DETAILED LESSON OUTLINE

COURSE: [-Suite

UNIT: 4.5 —ITS: Posting crew and operator time.

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. Post crew time using crew time reports (CTRs).

2. Understand and use the Select All, Select None, and
Invert Selection buttons.

3. Understand special rates.

4. Repost a day of time.

5. Delete posted time.

6. Copy and paste posted time.
7. Post return travel time.

&. Review an OF 288 for crews.
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INTRODUCE THE UNIT.

PRESENT UNIT OBJECTIVES.

POSTING TIME IS PERFORMED THE SAME WAY IN
BOTH THE INTEGRATED AND THE STAND-ALONE
ENVIRONMENTS.

L INTRODUCTION:

A.
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Post crew time using crew time reports (CTRs).

Understand and use the Select All, Select None, and
Invert Selection buttons.

Understand special rates.
Repost a day of time.
Delete posted time.

Copy and paste posted time.
Post return travel time.

Review an OF 288 for crews.

INSTRUCTOR AND STUDENTS LOG ON TO ITS.

INSTRUCTOR QUICKLY REVIEWS MAJOR FEATURES
ON THE POST TIME SCREEN FOR CREWS.

NOTE THE LOCATION OF THE POST TIME BUTTON.

NOTE THE LOCATION OF SELECT ALL, SELECT NONE,
AND INVERT SELECTION BUTTONS.

II. EXERCISES:

IN THIS EXERCISE, YOU WILL USE THE CREW TIME
REPORT TO POST TIME TO A CREW AND TO
INDIVIDUAL CREW MEMBERS.
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YOU WILL ALSO USE THE SELECT ALL AND INVERT

SELECTION BUTTONS TO POST CREW MEMBER TIME.

A. To post crew time using crew time reports (CTRs).
I. Click the Post Time button.
2. On the Incident Post screen, click the

Crews & Operators tab.

3. Click the Crew Name/Equip Unique ID
drop-down arrow, and then click to select
the Crew Name or Unique ID of your
choice.

4, Under Crew Members, click to select the
Crew Member(s) of your choice.

CLICK TO SELECT THE CREW LEADER.

5. Complete the Date, Start Time, and Stop
Time boxes.
6. Click the Account Code drop-down arrow,

and then click to select the Account Code
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.

9. On the Incident Time System: Post

Results dialog box, click OK.

NEXT, WE WILL USE THE INVERT SELECTION
BUTTON TO SELECT ALL REMAINING CREW
MEMBERS.

10. Click the Invert Selection button, if
appropriate.
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NOTICE HOW ALL CREW MEMBERS EXCEPT THE
CREW LEADER ARE NOW SELECTED.

11. Post time to the remaining crew members, if
appropriate.
B. To cancel the selection of any/all crew members.
. Click the Select None button.
C. Understand special rates.

DISCUSS SPECIAL RATES AND HOW THESE APPLY TO
POSTING CREW AND CREW MEMBER TIME.

IN THIS NEXT EXAMPLE, YOU WILL REPOST A DAY
OF TIME.

D. To repost a day of time.

1. On the Incident Post screen, click the
Crews & Operators tab.

2. Click the Crew Name/Equip Unique ID
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.

3. 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.

4, Complete the Date, Start Time, and Stop
Time boxes with the new information.
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10.

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.

On the Incident Time System: Post
Results dialog box, click OK.

POINT OUT THE DELETE BUTTON ON THE ITS

TOOLBAR.
F. To delete posted time.
1. Using the same Crew Member, under
Crew Member/Operator Post Detail, click
to select a row of time of your choice.
2. Click the Delete button.
3. On the ITS: Delete Posting for Crew

Member(s) dialog box, click Yes.

YOU CAN COPY AND PASTE POSTED TIME USING THE
RIGHT-CLICK BUTTON ON YOUR MOUSE.

G. To copy and paste posted time.

1.

Using the same Crew Member, under
Crew Member/Operator Post Detail, click
to select a row of time of your choice.

Right-click on that row, and then point to
Copy Selected Postings.
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Under Crew Members, click to select the
destination Crew Member for the copied
row of time.

Right-click the destination Crew Member,
and then point to Paste Copied Posting to
Selected Mbrs.

On the Incident Time System: Post
Results dialog box, click OK.

POSTING RETURN TRAVEL TIME IS DONE THE SAME
WAY AS FOR PERSONNEL.

H. To post return travel time.

1.

Using the same Crew Member, under
Crew Member/Operator Post Detail, click
to select a row of time of your choice.

2. Click to select the Check here to Post
Return Travel Day check box.

3. Complete the Date, Start Time, and Stop
Time boxes.

7. To commit the posting, click the Commit
Posting button.

8. On the Overlapping Hours dialog box,
click Yes to overwrite the previous post
with the current one.

9. On the Incident Time System: Post
Results dialog box, click OK.

L To review an OF 288 for crews.

NOTE THAT AN OF-288 LISTS ALL INCIDENTS AND
ALL ACCOUNTING CODES FOR THE SELECTED
REQUEST NUMBER, CREW NAME, PERSON, OR ALL

PERSONNEL.

1.

On the Reports menu, click OF-288.

4.5-6




OUTLINE

AIDS & CUES

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.

To view the final OF-288 for the crew
leaving the incident, click to select the Final
check box.

To preview the OF-288, click the Preview
Report button.

To print the OF-288, click the Print Report
button.
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