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I-SUITE 

4.4 –ITS: ENTERING AND EDITING CREWS 

 

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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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. 

Note:  You can also demob an individual crew member from IRSS. 

II. EXERCISES 

A. To view or print a crew manifest. 

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. 

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. 

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. 
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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. 

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. 

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. 
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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. 

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. 

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. 

See the previous task D, “To add crew members to an existing crew,” for 
more information. 

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. 
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5. Click the Status drop-down arrow, click to select Demobed, and then 
click the Save button. 

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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