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DETAILED LESSON OUTLINE 

COURSE: I-Suite 

UNIT: 3.0 – IAP:  Basic navigation skills. 

SUGGESTED TIME: 1 Hour 

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

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

 1. Understand how to use IAP and the I-Suite database 
to produce the Incident Action Plan for an incident. 

2. Learn how to use basic navigation skills in IAP. 
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INTRODUCE THE UNIT. 

PRESENT UNIT OBJECTIVES. 

 

I. INTRODUCTION: 

A. IAP uses the data in the I-Suite database to produce 
the Incident Action Plan for the incident. 

B. Using IAP, you can produce the following Incident 
Command System (ICS) forms: 

1. ICS-202 Incident Objectives. 

2. ICS-203 Organization Assignment List. 

3. ICS-204 Division Assignment List. 

4. ICS-205 Incident Radio Communications 
Plan. 

5. ICS-206 Medical Plan. 

6. ICS-220 Air Operations Summary. 

C. In addition, there is a component named “Master 
Frequency List” from which radio frequencies are 
brought into the ICS-205 Incident Radio 
Communications Plan. 

EXPLAIN THAT THIS UNIT WILL FAMILIARIZE YOU 
WITH BASIC NAVIGATION WITHIN IAP. 

INSTRUCTOR AND STUDENTS LOG ON TO IAP. 

INSTRUCTOR QUICKLY REVIEWS MAJOR FEATURES 
ON THE SCREEN. 
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II. EXERCISES 

A. To create an IAP database. 

EXPLAIN THAT THE PROGRAM WILL 
AUTOMATICALLY PROMPT YOU TO CREATE AN IAP 
DATABASE WHEN YOU START IAP. 

1. On your Desktop, double-click the IAP icon.

2. On the 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. 

EXPLAIN THAT IAP ONLY PRINTS CORRECTLY WITH 
INTERNET EXPLORER.  IT DOES NOT PRINT 
CORRECTLY WITH OTHER BROWSERS. 

B. To define shift names and times. 

EXPLAIN THAT BEFORE YOU CAN CREATE IAP 
FORMS, YOU MUST FIRST DEFINE SHIFT NAMES AND 
TIMES. 

EXPLAIN THAT YOU CAN DEFINE AS MANY SHIFTS AS 
YOU NEED. 

1. On the Shifts menu, click Define Shifts. 

2. On the Incident Action Plan – Define Shifts 
dialog box, complete the following. 

a. In the Shift box, type the name of the 
Shift. 

FOR EXAMPLE, TYPE “DAY” OR “NIGHT.” 

b. In the Shift Start Time box, type the 
starting time of the shift, in the 
format 0000. 

Open the Training Database 
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c. In the Shift End Time box, type the 
ending time of the shift, in the format 
0000. 

d. Under Shift Shade, click to select a 
shade to help identify the shift. 

EXPLAIN THAT THE SHIFT SHADE BOX ALLOWS YOU 
TO COLOR-CODE THE SHIFTS SO THAT YOU WON’T 
CONFUSE DAY SHIFT FORMS WITH NIGHT SHIFT 
FORMS. 

WHEN YOU CREATE A FORM FOR A GIVEN 
OPERATIONAL PERIOD, THE DATE/TIME BOX WILL BE 
COLOR-CODED WITH THE SHADE SPECIFIED FOR 
THAT SHIFT. 

3. To save the new shift, click the Enter button. 

CONTINUE CREATING THE REMAINING SHIFTS FOR 
THE INCIDENT. 

4. When finished, click the Close button. 

EXPLAIN THAT YOU CAN ALSO UPDATE, DELETE, OR 
CLEAR SHIFTS FROM HERE. 

IF YOU ADD OR UPDATE SHIFTS LATER, YOUR 
CHANGES WILL NOT BE VISIBLE UNTIL YOUR 
REFRESH THE DATA, BY CLICKING THE “REFRESH 
DATA” ICON ON THE TOOLBAR. 

 

EXPLAIN THAT YOU CAN CREATE A FORM IN TWO 
WAYS: 

• CLICK THE “CREATE NEW FORM” DROP-DOWN 
ARROW AND SELECT THE FORM YOU WISH TO 
CREATE. 

• ON THE “FILE” MENU, CLICK “NEW FORM,” AND 
THEN SELECT THE FORM YOU WISH TO 
CREATE. 
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C. To create a new form. 

1. 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. 

EXPLAIN THE FOLLOWING COMMON FEATURES OF 
ALL IAP FORMS: 

• IAP AUTOMATICALLY ENTERS THE INCIDENT 
NAME, DATE, AND TIME ON EACH FORM. 

• THE DATE AND TIME PREPARED BOXES 
DISPLAY THE CURRENT DATE AND TIME. 

• THE OPERATIONAL PERIOD BOX DISPLAYS THE 
CURRENT DATE AND DAY. 

• IF YOU ARE PREPARING 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. 

EXPLAIN THAT THE NEXT SEVERAL EXERCISES 
TEACH YOU HOW TO NAVIGATE AROUND, FORMAT, 
AND ADJUST ALL THE FORMS IN IAP. 

FOR THE MOST PART, YOU CAN MANUALLY EDIT OR 
OVERRIDE ALMOST EVERY ENTRY IN A FORM. 

EXPLAIN THAT, FOR MOST FIELDS ON THE FORM, 
YOU CAN CLICK THE DROP-DOWN ARROWS TO 
COMPLETE YOUR ENTRIES. 
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D. 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. In the Page ___ of ___ boxes, type to replace 
the page numbers of your choice. 

FOR EXAMPLE, TYPE PAGE “1” OF “2” ON THE FIRST 
PAGE OF THE FORM, AND THEN TYPE PAGE “2” OF “2” 
ON THE SECOND PAGE OF THE FORM. 

E. To resize a text box on a form. 

EXPLAIN THE UP AND DOWN ARROWS THAT DISPLAY 
ON THE RIGHT-HAND SIDE OF LARGER-SIZED TEXT 
BOXES. 

YOU CAN MOVE THE LINE UP OR DOWN AS NEEDED. 

1. To resize a text box, click the Up arrow or 
Down arrow. 

HAVE THE STUDENTS TRY OUT THE UP AND DOWN 
ARROWS ON A NEW FORM. 

F. To format text on a form. 

EXPLAIN THAT YOU MUST SELECT THE SPECIFIC 
TEXT YOU WANT TO FORMAT. 

YOU CANNOT GLOBALLY CHANGE ALL TEXT ON A 
FORM. 

SHOW THE LOCATION OF THE IAP TOOLBAR ICONS 
THAT ALLOW YOU TO BOLD, ITALIC, AND UNDERLINE 
TEXT. 

1. Click to highlight the text of your choice, 
and then click the toolbar icon of your 
choice. 

HAVE THE STUDENTS HIGHLIGHT SOME TEXT AND 
TRYOUT THE BOLD, ITALIC, AND UNDERLINE ICONS. 

Select the shift 
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G. To finalize a form. 

EXPLAIN THAT WHEN CREATED, FORMS ARE 
AUTOMATICALLY MARKED “DRAFT” AT THE TOP 
AND BOTTOM OF EACH PAGE, UNTIL YOU FINALIZE 
IT. 

SHOW THE LOCATION OF THE PADLOCK ICON ON 
THE IAP TOOLBAR. 

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

ONCE YOU MARK A FORM AS “FINAL,” YOU MUST 
FIRST UNLOCK IT BEFORE YOU CAN EDIT IT. 

H. To edit a finalized form. 

1. On the Tools menu, click Mark Draft, or 
click the Padlock icon. 

SHOW THE TREE VIEW THAT LISTS THE AVAILABLE 
FORM NUMBERS. 

THE TREE VIEW LISTS FORMS IN NUMERICAL ORDER, 
BY DATE, FOR ALL OPERATIONAL PERIODS. 

I. To display the tree view of forms. 

EXPLAIN THAT THERE ARE THREE WAYS TO DISPLAY 
THE TREE VIEW. 

1. On the View menu, click Form. 

or 

2. From the IAP toolbar, click the Display by 
Form icon. 

or 

3. On the View menu, point to Individual 
Form, and then click to select the form of 
your choice. 
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FORMS DO NOT DISPLAY ON THE TREE VIEW UNTIL 
SAVED. 

J. To display the tree view of plans. 

EXPLAIN THAT THE TREE VIEW OF PLANS DISPLAYS 
THE FORMS THAT HAVE BEEN CREATED AND SAVED 
FOR EACH OPERATIONAL PERIOD INCIDENT ACTION 
PLAN. 

1. On the View menu, click Plan. 

or 

2. From the IAP toolbar, click the Display by 
Plan icon. 

EXPLAIN THAT YOU CAN OPEN MORE THAN ONE 
FORM AT A TIME AND CLICK TO SWITCH BETWEEN 
FORMS. 

SHOW THE STUDENTS HOW TO OPEN UP MORE THAN 
ONE FORM. 

SHOW THE STUDENTS HOW THE TREE VIEW 
HIGHLIGHTS THE CURRENT FORM. 

K. To copy any form. 

SHOW THE STUDENTS THE TWO ICONS THAT ALLOW 
YOU TO CREATE NEW FORMS BY COPYING FORMS 
CREATED FOR 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. 

L. To copy the last form created. 

EXPLAIN THAT YOU CAN COPY THE LAST FORM YOU 
CREATED, NOT THE LAST FORM EDITED. 
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1. On the IAP toolbar, click the Copy Last 
Form icon. 

SHOW AND EXPLAIN THE SAVE, PRINT, PRINT 
PREVIEW, AND SPELL CHECK ICONS. 

M. To change the order entry for first name and last 
name. 

BE SURE TO DETERMINE WHICH ORDER YOU WISH TO 
ENTER NAME DATA BEFORE ENTERING NAME DATA 
INTO IAP. 

ONCE YOU BEGIN ENTERING NAMES IN IAP, NAMES 
PREVIOUSLY ENTERED ARE NOT RETROACTIVELY 
CHANGED. 

EXPLAIN THAT THIS ALLOWS YOU TO TOGGLE 
BETWEEN ENTERING FIRST NAME LAST NAME OR 
ENTERING LAST NAME, FIRST NAME. 

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. 

N. To enable the exporting of IAP forms to HTML. 

EXPLAIN THAT THIS ALLOWS YOU TO EXPORT AND 
SAVE A FORM TO HTML, WHICH THEN ALLOWS YOU 
TO POST THE FORM ON A WEB SITE. 

1. On the File menu, click HTML Export. 
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