shows the Member/Operator tab on the Crew &

Operators Add / Edit screen. The arrow points to the Members to fed button.
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To set all crew members/operators with unassigned employment

types to “fed”

1 Onthe Crew & Operators Add/Edit screen, click the Crew/Member/
Edit tab.
2 Click the Select Crew/Equipment drop-down arrow, click to select the

Crew of your choice, and then click the Members to fed button.

To add crew members to an existing crew

In some cases, the crew leader will already be listed on the crew. You can add
the remaining crew members, but can only edit the crew leader.

1

On the Crew/Operator Roster screen, click the Add/Edit Crew/
Operators button.

On the Crew & Operators Add/Edit screen, click the Add tab, and then
click the Member/Operator tab.

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

Complete the following information as appropriate

- First Name

- Last Name

- Social Security Number
- Account Code
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Kind/Position
Status
AD/Fed/Other
Agency
Remarks.

5 On the Payment Information tab, complete the following information as
appropriate

6 Click the Personnel Mailing Address tab, and then complete the

Initial Employment
Return Travel
Point of Hire

Area

Class

Current Rate.

following information as appropriate

Address 1
Address2
City

ST

Zip
Phone
Fax.

7  Click the Save button.

The following diagram shows the Member/Operator tab on the Add tab on the
Crew & Operators Add/Edit screen.
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To edit the leader of a crew to add crew members

1 Onthe Crew/Operator Roster screen, click the Add/Edit Crew/
Operators button.

2 On the Edit/Lookup tab, click the Select Crew/Equipment drop-down
arrow, and then click to select the Crew that contains the .

3 Click the Member/Operator tab.///

To create a crew

1 Onthe Crew/Operator Roster screen, click the Add/Edit Crew/
Operators button.

2 On the Crew & Operators Add/Edit screen, click the Add tab.

3 On the Crew/Equipment tab, complete the following information as
appropriate
- Request Number
- Crew Name/Equipment UniquelD
- Kind/Position
- Agency
- Status
- Account Code
- Contract Crew.

4 Click the Save button.

5 Add crew members as appropriate.

For more information about adding crew members, see the previous task,
“To add crew members to an existing crew.”

To demob a crew

1 Onthe Crew/Operator Roster screen, click the Add/Edit Crew/
Operators button.

2 Click the Edit/Lookup tab.

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

4 Click the Crew/Equipment tab.

5 Click the Status drop-down arrow, click to select Demobed, and then
click the Save button.
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The following diagram shows the Edit/Lookup tab on the Crew & Operators
Add / Edit screen. The arrow points to the “Demobed” Status for the crew.
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To demob a crew member/operator

1 On the Crew/Operator Roster screen, click the Add/Edit Crew/
Operators button.

2 Click the Edit/Lookup tab.

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

4 Click the Member/Operator tab.

5 Click the Select Personnel drop-down arrow, and then click to select the
Crew member/Operator of your choice.

6 Click the Status drop-down arrow, click to select Demobed, and then
click the Save button.
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The following diagram shows the Edit/Lookup tab on the Crew & Operators
Add / Edit screen. The arrow points to the “Demobed” Status for the crew

member.
#_Incident Time System = =& x|
File IncidentData Personnel Contracts Post Time Debits Reports Tools  Help
B [ 4@ X | [2) incident#[ID-SCF-000000 1 Incident Namme [waLL =] T Managsl Incidents as Dns
» .
|H| Crew & Operators Add / Edit
Persornel || 240 | Eit 7 Lookup |
|"r * Select Crew/Equipmert | ENGINE 1431 =] Membesstoled
Crews/ Crew/Equipment | Member/Operator |
e  Member/Uperator
—] Select Personnel | CHAVEZ, SAM [306-95-550) F5 /E-64 |
* Request Number |E-54 * Kind / Position | ENGE hd
Contracts raave— Save
*Last Name [CHAVEZ - [oorebed =] b
‘ Status | Demobed -
L # Fitst Name [SAM
* AD/Fed/Other [FED hd
Conwissan/ || Socil Securly Hunbes [(H9559958
it -
Actons Account Code Fss\gned to Crew, Editit There Agency |FS
Remarks
Personnel Mailing Address |
Past Time
@ Address 1 |
Personnel Address 2 |
Search
@) City ST - zip [ -
Eaut Phore |[ ] - Fax |[ ] -
quipment
Seach

erver: PCOOGIIUITE Database: MIDETrainingd! 1

Posting time for crews and crew members/operators

This section explains how to post time for crews and crew members/
operators. Remember these key points when posting time for crews and crew
members/operators:

* Posting time is performed the same, whether working in the stand-alone
or integrated environments.

* Do not edit the Stop and Start times, Special codes, and rates on the Crew
Member/Operator Post Detail.

*  You cannot edit the Date. To change the Date you must delete and then
repost that entry.

»  The Date automatically changes for posting that extends beyond midnight
for any given shift.

* If you post overlapping hours, you must verify the hours before you can
proceed.

* Post all time to a crew member before he/she is demobed. If you use the
Select All button and select a demobed crew member, that time will not
be posted!

» explain grid functionality, editing, deleting, copy and past, reviewing.///
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To post time crew time

Remember, you can click to select the Use Enter Key as Tab for Posting
check box for faster, 10-key data entry!

1 Click the Post Time button.
2 On the Incident Post screen, click the Crews & Operators tab.

3 Click the Crew Name/Equip UniquelD drop-down arrow, and then click
to select the Crew Name or Equipment Name of your choice.

4 Under Crew Members, click to select the Crew Member(s) of your
choice.

To select more than one Crew Member, press and hold CTRL, and then
click to select every Crew Member of your choice.

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

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).

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

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

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

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

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

Clicking the Commit Posting button saves your data.

11 On the Incident Time System: Post Results dialog box, click OK.
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Select Al

Select Mone

Inwert Selection

The following diagram shows the Crews & Operators tab on the Incident Post
Posting Crews screen.
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To select all crew members/operators

*  On the Incident Post screen, click the Crews & Operators tab, and then
click the Select All button.

To cancel all selected crew members/operators

*  On the Incident Post screen, click the Crews & Operators tab, and then
click the Select None button.

To cancel all selected crew members/operators and select all
others

The Invert Selection button makes posting crew leader and crew member
time easier. First, post the Crew Leader’s time, click the Invert Selection
button, and then post the crew members’ time.

*  On the Incident Post screen, click the Crews & Operators tab, and then
click the Invert Selection button.

To repost a day of time

1 On the Incident Post screen, click the Crews & Operators tab.
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Click the Crew Name/Equip UniquelD drop-down arrow, and then click
to select the Crew Name or Unique ID of your choice.

Be sure to select the correct crew member.

Under Crew Members, click to select the Crew Member of your choice.

Locate the day and time you want to repost, and then type the same Date
as the existing Date.

Complete the Start Time, and Stop Time boxes with the new
information.

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

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

To commit the posting, click the Commit Posting button.

On the Overlapping Hours dialog box, click Yes to overwrite the
previous post with the current one.

10 On the Incident Time System: Post Results dialog box, click OK.

To delete a row of posted time

The Delete button is located on the ITS toolbar.

1
2

On the Incident Post screen, click the Crews & Operators tab.

Click the Crew Name/Equip UniquelID drop-down arrow, and then click
to select the Crew Name or Unique ID of your choice.

Be sure to select the correct crew member.

Under Crew Members, click to select the Crew Member of your choice.

Under Crew Member/Operator Post Detail, click to select the day and
time you want to delete.

Click the Delete button.
On the ITS: Delete Posting for Crew Member(s) dialog box, click Yes.

To copy and paste posted time

1
2

On the Incident Post screen, click the Crews & Operators tab.

Click the Crew Name/Equip UniqueID drop-down arrow, and then click
to select the Crew Name or Unique ID of your choice.

Under Crew Members, click to select the Crew Member of your choice.

Under Crew Member/Operator Post Detail, click to select the day and
time you want to copy.
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5 Right-click on that row, and then point to Copy Selected Postings.

6 Under Crew Members, click to select the destination Crew Member for
the copied row of time.

7 Right-click the destination Crew Member and then point to Paste
Copied Posting to Selected Mbrs.

8 On the Incident Time System: Post Results dialog box, click OK.

The following diagram shows the Incident Post - Posting Crews screen. The
arrow points to the Paste Copied Posting the Selected Mbrs option highlighted
on the Incident Post Posting Crews screen.
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To post return travel time
1 On the Incident Post screen, click the Crews & Operators tab.

2 Click the Crew Name/Equip UniquelD drop-down arrow, and then click
to select the Crew Name or Unique ID of your choice.

3 Under Crew Members, click to select the Crew Member of your choice.

4 Under Crew Member/Operator Post Detail, click to select the row of
time of your choice, and then click to select the Check here to Post
Return Travel Day check box.

5 Complete the Date, Start Time, and Stop Time boxes.
6 To commit the posting, click the Commit Posting button.

7 On the Overlapping Hours dialog box, click Yes to overwrite the
previous post with the current one.

8 On the Incident Time System: Post Results dialog box, click OK.
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Reviewing an OF-288 for crews

The OF-288 lists all incidents and all accounting codes for the selected
request number, crew name, person, or all personnel.

To review an OF-288
1 On the Reports menu, click OF-288.

2 On the OF-288 dialog box, click the Crew Name drop-down arrow, and
then click to select the Crew Name or Unique ID of your choice.

3 To view the final OF-288 for the crew 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.
The following diagram shows a sample OF-288 for crews.
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Working with contractor and agreement data

This section explains how to add and edit contractor and agreement data. In
ITS, you must add and attach contractor and agreement data to a resource to
process payment documents. Remember these key points when working with
contractor and agreement data:

You only need to enter contractor and agreement data once.

For multiple resources sharing the same contractor and agreement, pick
the specific contractor and agreement and then attach it to the resource.

You can assign up to six rates to each resource.

Units of measure include Daily, Each, Hourly, and Mileage.

Topics in this section include:

Understanding the contractor, agreement, and resource relationship
Understanding rate types and units of measure
Managing contractor and agreement data.

Understanding the contractor, agreement, and resource relationship

In ITS, a contract consist of three parts:

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.

The following diagram shows the relationship between the contractor,
agreement, specifications, and resource.

(

[ Specifications ]

Contracted
Resource

Contractor ] ( Agreement ]

Understanding rate types and units of measure

Together, rate types and units of measure allow ITS to calculate the cost of the
contracted resource. The following list briefly explains rate types and units of
measure:

Primary rate. All contracted resources must have a primary rate
designation.

Special rate. A contracted resource may or may not have one to five
special rate designations.
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e Units of measure. Units of measure include Daily, Each, Hourly, and
Mileage.

Be sure to match the correct rate with the correct unit of measure! For

example, a contracted piece of equipment may have a primary, daily rate of
$52.00 and a special, mileage rate of $0.32.

Managing contractor and agreement data

This section explains how to review and create contractors and agreements,
and how to attach an agreement to the contractor.

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 one of the following resource Types:

Contract Equipment
- Contract Crews
- Other Contracts.

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!

The following diagram shows the Contracted Resource Add/Edit screen for
contracted equipment.
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To create a contractor

1 Onthe Contracted Resource Add/Edit screen, complete the following
information as appropriate

- Name
- EIN/SSN
- Address
- City
- ST
- Zip
- Phone.
2 Click the Save button.

Next, determine if an agreement already exists and is attached to the
contractor. If not, create an agreement and attach it to the contractor. If
so, edit the resource specifications and then link them to the contractor/
agreement.

The following diagram shows the Add tab on the Contracted Resource Add/
Edit screen.
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To create an agreement and attach it to the contractor
1 Onthe Agreement tab, click the Add tab.
2 Inthe Agreement Number box, type the Agreement Number.

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

The following diagram shows an example of a new agreement on the
Contracted Resource Add/Edit screen.
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The following diagram shows the new agreement attached to the contractor.
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To edit resource specifications and link it to a contractor and
agreement

In the integrated environment, the resource is already added to the incident
database from IRSS. In ITS, you must edit the resource specifications and
create a new name for it, then link the resource together with the contractor
and agreement.

1 On the Contracted Resource Add/Edit screen 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, type a new, unique name for the
resource in the Unique ID box.

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

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

6 Complete the Hired Date and Time boxes and the Release Date and
Time boxes, as appropriate.

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

8 Click the Rate Type drop-down arrow, and then click to select the Rate
Type of your choice.
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9 Click the Rate box, and then type the appropriate Rate for that Rate Type
and Unit of Measure.

10 Press TAB twice to advance the cursor to the next Rate Type box.

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

12 Click the Save button.

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

The following diagram shows the Contracted Resource Add/Edit screen for
linking a resource to the contractor and agreement.
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To add an operator to a resource

If a leader was added by IRSS into the incident database, you will only need
to edit the operator information.

1 On the Contracted Resource Add/Edit screen 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.
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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

First Name

Last Name

Social Security number
Account Code
Kind/Position

Status

AD/Fed/Other

Agency

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 any additional contracted resources using information listed on the
EERAs.

The following diagram shows the Member/Operator tab on the Crews &
Operators Add/Edit screen for adding an operator to a resource.
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Posting time for contracted resources

This section explains how to post time for contracted resources. The SF-297,
“Emergency Equipment Shift Ticket,” lists the information you need to post
contracted resources time in ITS.

Remember these key points when posting time for contract equipment:

* Daily rate. You can post for one date or for a range of dates.

* Hourly rate. To ensure a guarantee is posted 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.

* Guarantee. If applicable, the guarantee amount is shown only on the OF-
286, but will not display on the Incident Post - Posting Equipment screen.

The following table outlines how to post units of measure for contracted
resources in ITS.

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 not being used on any Enter a minimum of 15 minutes of
given day but still under hire work time and 1 Mile.

The guarantee amount is shown only on the OF-286 but does not display on
the Incident Post-Posting Equipment screen.

To post contracted resource time

Remember, you can click to select the Use Enter Key as Tab for Posting
check box for faster, 10-key data entry!

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.

4 Perform one of the following

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

- 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.
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6 Under Post Options, click to select the Rate Type of your choice.
7 If one-half rate applies, click to select the 1/2 Rate check box.

8 Post the required information as appropriate for that Rate Type and Unit
of Measure.

Remember to review the previous table for posting rates and units of
measure.

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

The following diagram shows the Incident Post screen for posting contract
equipment time.
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To repost a day of time by overwriting the existing entry

When reposting contracted resource time, you can either add to the original
posting or overwrite the existing entry.

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.

4 Perform one of the following

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

- click the Request Number drop-down arrow, and then click to select
the Request Number of your choice.
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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 Complete the appropriate Start Date and End Date boxes.

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

9  On the Already Posted dialog box, click the Overwrite button.
The following diagram shows the Already Posted dialog box.

Already Posted: ; x|

9 Thiz rezource already haz & Primary UOM of Daily posted faor this date:

Select option belaw. ..

FPost Anyway I Ovenwrite Cancel Pozt

To delete a row of posted time

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

2  On the ITS toobar, click the Delete button.

To review an OF-286 for contracted resources

The OF-286 is an invoice for a contracted resource on an incident, and lists
the rates and dates the contracted resource was used.

1 On the Reports menu, click OF-286 w/ Deductions.
2 On the OF-286 dialog box, perform one of the following

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

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

- 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

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

4 To preview the report, click the Preview Report button.
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5 To print the report, click the Print Report button.

The following diagram shows a sample OF-286 for a contracted resource.

=lalx|
|J M 4 1 of3 P M = |JM " Crystal oge

ORAFT ONLY - NOT FOR PAYIMENT
rre b - del s0ady
Emergency Equipment - Use Invoice ;;::‘:;s,“"“’ Whea Shigiad 11 P",;':: Lt

IAMEOER | BETmILE| BarE
L

TRSCFOD0000

O TOW T 2idG?
LRLTLTLTL

kR k] TH
VENUITAEN | [Lald o e s ] B CELLANEOUS R T T ———
Usmmnin D ADVENTURES il SALMO, T
e 41 MTHEHEE .00 or o [ wneoroi

sin 0941772003 125

Vamaer i AT ETa T - IME WO T 14 G09E O L arE e
AFD) - 1 EER A PAYMENT CENTER | B oo mcinriod B amsesnen sy
F763 FOHEWAY 10 WEST [vommwzrumaomo
O meimaciox a

WESOULA WT  s4got . mumT omezewes

=TT D zoaLY A E wimtanamun | .
I e L e B = camien

Avare el it
Pueri] ]

INERED $35 00
M B 353 00
53500 333 00 535 00
$35 00 %3500 35 00
NIERED $53 00
33500 33300 555 00
$a5 00 %3500 $35 00

3
E)
7
7
E)
7
E)
E)

. mamemor 8. nmcE) moe
0d | 5 #6000 fads 00
1 BT e a O i imnzaer

245 00
30 00

2. aomiom, 5000

oLt

31, veranBURBUE $2d35 00
TR LU I TEE T I T
. Irmuaky akn

0T FOR PAYMENT

T

Working with commissary debits and additions

Working with commissary debits and additions is straightforward. Once you
select a resource, enter the date, description, and amount. Then review the
details of the transactions on the OF-288 and OF-286.

To preview a Commissary Authorization form

You can view and/or print a Commissary Authorization form by request
number, crew name, or person.

1 On the Reports menu, click Commissary Authorization.

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

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

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

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

- click the Person drop-down arrow, and then click to select the Person

of your choice.

Click the Run Report button.

The following diagram shows the Commissary Authorization dialog box.

. Commissary Authorization

Emergency FireFighter Commissary Authorization

X Select a Specific
Request Number: || b i R

Select a
Crew Marne: = L Specific Crew
Is Select a Specific
Perzon: | = Person

Fun Repart

=10l

The following diagram shows a sample Emergency FireFighter Commissary
Authorization as it appears on your screen.
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To

post deductions to a personnel resource

Remember to press TAB to advance the cursor to the next box. Information
you enter is auto-saved as soon as you enter a new blank line.

1
2

6

Click the Commissary/Debits & Additions button.

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

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

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

Commodities include items such as socks, boots, and toiletries.

In the Purchase Amount column, type the Purchase Amount for those
commodities, in the format 99.99.

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

The following diagram shows a sample Personnel Debits screen.
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To post contractor deductions to a resource

1

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

Under Select Type, click to select one of the following

- Contract Equipment
- Contract Crews
- Other Contracts.
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8

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

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

In the Activity Date column, type the Date in the format MMDDYYYY.
In the Commodity column, type the name of the Commodity.

In the Purchase Amount column, type the Purchase Amount for those
commodities, in the format 99.99.

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

The following diagram shows the Contractor Debits screen.
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To post a contractor addition

1

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

On the Contractor tab under Select Type, click to select the Type of your
choice.

Click to select the Contractor Name and Contract Resource of your
choice.

In the Activity Date column, type the Date in the format MMDDYYYY.
In the Commodity column, type the Commodity.
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6 In the Purchase Amount column, type -Purchase Amount for those
commodities.

72

Typing “-” (minus sign) in front of the Purchase Amount allows you to post
an addition to the OF-286 report.

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.

To review an OF-288 for resources with posted deductions and
additions

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

- Request Number
- Crew Name
- Person.

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

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

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.

The following diagram shows a sample Commissary Record as it appears on
your screen.
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To review an OF-286 for resources with posted deductions and
additions

1 On the Reports menu, click OF-286 w/ Deductions.
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2 On the OF-286 dialog box, click the Contractor drop-down arrow, and
then click to select the Contractor Name of your choice.

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

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

5 Under Report Options, click to select one of the following

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

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

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

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

The following diagram shows a sample Emergency Equipment Deductions
and Additions report as it appears on your screen.
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Working with reports

This section explains how to prepare, view, and print reports available in ITS.
The Reports menu lists management, equipment, commissary authorization,
crew roster, and pay document reports.

To review and print a Commissary Authorization form

You can view and/or print a Commissary Authorization form by request
number, crew name, or person.

1 On the Reports menu, click Commissary Authorization.
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2 On the Commissary Authorization dialog box, perform one of the
following

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

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

- 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.

To view and print a crew roster

This report lists the names of individual crew members for a crew.

1 On the Reports menu, click Crew Roster.
2 On the Crew Roster dialog box, perform one of the following

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

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

3 Click the Run Report button.
4 To print the report, click the Print Report icon.

The following diagram shows the Crew Roster dialog box.

. Crew Roster

Select Crew to View/Print

=10 x|

Request Mumber: I vl

Crew Mame: I j

Run Repart |
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. Crew Roster

The following diagram shows a sample Crew Roster as it appears on your
screen.

WALL ID-2CF000000 (L ELLTT 1003 53R
Crew Roster
Fequast Humber: 38 SAWTOOTH HE
Trast s FirtHams 58K Btatus Lhip keynent Tree Eind ade

IFSTEL biu.s S Tumehilad FED HEL
CIFIFE. TEH S Tumehilmd FED HEL
GOLLIN HEATH S Dumehiad FED H1
GAELE EEILH T D Domehilmd FED HEL
FULLMER. E. 01T =] Tomebiimd FED "L
TONE? TENWY 995950 Damehilmd FED HEL
DOTGHEET Y SRELE 9000059 Tomehimd FED "l
POWLEE. LAHEE S Damehilmd FED il
POWLEE CHEIS S Tumehilad FED HEL
HITMETS ADRM T D Domehilmd FED HEL
TOTEREY BEENT S Tumehimd FED HEL
FLOBIH TOSEEE T D Tumehimd FED HEL
LINE DkVID s sl e ] Tamibitmd FED) HEL
HEASLET DARVE 995950 Do hilmd FED HEL
LOWEY ¢HEIZ S Damehilmd FED HEL
FIRERC HARCH S Tumehilad FED HEL
FOGEES FETEE. S Tumehilad FED H1
eox ALEX S S S Tamothiltmd FED! HiEL
EFNHETT 0B T D Tumehimd FED HEL

To prepare a Shifts in Excess of Standard Hours report

=10l
| W <] L of1 > M o= dh | " Crystal oge

-

This report lists shifts that exceed standards and allows you to identify initial

attack shifts and other shift issues that need documentation.

1 On the Reports menu, click Shifts in Excess of Standard Hrs.

2 On the Shifts in Excess of Standard Hours Report dialog box, perform

one or more of the following as appropriate

- click the Request Number drop-down arrow, and then click to select

the Request Number of your choice

- click the Person drop-down arrow, and then click to select the Person

of your choice.

3 Click the Start Date drop-down arrow, and then click to select the Start

Date of your choice.

4 Click the End Date drop-down arrow, and then click to select the End

Date of your choice.

5 Inthe Excess Hours box, type the minimum total number of Excess
Hours to be reported.

6 Under Sort by, click to select one of the following

- Request#
- Person
- Total.

7 Click the Run Report button.
8 To print the report, click the Print Report icon.
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The following diagram shows the Shifts in Excess of Standard Hours Report
dialog box.

in Excess of Standard Hours Repork — 1ol x|

Shifts in Excess of Standard

Hours Report
Select a 5pecific or
(™ Partial Request
Request Humber I - Mumber
Select a Specih
Person Iﬁ - p::;—,a pecis
¢~ Select al
Start Date IDAM 3/2004 - Personnel
End Date 04/13/2004 d

Excess Hours

Sort by:

" Request # £ Persan * Total

The following diagram shows a sample Shifts in Excess of Standard Hours
report, as it appears on your screen.

=lojx]
L. " eFystal oge

TLECFO00000 delichiid 015564
SEINTS W LYCATS 08 STaMDRD BAURS
Sum: 4RO Swp: delSennd
Sumdad 000

e Sk x oo
CALLAHA, DAV ERTETH
VAIQUET, GARY Aeadebitins
SACITER, THOMAS LLTLTTH
e
ey
L T
LLTLTTH
e
ey
P0G
FERT, D i Aeidebitins
TP, WES LLTETTH
COLAD, JEREMT LLTETTH
MARSHALL, dAidid Py
BLARE R R in T
LETETTH
LLTETTH
Py
PRATI0G
Aeiihebiini
LLTETTH
LLTETTH
Py
Aeiihebiini
LLTETTH
LLTETTH
Py
R in T
LETETTH
LLTETTH
Py
LT
Aeltekitins
elGedn g
elicking
elceiny
Feldvkind
elGednd
CALLAEAN, DAV elicking
EEMT, D it eliceiny
BALT, T2 Plaeping
Aeltekitins
FET, D elGedn g
CALLAHAN, DAV elicking
elceiny
Feldvkind
elGednd
elicking
elceiny
Feldvkind
elGednd
rrdedin g
Predcein g
LLTLTTH
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To view the Equipment Management Report
1 On the Reports menu, click Equipment Management.

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

The following diagram shows a sample Equipment Management Report as it
appears on your screen.

. Equipment Management Report =101
*x G & F = o || 10« 1 of3 LRI | " Crystalege
WALL 4/13/2004  10:21:48,
ID-SCF-000000 H
Equipment Management Report
Kind Code  Description Tnigue D Request Number Hired Date Hired Time
ATV ALL TERAIN YEHICLE
CHARLES MITALEM: E-38 E-3E 0711352003 1200
1 ALL TERAIM VEHICLE
BU3 BUS
HCCESS BUS COLE-54 E-34 07118/2003 1430
1 BUS
CRISY COMMISSARY MGE

NORTHWEST CONTRACTOR. E74
1 COMMISSARY MGER.

DOZZ DOZER TY 2 MEDIUM
RAY PETERSONES4 E54 072252003 1500
1 DOZER TY 2 MEDIUNM
ENG4 ENGINETY 4
CHARIOTS OF FIRE, E-5% E59 071972003 0530
MICHAEL THIRY: E-60 E-40 07i1972003 2030
PACIFIC WILDLIFE E52 071972003 0e00
IDAHO HEATSEEKER. E-42 071972003 1200
4 ENGINE TY 4
ENGS ENGINETY 5
FERGTUS0ON MANAGEMENT E-47 071972003 1400 _lﬂ
*

To view the Contractor Debits Report
1 On the Reports menu, click Contractor Debits.

2 On the Contractor Debits dialog box, click the Contractor drop-down
arrow, and then click to select the Contractor of your choice.

3 Click the Run Report button.
4 To print the report, click the Print Report icon.
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The following diagram shows a sample Contractor Debits report as it appears
on your screen.

=1olx|

x G & g =fiox 7] || 4« 1 o1 I “Crystaloge
CONTRACTOR DEBITS
41352004 10:25:0280

COMTRACTOR {Hue and EIH/SSH)
BIRD TIRE CENTER
000050009

IMCIDENT ORPROTECT HAME

WALL

Eind Code:  WATZ2

tiqeT:  BIRD TIRE CENTER: E-90 Mike 1003 WESTERN STAR. Meld WATER TENDER 3000 CGA
Activity Date Description Total
WA3R2003 DIESEL 520 $87.83
3052003 UNLELADED GAS $4.37
22003 DIESEL $144.14
Equipment Total $236.34
Contractor Total $236.34

To view the Payment Summary of Equipment report
1 On the Reports menu, click Payment Summary of Equipment.

2 On the Payment Summary of Equipment Usage Report dialog box,
click the drop-down arrow, and then click to select the Contractor of
your choice.

3 Click the Run Report button.
4 To print the report, click the Print Report icon.

The following diagram shows the Payment Summary of Equipment Usage
Report dialog box.

. Payment Summary of Equipment Usa o ] 4|

Payment Summary of Equipment
Usage by Contractor

| =

Fiun Report
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The following diagram shows a sample Payment Summary of Equipment
report as it appears on your screen.

. Payment Summary of Equipment Usage

Payment Summary of Equipment Usage - For Faplofl

EENTRACTEOR WRORMATIN T DENT OF PROIZET WRORMATIN

IDAHO HEATSEEKER WALL
999999999 ID-SCF-000000
202 BOREDALE WAY

OTE. TOWH, ID &5 i

Eind Descrigtion Tnique Fqu pruet Harne Fosts Adjustrnents et Amourt.
1 ENGINE IV+ IDAED HEATEFRER. 16,000 00 13,751 31 $12,245.69
Coniracior Grand Totals $16,000.00 $3,751.31 $12,248.69

To view the Summarization of Hours Worked report

1 On the Reports menu, click Summary of Hours Worked.

L of1 » ¥ o= ||# | “Crystal e

=101 ]

-

2 On the Summarization of Hours Report dialog box, perform one of the

following

- to obtain information for an individual, click the Select Person drop-

down arrow, and then click to select the Person of your choice.
- to obtain information for all personnel, click Select All Personnel.

3 Click the Run Report button.
4 To print the report, click the Print Report icon.

The following diagram shows the Summarization of Hours Report dialog box.

w. Summarization of Hours Repork -0l =l

Summarization of Hours Worked

Select Person: I | j

o Select al ¢~ Select a Specific
Personnel Person

Run Repart
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The following diagram show a sample Summarization of Hours Worked on
Incident report as it appears on your screen.

&, Summary of Hours Worked i =] 3|
| & & & =[x o] || 14 4 1 o1+ L "~ CFystal e
-
WALL IC-5CF-000000 411302004 10:36: 144 T
SUMMARIZATION OF HOURS WORKED ON INCIDENT
Person S5H Kind/Position Howrs on Incident Corarnissary Deductions
ACELER, DO 000090000 PO 0350
Inddividuals Total 9330 $ 560
ADANE, WILLLAN 909950000 HC2 200.00
Individuals Total 200.00
ADDISON, ARLEE 900859003 HC2 220.50
Inddividuals Total 22050
LGUIRE, TYROWE 000090000 CAMWEP 3700
Individuals Total oo
ALREE, GINA 900800003 SEC2 135.00
Inddividuals Total 13500
LIMAGUEL, JOHH 000090000 HC2 218.00
Indrviduals Total 21800
ALNC, TIM 909.89-0000 HC1 17200
Inddividuals Total 17200
LIMOND, RAFAEL 000090000 oo L140.00
Individuals Total 1&0.00
LHDERS, JEFF 909.85-5009 HECFE 257.00
Inedviduals Tatal 25700
ANTIERSON NOIET. Q00900000 HC2 11900 _ILI
*

Performing searches for personnel or equipment

This section explains how to perform personnel and equipment searches and
how to sort data elements by column heading.

Personnel and equipment searches are performed in the same manner. By
performing a search, you can:

e query on one or more data elements
* find a resource and determine whether a name is connected to the wrong
resource.

By using the sort feature in ITS, you can organize the data elements to suit
your reporting needs.

To perform a personnel or equipment search
1 Click the Personnel Search button or the Equipment Search button.

2 Locate the column heading that identifies the data element for your
search.
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3 To narrow your search, click in the blank cell above the column heading
of your choice, type the first several characters of the target data element,
and then press TAB.

The following diagram shows the Personnel Search screen.

Incident Time System —|=] x|
File Incident Data Personnel Contractks Posk Tme Debits Reports Tools  Help
EL | i.l x ‘ |"1f=id'3"1tmll[:"SCF'DUDDDU jlﬂCidEHlNGWEIWALL j [~ Manage &l Inciderts as One
w Requesth Last Mame First Mame S5N Eind Statuz FedCode
Personnel g p I I I I I I
A Reqg # Last Mame First Hame 55N Kind Status FedCode =
w ? E-31 ACKLER DM 993-93-9399 FU Checked-ln AD
3 ADAMS | LLIAM 999-93-9393  |HC2 Demobed FED
D%:;’;f; " C1 ADDISON ARLEE 933939933 |[HC2  |Demobed GEC
C-7 AGUIRE TYROME 993-93-9393 CAMP | Demobed AD
0-43 ALBEE GIMA 999939339  |SEC2  |Checkedln FED
C-20 ALCOSTA EVERARDO 933-93-5393 HC2 Checked-ln
Carlizss C-43 ALEREZ RaUL 999-93-9399  |HC2 Checked-In
- C-43 ALFONSO EMILIO 939939333 |HC2 Checked-In
ﬁ-’ C-11 ALMAGUEL JOHN 993-93-9399 HC2 Demobed FED
5 3 ALMD TIM 999939335 |HC1 Demobed FED
Commissary/ 3 ALMOND RAFAEL 939939333 |CC Demobed OTHER
ebits C20 ALVEREZ JOSE 993999999 |HCZ  |Checkeddn
416 ANDERS JEFF 999939339  |HECP  |Demobed AD
C-25 ANDERSOM MOEL 939939333 |HC2 Demobed OTHER
C13 AMDERSON ROBERT 993-93-9393 CC Demobed OTHER
) C-43 ANTONIO GUILLERMO 999-93-9333  |HC2 Checked-n
Past Time c2 APPLINGTOM ZACH 933-93-5393 SME Demobed FED
C-45 ARMSTROMG RUSSELL 999-93-9333  |HC1 Demobed AD
@ CH ARMESON T 939939333 |HC2 Demobed FED
- 43 AZEVEDD TOMAS 993959939 |HCZ  |Checkeddn
Search 0-14 EACHD SEAN 999939939  |BCMG  |Checkedln FED
0-113 BACOM DavID 939939333 |HECM  |Checkedn FED
C-41 BAKER DOMMNY 993-93-9393 FFT1 Demobed OTHER
it E-24 BALL KENT 999939339 |"WTRK |Checkedln
B erricth 3 BALT JOSE 939939333 |CC Demobed OTHER
C5H BARMETTE JOSE 993-93-9393 HC2 Demobed AD
C-41 BALMAN DENAE 999939333 |FFT1 Demobed OTHER
C-45 BE&M MICHAEL 933-93-5393 HC1 Demobed A0
0-116 BELL JOHN 999939339  |S0F2  |Checkedn FED
C-52 BELL JOHN 939939333 |HC1 Demobed FED
C-20 BEMDEROS LEONEL 993-93-9399 HC2 Checked-ln
C-36 BEMMETT ROE 999939335 |HC1 Demobed FED
416 BENTON KELLY 939939333 |HECP  |Checkedn OTHER
C-45 BERRY AARON 993-93-9393 HC1 Demobed FED
0-67 BERRY DOROTHY 999939333 |DRIMY Checked-n
0-E6 BEYER CARL 939939333 |FOBS  |Checkedln FED ~|
g D
Berver: PCIOANISUITE Database: MEDET rainingd0R test |
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The following diagram shows the Equipment Search screen.

ncident Time System

File Incident Data Personnel Contracts Post Time Debits Reports Tools  Help

=]

ﬂ! | m @ Fad | Incident # | 10-SCF-000000 j Incident Name IWALL j ™ Manage All Incidents as One
- B
¥ Equipment Search
[ Contractor Name Contractor Mumber Agreement Number Reguesti Kind Code Unigue 1D Status
¥ oJ | | |
Contractor Mumber| Agreement Mumber |Req. # Kind Code | Unigue 1D Status =
Crews/ 939333933 SCMF/BLM-0003  |E-35 FU MCCOMMAGHY, PAT; E-35 Checked-ln
psiciors 0€7 DRIY  BIGELOW CheckedIn
QUALITY MOTORS 9399539339 |Dahwy-0234 E-13 PU BIGELOW; E-19 Checked-In
SaLMON MOTOR CARRIAGE 9393533339 SCMF/BLM-0041  |E-B3 PU SaLMON MOTOR: E-83 Checked-In
Cartiaes GRAMNT PETERSON 939993933 SCMNF/BLM-0041 E-&7 FU GRANT PETERSEM Checked-ln
E-33 GRD SCF GRADER Checked-In
E-100 PU PICK-P - BONMEY Checked-In
5-2071 TRCL LEMHI SAM; 5-2071 Checked-ln
Cammissary/ LEMHI SANITATION 999353933 D&Y -1042 5-2020 MISC LEMHI SAM; 5-2020 Checked-ln
Dehits & SWEET PEA SEWER AND SEPTIC 9399593339 BE-03RE-2-6019 5-2215 MISC SWEET PEAS-2215 Checked-In
it SWEET PEA SEWER AND SEPTIC 9393533339 5E-03RE-2-6019 5-2019 TLT SWEET PEA: 5-2019 Checked-In
SalMON MOTOR CARRIAGE 939333933 SCMNF/BLM-0041 E-B0 FU SALMON MOTOR: E80 Checked-ln |
SALMON MOTOR CARRIAGE 999959339 SCMF/BLM-0041  |E-B5 PU SALMON MOTOR; ESS Checked-In
QUALITY MOTORS 9399533339 |Dahwy-0234 E-B6 FU QUALITY MOTOR; E-86 Checked-In
Post Time: AE7 HEL1 Checked-In
OMO COMSTRUCTION, INC 999993933 SCMF/BLM-0027  S-231E MISC OMO CONST 52316 Checked-ln
@ O#O COMNSTRLUCTION, INC 999959339 SCNF/BLM-D027  |5-2339 MISC OMO COMST 52339 Checked-In
ERTaneel OO0 CONSTRUCTION, INC 9393533339 SCMF/BLM-D027  |5-2338 MISC OO COMST 52338 Checked-In
Search OmMO COMSTRUCTION, INC 939333933 SCNF/BLM-0027  5-2340 MISC OMO CONST 52340 Checked-ln
QUALITY MOTORS 999353933 1D -0234 E-&1 FPU QUALITY MOTORSESN Checked-ln
R&Y PETERSOM 9399593339 53-0356-2-0003 E-101 LOwWE  RAY PETERSOME101 Checked-In
E-23 SHw ELDORADD 'WATER Checked-In
qu‘;'jr“;g“ MISSOULA FIRE DEPARTMENT 933333333 SwWS-SWL0-001  E-93 VEN MISSOULA FIRE DEPART Checked-In
0-76 CRIY ERANTMER, LAJON Checked-In
REGINA LATTIN 9399533339 |Daiw-1040 E-32 PU LATTIM, REGINA; E-32 Checked-In
QUALITY MOTORS 9393533339 |Dahw-0234 E-B2 PU QUALITY MOTORE: E-82 Checked-In
R&Y PETERSOMN 999993933 53-0356-2-0003 E-94 DoZ2 RA&v PETERSOMES4 Checked-ln
E-0000 EMG4 SULA 3 Checked-In
5-8888 TRAN MOE / DEMOB Checked-In
5-8886 CACH CaCHE SUPPLIES Checked-ln
5-8884 SUP SUPPLIES [MO CACHE] Checked-ln
SWEET PEA SEWER AND SEPTIC 9399593339 BE-03RE-2-6019 E-147 MISC SWEET PEA; E-147 Checked-In
JC RAMCHES 9393533339 |D-SCNF-005 5-598 MISC JC RANCH Checked-In
5-8882 RES MEDICAL Checked-ln
MAD TRAPPER COMTRACTIMG 999959339 ICAD3145 c12 HC2 MAD TRAPPER; C-12 Checked-In ~|

Gerver: PCORENIETUITE Databaze: MIDETrainingd0® test |

To sort data elements by column heading

1 Click the Personnel Search button or the Equipment Search button.

2 Locate the column heading that identifies the data element you want to

sort, and then click that column heading title.

Putting it all together

This section explains some advanced topics you can perform in ITS, including

how to:

* manage contractor and agreement data from IRSS input

*  work with the appropriate Unit of Measure (UOM) and coordinating with

cost
* handle complicated contracts

* work with auditing functions for personnel and crew time, equipment

time, and commissary time
* close out pay documents
* manage multiple incidents.

62

September 9, 2004



Incident Time System User’s Guide Incident Time System User’s Guide

Managing contractor and agreement data from IRSS input

This section explains how to work with complex contracts for resources such
as contract crews and engines, portable toilets, and resources with multiple
rates based on duration.

Review contracts and shift tickets to add contractor data and to post time to
contracted resources.

The following diagram outlines the basic process for working with contractor
and agreement data.

Does the
contractor
already exist?

Add a new contractor

Create an agreement and
attach it to the contractor

Y

Add resources and rates and
link them to the contractor
and agreement

To determine if the contractor already exists in the I-Suite
database

1 Click the Contracts button.

2 On the Contracted Resource Add/Edit screen under Select Type, click
to select the Contract Resource of your choice.

3 Click the Contractor Name drop-down arrow, and then click to select the
Contractor of your choice.
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The following diagram shows the Contracted Resource Add/Edit screen. The
arrow points to the list of existing contractors in the [-Suite database.

#_ Incident Time System

=18 x|

File IncidentData Personnel Conbracts PostTime Debits Reports Tools Help

2@ X Ingident # [ CO-COS-000001 =] Incident Name [DENVERTEST | T Manage Al incidents s One
Contracted Resource Add/Edit

Hote: Unique Name shows ALL contracted
resources of the selected type.

Select Resource B
Personnel Select Type & Mame ¢ Request Humber TUnigne Name
w* & Contract Equipment
Contrastor M; v | Select or Add the Cortractor
Crows! 8 Emmmers . o m“;:m e and Agreement for the
el " Other Contracts greernent or: e B = Selected Resource
Contractor | Agresment | Resouce [ALAN BROCKuwAY
! ARF LIMITED LIABILITY
Aad | Edt | BIRD TIRE CENTER
Contracts BLACKFOOT
i BRIAN CONNOR
BTAT VALLEY EMERGENCY
Enms, " CLEAN MACHINE |
Tehis & * Mare DED TRANSPORT
Additiors: DAN FALLER CO. | _‘
* EIN § S5 Cleat
Post Time
Acdress |
Persannel city | ST | =l Zip
Search
Phone |[ ] -
Equipment
Search

erver: PCODANISUITE Database: [3uiteTest421

To add a new contractor

Refer to the contract to add new contractor data. For more information about
adding a contractor, see the previous section, “Working with contractor and
agreement data.”

1 Click the Contracts button.
2 On the Contracted Resource Add/Edit screen, click the Add tab.
3 Complete the following information as appropriate

- Name
- EIN/SSN
- Address
- City
- ST
- Zip
- Phone.
4  Click the Save button.

For an example of the Contracted Resource Add/Edit screen, see the
previous section, “Working with contractor and agreement data.”
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To create an agreement and attach it to a contractor

Before creating the agreement, be sure the Contractor Name is displaying on
the Contracted Resource Add./Edit screen.

1 On the Contracted Resource Add/Edit screen, click the Contractor
Name drop-down arrow, and then click to select the Contractor Name of
your choice.

2 Click the Agreement tab, and then click the Add tab.

3 Complete the following information

Agreement Number

Begin Date

Expiration Date

Point of Hire

Administrative Office for Payment.

4 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.

5 Click the Save button.

For an example of the Contracted Resource Add/Edit screen, see the
previous section, “Working with contractor and agreement data.”
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To add resources and rates and link them to the contractor and
agreement

1

On the Contracted Resource Add/Edit screen under Select Resource
By, click Name or Request Number.

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

Complete the Contractor Name and Agreement Number boxes for the
Contractor/Agreement of your choice.

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

- in the Unique ID box, create a unique name for the resource

- complete the Make, Model, and Remarks boxes, as appropriate

- click to select the Gov’t Operator and Gov’t Supplies check boxes,
as appropriate

- complete the Hired Date and Time boxes and the Released Date and
Time boxes, as appropriate

- click to select the Withdrawn check box, as appropriate

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

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

- click in the Rate box, and then type the appropriate Rate for that
Rate Type and Unit of Measure.

- press TAB twice to advance the cursor to the next Rate Type box.

Remember to add all primary rates, and use special rates for mileage.

Be sure to press TAB to advance the cursor to the next blank row!

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

Click the Save button.

On the Warning - Check for Agreement/Contractor dialog box, click
Yes.
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The following diagram shows the Contracted Resource Add/Edit screen. The
arrow points to the Primary and Special Rate Types.

#_Incident Time System

=12l

Flle Incident Data Personmel Contracts Post Time Dehits Reports Tools Help
B 2@ X Incident # | CO-C0S 000001 ] Incident Mame [DERVERTEST | I Manage Allincidents as One
,I‘r Contracted Resource Add/Edit

Note: Unique Name shows ALL contracted
resources of the selected type.

Select Flesource B
Personnel || - Select Type @ Name € PequestMumber | Urique Name: [DANFALLER ENG -
lﬁ,‘* i Contract Equipment
Contractor Nams: | DAN FALLER CO. ~| [Sekest or Add the Contractor
Wy ||| ® GeresEres I I N
il " Dther Contracts Agreement Nurcher: | DAN-9333333 - Selected Resaurce
Operalors
Contractor | Agiesment | Resource |
% add | Edit |
Contracts . .
& ‘Rewstbuber [ET12 | I~ Govt Operator I~ Gow't Supples
L e LA Date Time
Commissaiy! e /Festen | ENGE B Fﬂqw Hired[05/19/2004 | [o0:00 Save
Debits & . add
Addiions St [Checketn ] apcas)| | peeased] 77 [
“Urique I [DAN FALLER ENG I~ Withdrann
Make
Past Time
@ Madel * Account Code [FZWESS -
Fersonnel Remarks |
Search = Rate Type |- UOM “Rate  [Guaianiee |Deserption Tab Past
> Frimary ~[Howly =] $400.00 $3,200.00 B UOM
Special ~|Mieage  +|$033 | MILEAGE f;g’gs"
Euipment ¥ = = I il
carc

erver: PCOOAIMMSTITE Datahase: [SuiteT estd2] I |

The following diagram shows the Warning - Check for Agreement/Contractor
dialog box.

Warnin - Check for corrrect Agreeme |

Do yiou want ko save this resource with the Following?
Agreement #: DAN-9999390
Conkrackor: DAN FALLER. 0,

If you select NGO, the resource will NOT be saved!

Yes Mo |

Understanding rate

types and Units of Measure

Remember these key points when working with rate types and Units of
Measure (UOM):

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 UOM.
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Posting time for contracted resources

This section explains how to post time for contracted resources using the
appropriate primary and secondary rates, and how to print the OF-286.

To post time for contracted resources

1

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

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

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

Perform one of the following

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

- 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.

Under Post Options, click to select the Rate Type of your choice.
If one-half rate applies, click to select the 1/2 Rate check box.

Post the required information as appropriate for that Rate Type and Unit
of Measure.

To commit the posting, click the Commit Posting button.

Once you have correctly posted the time for the resources, you can print
the OF-286.

To print the OF-286

You can also print the OF-286 by clicking the Print OF-286 button on the
Incident Post-Posting Equipment screen.

Once you create an original invoice, you cannot edit it.

1
2

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

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

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

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

Click the Equipment drop-down arrow, and then click to select the
Equipment of your choice.
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6 Click the Last Date Included on Invoice drop-down arrow, and then
click to select the Last Date for the partial payment.

7 Under Report Options, click to select one of the following

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

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

Deleting a duplicate contractor

You may find that a contractor was entered in ITS twice. This duplicate
resource may or may not have attached resources.

You cannot delete a contractor with attached resources and/or an agreement.

The following diagram outlines the basic process for deleting a duplicate
contractor.

Rename duplicate
contractors

|

Are No
resources
attached?

lYes

Move resources to Delete the
the contractor —> agreement attached —>
you are keeping to the contractor

Delete the
duplicate contractor

To locate duplicate contractors
1 Click the Contracts button.

2 Click the Contractor Name drop-down arrow, and then locate the
duplicate Contractor Names.
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The following diagram shows the Contracted Resource Add/Edit screen. The
arrow points to two duplicate contractors.
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To rename duplicate contractors

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

2 Click the Contractor Name drop-down arrow, and then click to select the
first duplicate Contractor Name you want to rename.

3 In the Name box, edit the Contractor Name, and then click the Save
button.

For example, insert the number “1” to the end of the first duplicate
contractor name.

4  On the Edit tab, click the Contractor Name drop-down arrow, and then
click to select the second duplicate Contractor Name.

5 In the Name box, edit the Contractor Name, and then click the Save
button.

For example, insert the number “2” to the end of the second duplicate
contractor name.

To determine if the duplicate contrator has attached resources

1 Click the Equipment Search button.
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2 To sort data by Contractor Name, click the Contractor Name column

heading.
3 Scroll to the duplicate Contractor Name(s).

If the Contractor Name is listed on the Equipment Search screen, it has
attached resources. If one of the duplicate contractors does not appear

on the Equipment Search screen, then it does not have attached
resources.

The following diagram shows an example of the Equipment Search screen.

The arrow points to the contractor, “Quality Motors, Inc”
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Quality Motors and Quality Motors, Inc are duplicate contractors. Since both

contractors show up on the Equipment Search screen, they both have
attached resources.

To move attached resources from one contractor to another
1 Click the Contracts button.

2  On the Contracted Resource Add/Edit screen under Select Resource

By, click Name or Request Number, and then click to select the Name or

Request Number to be moved.

3 Click to select the target Contractor Name and Agreement Number for

the resource to be moved, and then click the Save button.

4 Move all remaining resources to the target Contractor Name/
Agreement Number.
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The following diagram shows the Contracted Resource Add/Edit screen. The
resource, “E-89” is currently attached to QUALITY MOTORS?2.
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The following diagram shows the same resource, “E-89” moved to
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To delete a duplicate contractor with no attached resources

You must first delete the agreement before you can delete the contractor.

1 Click the Contracts button.

2 Click the Agreement Number drop-down arrow, click to select the
appropriate Agreement Number, and then click the Delete button.

3 Click the Contractor Name drop-down arrow, click to select the
Contractor Name you want to delete, and then click the Delete button.

4 To verify that you deleted the duplicate contractor, click the Refresh
button.

The following diagram shows the agreement to be deleted from QUALITY
MOTORS?2.
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The following diagram shows the agreement deleted from QUALITY
MOTORS?2.
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Working with partial payments

This section explains how to post a partial payment for a firefighter or to a
contractor.

Be sure to notify cost personnel about the partial payment!

To post a partial payment for a firefighter

Contact the responsible hiring agency for processing procedures if you need
to post a partial payment for an OF-288.

To post a partial payment to a contractor

After printing the Original invoice, you can send it to the payment center for
payment.

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 Last Date Included on Invoice drop-down arrow, and then
click to select the Last Date for the partial payment.
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4 Under Print Options, click to select Preview/Print ORIGINAL
Invoice, and then click the Preview/Print Invoice button.

Once you create an original invoice, you cannot edit it.

5 Click the Print Report icon, and then click the OK and Yes buttons on
the IReports dialog boxes.

To delete a previous invoice for payment to a contractor

Do not recreate an invoice if one has already been sent to the payment
center. Use this option only if the previous invoice has not been sent to the
payment center.

If creating the final invoice, set the release date and time, so that the
information will be carried over to the resource edit screen for equipment.

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.
4 On the Warning dialog box, click Yes.
The following diagram shows the OF-286 dialog box.
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The following diagram shows the Warning dialog box.
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