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DETAILED LESSON OUTLINE 

COURSE: I-Suite 

UNIT: 4.4 – ITS: Entering and editing crews. 

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 the definition of a crew as it pertains to 
ITS. 

2. Understand the two levels within a crew; the crew 
itself and crew members/operators. 

3. Add and edit crews and members in the integrated 
and stand-alone environments. 

4. Demob a crew and crew members/operators. 
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INTRODUCE THE UNIT. 

PRESENT UNIT OBJECTIVES. 

 

I. INTRODUCTION: 

A. Understand the definition of a crew as it pertains to 
ITS. 

B. Understand the two levels within a crew; the crew 
itself and crew members/operators. 

C. Add and edit crews and members in the integrated 
and stand-alone environments. 

D. Demob a crew and crew members/operators. 

EXPLAIN THAT YOU CAN ALSO DEMOB AN 
INDIVIDUAL CREW MEMBER FROM IRSS. 

 

INSTRUCTOR AND STUDENTS LOG ON TO ITS. 

INSTRUCTOR QUICKLY REVIEWS MAJOR FEATURES 
ON THE CREW/OPERATOR ROSTER SCREEN. 

NOTE THE LOCATION OF THE CREW/OPERATORS 
BUTTON. 

EXPLAIN THAT A CREW IS MORE THAN ONE 
RESOURCE SHARING THE SAME REQUEST NUMBER. 

CREWS ARE BUILT BY ATTACHING OR ROSTERING 
MEMBERS TO A KIND OF RESOURCE. 

LIST EXAMPLES: HAND CREW, ENGINE 
CREWMEMBERS, AND CONTRACT PICKUP WITH AD 
DRIVER. 
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II. EXERCISES 

EXPLAIN THAT IN THE INTEGRATED ENVIRONMENT, 
SHARED DATA DISPLAYING ON THE SCREEN COMES 
FROM IRSS. 

EXPLAIN THAT IF IRSS IS ROSTERING MEMBERS, YOU 
WILL PRIMARILY EDIT MEMBERS. 

IF IRSS IS NOT ROSTERING MEMBERS, YOU WILL 
PRIMARILY ADD AND/OR ATTACH MEMBERS TO A 
CREW OR PIECE OF EQUIPMENT. 

EXPLAIN THAT IN THE STAND-ALONE 
ENVIRONMENT, YOU WILL MANAGE ALL YOUR DATA 
IN ITS. 

A. To view or print a crew manifest. 

EXPLAIN THAT THIS IS A GOOD PLACE TO VIEW THE 
INITIAL CREW DATA THAT WAS ENTERED FROM 
IRSS. 

1. Click the Crews/Operators button. 

2. On the Crew/Operator Roster screen, click 
the Request # drop-down arrow, and then 
click to select the Request # of your choice 

 or click the Crew Name/Equipment 
UniqueID 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. 

SHOW THE CREW MANIFEST THAT DISPLAYS ON THE 
SCREEN BEFORE PRINTING. 

4. To print the crew manifest, click the Print 
icon on the Crew Roster Report dialog 
box, and then click OK on the Print dialog 
box. 
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SHOW THE PRINT ICON ON THE CREW ROSTER 
REPORT DIALOG BOX. 

SHOW THE PRINT DIALOG BOX. 

EXPLAIN THAT THIS NEXT EXERCISE SIMULATES A 
TYPICAL INTEGRATED ENVIRONMENT, WHERE YOU 
HAVE AN EXISTING CREW FROM IRSS. 

THERE ARE TWO LEVELS OF CREW INFORMATION 
THAT YOU WILL WORK WITH: 

• AT THE CREW LEVEL, YOU CAN ADD AND/OR 
EDIT INFORMATION ABOUT THE CREW. 

• AT THE MEMBER/OPERATOR LEVEL, YOU CAN 
ADD AND/OR EDIT INFORMATION ABOUT 
INDIVIDUAL CREW MEMBERS/OPERATORS ON 
A CREW. 

B. To edit crew information. 

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 Crew/Equipment tab. 

5. Review and/or edit the information as 
appropriate. 

6. Click the Save button. 

 

EXPLAIN THAT THIS NEXT EXERCISE SHOWS YOU 
HOW TO ADD CREW MEMBERS TO A CREW NOT 
ROSTERED IN IRSS. 

Tahoe Hotshot crew 
manifest 
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C. To edit crew members on a crew. 

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. Complete remaining personnel data as 
appropriate, and then click the Save button. 

IN SOME CASES, A CREW LEADER WILL SHOW UP ON 
THE CREW, BUT YOU MUST ADD THE REMAINING 
CREW MEMBERS. 

FOR THIS EXERCISE YOU WILL ADD CREW MEMBERS 
TO AN EXISTING CREW. 

 

D. To add crew members to an existing crew. 

1. On the Crew/Operator Roster screen, click 
the Add/Edit Crew/Operators button. 

2. On the Crew & Operators Add/Edit 
screen, click the Add tab, and then click the 
Member/Operator tab. 

3. Click the Crew/Equipment to Add To 
drop-down arrow, and then click to select 
the Crew or Equipment of your choice. 
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4. Complete the following information as 
appropriate 

a. First Name 

b. Last Name 

c. Social Security Number 

d. Account Code 

e. Kind/Position 

f. Status 

g. AD/Fed/Other 

h. Agency 

i. 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. 

 

EXPLAIN THAT IN THE STAND-ALONE 
ENVIRONMENT, YOU MUST ENTER AND MANAGE ALL 
CREW AND CREW MEMBER DATA. 

IN THIS EXAMPLE, YOU WILL CREATE A NEW CREW 
TO SIMULATE THE STAND-ALONE ENVIRONMENT. 

E. To create a crew. 

1. On the Crew/Operator Roster screen, click 
the Add/Edit Crew/Operators button. 

2. On the Crew & Operators Add/Edit 
screen, click the Add tab. 
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3. On the Crew/Equipment tab, complete the 
following information as appropriate 

a. Request Number 

b. Crew Name/Equipment UniqueID 

c. Kind/Position 

d. Agency 

e. Status 

f. Account Code 

g. Contract Crew. 

4. Click the Save button. 

5. Add crew members as appropriate. 

REFER THE STUDENTS BACK TO TASK D, “TO ADD 
CREW MEMBERS TO AN EXISTING CREW.” 

 

THIS EXERCISE EXPLAINS HOW TO DEMOB THE 
ENTIRE CREW. 

F. To demob a crew. 

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 Crew/Equipment tab. 

5. Click the Status drop-down arrow, click to 
select Demobed, and then click the Save 
button. 
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IN THIS EXERCISE, YOU WILL DEMOB AN 
INDIVIDUAL CREW MEMBER. 

G. 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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