COURSE:

UNIT:

SUGGESTED TIME:

TRAINING AIDS:

OBJECTIVES:

DETAILED LESSON OUTLINE

[-Suite

4.1 —ITS: Entering and editing an incident

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

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

1. Add and edit incident data.

2. Add and edit incident accounts.
3. Identify the administrative office for payment.
4. Understand how to manage all incidents as one.
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OUTLINE AIDS & CUES

INTRODUCE THE UNIT.

PRESENT UNIT OBJECTIVES.

L INTRODUCTION:

A. Manage one or more incidents.
B. Assign multiple accounting codes to an incident.
1. Choose a default incident and accounting

code for each resource.
C. Identify the administrative office for payment.

D. Manage all incidents as one.

INSTRUCTOR AND STUDENTS LOG ON TO ITS.

INSTRUCTOR QUICKLY REVIEWS MAJOR FEATURES
ON THE INCIDENT ADD/EDIT SCREEN.

II. EXERCISES

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

3. Click the Edit tab.

4. Modify the incident information as
appropriate.
5. To save your changes, click Save.
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B.

To add a new incident.

1.

On the Incident Data menu, click Incident
Add/Edit.

Click the Add tab.

Complete the incident information as
appropriate:

a. Incident Name.

b. Incident Number.
c. Accounting Code.
d. Location.

€. State.

f. Start Date.

To save your changes, click Save.
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C. To review and edit incident accounts.

1.

2. Click the Incident # drop-down arrow, and
then click to select the Incident of your
choice.

3. Click the Edit tab.

4. Verify the incident information as
appropriate.

5. To save your changes, click Save.

D. To add multiple accounting codes to an incident.

1. On the Incident Data menu, click Incident
Accounts.

2. Click Add.

E. To identify the administrative office(s) for payment.

On the Incident Data menu, click Incident
Accounts.

EXPLAIN THAT THIS FUNCTION IS FOR CONTRACT

EQUIPMENT.

THIS FUNCTION IS FOR CONTRACT EQUIPMENT AND
IS USUALLY MANAGED FROM THE CONTRACTS

SCREEN.

YOU CAN IDENTIFY THE ADMINISTRATIVE OFFICE
DURING THE INITIAL STARTUP FOR AN INCIDENT.

1.

2.

On the Incident Data menu, click Admin
Office for Payment.

Click the Add button.
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On the Add Account dialog box, complete
the following information:

a. Accounting Code.

b. Agency Code.

To set this code as the default Accounting
Code, click to select the Set as Default

Accounting Code For This Incident check
box.

Click Save.

On the Add Office Information dialog box,
complete the following information:

a. Office Name.
b. Address 1.

c. Address 2.

d. City.

e. ST.

f. Zip.

Click Save.

EXPLAIN THAT THIS FUNCTION WILL BE DISCUSSED
AGAIN DURING THE CONTRACTS UNIT.

To manage all incidents as one.

EXPLAIN THAT THIS CHECK BOX ALLOWS YOU TO
DISPLAY ALL RESOURCES TOGETHER IN DROP-
DOWN LISTS, AS LONG AS THE RESOURCES FROM
MULTIPLE INCIDENTS ARE REPORTING TO THE
SAME ICP.

From any ITS screen, click to select the
Manage All Incidents as One check box.
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EXPLAIN THAT WHILE WORKING IN THIS MODE, YOU
MUST SELECT AN INCIDENT FOR POSTING EACH
RESOURCE’S TIME.
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