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I-SUITE 

4.6 –ITS: ENTERING AND EDITING CONTRACTED RESOURCES 

 

OBJECTIVES 

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

1. Understand the relationship between contractors, agreements, and 
resources. 

2. Understand the use of primary and special rates, and unit of 
measure. 

3. Add and edit contract resource data. 

4. Add operator(s) to a contracted resource 

5. Understand how to manage multiple resources that share the same 
request number. 
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I. INTRODUCTION. 

A. Understand the relationship between contractors, agreements, and resources. 

B. Understand the use of primary and special rates, and unit of measure. 

C. Add and edit contract resource data. 

D. Add operator(s) to a contracted resource 

E. Understand how to manage multiple resources that share the same request 
number. 

II. EXERCISES. 

A. Understand the relationship between contractors, agreements, and resources. 

1. A contractor is a business entity that has available resources. 

2. An agreement is an OF-294, and is attached to the contractor. A contractor 
may have may agreements. 

3. Specifications are conditions that the resource must meet to fulfill the 
agreement. 

B. Understand the use of primary and special rates, and unit of measure. 

1. All contracted resources must have a primary rate designation. 

2. A contracted resource may or may not have one to five special rate 
designations. 

3. Units of measure include daily, each, hourly, and mileage. 

4. Be sure to match the correct rate type with the correct unit of measure. 

C. To review the list of existing contractors.  

1. Click the Contracts button. 

2. On the Contracted Resource Add/Edit screen under Select Type, click 
to select one of the following resource Types: 

a. Contract Equipment. 

b. Contract Crews. 

c. Other Contracts. 
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3. Click the Contractor Name drop-down arrow, and then click to select the 
Contractor of your choice. 

4. Click the Agreement Number drop-down arrow, and then review the 
available Agreement Numbers. 

D. To create a contractor. 

1. On the Contracted Resource Add/Edit screen on the Add tab, complete 
the following information as appropriate 

a. Name. 

b. EIN/SSN. 

c. Address. 

d. City. 

e. ST. 

f. Zip. 

g. Phone. 

2. Click the Save button. 

E. To create an agreement and attach it to the contractor. 

1. On the Agreement tab, click the Add tab. 

2. In the Agreement Number box, type the Agreement Number. 

3. In the Begin Date box, type the beginning date of the agreement, in the 
format MMDDYYYY. 

4. In the Expiration Date box, type the expiration date of the agreement, in 
the format MMDDYYYY. 

5. In the Point of Hire box, type the location at the time of hire. 

6. Click the Administrative Office for Payment drop-down arrow, and then 
click to select the Administrative Office of your choice. 

7. To attach the agreement to the contractor, click the Agreement Number 
drop-down arrow, and then click to select the Agreement Number of 
your choice. 

8. Click the Save button. 
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F. To edit resource specifications and link it to a contractor and agreement. 

Note: In the integrated environment, the resource is already added to the incident 
database from IRSS.  In ITS, you will need to edit the resource specifications and 
create a new name for it, then link the resource together with the contractor and 
agreement. 

1. Under Select Resource By, click Name or Request Number. 

2. Click the Unique Name or Request Number drop-down arrow, and then 
click to select the Name or Request Number of your choice for the 
Contractor/Agreement of your choice. 

3. On the Resource tab on the Edit tab, complete the following information 

a. In the Unique ID box, create a unique name for the resource. 

b. Complete the Make, Model, and Remarks boxes, as appropriate. 

c. Click to select the Gov’t Operator and Gov’t Supplies check 
boxes, as appropriate. 

d. Complete the Hired Date and Time boxes and the Released Date 
and Time boxes, as appropriate. 

e. Click to select the Withdrawn check box, as appropriate. 

f. Click the Rate Type drop-down arrow, and then click to select the 
Rate Type of your choice. 

g. Click the UOM drop-down arrow, and then click to select the Unit 
of Measure of your choice. 

h. Click in the Rate box, and then type the appropriate Rate for that 
Rate Type and Unit of Measure. 

i. Press TAB twice to advance the cursor to the next Rate Type box. 

4. Verify that the correct Request Number, Contractor Name, and 
Agreement Number display on the upper portion of the Contracted 
Resource Add/Edit screen. 

5. Click the Save button. 

6. On the Warning – Check for Correct Agreement/Contractor dialog 
box, click Yes. 
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G. To add an operator to a resource. 

1. Under Select Resource By, click Name or Request Number. 

2. Click the Unique Name or Request Number drop-down arrow, and then 
click to select the Name or Request Number of your choice for the 
Contractor/Agreement of your choice. 

3. On the Resource tab on the Edit tab, click the Add Operator(s) button. 

4. On the Crews & Operators Add/Edit screen, on the Add tab on the 
Member/Operator tab, add or edit the following information as 
appropriate 

Note: If a leader was added by IRSS into the incident database, you will 
only need to edit the operator information. 

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. 
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