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Chapter 1

Time

The Time User Manual explains how to use the Time module to collect and track incident time for
Federal, Casual (AD), and other personnel, as well as for Emergency Contracted Resources. In Time,
you can create pay documents, the Emergency FireFighter Time Report (OF-288) and the Emergency
Equipment Use Invoice (OF-286). By collecting accurate time data, you can generate meaningful
management reports.

Make sure you are careful when working with private information such as Social Security Numbers
(SSNs) and IRS Federal Employer Tax ID Numbers (EINs). This information must be kept confidential.

Information defined in Time is shared with other I-Suite modules, including:

Resources

Demob

Incident Action Plan (IAP)
Cost

Supply

Topics in this guide include the following:

Common Features (See Page 5)
Selecting Time Options (See Page 9)
Reviewing Common Data (See Page 11)
Personnel Time (See Page 13)

Crew Time (See Page 22)

Contracted Time (See Page 35)

Posting Time Adjustments (See Page 46)
Printing Time Reports (See Page 48)
Advanced Contracting (See Page 61)
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Common Features

This section describes the menus and toolbars available in the Time module.

Menus
The following drop-down menus display at the top of the I-Suite windows:

File Menu
The following options are available in the File menu in all modules:

e Open Database - Opens an incident database in I-Suite.
e Print - Prints the grid in the open module or a report selected on the Reports
window.

[The Print option is not available in the Database Admin module.

¢ Refresh Data - Refreshes the data on your window.
e Exit - Closes the I-Suite application.

Modules Menu
The following options are available in the Modules menu:

Database Admin - Opens the Database Admin Module.
Data Admin - Opens the Data Admin Module.
Resources - Opens the Resources Module.

Cost - Opens the Cost Module.

Supply - Opens the Supply Module.

IAP - Opens the Incident Action Plan Module.

Demob - Opens the Demob Module.

Time - Opens the Time Module.

Injury/lliness - Opens the Injury/lliness Module.

Filters Menu
Select an option from the Filters drop-down menu to filter the Resources grid by:

Aircraft
Crews
Equipment
Overhead
All
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Chapter 2:Common Features

e All Personnel

Reports Menu
Select an option from the Reports menu to print the following types of reports:

e Cost Reports
Demob Reports
Plans Reports
Supply Reports
Time Reports
Custom Reports
Injury/lliness Reports

Tools Menu
The following options are available in the Tools menu in all modules:

e Options - Define the settings for the different modules in I-Suite.

The settings you can change in Options depends on the permissions that are assigned to you in the I-
Suite system.

¢ Quick Stats - Quickly view Stats in the I-Suite system.
e Change Password - Change your |-Suite password.

Help Menu

The following options are available in the Help menu:

¢ |-Suite Help - Opens Help information for the I-Suite application.
e About - Displays version information for I-Suite.
e Support - Displays contact information for the HelpDesk.

Time Menu
The Time menu only displays when you are in the Time module. The following options are available in
this menu:

e Admin Office For Payment - Adds administrative office information to |-Suite.
e Contractor - Adds contractors and agreements to |-Suite.

Toolbars

The following toolbars display at the top of the I-Suite windows:

Main Toolbar
The Main toolbar contains two separate types of buttons:

Module Buttons
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Chapter 2:Common Features

The Module buttons open modules in the I-Suite system. These buttons are located on the left side of
the Main toolbar. The following example identifies the buttons and the modules that they open:

Resources Cost Supply

et
PG B

AP Demob

i

Action Buttons
The Action buttons perform an action in one of the I-Suite modules. These buttons are located on the
right side of the Main toolbar. The following example identifies the buttons and the action that occurs:

Reports F'rjview Edit Refresh

ﬁﬁfXXﬁ

Print Add Delete

Filter Toolbar

The Filter toolbar displays beneath the Main toolbar. Click the buttons in this toolbar to filter the
information in the Resources grid. The following example identifies the buttons in this toolbar and the
resources that display in the grid when you click the buttons:

All Reiuurces Crews Owverhead Exclude Demobed
£] ﬂ:@ [ Exclude Demobed
@ ‘ ‘ ‘@‘ I«C% ﬁﬁ [ Exclude Filled

Aircraft Equipment All Personnel Exclude Filled

Time Toolbar
The Time toolbar displays to the right of the Filter toolbar when you are in the Time module. The
following example identifies the buttons in this toolbar:

Post Time Enter as Tab

Treat enter az
¥ Tab %

Adjustments Frint Imoice

'$
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Chapter 2:Common Features

e Post Time - Post time for a resource.

¢ Adjustments - Make adjustments to the time for items such as Quarters and
Lodging, Meals, Travel, etc.

e Treat enter as Tab - If you would like the Enter key to work as the Tab key when
moving between options, click to check the Treat enter as Tab checkbox.

e Print Invoice - Print either an OF 288 or an OF 286, depending on the resource
you have selected.
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Selecting Time Options

Follow the steps in this section to select the options to use in the Time area of the |-Suite system:

1.

From the Tools drop-down menu, select Options to open the Options window.

2. Click the Time tab to select it.

Fezource Grd Columng

uest Humber
v Mame
v Statuz
| Kind

v Actual Releaze Date

v Adency

v| Configuration
¥.ind D escrption
Harne Uit
Incident Mame
Incident Murnber

v| Employment Code
Contracted
Contractor Mame
Agreement
Arccounting Code
[Inique Mame
Yehicle [0

General | Resources | Time | |&F | Cost | Demab | Supply | Injunedlliness |

bove Lp

kave Daown

Show

Hide

Pl i

ok | Cancel |

| Save |

Under Resource Grid Columns, hold down the Ctrl key and click to highlight
each of the columns that you want to select.

If you want to remove the selected columns from the Resources grid, click the

Hide button.
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Chapter 3:Select Time Options
If you want to display the selected columns on the Resources grid, click the
Show button.

Each column with a checkmark in the checkbox next to it is included in the grid. When you click the Show
button, it places a checkmark in the checkbox. When you click the Hide button, it removes the checkmark
from the checkbox. You can also click the checkbox next to the column to either Show or Hide it.

5. To adjust the order in which the columns display on the Time window, click a
column under Resource Grid Columns, then click the Move Up or Move Down
button.

The order in which the columns display under Resource Grid Columns is the order in which they will
display in the grid.

6. Click the Save button to save your changes. Click the OK button to close the
Options window.
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Reviewing Common Data

This section explains how to review common data when you are in the Time module.

Resources is the primary data entry point for Common Data in I-Suite. The quality of the initial data is
critical to successful integration of the data into other I-Suite modules.

Understanding the concept of data sharing is critical. Data is shared between all I-Suite modules.
Changes, additions, or deletions from any functional area affects the other I-Suite modules. Successful
integration requires cooperation and established data ownership rules.

Follow the steps in this section to review common data:

Information located above the tabs (if any) in the Manage Resource - Edit Mode area is considered the
Common Data for a Resource.

1. Click the Time button to open the Time window.
2. Inthe Resources grid, click to select the Resource you want to view.

3. Click the Edit button in the Main toolbar to open the record in the Manage
Resource - Edit Mode area at the bottom of the window.

4. Review the following information for completeness and accuracy:

*Request Number

e *Account Code

e Person - checked, if applicable

e Contracted - checked, if applicable
e *Resource Name

e *Kind/Position

e Trainee - checked, if applicable

e *Status

e UnitID

e Agency

When the Employment Type is AD, you cannot set the Agency to PVT.

e *Configuration

I-Suite Version 13.01.00 Time 11



Chapter 4:Reviewing Common Data
¢ Actual Release Date

e Actual Release Time

A label preceded by an asterisk (*) indicates that the information is required.

\When the Person checkbox is checked, the Resource Name is replaced with Last Name and First
Name and the Time - Individual tab displays. Either a Last Name or a First Name is required. You do
not need to define both in order to save the record.

\When the Contracted checkbox is checked, the Time - Contracted tab displays.

If you change the Person or Contracted selection and time was posted for the resource, a message
displays indicating that the time postings will be deleted if you continue. When you select Yes, the system
deletes all time postings. When you select No, the system does not change the Person or Contracted
selection.

If you change the Person or Contracted selection and one or more invoices were already generated for
the resource, a message displays indicating that the resource has invoiced postings. You must manually
delete those postings before you can change the Person or Contracted selection.

5. To save any changes made to the information, click the Save button.

6. To close the Manage Resource - Edit Mode window, click the Close button.
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Personnel Time

Use the Personnel Time options to post personnel time to the system. This section includes the following
information:

Defining Personnel Information (See Page 13)
Posting Personnel Time (See Page 15)

Defining Personnel Information

This section explains how to define Personnel information.

Personnel data is initially defined in Resources. Before you can Post Time, you must edit Resource
records and add Time data.

1.
2.

Click the Time button to open the Time window.

In the Resources grid, click the personnel resource to which you want to add time
data.

Click the Edit button in the Main toolbar at the top of the window.

Click the Time - Individual tab at the bottom of the window.

. r_/.d-"— — ___F__.-"-.- oe— ._/.- P _.""—H' - S St T £ .r"";-’ - .

" il _ y . wow .
Flanz | Time - Individual | Cost | 1
Pavment [nformation

* Employment Tepe | A0 - [nitial Emplayment [ ,

Social Security Mumber | s Return Travel [

Werify GGN [ *Paint of Hire | Ak1CGE
288 Remarks “Area [ alacKs :
* Class -
* Current F ate

Cloge | Add | | Presious | Mext | Save | f
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Chapter 5:Personnel Time

5. From the Employment Type drop-down list, select one of the following
employment types:

AD

When the Agency is PVT, you cannot set the Employment Type to AD.

FED
OTHER

6. If the Employment Type is AD, enter the resource's social security number in the
Social Security Number box. For privacy reasons, the social security number
displays as asterisks (*) when you type it in this box.

7. To ensure that the social security number for an AD employee was entered
correctly, enter it a second time in the Verify SSN box.

Resources with an AD Employment Type must have a Social Security Number defined or an Original
OF 288 will not print for them.

7. Inthe 288 Remarks box, type any 288 remarks.

8. Ifthe AD employment type is selected, define the following information in the
Payment Information section:

If this is the initial employment for the personnel resource, click to
check the Initial Employment checkbox.

If there will be return travel, click to check the Return Travel checkbox.

From the Point of Hire drop-down list, select the appropriate point of
hire.

From the Area drop down-list, select the appropriate area.

From the Class drop-down list, select the appropriate class.

9. If OTHER is selected as the Employment Type, enter the appropriate Current

Rate.

10. If FED is selected as the Employment Type, this is the only required information.

11. In the Personnel Mailing Address area, define the following information:

e Address 1
e Address 2
o City

o State
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Chapter 5:Personnel Time

oZip
ePhone

e Fax

|If a Fax number for FED or OTHER is defined, it is available for the Personnel Time Report (Print/Fax).

12. To save your changes, click the Save button.

Posting Personnel Time

Follow the steps in this section to Post Personnel Time:

The date automatically changes for posting time that extends beyond midnight. If users post overlapping
hours, they must first verify before proceeding.

IPosted time is locked to an established employment code.

1. Click the Time button to open the Time window.

2. Inthe Resources grid, click the Personnel Resource to which you are posting
time.

3. On the Time Toolbar, click the Post Time button. A Personnel Post tab displays
at the bottom of the window.

Perzonnel Post | Crew Post | Contractor Post |

* Account Code * Date Special * Start Time * Stop Time Hourzs r
F14BCD x| |05/2302007 v | | ~| foso0 «| [1zo0 «] | *
[ Post Return Travel Start Time Only '

AccountingCode

05/204/2007 ADF $17.56 - | GUAR -3 P1ABCD
05/20/2007 | 08:00 1200  |ADF $17.56 STCR - -4 P1ABCD
05/22/2007 0800 1200  |ADF $17.56 STCR - -6 P1ABCD
b |05/22/2007 1300 1800  |ADF $17.56 STCR - -5 P1ABCD

Cloze

5. From the Account Code drop-down list, select the appropriate account code.

The codes that display in the Accounting Codes drop-down list are based on whether Manage All as
One is selected. If Manage All as One is selected, all accounting codes display in the list. If a single
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|incident is selected, only accounting codes for that incident display in the list.

\When you select an accounting code from the drop-down list that is not the default, that accounting code
remains selected until you select another resource or accounting code.

6. In the Date box, either type the date for the time entry or select it from the drop-
down calendar.

7. If a special circumstance applies (e.g. Environmental Pay, Travel, Day Off, etc.),
select the appropriate code from the Special drop-down list.

If you assign the GUAR, COP, or DAY OFF special codes to a resource with an Employment Type of
FED or OTHER, the Start Time and Stop Time boxes are disabled. You do not need to define a Start or
Stop time when these special codes are assigned.

If you assign the GUAR, COP, or DAY OFF special codes to a resource with an Employment Type of
AD, the Start Time and Stop Time boxes are disabled and an Hours box displays. Enter the number of
hours for the AD resource in this box. The maximum number of hours you can enter is eight.

8. In the Start Time box, either type the time or select it from the drop-down list to
identify when the individual started working.

9. Inthe Stop Time box, either type the time or select it from the drop-down list to
identify when the individual stopped working.

10. Click the Save button to commit the posting.

If the time your are posting includes time from before midnight and time after midnight, a Posting Spans
Midnight message displays. If you click the Yes button, the posting is split into two entries. If you click
No, the posting is canceled.

11. Click the Close button to close the Personnel Post tab.

Reposting Personnel Time
Follow the steps in this section to repost a day's time with different hours:

1. Click the Time button to open the Time window.

2. Inthe Resources grid, click the Personnel Resource for which you are reposting
the time.

3. Click the Post Time button to open the Personnel Post area at the bottom of the
window.

4. Fom the Account Code drop-down list, select the appropriate account code.

5. In the Date box, either type the date or select it from the drop-down calendar.
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10.
11.

If a special circumstance applies (e.g. Environmental Pay, Travel, Day Off, etc.),
select the appropriate code from the Special drop-down list.

In the Start Time box, either type the time or select it from the drop-down list to
identify when the individual started working.

In the Stop Time box, either type the time or select it from the drop-down list to
identify when the individual stopped working.

Click the Save button to commit the posting. An Overlapping Hours window
displays.

Click the Yes button to repost the new hours to that day.

Click the Close button to close the Personnel Post tab.

Editing Posted Personnel Time

Follow the steps in this section to edit time that was posted to the system:

1.
2.

Click the Time button to open the Time window.

In the Resources grid, click the Personnel Resource with the posted time that
you want to edit.

Click the Post Time button to open the Personnel Post area at the bottom of the
window.

Make the appropriate changes to the information in the Personnel Post Detail
area. You can change the Start, Stop, Class, KindCode, Special, and
AccountingCode information.

If the special code GUAR, COP, or DAY OFF were assigned to the posting, you cannot edit the entry. To
make changes to one of these postings, you must delete the entry and then create a new posting.

5.

Click the Close button after you make your changes. The application
automatically saves your changes when you close the Personnel Post tab.

For edited entries to save, you must click outside of the row being edited. When the pencil image in the
selector column changes from a pencil to an arrow, the changes were saved.

Deleting Posted Personnel Time

Follow the steps in this section to delete time that was posted to the system for a day:

1.

Click the Time button to open the Time window.
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2.

In the Resources grid, click the Personnel Resource with the posted time that
you want to delete.

Click the Post Time button to open the Personnel Post area at the bottom of the
window.

In the Personnel Post Detail grid, click anywhere in the row that you want to
delete.

Click the Delete button to remove the posted time.

When the Delete Posting window displays, Click the Yes button to delete the
posting.

Changing the KindCode and Rate (One Time Change Only)

Follow the steps in this section to change the kind code and rate:

1.

> LD

4

6.
7.

Click the Time button to open the Time window.
Click the Post Time button to open the Posting area at the bottom of the window.
In the Resources grid, click the Personnel Resource you want to edit.

In the Personnel Post Detail grid, locate the row that contains the kind code and
rate you want to change.

From the KindCode drop-down list, select the new code.
To change the Rate, click in the Rate box. Then enter the appropriate rate.

To close the Personnel Post tab, click the Close button.

Refer to Resources for specific instructions on changing the KindCode / Rate so that all subsequent
postings will use the new KindCode / Rate.

Posting Personnel Return Travel Time

Follow the steps in this section to post Return Travel time:

1.
2.

Click the Time button to open the Time window.

Click the Post Time button to display the Posting area at the bottom of the
window.

In the Resources grid, click the Resource for which you are posting travel time.
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Chapter 5:Personnel Time
4. Click to check the Post Return Travel Start Time Only checkbox. The system
automatically inserts the code TVL in the Special box.

\When the Post Return Travel Start Time Only checkbox is checked, the number of hours is
automatically set to 0 (Zero).

If you want to define hours for the Return Travel, do NOT check the Post Return Travel Start Time Only
checkbox. Instead, select the TVL code from the Special drop-down list. Then define a Start Time and a
Stop Time.

5. In the Date box, either type the date for the travel time or select it from the drop-
down calendar.

6. Inthe Start Time box, either type the time or select it from the drop-down list to
identify when the person started traveling.

7. If appropriate, enter the time in the Stop Time box.

The Stop Time is required if you selected the TVL code from the Special drop-down list and did
NOT check the Post Return Travel Start Time Only checkbox.

The Stop Time is not required if you checked the Post Return Travel Start Time Only checkbox.

8. Click the Save button to commit the posting.

9. Click the Close button to close the Personnel Post tab.

Printing an Emergency Fire Fighter Time Report (OF 288)

This report is the standard timekeeping record and payment document for FED and casual (AD)
personnel involved in the fire fighting incident. Follow the steps in this section to print an Emergency Fire
Fighter Time Report (OF 288):

/An Original OF-288 will not print for an AD employee who does not have a Social Security Number
defined.

1. Click the Time button to open the Time window.

2. Inthe Resources grid, click the Resource for which you want to print the
Emergency Fire Fighter Time Report (OF 288).

3. Click the Print Invoice button to open the Emergency Firefighter Time Report

window. Notice that the Request Number for the resource you selected displays
in the Request Number box.
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Chapter 5:Personnel Time

R eport Sethings

Emergency Firefighter Time Report

Request Murnber; | 0-300 ﬂ & EEEISSL; ?al?_;?ll:.f::r
Crew Mame: Select a
| j . Specific Crew
Persor; Select a Specific
| ﬂ L Perzon
Last Date Inchuded on [nvoice: |EIE.-"23.-"2EID? j S
elect a
L Perzonnel

[ Final Invaice

Print Optionz Repart Optionz
&+ Preview/Print DRAFT Invaice {+ OF-288 with ltemized Deductions
" Preview/Print ORIGINAL lrvoice " OF-288 Orly
" Preview Print DUPLICATE ORIGINAL Invoice " |temized Deductions Only

Delete Last [nvoice Faor
Selected Resource

4. To print the invoice for a resource other than the one selected in the Resources
grid, click one of the following options:

e Select a Specific Request Number - Select the number from the
Request Number drop-down list.

e Select a Specific Crew option - Select the crew from the Crew Name
drop-down list.

e Select a Specific Person - Select the name from the Person drop-
down list.

e Select all Personnel - No other information needs to be defined.

4. The Last Date Included on Invoice box contains the last date an invoice was
posted for the resource. If needed, you can change this date by either typing a
new date or selecting it from the drop-down calendar.

5. If this is the final OF 288 for a resource leaving the incident, click to check the
Final Invoice checkbox. If not, leave this checkbox blank.
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Chapter 5:Personnel Time
7. In the Print Options frame, click one of the following options to identify the type of
invoice to create:

[The Social Security Number only prints when the Preview/Print ORIGINAL Invoice option is selected.

e Preview/Print DRAFT Invoice - Generates a Draft Invoice. Review this
invoice, before printing an Original copy. The word Draft prints on this
invoice.

e Preview/Print ORIGINAL Invoice - Generates an Original Invoice and
locks all postings included in the invoice. When a posting is locked, you
cannot make any changes to it.

e Preview/Print DUPLICATE ORIGINAL Invoice - Generates a copy of
an Original Invoice. A list of available invoices from which you can
select displays when you click this option.

8. When generating a Draft invoice, click to select one of the following Report
Options:
e OF-288 with Itemized Deductions
e OF-288 Only
e |temized Deductions Only

\When you are printing an Original Invoice or a Duplicate Original Invoice, only the OF-288 with
Itemized Deductions option is available.

9. To preview and then print the report, click the Preview button, and then click the
Print Report button.

To print the report without previewing, click the Print button.

If there are missing days of posted time when printing or previewing an OF-288, a warning message now
displays. Click OK to continue with the Print or Preview process. Click the Cancel button to cancel the
Print or Preview process.

10. To delete the last invoice for the selected resource, click the Delete Last Invoice
for Selected Resource button. Two different warning messages display. Click the
Yes button on each window to delete the invoice.

|If the last invoice for an AD resource was included in a Financial Export, you cannot delete the invoice. |
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Crew Time

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. Examples of crews include hand crews, engine crew members,
and contract pickup with an AD driver.

Types of crews include the following:

Hand crew

Engine members paid on an OF 288
Driver attached to a vehicle

Faller attached to a chainsaw or vehicle
Helitack Crew

The same rules apply for entering crews as for entering personnel:

e Add crew and member data in Resources.
e Edit crew and member data and enter additional crew and member data in Time.

The two levels within a crew are the crew itself and the crew members or operators.

This section contains the following information:

Creating a Crew (See Page 22)

Editing Crew Information (See Page 26)
Crew Roster (See Page 54)

Posting Crew Time (See Page 26)

Creating a Crew

Crews are built by attaching or rostering members to a Kind of Resource. Follow the steps in this section
to create a crew:

When crew and crew member data is not being entered by Resources users, Time users must enter and
manage all crew and crew member data.

1. Click the Time button to open the Time window.

2. On the Toolbar, click the Add button. A Manage Resource - Add Mode area
displays at the bottom of the window.

3. Inthe Manage Resource — Add Mode area define the following:
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*Request Number

*Account Code

Person - checked, if applicable

Contracted - checked, if applicable

*Resource Name, or *Last Name and *First Name (for a person)
*Kind/Position

Make sure you select a Crew code from the Kind/Position drop-down list. This identifies the resource as

being a crew.

Trainee - checked, if applicable
*Status

Unit ID

Agency

*Configuration

Actual Release Date

Actual Release Time

4. To save your changes, click the Save button.

Adding Crew Members to the Crew

After you have defined the new crew resource, follow these steps to add members to the crew:

In some cases, a crew leader will show up on the crew, but the user must add the remaining crew

members.

1. In the Resources grid, click to select the Crew in which you want to add the crew

members.

2. Onthe Toolbar, click the Edit button. The Manage Resource - Edit Mode
window displays.

3. Click the Roster button. The Roster Resource - Add Mode window displays.

4. Define the following personnel data as required or appropriate:

*Request Number
*Last Name

*First Name
*Kind/Position
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e If the crew member is a trainee, click to check the Trainee checkbox.

e *Status

e Agency

e Actual Release Date
e Actual Release Time

e To designate the resource as the crew leader, click to select the
Leader check box.

5. Move to the Time tab at the bottom of the window:

L 1% e .-___z."’"«.-\_ o st T I g
R i il ., ————— oo - = LA - N
L = . T a— ea b e b

Plan: | Time | Cost |

Pavrnent Information

-
* Employment Type | A0 - [ritial Employment [ ;
Social Security Mumber | Return Travel [~ é
>
b

Verify S5 IT * Paint of Hire m
* frea Im
* Clazs m

* Current Rate Ii

288 Remarks

Cloge | Add | Save

6. From the Employment Type drop-down list, select one of the following
employment types:

e AD
e FED
e OTHER

Use the Members to Fed button to change the Employment Type for all crew members without an
employment type to Fed. Use the Members to Other button to change the Employment Type to Other.
Click the Arrow next to the button to switch between Members to Fed and Members to Other.

7. If the Employment Type is AD, enter the resource's social security number in the
Social Security Number box. For privacy reasons, the social security number
displays as asterisks (*) when you type it in this box.

8. To ensure that the social security number for an AD employee was entered
correctly, enter it a second time in the Verify SSN box.
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Resources with an AD Employment Type must have a Social Security Number defined or an Original
OF 288 will not print for them.

9. Enter any applicable comments in the 288 Remarks field.

10. If AD is selected as the Employment Type, define the following Payment
Information:

¢ |If this is an initial employment, click to check the Initial Employment
check box.
e |[f return travel is needed, click to check the Return Travel checkbox.

e From the Point of Hire drop-down list, select the appropriate point of
hire.

e From the Area drop-down list, select the appropriate Area.
e From the Class drop-down list, select the appropriate Class.

10. If OTHER is selected as the Employment Type, define the appropriate Current
Rate.

11. If FED is selected as the Employment Type, no other information is required.
12. Under Personnel Mailing Address, define the following personnel data:

e Address 1
e Address 2
o City

o State

o Zip

e Phone

e Fax

|If a Fax number for FED or OTHER is defined, it is available for the Personnel Time Report (Print/Fax).

13. To add the address in a selected crew member record to all crew members
without an address, click the Propagate Address button.

[To clear an address in a crew member record, click the Clear Address button.

14. To save your changes, click the Save button.

15. To add additional crew members, repeat the steps in this section.
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Editing Crew Information

Follow the steps in this section to edit crew information.

Editing the Actual Crew Information

Follow these steps to edit information for the actual crew itself:

1.
2.

Click the Time button to open the Time window.
In the Resources grid, click the Crew you want to edit.

On the Toolbar, click the Edit button to display the Manage Resource - Edit
Mode area at the bottom of the window.

Make the appropriate changes to the information that displays in Manage
Resource - Edit Mode area.

To save your changes, click the Save button.

Editing Crew Member Information

Follow these steps to edit the information for crew members that were rostered to the crew:

1.
2.

Click the Time button to open the Time window.

In the Resources grid, click to select the plus sign (+) to the left of the Crew that
contains the member you want to edit.

Click to select the Crew Member you want to edit.

On the Toolbar, click the Edit button to display the Roster Resource - Edit Mode
area at the bottom of the window.

Make the appropriate changes to the information that displays in the Roster
Resource - Edit Mode area.

To save your changes, click the Save button.

If you need to edit the information for other crew members, click their name in the
Resources grid at the top of the window. Then repeat steps 5-6.

When you have finished making changes to the crew member information, click
the Close button to close the Roster Resource area.

Posting Crew Time

Follow the steps in this section to post crew time:
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Posting Time to All Crew Members

Follow the steps in this section to use the Select All option to post time to all crew members at the same

time:

1. Click the Time button to open the Time window.

2. In the Resources grid, click the crew for which you are posting time.

3. Click the Post Time button to open the Crew Post tab at the bottom of the

window.

There are two areas that display on the Crew Post tab. The area on the left is
where you enter the posting information:

ALEXANDER. MARTIN | Checked-In

Personnel Post | Crew Post | Contractor Post |
* Account Code * Date Special *Start Time  * Stop Time Hours
| P1ABCD v ||os24r2007 | | | |0R00 | 1200 | |

[ Post Retun Travel Start Time Only

05/19/2007 |02:00 (1200 |TWL

Crew Member/Operatar Post O
) ;  ([Hours

etail

-|FFT2 =4 F1ABCD

05/19/2007 (12:30 (1800 |HP -|FFT2 =|5h F1ABCD

05/19/2007 (18:30 |[2200 |HP -~|FFT2 =|3h F14BCD

05/20/2007 (08:00 (1300 |HP ~|FFT2 =|7 F1BCEC

05/20/2007 (1330 (2100 |HP ~|FFT2 =~|7h F1ABCD

05/21/2007 [08:00 (1200 -|FFT2 =|B F1ABCD

05/2242007 Cop -|FFT2 =|0 F1ABCD

p | 05/2352007 (11:30 TwL -|FFT2 =0 F1ABCD
Cloze

The area on the right contains a list of crew members to which you can post time:
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Select All Select Hone Invert Selection
Crew Memberz: [0 zelected]

t | Lazth ame Firsth ame Skahuz EmpCode -~

ALEXAMDER MARTIM Checkedln |FED
E BALD AMTHOMY Checkedln |FED

BAMES SAM Checkedln |FED

BARAJAS KELSEY Checkedln |FED

BLACE COMMER Checkedln |FED

BER WM MICHAEL Checkedln |FED

EURMS kIKE Checkedln |FED

Dav1s HEMAY Checkedln |FED

DELOMG AN CY Checkedln |FED

GaR Cl bl Checkedln |FED

GOODE BRILAMA Checkedln |FED

Haw KNS ARk, Checkedln |FED
KHWHM "l. H‘Ei qﬂ "-J\-

4. Click the Select All button. Notice that all of the crew members are now selected.

If all of the crew members are selected and you want to unselect them, click the Select None button.

Click the Invert Select button to invert the crew members that are selected. This means that those
members that were selected are now unselected and those who were not selected are now selected.

5. From the Account Code drop-down list, select the appropriate account code.

\When you select an accounting code from the drop-down list that is not the default, that accounting code
remains selected until you select another resource or accounting code.

6. In the Date box, either type the posting date or select it from the drop-down
calendar.

7. If you want to assign a special code (i.e. Travel, Day Off, etc.) to the time posting,
select the code from the Special drop-down list.

If you assign the GUAR, COP, or DAY OFF special codes to a resource with an Employment Type of
FED or OTHER, the Start Time and Stop Time boxes are disabled. You do not need to define a Start or
Stop time when these special codes are assigned.

If you assign the GUAR, COP, or DAY OFF special codes to a resources with an Employment Type of
IAD, the Start Time and Stop Time boxes are disabled and an Hours box displays. Enter the number of
hours for the AD resource in this box. The maximum number of hours you can enter is eight.

8. In the Start Time box, either type the beginning time for all of the crew members
or select it from the drop-down list.

9. Inthe Stop Time box, either type the ending time for all of the crew members or
select it from the drop-down list.
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10. Click the Save button to post the time. A Crew Post Results window displays.
This window identifies each of the crew members to which the time was posted
and whether the posting was successful.

11. Click the OK button to close the Crew Post Results window.

12. Click the Close button to close the Posting area on the Time window.

Posting Time to a Single Crew Member
Follow these steps to post time to a single crew member:
1. Click the Time button to open the Time window.
2. Inthe Resources grid, click the crew for which you are posting time.

3. Click the Post Time button to open the Crew Post tab at the bottom of the
window.

4. Under Crew Members on the right side of the window, click the crew member for
which you want to post time.

5. From the Account Code drop-down list, select the appropriate account code.

When you select an accounting code from the drop-down list that is not the default, that accounting code
remains selected until you select another resource or accounting code.

6. In the Date box, either type the posting date or select it from the drop-down
calendar.

7. If you want to assign a special code (i.e. Travel, Day Off, etc.) to the time posting,
select the code from the Special drop-down list.

8. In the Start Time box, either type the beginning work time for the selected crew
member or select it from the drop-down list.

9. Inthe Stop Time box, either type the ending work time for the selected crew
member or select it from the drop-down list.

10. Click the Save button to post the time. A Crew Post Results window displays.
This window identifies the crew member to which the time was posted and
whether it was successful.

11. Click the OK button to close the window.

12. Click the Close button to close the Crew Post tab.
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Reposting Crew Time

Follow the steps in this section to repost crew time for a day:
1. Click the Time button to open the Time window.
2. Inthe Resources grid, click the crew for which you are reposting time.

3. Click the Post Time button to open the Crew Post tab at the bottom of the
window.

4. Under Crew Members, click the crew member(s) for which you are reposting
time.

5. Under Crew Member/Operator Post Detail, find the day for which you are
reposting time.

6. In the Date box, either type the appropriate date or select it from the drop-down
calendar. This should be the same date that was listed in the Detail grid.

7. If you want to assign a special code (i.e. Travel, Day Off, etc.) to the time posting,
select the code from the Special drop-down list.

8. In the Start Time box, either type the beginning time for the selected crew
member(s) or select it from the drop-down list.

9. Inthe Stop Time box, either type the ending time for the selected crew member(s)
or select it from the drop-down list.

10. Click the Save button to repost the time. An Overlapping Hours window
displays.

11. Click the Yes button to repost the hours to that day.

12. Click the Close button to close the Crew Post tab.

Deleting Posted Crew Time
Follow the steps in this section to delete time that was posted for crew members:
1. Click the Time button to open the Time window.
2. Inthe Resources grid, click the crew with the posted time you want to delete.

3. Click the Post Time button to open the Crew Post tab at the bottom of the
window.
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4. Under Crew Member/Operator Post Detail, click anywhere in the row that
contains the posted time you want to delete.

5. Click the Delete button in the Main toolbar.

6. When the Delete Posting window displays, Click the Yes button to delete the
posted time for the crew member(s).

Copying Posted Crew Time

Follow the steps in this section to copy posted time from one crew member to another:

'You cannot use the Copy/Paste functionality for the special postings time postings, GUAR, COP or DAY
OFF.

—

Click the Time button to open the Time window.
2. Inthe Resources grid, click the crew for which you are posting time.

3. Click the Post Time button to open the Crew Post area at the bottom of the
window.

4. Under Crew Members, click the crew member with the posted time you want to
copy.

5. Under Crew Member/Operator Post Detail, click the row with the posted time
you want to copy.

6. Right click your mouse button over the selected row. Then click the Copy
Selected Postings option in the menu that displays.

7. Under Crew Members, click the member to which you are copying the time
posting.

8. Right click your mouse button over the selected row. Then click the Paste
Selected Postings option. The Crew Post Results window displays.

9. Click the OK button to close the window.

10. Click the Close button to close the Crew Post tab.

Posting Return Travel Time for Crews
Follow the steps in this section to Post Return Travel Time for Crew Members:

1. Click the Time button to open the Time window.
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2. Inthe Resources grid, click the crew for which you are posting return travel time.

3. Click the Post Time button to open the Crew Post tab at the bottom of the
window.

4. Under Crew Members, click the crew member(s) for which you are posting return
travel time.

5. Click to check the Post Return Travel Start Time Only option. The system
automatically inserts the code TVL in the Special box.

When the Post Return Travel Start Time Only checkbox is checked, the number of hours is
automatically set to 0 (Zero).

If you want to define hours for the Return Travel, do NOT check the Post Return Travel Start Time Only
checkbox. Instead, select the TVL code from the Special drop-down list. Then define a Start Time and a
Stop Time.

6. In the Date box, either type the appropriate date or select it from the drop-down
calendar.

7. In the Start Time box, either type the time when the crew member(s) started
traveling or select it from the drop-down list.

8. If appropriate, enter time in the Stop Time box.

The Stop Time is required if you selected the TVL code from the Special drop-down list and did NOT
check the Post Return Travel Start Time Only checkbox.

The Stop Time is not required if you checked the Post Return Travel Start Time Only checkbox.

9. Click the Save button to commit the posting.

10. Click the Close button to close the Crew Post tab.

Printing Emergency Fire Fighter Time Report for Crews

Follow the steps in this section to print an Emergency Fire Fighter Time Report (OF 288) for crew
members:

A separate OF-288 is generated for each crew member. You can preview and print each OF-288 as
needed.

1. Click the Time button to open the Time window.

2. In the Resources grid, click the crew for which you want to print the Emergency
Fire Fighter Time Report (OF 288).
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3. Click the Print Invoice button. The Select Report window displays with the OF-
288 report selected on the Time tab. Notice that the name of the crew you
selected automatically displays in the Crew Name box.

Fepart Settings

Emergency Firefighter Time Report

Fequest Mumber: |

Crew Mame:

Select a Specific
~
= R equest Mumber

Select a
i .
. S pecific Crew

Perzomn: |

e Select a Specific
Person

Last Date Inchuded on [nvoice: |D2a’22a’2EIEI?

[ Final Invaice

Frint Optionz
% Preview/Print DRAFT Imvoice
T Preview/Print ORIGINAL Invoice
" Preview/Print DUPLICATE ORIGINAL Irvaoice

=l ~ Selectal
Perzonnel

Fieport Options

{+ OF-288 with ltemized Deductions
" OF-288 Only

" Itemized Deductions Only

Delete Last [nwoice Far
Selected Resource

4. To print the invoice for a resource other than the one selected in the Resources

grid, click one of the following options:

e Select a Specific Request Number - Select the number from the
Request Number drop-down list.

e Select a Specific Crew - Select the crew from the Crew Name drop-

down list.

e Select a Specific Person - Select the name from the Person drop-

down list.

e Select all Personnel - No other information needs to be defined.

5. The Last Date Included on Invoice box contains the last date an invoice was
posted for the resource. If needed, you can change this date by either typing a
new date or selecting it from the drop-down calendar.
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6. To create the final OF 288 for a resource leaving the incident, click to check the
Final Invoice checkbox.

7. In the Print Options frame, click one of the following options to identify the type of
invoice to create:

[The social security number will only print when the Preview/Print ORIGINAL Invoice option is selected. |

e Preview/Print DRAFT Invoice - Generates a Draft Invoice. Review this
invoice, before printing an Original copy. The word Draft prints on this
invoice.

e Preview/Print ORIGINAL Invoice - Generates an Original Invoice and
locks all postings included in the invoice. When a posting is locked, you
cannot make any changes to it.

e Preview/Print DUPLICATE ORIGINAL Invoice - When the parent
crew resource is selected, this option generates a copy of the last
Original Invoice printed for each crew member.

When an individual crew member is selected, a list of invoices that can
be reprinted for the crew member displays.
8. When generating a Draft invoice, click to select one of the following Report
Options:
e OF-288 with Itemized Deductions
e OF-288 Only

e |temized Deductions Only

When you are printing an Original Invoice or a Duplicate Original Invoice, only the OF-288 with
Itemized Deductions option is available

9. To preview and then print the report, click the Preview button, and then click the
Print Report button.

To print the report without previewing, click the Print button, and then click the
Print button on the Print window.

If there are missing days of posted time when printing or previewing an OF-288, a warning message now
displays. Click the OK button to continue with the Print or Preview process. Click the Cancel button to
cancel the Print or Preview process.

10. To delete the last invoice for the selected resource, click the Delete Last Invoice
for Selected Resource button. Two different warning messages display. Click the
Yes button on each window to delete the invoice.
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Contracted Time

Use the Contracted Time options to post contracted resource time to the system. This section includes
the following information:

¢ Defining Contracted Resources (See Page 35)
¢ Adding Operators to a Contracted Resource (See Page 39)
e Posting Contracted Time (See Page 39)

Defining Contracted Resources

Follow the steps in this section to define contracted resources.

Relationships between contractors, agreements, and resources

The following are important terms to understand when working with contractors:
e Contractor — a business entity that has available resources.

e Agreement — an OF-294 that is attached to the Contractor. A single contractor
may have many agreements.

e Specifications — conditions that the Resource (Contractor) must meet to fulfill the
agreement.

It is not mandatory to have a contract and an agreement established prior to posting time, but it may be
necessary before processing an invoice.

Reviewing or Editing Common Data

Follow these steps to review or edit common data before you define the Contracted Information:

Resources is the primary data entry point for I-Suite data. The quality of the initial data is critical to
successful integration of the data into other |-Suite modules.

Understanding the concept of data sharing is critical. Data is shared between all I-Suite modules.
Changes, additions, or deletions from any functional area affects the other I-Suite modules. Successful
integration requires cooperation and established data ownership rules.

1. Click the Time button to open the Time window.
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2. Inthe Resources grid, click the Resource you want to view or edit.
3. Click the Edit button in the toolbar at the top of the window.
4. Make any needed changes to the Common Data.

5. Click the Save button to save your changes.

Defining Time Contracted
Follow the steps in this section to define the Time Contracted information for a contracted resource:

1. In the Resource grid, click the resource to which you are adding Time Contracted
information.

2. Click the Edit button.

3. Click the Time — Contracted tab at the bottom of the Manage Resource area to
select it.

Plans | Time - Contracted | Cost | ,..

Conbactar Name | ARC ENTERPRISES | AddContactor | HiedDate [05/20/2007 +
Agreement Number | 34|BET-05-223 -] .ﬂ.dd.ﬂ.greement| Hired Time | .

Gow't Operator [~
* Unigue Marme or WIN |D|:|2EF| TYPE 2 Gow't Supplies [~
Dezcription 1 | withdrawn [~
Description 2 | *R
286 Remarks
Cloze | Add | | Previous | Hext | Save | Roster

4. From the Contractor Name drop-down list, select the appropriate Contractor
Name.

If the contractor is not listed in the Contractor Name drop-down list, follow these
steps to add the contractor to the system:
a. Click the Add Contractor button to open the Add Contractor window.
b. Enter the contractor's Name.
c. Enter the contractor's TIN (Tax Identification Number). For privacy
reasons, the TIN displays as asterisks (*) when you type it in this box.
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> Q@ - 0

To ensure that the TIN was entered correctly, enter it a second time in
the Verify TIN box.

Enter the contractor's DUNS (D&B DUNS Number).

Enter the contractor's Address, City, State, and Zip.

Enter the contractor's Phone.

Click the Save button to save the Contractor to the system.

Click the Close Contracts button at the top of the window to return to
the Time - Contracted tab.

5. From the Agreement Number drop-down list, select the appropriate agreement

number.

If the agreement number is not listed in the Agreement Number drop-down list,
follow these steps to add the agreement to the system:

-~ ® 2 o T D

Click the Add Agreement button to open the Agreement window.
Enter the appropriate Agreement Number.

Enter the Beginning Date for the agreement.

Enter the Expiration Date for the agreement.

Enter the Point of Hire for the contractor.

From the Administrative Office for Payment drop-down list, select the
appropriate office.

If the office is not listed in the Administrative Office for Payment
drop-down list, click the Add New Administrative Office for Payment
button. Then define the office's name and address information in the
window that displays. Click the Save button to save the information,
then click the Close Admin Office button at the top of the window to
return to the Agreement window.

After you have defined the appropriate information on the Agreement
window, click the Save button to save the agreement to the system.

Click the Close Contracts button to return to the Time - Contracted
tab.

6. Enter a Unique Name or VIN for the contracted resource.

7. Inthe Description 1 and Description 2 boxes, enter any information that may be
applicable to the contracted resource (e.g. Make, Model, etc.).

8. In the 286 Remarks box, enter any remarks you want to print on the OF-286

Invoice.

9. Enter the Hired Date for the contracted resource.
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[The Hired Date on the Time - Contracted tab is the same as the Assign Date on the Cost tab.

10. Enter the Hired Time for the contracted resource.

11. If the contracted resource has a government provided operator, click the Gov't
Operator checkbox to select it.

12. If the government is providing supplies to the contracted resources, click the Gov't
Supplies checkbox to select it.

13. If the resource was withdrawn, click the Withdrawn checkbox to select it.

14. Click the Save button to save the Time Contracted information to the contracted
resource.

15. When the prompt displays asking whether you want to save the resource, click the
Yes button to save the record.

16. When the Data Saved window displays, click the OK button to close it.

Defining Rate Information
Follow these steps to add rate information to the Time Contracted record:

1. On the Time Contracted tab, move to the Rate area that displays on the right
side of the tab.

e R Y S e
. e = - P

e

e

-
4
Ry

. *Rate Type |Primary Guarantee — & ave Rate
I «uoM [Daly - Desciption [ g

b *Rate $ |$500.00

2. Select the type of rate you are defining from the Rate Type drop-down list. Rate
types include a Primary or Special rate for the contracted resource.

3. From the UOM drop-down list, select the appropriate Unit of Measure for the
contracted resource.
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10.
11.
12.

In the Rate $ box, enter the rate to apply to the contracted resource.

If applicable, enter the guaranteed amount for the contracted resource in the
Guarantee $ box.

In the Description box, enter a description of the rate.
Click the Save Rate button to save the rate to the contracted resource.
Click the Save button beneath the Time - Contracted tab.

When the prompt displays asking whether to save the resource, click the Yes
button to save the record.

Click the Yes button to save the Time Contracted information.
When the Data Saved message displays, click the OK button to close the window.

Click the Close button on the Time Contracted tab to close the Manage
Resource area.

Adding Operators to a Contracted Resource

Follow the steps in this section add operators to a contracted resource.

|Not all contracted operators require time data.

|The operator may have been added during the initial check in process.

1.
2.

6.

Click the Time button to open the Time window.

In the Resources grid, click the contracted resource to which you want to add
operators.

Click the Edit button in the toolbar at the top of the window.

When the Manage Resources - Edit Mode window displays, click the Roster
button at the bottom of the window. The Roster Resources Add Mode window
displays.

Enter the appropriate information for the operator into the fields on this
window.(See Adding Crew Members to the Crew on Page 23)

|Rostering an operator is the same as adding crews.

Click the Save button to save the operator to the contracted resource.

Posting Contracted Time

Follow the steps in this section to post time for a contracted resource.
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Posting Time for Units of Measure

Use the following guidelines when posting time for each type of Unit of Measure (UOM):

e To post a Daily Rate for contracted resource time, complete the Start Date and
End Date fields.

[You can post for one date or a range of up to five dates.

e To post an Hourly Rate for contracted resource time, complete the Date, and the
Start and Stop Time fields.

To ensure a guarantee is posted for equipment that is still under hire but is not currently being used on
any given day, enter a minimum of 15 minutes of work time and one mile of mileage.

e To post Mileage for contracted resource time, complete the Date and Miles fields.

e To post Each for contracted resource time, complete the Date and Each fields.

Posting Time with "2 Rate and Guarantee Function

Use the following guidelines when posting time using the 1/2 Rate and Guarantee functions:

e The "2 Rate can apply to the Primary, Special, or Both Rates when posting. The
2 Rate will reduce the guarantee amount on Daily by half.

e To post for equipment not currently being used on any given day, but still under
hire, enter a minimum for the specific unit of measure to trigger the guarantee.

e The guarantee amount is shown on the OF-286, but does not display on the
Incident Post — Posting Equipment window.

Posting Contracted Resource Time
Follow the steps in this section to post contracted resource time:

1. Click the Time button to open the Time window.

2. Inthe Resources grid, click the contracted resource for which you are posting
time.

3. Click the Post Time button to display the Contractor Post tab at the bottom of
the window.
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| | Contractor Post |

* Start Time '

Type | Rate | Guarantes | Description

Pimery: [Hourly | $100.00 | $0.00 | T00LS = [ optens = '
fimafy: | Fourly : : [ 1/2Rate |05/22/2007 « || 0g: - |.d
Type | Rate | Description ; =D Hate | J|D8 - _b
Special | j &
= dccount Code: | P1ABCD | f
E quipment Post D etail '
uaxzwznm Hauny ua i 13 005 $1 00.00 $5IJEI 0o 30.00 $0.00 ‘
p |05/20/2007 [Houly  |13:30 |18:00 |45 $10000  |$450.00 30.00 $0.00 i
4
"
}
LCloze )
4. From the Primary Type | Rate | Guarantee drop-down list, select the appropriate
Primary rate for the contracted resource.
5. From the Special Type | Rate | Description drop-down list, select the appropriate
Special rate for the contracted resource, if applicable.
6. Under Post Options, click to select the appropriate option.
|Post Options display based on which Primary and Special UOMs are selected.
7. If %2 Rate applies, click to check the %> Rate checkbox.
8. Enter the remaining information on the window based on the Post Option that you
selected.
9. To commit the posting, click the Save button.
10. When you have finished posting time, click the Close button to close the

Contractor Post tab.

Reposting Contracted Time

Follow the steps in this section to repost contracted time:

1.

Click the Time button to open the Time window.

I-Suite Version 13.01.00 Time 41



Chapter 7:Contracted Time
2. Inthe Resources grid, click the contracted resource for which you are reposting
time.

3. Click the Post Time button to open the Contractor Post tab at the bottom of the
window.

4. From the Primary Type | Rate | Guarantee drop-down list, select the appropriate
Primary Rate for the contracted resource.

5. From the Special Type | Rate | Description drop-down list, select the appropriate
Special Rate for the contracted resource.

6. Under Post Options, click to select the appropriate option.
7. If %2 Rate applies, click to check the %> Rate checkbox.

8. Enter the remaining information on the window based on the Post Option that you
selected.

9. To repost the hours for the day, click the Save button. An Overlapping Hours
window displays.

10. Click the Overwrite button to repost the new hours to the day.

If you click the Post Anyway button, the first set of hours will not be overwritten. Instead, a second record
is created for that day with those hours.

12. Click the Close button to close the Posting area on the Time window.

Deleting Posted Contracted Time
Follow the steps in this section to delete time that was posted for a contracted resource:
1. Click the Time button to open the Time window.

2. Inthe Resources grid, click the contracted resource with the posted time you
want to delete.

3. Click the Post Time button to open the Contractor Post tab at the bottom of the
Time window.

4. In the Equipment Post Detail grid, click anywhere in the row with the posting you
want to delete.

5. Click the Delete button in the Main toolbar to remove the posted time.
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6. When the Delete Posting window displays, click the Yes button to remove the
posted time from the system.

7. Click the Close button to close the Contractor Post tab.

Printing Emergency Equip Invoice/ltemized Deductions Report (OF-
286)

Follow the steps in this section to print an Emergency Equipment Invoice or Itemized Deductions Report
(OF-286):

Al invoices printed at one time will have the same First and Last Date. |

|Deductions/Adjustments prior to the date of the first posted time are included on the OF-286. |

Each Invoice Number is saved separately. Adjustments are associated with an Invoice Number that is
printed on the Adjustments page. Page numbers restart for each Invoice Number.

\When there are multiple postings on the same day with different account codes (incidents), the OF-286
Report includes amounts for each account code.

1. Click the Time button to open the Time window.

2. Inthe Resources grid, click the contracted resource for which you are printing the
report.

3. Click the Print Invoice button to open the Emergency Equipment - Use Invoice
and/or Itemized Deductions window. Notice that the Request Number for the
contracted resource you selected displays in the Request Number box.
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_Hepc-rt Settings
Emergency Equipment - Use Invoice
and/or

Itemized Deductions

gd;':t By - Actual Releaze Date and Time
* Hequest Murnber
Request Murmber | E-1 - v |l
" Mame | J | J |
Save Aeleaze
) D ateTime
Lazt Date Included an Invoice: [03/25/2008 =
[ Final Invaoice
Print Optionz Repaort Optionz
* Preview/Print DBAFT Invoice {* [F-286 with ltemized Deductions
" Preview/Print ORIGINAL |rvoice {" OF-286 Only
" Preview/Print DUPLICATE ORIGIMAL Irvoice " Itemized Deductions Only

Delete Lazt Invoice For
Selected Resource

4. To print an invoice for a resource other than the one selected in the Resources
grid, click either the Request Number or Resource Name option. Then select the
appropriate number from the Request Number drop-down list or the name from

the Resource Name drop-down list.

5. The Last Date Included on Invoice box contains the last date an invoice was
posted for the resource. If needed, you can change this date by either typing a

new date or selecting it from the drop-down calendar.

6. If this is the final invoice for the contracted resource, click to check the Final

Invoice checkbox.

\When the Final Invoice checkbox is checked, the word "Final" prints in box 22 on the OF-286 Invoice. If

Final Invoice is not checked, the word "Interim" prints in box 22.

7. If the resource was Demobed, enter the Actual Release Date and Time for the
contracted resource. If you want to save the release date and time information,

click the Save Release Date/Time button.
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8. Under Print Options, click one of the following options to identify the type of
invoice to create.

¢ Preview/Print DRAFT Invoice - Generates a Draft Invoice. Review this
invoice, before printing an Original copy. The word Draft prints on this
invoice.

¢ Preview/Print ORIGINAL Invoice - Generates an Original Invoice and
locks all postings included in the invoice. When a posting is locked, you
cannot make any changes to it.

¢ Preview/Print DUPLICATE ORIGINAL Invoice - Generates a copy of
an Original Invoice. A list of available invoices from which you can
select displays when you click this option.

\When reprinting an invoice, you can only select one invoice, even if multiple invoices were originally
printed.

9. When generating a Draft invoice, click to select one of the following Report
Options:
e OF-286 with Itemized Deductions
e OF-286 Only

e |temized Deductions Only

\When you are printing an Original Invoice or a Duplicate Original Invoice, only the OF-288 with
Itemized Deductions option is available.

10. To preview and then print the report, click the Preview button, and then click the
Print Report button.

To print the report without previewing, click the Print button, and then click the OK
button on the Print window.

displays indicating that time is missing. Click the OK button to continue with the Print or Preview
process. Click the Cancel button to cancel the Print or Preview process.

If there are missing days of posted time when printing or previewing an OF-286, a warning message ‘

11. To delete the last invoice for the selected resource, click the Delete Last Invoice
for Selected Resource button.

printed at the same time). A warning lists each Invoice Number and the amount of each invoice being
deleted.

Deleting the Last Invoice Last Invoice deletes all invoices with the same date range (i.e. all that were ‘
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Posting Time Adjustments

Time adjustments should be entered for such items as Quarters and Lodging, Meals, Travel, etc. Follow
the steps in this section to post time adjustments:

1. Click the Time button to open the Time window.

2. Onthe Time Toolbar, click the Adjustments button to open the Adjustments
area at the bottom of the window.

%

[RIVAS_ JOSE | Checked-In Add Adjustments |#

Note: Addition
] adjustment amounts
v | will be displaped as
i| negative numbers in
arid.

* Activity Date* Adjustment Type_* Cammodity *Amount*Accounting Code
[04/2672010 | [Deduction _~||FanTs 000 [Fiagco
A ] Commo & ccounting Code

Activity Date Amount ceounting Cox
D /262010 [Bo0TS $250.00P14BCD |

,W

3. Enter the Activity Date for the adjustment.

4. Select the Adjustment Type.

If you select Addition, the amount displays as a negative number in the grid. If you select a Deduction,
the amount displays as a positive number in the grid.

5. If the resource has an AD employment type, the Categories box displays on the
Add Adjustments window. From the Categories drop-down list, select the
appropriate category (e.g. Meals, Lodging, etc.).

6. Inthe Commodity box, type a description of the commodity (e.g. socks, boots,
toiletries, etc.).

if you selected a Category, an entry in the Commodity box is not required.

7. Enter the Purchase Amount for the commodity.

8. Click the Save button to post the adjustment to the system. When the adjustment
is saved, it displays in the grid at the bottom of the window.

9. Click the Close button to close the Adjustments area on the Time window.
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Editing an Adjustment

Follow these steps to edit an adjustment:

|Once an Original Invoice is printed, users will not be able to edit the adjustment.

1. Click the Time button to open the Time module.
2. Inthe Resources grid, click the resource with the adjustment you want to edit.

3. On the Time Toolbar, click the Adjustments button to open the Adjustments
area at the bottom of the window.

4. In the grid at the bottom of the window, click to select the row you want to edit.

5. Click the Edit button. The system moves the adjustment information to the
adjustment boxes.

6. Edit the adjustment information, as needed.
7. Click the Save button to save your changes.

8. Click the Close button to close the Adjustments area on the Time window.

Deleting an Adjustment

Follow the steps in this section to delete an adjustment:

[Once an Original Invoice is printed, users will not be able to delete the adjustment.

1. Click the Time button to open the Time module.
2. In the Resources grid, click the resource with the adjustment you want to delete.

3. On the Time Toolbar, click the Adjustments button to open the Adjustments area
at the bottom of the window.

4. In the grid at the bottom of the window, click to select the row you want to edit.
5. Click the Delete button in the Main toolbar to remove the adjustment.

6. When the Delete Adjustment window displays, click the Yes button to remove
the adjustment from the system.

7. Click the Close button to close the Adjustments area on the Time window.
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Printing Time Reports

Follow the steps in this section to print standard Time reports:

[-Suite has a number of features that allow users to produce standard reports.

1. Click the Reports button to open the Select Reports window.

2. Ifitis not already selected, click the Time tab to select it.

3. Click to select one of the following reports:

Work/Rest Ratio (See Work/Rest Ratio on Page 49)

Summary of Hours for Personnel (See Summary of Hours for Personnel
on Page 50)

Payment Summary of Equipment Usage (See Payment Summary of
Equipment Usage on Page 50)

Shifts in Excess of Standard Hours See Shifts in Excess of Standard
Hours

OF 288 (See Printing an Emergency Fire Fighter Time Report (OF 288)
on Page 19)

OF 286 and/or Itemized Deductions (See Printing Emergency Equip
Invoice/ltemized Deductions Report (OF-286) on Page 43)

Contractor Debits (See Contractor Debits on Page 52)

Commissary Authorization (See Emergency FireFighter Commissary
Authorization on Page 53)

Equipment Management (See Equipment Management Report on Page
53)

Crew Roster (See Crew Roster on Page 54)

Commissary Charges by Date (See Commissary Charges by Date on
Page 54)

Personnel Time Report (Print / Fax) (See Personnel Time Report on
Page 55)

Missing Days of Postings (See Missing Days of Postings on Page 58)
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e No Postings Prior See "No Postings Prior" on page 59

Work/Rest Ratio

This report identifies the ratio between work and rest for a resource at the incident.

|The data for the Work/Rest Ratio report does not include GUAR, COP or DAY OFF postings.

To generate a Work/Rest Ration report, complete the following steps:

1. On the Time Reports window, click Work/Rest Ratio to display the Report

Settings.
Report Settingz
Work/Rest Ratio

_— Request Mumber [0-200 j o azlsﬁlta:”sﬁ?gg ar Partial
ort by P
" FRequest # Ersan | j ~ 3elect a Specific
¢ Persan Start Date [02/22/2007 - Prerson
& Total Select all

i End Date [q2/22/2007 =l T Persornel

2. Under Sort by, click the sort option you want to use.

3. If you want to print the report based on a specific or partial request number click
the Select a Specific or Partial Request Number option. Then select the
number from the Request Number drop-down list.

If you want to print the report based on a specific person, click the Select a
Specific Person option. Then select the name from the Person drop-down list.

If you want to print the report for all personnel, click the Select all Personnel
option.

4. Enter the Start Date and End Date to include in the report.

5. To preview and then print the report, click the Preview button. When the Preview
window displays, click the Print Report button.

To print the report without first previewing it, click the Print button.

6. When the Print window displays, select the printer where you want to send the
report and click the Print button.
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Summary of Hours for Personnel

This report contains a summary of the hours worked for All Personnel or a Specific Individual. To
generate a Summary of Hours for Personnel report, complete the following steps:

1. On the Time Reports window, click Summary of Hours for Personnel to display
the Report Settings.

Report Settingz
Summarization of Hours Worked
Select Perzon: | j
Select al Select a Specifi
“ Pereornel C B

2. If you want to print the report for all personnel, click the Select all Personnel
option.

If you want to print the report for a specific person, click the Select a Specific
Person option. Then select the person from the Select Person drop-down list.

3. To preview and then print the report, click the Preview button. When the Preview
window displays, click the Print Report button.

To print the report without first previewing it, click the Print button.

4. When the Print window displays, select the printer where you want to send the
report and click the Print button.

Payment Summary of Equipment Usage

This report identifies the total amount that was paid for the use of a specific equipment resource. To
generate a Payment Summary of Equipment Usage report, complete the following steps:

1. On the Time Reports window, click Payment Summary of Equipment Usage to
display the Report Settings.
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Report Settingz
Payment Summary of Equipment
Usage by Contractor

2. From the Contractor drop-down list, select the Contractor for which you are

creating the report.

window displays, click the Print Report button.

To preview and then print the report, click the Preview button. When the Preview

To print the report without first previewing it, click the Print button.

report and click the Print button.

Shifts in Excess of Standard Hours

When the Print window displays, select the printer where you want to send the

The data for the Shifts in Excess of Standard Hours report does not inc
OFF postings.

lude GUAR, COP or DAY

This report identifies the work shifts that went over the standard hours.
of Standard Hours report, complete the following steps:

1.
display the Report Settings.

To generate a Shifts in Excess

On the Select Reports window, click Shifts in Excess of Standard Hours to

ra oelect a Specific or Partial Request

Fepart Settings
Shifts in Excess of Standard
Hours Report

Sart by R equest Mumber . -
" Request # | 0o J Number B
~ Pearsor Start Date ||:|5;2|:|;2|]|:|? ﬂ ~ g:lrzgaa Specific
i+ Total End Date ||:|5;23;2|:||:|? ﬂ ~ Select al

Standard Hours lg— Personnel

2. Under Sort by, click the option to use in sorting information in the report.

3.

If you want to print the report based on a specific or partial request number, click

the Select a Specific or Partial Request Number option. Then select the request
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number from the Request Number drop-down list.

If you want to print the report based on a specific person, click the Select a
Specific Person option. Then select the person from the Name drop-down list.

If you want to include all personnel in the report, click the Select All Personnel
option.

Enter the Start Date and End Date to include in the report.

Enter the Standard Hours to use in calculating the excess hours (e.g. if you enter
8, the report will include employees with hours in excess of 8).

To preview and then print the report, click the Preview button. When the Preview
window displays, click the Print Report button.

To print the report without first previewing it, click the Print button.

When the Print window displays, select the printer where you want to send the
report and click the Print button.

Contractor Debits

This report identifies debit amounts for a selected contractor. To generate a Contractor Debits report,
complete the following steps:

1.

On the Time Reports window, click Contractor Debits to display the Report
Settings.

Repart Settings

Contractor Debits

Cantractor: | ABC ENTERPRISES |

From the Contractor drop-down list, select the appropriate Contractor.

To preview and then print the report, click the Preview button. When the Preview
window displays, click the Print Report button.

To print the report without first previewing it, click the Print button.

When the Print window displays, select the printer where you want to send the
report and click the Print button.
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Emergency FireFighter Commissary Authorization

This is the standard form that firefighters must have to receive their pay or purchase any items from the
Commissary. This form includes the person's name, social security number, and employment information.
To generate an Emergency FireFighter Commissary Authorization report, complete the following

steps:

1.

On the Time Reports window, click Commissary Authorization to display the

Report Settings.

Report Sethings

Emergency FireFighter Commissary Authorization

& Select a Specific

Request Number: [ HEENR | Request Number
R : - Select a
rew M ame | J ‘ Specific Crew
Perzan: | ﬂ ~ Select 3 Specific
Perzon

2.

If you want to print the report based on a specific request number, click the Select
a Specific Request Number option. Then select the request number from the
Request Number drop-down list.

If you want to print the report based on specific crew, click the Select a Specific
Crew option. Then select the crew from the Crew Name drop-down list.

If you want to print the report based on a specific person, click the Select a
Specific Person option. Then select the name from the Person drop-down list.

To preview and then print the report, click the Preview button. When the Preview
window displays, click the Print Report button.

To print the report without first previewing it, click the Print button.

When the Print window displays, select the printer where you want to send the
report and click the Print button.

Equipment Management Report

This report identifies the equipment being used at the incident. To generate an Equipment Management
report, complete the following steps:
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1. On the Time Reports window, click Preview Equipment Management.

2. To preview and then print the report, click the Preview button. When the Preview
window displays, click the Print Report button.

To print the report without first previewing it, click the Print button.

3. When the Print window displays, select the printer where you want to send the
report. Then click the Print button.

Crew Roster

The Crew Roster contains a list of all members assigned to the crew identified on the Select Report
window. To generate a Crew Roster report, complete the following steps:

1. On the Time Reports window, click Crew Roster to display the Report Settings.

Repart Settings
Select Crew to View/Print

Request Humber: | [T -

Crew Name: | TAHOE IHC |

2. From the Request Number drop-down list, select the Request Number to use for
the report.

OR
From the Crew Name drop down list, select the Crew to use for the report.

3. To preview and then print the report, click the Preview button. When the Preview
window displays, click the Print Report button.

To print the report without first previewing it, click the Print button.

4. When the Print window displays, select the printer where you want to send the
report and click the Print button.

Commissary Charges by Date

This report identifies resources that have made charges to the Commissary. To generate a Commissary
Charges by Date report, complete the following steps:
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1. On the Time Reports window, click the Preview Commissary Charges by Date.

2. To preview and then print the report, click the Preview button. When the Preview
window displays, click the Print Report button.

To print the report without first previewing it, click the Print button.

3. When the Print window displays, select the printer where you want to send the
report and click the Print button.

Personnel Time Report

This report identifies posted time for FED or OTHER personnel. Only those personnel that meet the
following requirements are included in the report:

e Time Posted

¢ Assigned fax number

e Employment code of FED or OTHER

¢ An employment status that is NOT D (Demobilized)

To generate a Personnel Time Report, complete the following steps:

1. On the Time Reports window, click Personnel Time Report to display the
Report Settings.
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R eport Settings

Personnel Time (Fax/Print)

Select Admin Office(z] for payment by checking the box
nest to the agency or phone umber.

Maote: Selecting an individual perzon, will zelect al
people azzigned to the zame office for payment.

MOTE - This report assumes that:

- Employees have employment code of
"FED" or "OTHER"™

- Employees have a valid 10-digit Fax #
like [123) 456-7890.

- Employees have time posted within the
datesz shown.

- Employees statuz iz not "“D* for
Demobilized.

= F5
= [939]933-9339

[w] &MDREYW COLSTOM

*Start Date | 7 41 /2008
*Enddate | 311/2009 =

Time Unit Leader's Mame |.Jn:|hr'| Do

Time Unit Leader's Phone # |[1117111-1111

[v Azzume callz are long diztance

[ Dial outzide line

.......................................

Check Al Clear All

2.

Enter the Start Date and End Date to include in the report.

The range of dates you select (Start Date and End Date) should include the days for which personnel
time was posted.

\When you select a date range, the application automatically populates the text box on the left. If the box
does not populate, then one or more of the previously defined criteria was not met for the selected range

of dates.
3. Enter the Time Unit Leader’s Name.
4. Enter the Time Unit Leader’s Phone #.
5. If the fax numbers are long distance, click to check the Assume calls are long
distance option.
6. If a number must be dialed before placing a phone call (e.g., you have to dial 9 to

get an outside line), click to check the Dial outside line checkbox. Then enter the
number you must dial for the outside line.
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7. On the left side of the Report Settings frame, select the appropriate Agencies
and Payment Offices.

You can expand the list of Agencies and Payment Offices by clicking the plus
sign (+) next to an entry. To close the expanded list, click the minus sign (-) next to
the entry.

Selecting an agency will select all offices from that agency in the tree. You can select individual offices
\within an agency, and you can also select individual people on the tree. Selecting an individual person will
select all people assigned to the same fax number and include them in the report.

6. Under Select Admin Office(s) for Payment, click to check the appropriate
checkbox(es).

7. To preview and then print the report, click the Preview button. When the Preview
window displays, click the Print Report button.

To print the report without previewing it, click the Print button.

|A new page is generated for each fax number included in the report.

8. To fax a Personnel Time Report directly from I-Suite, click the Fax button.

Requirements for faxing a Personnel Time Report:

- A fax modem that is properly installed and correctly configured.
- A fax printer device properly set up in the printers folder.

9. Follow the prompts that display on your screen for faxing the report.

10. After the Personnel Time Report has been faxed a dialogue will be displayed to
print the Personnel Fax Report Summary.

i 3 Fax Summary |. t=2v{5] |-£_H1

1 Beport was successhuly processad to be faed

Wwiouid wou ke bo generate & summary ispor’?
Select Print o Preview to geredate ieport or
Cloze to exit without report

{ Pt Fresisw Close
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Missing Days of Postings

The Missing Days of Postings report identifies those resources with missing posted time. To generate a
Missing Days of Posting Report, complete the following steps:

1.

On the Time Reports window, click Missing Days of Postings to display the
Report Settings.

Report Settingz
Missing Days of Postings
Filker By Group By Sort By
Start Date A . * Request i
End Date Y - e L

Clear Filter By |

{« Contract only [OF-286]
" Mon-Contract anly [OF-288]

Agency
Employment Type

Enter the dates to include in the report in the Start Date and an End Date boxes.
Click one of the following options to identify the information to include in the report:

e Contract only (OF-286) - Only includes contracted resources.

¢ Non-Contract ony (OF-288) - Only includes non-contracted resources.
When you select the Non-Contract only (OF-288) option, you can limit the report
to a specific agency by selecting an agency from the Agency drop-down list.

When you select the Non-Contract (OF-288) option, you can limit the report to a
specific employment type by selecting a type from the Employment Type drop-
down list.

When you select the Non-Contract (OF-288) option, you can group the data in the
report by Agency or Employment Type by clicking the appropriate option under
Group By.

Under Sort By, click one of the following options to identify the order in which to
sort the information in the report:

e Request # - Sorts the information by request number.

¢ Name - Sorts the information by name.

I-Suite Version 13.01.00 Time 58



Chapter 9:Printing Time Reports
4. To preview and then print the report, click the Preview button. When the Preview
window displays, click the Print Report button.

To print the report without first previewing it, click the Print button.

5. When the Print window displays, select the printer where you want to send the
report and click the Print button.

No Postings Prior

This report lists those resources with no time posted after a specified date. To generate the No Postings
Prior report, complete the following steps:

1. On the Time Reports window, click No Postings Prior to display the Report
Settings.

Report Settings

No Postings Prior
Fesources without any postings prior to |03/03/2011

Sart Filter

Ay ailable Sart By (+ All Resources

I arne ﬂ Marne " Caontract only [OF-286]
ReguestMumber " Mon-Contract only [OF-288)

LastDate ﬂ

2. In the Resources without any postings prior to box, either type a date or select
it from the drop-down calendar. The report will include resources with no time
posted after the defined date.

3. Under Sort/Available, double click the sort(s) to use in the report. The sort(s) you
select are moved under Sort By.

The Name sort is automatically selected. If you do not want to use the Name sort, click to select it under
Sort By. Then click the < button.

4. Under Filter, click one of the following options to identify the information to include
in the report:
¢ All Resources - Includes both Contract and Non-Contract resources.
e Contract Only (OF-286) - Only includes contracted resources.

¢ Non-Contract only (OF-288) - Only includes non-contracted
resources.
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5. To preview and then print the report, click the Preview button. When the Preview
window displays, click the Print Report button.

To print the report without first previewing it, click the Print button.

6. When the Print window displays, select the printer where you want to send the
report then click the Print button.
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Advanced Contracting

This section identifies how to work with complex contracts for resources, such as contract crews and
engines, portable toilets, and resources with multiple rates based on duration.

[Review contracts and shift tickets to add contractor data and post time to contracted resources.

Identify Existing Contractors
Follow the steps in this section to identify contractors that already exist in the I-Suite system:

1. Click the Time button to open the Time module.

2. From the Time drop-down menu, select Contractors to open the Contractors
window:

{+ Contractars with Agreements
" Contractars with Resources

® | | | | | |

Add Agreement | Cloze Contracts |

bl

e .. T ....__;l.""*""'--._“‘___f"-..-"‘-. s _____,_;""‘“-- i T IRy _,J ""'“"'\_ . _)

3. To view all contractors with agreements, click the Contractors with Agreements
option. When you select this option, the grid at the bottom of the window displays
a list of all contractors with agreements.

4. To view all contractors with resources, click the Contractors with Resources

option. When you select this option, the grid at the bottom of the window displays
a list of all contractors with resources.

Adding Contractors
If you need to add a contractor to the I-Suite system, follow the steps in this section:

1. Click the Time button to open the Time module.
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2. From the Time drop-down menu, select the Contractors option.

3. Click the Add button in the Main toolbar at the top of the window. An Add
Contractor area displays at the bottom of the Contractors window where you can
enter the contractor information:

Manage Contractor
“MName|DAN FALLER CO

"TIN|

DUNS 1111111111
Address |EEE S 222w,
Eit}'|ﬁNEHDH.&GE

State | ap -
Zip|99501-3399
Phone 300 235-2859

Close | Edi

'I-\.“.-f'-- - '\.?J_"W.r‘\--___"‘\.-"\. —— y Sy o o1 |“.f‘-‘|rﬁ"4-‘n-_e.4 L S e o "H..-'.H o X ____.f' -

4. Complete the following information:

Save | Add Agreement

e *Name
e *TIN
e DUNS
e Address
e City
o State
e Zip
e Phone
5. Click the Save button to save the Contractor to I-Suite.

6. Click the Close button to close the Add Contractor area at the bottom of the
window.

Adding an Agreement to a Contractor

To add an agreement to a contractor record, follow the steps in this section:

1. Click the Time button to open the Time module.
2. From the Time drop-down menu, select the Contractors option.
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3. On the Contractor window, click the appropriate contractor in the grid.

4. Click the Add Agreement button. An Add Agreement area displays at the bottom
of the window.

“{ Add - Agreement t
'_1_.? * dugreement Mumber Beqinning D ate E xpiration Date ?
£ |WW2222222222 11/01/2006 = | {11/30/2006 - | j
2 ’
v, Paint Of Hire Admninzstrative Office for Papment L e
1 [BNVWHERE USA DEPT OF FORES T SERVICE [ [ s b
{ ;
T e, i """H“x A TN e e A bt """‘“""'f

5. Complete the following information:

e *Agreement Number
¢ Point of Hire

e Beginning Date

e Expiration Date

¢ Administrative Office for Payment

If the Appropriate Administrative Office for Payment does not display in the drop-down list, click the Add
New Administrative Office Payment button to add the office to the system.

6. Click the Save button. To close the Add Agreement area at the bottom of the
window, click the Close button.

7. Click the Close Contracts button to close the Contractor window.

Linking Contractor to Resource and Rates
To link the contractor and their agreement to a resource and rates, follow the steps in this section:

Click the Time button to open the Time module.

—

2. Inthe Resources grid, click the appropriate resource.

3. On the Time-Contracted tab, select the appropriate contractor from the
Contractor Name drop-down list.

4. From the Agreement Number drop-down list, select the appropriate agreement
number.

I-Suite Version 13.01.00 Time 63



Chapter 10:Advanced Contracting

5. Complete the following fields on the Time-Contracted tab:

e Unique Name

e Description 1 & 2
o 288 Remarks

¢ Hired Date & Time

o |f appropriate, click to check the Gov't Operator and Gov't Supplies
checkboxes.

e If appropriate, click to check with the Withdrawn checkbox.
e From the Rate Type drop-down list, select the appropriate rate type.
e From the UOM drop-down list, select the appropriate unit of measure.
e In the Rate$ field, type the appropriate rate amount.
¢ Click the Save Rate button to save the rate.

6. Click the Save button on the Time - Contracted tab.

|Make sure you add all primary rates and special rates for mileage.

UOM Key Points

The following are key points to remember when working with Units of Measure (UOM):
¢ All contracted resources must have a primary rate designation.
e A contracted resource may or may not have one to five special rate designations.
¢ Units of Measure include Daily, Each, Hourly, and Mileage.

e Make sure you match the correct rate type with the correct UOM.

Posting Time for Complex Contract

To post time for a complex contracted resource, follow the steps in this section:
1. Click the Time button to open the Time module.
2. Click the Post Time button to open the Posting area at the bottom of the window.
3. Inthe Resources grid, click the contracted resource.

4. On the Contractor Post tab, select the appropriate account code from the
Account Code drop-down list.
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Under Post Options, click to select the appropriate Rate Type.
If one-half rate applies, click to check the 1/2 Rate checkbox.

Complete the remaining boxes with the appropriate information for that Rate Type
and Unit of Measure.

Click the Save button to commit the posting.

Click the Close button to close the posting area at the bottom of the window.
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Time Report Descriptions

The following Time Reports are available in |-Suite:

Work/Rest Ratio

The Work/Rest Ratio report identifies the ratio between work and rest for a resource at the incident. You
can print the report for All Personnel or print it for a Specific Person or a Specific Request Number.
You can sort the information in the report by Request Number, Person, or Total. The information in this
report includes:

the request number,

the person's name,

the kind code assigned to the resource,
the activity date,

the total number of days and hours,
and the calculated work/rest ratio.

Summary of Hours for Personnel

The Summary of Hours for Personnel contains a summary of the hours worked for All Personnel or a
Specific Individual. The information in this report includes:

the person's name,

the kind code or position assigned to the person,
the hours the person worked on the incident,
and any commissary deductions.

Payment Summary of Equipment Usage

The Payment Summary of Equipment Usage report identifies the total amount that was paid for the use
of a specific equipment resource. The information in this report includes:

the kind description for the equipment,

the unique name assigned to the equipment,

the amount posted for the equipment,

any adjustment amounts posted for the equipment,
and the net amount paid for the equipment.
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Shifts in Excess of Standard Hours

The Shifts in Excess of Standard Hours report identifies the work shifts that went over the standard
hours. You can print the report for All Personnel or print it for a Specific Person or a Specific Request
Number. You can sort the information in the report by Request Number, Person, or Total. The
information in this report includes:

e the request number,

e the person's name,

e the date when the excess hours occurred,

¢ the total hours for postings on that date,

¢ and the total number of hours that were in excess of the standard

OF-288 - Emergency Fire Fighter Time Report

The OF-288 is the standard timekeeping record and payment document for federal and casual (AD)
personnel involved in the fire fighting incident. You can print the report for All Personnel, a Specific
Crew, a Specific Person, or a Specific Request Number. You can select to print or preview a:

e DRAFT Invoice,
e ORIGINAL Invoice,
e or DUPLICATE ORIGINAL Invoice.

OF-286 - Emergency Equipment Use Invoice

The OF-286 is the standard invoice for emergency equipment used at an incident. You can print the
invoice by Request Number or by Name. You have the option to print the OF-286 Only, the OF286 with
Itemized Deductions, or Itemized Deductions Only. You can select to print or preview a:

e DRAFT Invoice,
¢ ORIGINAL Invoice,
e or DUPLICATE ORIGINAL Invoice.

Contractor Debits

The Contractor Debits report identifies debit amounts for a selected contractor. The information in this
report includes:

the contractor name,

the incident or project name,

the kind code assigned to the contracted resource,

the unique identification code for the contracted resource,
the activity date when the adjustment occurred,

a description of the adjustment,
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e the amount of each adjustment,
¢ the total adjustment amount for the resource,
¢ and the total adjustment amount for the contractor.

Emergency FireFighter Commissary Authorization

The Emergency FireFighter Commissary Authorization form is a standard form that firefighters must
have to receive their pay or purchase any items from the Commissary. This form includes the person's
name, social security number, and employment information.

Equipment Management Report

The Equipment Management report identifies the equipment being used at the incident. The information
in this report includes:

¢ the kind code assigned to the equipment,

¢ a description of the kind code assigned to the equipment,

¢ the unique identification code assigned to the equipment,

e the equipment's request number,

¢ the hire date for the equipment,

¢ the hire time for the equipment,

¢ and the total number of equipment resources assigned the same kind code.

Crew Roster

The Crew Roster contains a list of all members assigned to the crew selected on the Select Report
window. The information in this report includes:

the names of the crew members,

the status codes assigned to the crew members,
the employment types for the crew members,

and the kind codes assigned to the crew members.

Commissary Charges by Date

The Commissary Charges by Date report identifies resources that have made charges to the
Commissary. The information in this report includes:

the amount of the charge,

the request number for the person to whom the charge was applied,
the name of the person to whom the charge was applied,

and the total amount of charges for the identified date.
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Personnel Time Report

The Personnel Time Report identifies posted time for FED or OTHER personnel. Only those personnel
that meet the following requirements are included in the report:

e Time Posted

e Assigned fax number

e Employment code of FED or OTHER

e An employment status that is NOT D (Demobilized)

The information in this report includes:

¢ the name of the person for whom time was posted,
e the date when time was posted,

e the accounting code to which time was posted,

e the start and stop time that was posted,

e the total hours posted,

e and any premium amounts that were posted.

Missing Days of Postings

The Missing Days of Postings report identifies those resources with missing posted time. You can
include:

¢ Only Contract resources with missing time
¢ Only Non-Contract resources with missing time

No Postings After

The No Postings After report lists those resources with no time posted after a specified date. You can
include:

¢ All resources without time posted after the defined date
¢ Only Contract resources without time posted after the defined date
¢ Only Non-Contract resources without time posted after the defined date

I-Suite Version 13.01.00 Time 69



Appendix A

Revision History

Revision

Revision Summary

Date

2010-04-27
2009-05-01
2009-01-16
2008-04-25
2007-07-25
2007-04-20
2007-01-16
2006-12-04
2006-06-12
2006-04-17
2005-02-28

Revised instructions for the 10.01.00 version of |-Suite.

Revised instructions for the 9.01.00 version of |-Suite.

Revised instructions for the 8.01.05 version of |-Suite.

Revised instructions for the 8.01.00 version of |-Suite.

Revised instructions for the 7.01.05 version of |-Suite.

Revised instructions for the 7.01.00 version of |-Suite.

Revised instructions based on changes received for Training Manuals.
Revised instructions by adding more detail and graphics.

Revised instructions for the 6.02 version of |-Suite.

Revised instructions for the new I-Suite 2006 application.

Revised instructions for the new I-Suite website and to reflect changes in procedures from
the June and August 2004 |-Suite releases.
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