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User Guide
Chapter 1

Last Updated: Thursday, July 25, 2013

Introduction

The I-Suite application is an Incident tracking system for natural disasters. The self-contained system was created so
it can be up-and-running on site with little effort. The I-Suite application includes the following modules that allow
you to track needed information:

Resources (See Page 137)

Demob (See Page 167)

Incident Action Plan (See Page 204)
Time (See Page 240)

Cost (See Page 297)

Custom Reports (See Page 349)
Supply (See Page 363)
Injury/lliness (See Page 405)

These modules within I-Suite are integrated, so data only needs to be entered once. Once the data is defined, it is
available in all areas.

About I-Suite Documentation

I-Suite documentation is organized into sections based on the I-Suite modules and the types of tasks users will be
performing in I-Suite. The beginning of each section includes an overview of the topics. Where appropriate, notes,
diagrams and examples are included within the instructions. Topics in this section include:

e Before You Begin (See Page 13)
e User Manual Conventions (See Page 14)

Before You Begin

Before using I-Suite, make sure you are familiar with the following:

Basic Personal Computer Concepts

Function Keys

Operating system (i.e. Windows XP, Windows 7)
Logging into and out of the computer
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User Manual Conventions

The following conventions are used within the User Manual:

1. Button names, option labels, tab names, and box names display in bold. For
example, a step in a procedure might instruct you to: Select Options from the

Tools drop-down menu.

2. Important information displays in the following manner:

[This is how a important information displays.
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Getting Started

The Getting Started section explains basic information for using the I-Suite application. Topics in this section
include:

I-Suite System Requirements (See Page 15)
I-Suite Installation and Initial Setup (See Page 15)
Logging into I-Suite (See Page 40)

Common Features (See Page 45)

Accessing Help (See Page 54)

General Instructions (See Page 55)

I-Suite Module Descriptions (See Page 56)
Working with Grids (See Page 59)

Options

Uninstalling 1-Suite (See Page 64)

|-Suite System Requirements

To install and run the I-Suite application, your personal computer must have the following minimum system
requirements:

e Microsoft Windows XP
OR

e Windows 7
e Administrator Privileges

I-Suite Installation and Initial Setup

This section explains how to download and install the I-Suite application.

To download and install software on an agency personal computer, you must follow that
agency's regulations and requirements. You may also need to have Administrator
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access privileges granted before starting this process. For more information, contact
your agency's System Administrator. If the computer will be the server or if you are
running in stand-alone mode, make sure you install the Server application.

Downloading I-Suite

Follow the steps in this section to download the I-Suite application from the 1-Suite Website:
1. Open your Web browser and access the Internet.
2. Inthe Address box, type isuite.nwcg.gov to open the I-Suite Website.
3. Click the Download button that displays at the top of the Web page.

4. When the Download page displays, scroll down the page until you see the
version you want to download.

[The most recent version of the program displays at the top of the page.

5. Click the Server link to download the server version of the program. Click the
Client link to download the client version of the program.

6. When the Save window displays, use the options on the window to identify where
you want to download the program. Then click OK or Save (depending on your
browser) to download the file to your computer.

Installing I-Suite

Follow the steps in this section to install either the I-Suite Server application or the Client application. The main
difference between the Server and Client applications is that the database and database servers are not installed with
the Client system.

IMake sure you exit all software applications before starting the installation process.

1. Access the folder where you downloaded the I-Suite program. (See Downloading
[-Suite on Page 16)

2. Double click the I-Suite program file (either Client or Server) to begin the
installation process.

3. When the first InstallShield Wizard window displays, click the Next button.

4. Follow the instructions that display on the InstallShield Wizard windows to install
the I-Suite system.

|The InstallShield creates and installs the I-Suite application to the correct folders. DO
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INOT select a different Destination Folder. |

5. When the installation process is complete, click the Finish button to restart your
computer. You can then delete the downloaded installation file.

If you were installing the I-Suite Client, refer to the First Time Logging into I-Suite -
Client (See Page 30) instructions. If you were installing the I-Suite Server, refer to the
First Time Logging into I-Suite -Server (See Page 27) Instructions.

Enabling Server Connectivity for Windows XP/Windows 7

Follow the steps in this section to enable SQL server connectivity for Windows XP Service Pack 2:

To complete these procedures, you must be logged into Windows as an administrator. If
you are running other instances of SQL Server, you will need to create an exception for
the instance. If you decide at a later time that you do not want the instance included in
the Exception's list, uncheck the checkbox next to the instance.

1. Click the Windows Start menu. Then click the Run option to open the Run
window.

Run @

i Type the name of a program, folder, document, or
: Internet resource, and Windows will open it for you.

Open: | l-;irew;aﬂ.cprllr 1 v :

[ OK ][ Cancel ][ Browse... ]

2. Inthe Open box, enter Firewall.cpl, and then click the OK button. The Windows Firewall window
displays.
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= Windows Firewall

General | Exceptions | Advanced

Windowes Firewall iz turned off. 'our computer iz at rigk of attacks and intruzions
from outzide sources such az the Internet. ‘e recommend that you click the
General tab and zelect On.

Frograms and Services:

M ame

AL

AL

[ File and Printer Sharing
Rermote Assistance

O Remate Desktop

O UPAP Framewark,

| 4ddProgam.. | [ addPor. ||  Edt. ||  Deke

Dizplay a notification when Windows Firewall blocks a program

What are the rizks of allowing exceptiong?

[ OF. l [ Cancel

3. Click the Exceptions tab to select it.

In Windows 7 machines, instead of click on the Exceptions TAB, the user will click on
the words "Allow a program or feature through Windows Firewall" in the upper left
corner of the Windows Firewall screen.

[-Suite Version 12.01.00 Getting Started 18



Chapter 2:Getting Started
1. Click the Add Program button to open the Add Program window.

Add a Program E|

To allow commurications with a program by adding it to the Exceptions list,
gelect the program, or click Browse to search for one that iz not listed.

Programs:

@ [uickBooksz Simple Start Special Edition ~
) QuickTime Player

@ [uickTirme Updater

@) FealPlaper

@ RealFlayer Setup

f! Register Adobe Photoshop 5.5

é Snaglt 8

8l Solitaire

&] Spider Solitaire

o1 Spybat - Search & Destroy

E aalzerr "

Jmal

Path: | C:AProgram Files\Microzoft SOL Serveryhd 550

o) [omed ]

5. Click the Browse button to open a Browse window. Use this window to locate the
instance of SQL Server that you want to add to the Exceptions list. It should be
located in C:\Program Files\Microsoft SQL Server\MSSQLS$ISUITE2\Bin.

6. Click the name of the instance (sqlserver) and then click the Open button.

7. When the Add a Program window redisplays, make sure the name of the
instance is highlighted, then click the OK button.

8. When the Windows Firewall window redisplays, make sure the instance displays
under Programs and Services.

9. Click the checkbox next to the name of the instance to check it. Then click the OK
button.

Setting ISuite Exceptions in Windows 7 Firewall:
Follow the steps in this section to set ISuite exceptions in Windows 7 Firewall.

1. Inthe Control Panel, select System and Security then Windows Firewall.
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'l% » Control Panel » System and Security »

| Panel H :
Control Panel Home Action Center

Review your compypée's status

e System and Security

Troubleshoot ggMimon compu
Network and Internet

‘ Windows Firewall

Check firewall status Allow |

Hardware and Sound

Programs

User Accounts and Family u& S.yStem

Safety View amount of RAM and procd
Appesrance and &) Allow remote access | See
i 4 &p Windows Update

Clock, Language, and Region \-J Turn automatic updating on or
Ease of Access

2. Select Allow a program or feature through Windows Firewall.

Control Panel Home

‘w Action Center

o SystemandS i \ Review your computer's status and resolve issues ) Change Us ount Control sef
Troubleshoot common computer problems Restore your uter to an earlier time
Network and Internet :
e ihioae s S ‘ Windows Firewall .
Check firewall status | Allow 3 program through Windows Firewall
Programs
User Accounts and Family g.& System
Safety View amount of RAM and processor speed = Check the Windows Experience Index
Appearance and ‘Q Allow remote access See the name of this computer 5’ Device Manager
Personalization .
1‘:) Windows Update
|_Clock Language and Region - R i PR~ SO ¥ TS

!EZ]% » Control Panel » System and Security » I

3. Click Change Settings then click Allow another program.
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Allow programs to communicate through Windows Firewall
Toadd, change, of remove allowed programs and ports, click (hange setbngs,

<

What are the risks of sllowing 2 program to communicate?

Allowed programs and features:

Neme Home/Work (Private) Public *
[C]BranchCache - Content Retrieval (Uses HTTP) a O
[ BranchCache - Hosted Cache Chent (Uses HTTPS) .| o |3
[ BranchCache - Hosted Cache Server (Uses HTTPS) a O
[CJBranchCache - Peer Discovery (Uses WSD) .| 0
[ Connect to a Network Projector a 0
¥ Core Networking ) 15
[ Distributed Transaction Coordinator O O
] Dropbox a 5
) dropbox.exe ) O
[ File and Prnter Shanng (=)
O HomeGroup O z
CTiSCSt Service = L) SN
Detals,

_ " Allow snother program...

4. Browse to C:\Program Files|ISuite\.

The location will be C:\Program Files(x86)\ISuite on Windows 64-bit systems.

B o Cartrot Parel » System st Secumy 3 Wincows fewnsl & Alswed Frogeamm o|dy
Allow programs to communicate through Windaws Firewall
Tz add change 2¢ rermove sliowsd progrems and pert, cick Change settinge.
0y
Lharaed progi| Add @ Paogram u
—— — -
Narre o droee - o - -
Bunchl -
O D OGS b Prapaet F 8 =y =
JBunchled
ClBeanchCed - "
2 3
ClBsnchCad
ClConeect 1§ " z
BACore Nevwt - o
Camen
CI0wttened PG
Dhes!
A Cvophes * 58 Lirane 2y
B dsapbocem D Documents Goege
e ~ L WP
B ree and Pk & Music
Orcrating Pichives Irtwrmat gl
~ Futures
" Zume
B e
love
< O MasCap Scftware
) Micremeh Office
Microsatt Securty C
B Canpdn 054t Securty Chent
& = Microsah Sdemtght
& 05404
Microasht SGL Servw 4
| - MMEEDOMTNG _ | = '
Flesame v | Appbcstiern ("ox" com’acd) *
Cper |» Covcer

5. Click Open. On the Add a Program window click Add.
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and Secartly » Wind

ows Fuewadl 0 Allowed Frograms

Allow programs to communcate through Windows Furewall

To add. change, o remove sliowed programs and pons, clikk Change settings.

What are She risks of sliaming & pregram to comymumtate
— 1
Alowed progriClad 3 Froge |
Name Select the progran roy want to 334, o dck frowse ) Ardone fatsnor || Pubbe *
DiBranchCadi e, ard Sam cick O, | o
DfranchCady o o *
- sprws:
[DBunchCad e T 0
w ey J.9

D:""""" a:.me Table 20 u]
DiCennect 18] 5 4o visoN trgre Contd Cantar . a
BCee Nl 18 cometer i Mossof bihe & QuutdPres =]
OOwtrbuted| 3 crante a Syvten Repae D o
M Deepbe Q) Ovctionary editer “
Bdrogbossy  © Googe Ovowe a
Dfleand by & Gaoge e 0
[ HomeGredd & Lrterret Explores
C15CSH Sard ﬂi:’:‘"""” sty | o -

| o

|| Patre C:'Program Mlee (B6) Pouite R5ute. exe Sowae.. |

c \
ATl e e ks ot unbiocng » ranary’ @

You zan chosee which network location types to acd te wn f.

| Petwich caten Ippes. #3d Carve

\ J

6. Repeat the above steps for sqlservr (C:\Program Files\Microsoft
SQL Server\mSSQL.1\MSSQL\Binn)\sqlservr)

b —
@\ S0 > Computer » O5{C] » Progeam Files (86) » Microsoft SQL Server » MSSQLI » MSSQL » Bewn »
Ovganize » Include in library Share with » Sum New folder
o ¥r Favorites MName Date modifieo Type Sce
B Desktop Resources 12/3/2012 956 AM  Fle I¢
# Downloads =) batchparsed0.cl 107 pplicatson exte KE
% Dropbex *, DBGHELP.DLL 24/2 ppiic ) e KB
2. Recent Places % ODSOLET).c 2 Application extens KE
& Google Drive 4 opendes.dil 12 ppt " exten KE
2 | perd-ISURTE2sqictr X nfigurat e KB
4 A Lo % sqlaccess.dll ¢ 1 e KE
+| Documents 4| SQLBOOT.dé Ap eten i
o' Music sqficteh 1/24/ 200 H File KB
! Pictures 2 | sty M0 nfrgurat KB
B videos ® 7 sgérnaint \pplicat KB
%) sqios.di pplication exte K
ﬁ& Homegroup % sqiresid30.dIl i pplication exten KB
% SqiRescurcel cader 1470 & plicatson exte KB
“ 18 Computer 75| sqiscms0.dll /14 et KE
& 05(C) * 7 sgisent 7 KB
o AIMEE DCMTN (E %, sqiveS0,dll trn KE
‘gt isscshare (\\192.168 1. 71\ serverfolders) () sghwep-rp.mof ] KB
% ymiewdil 1172472008 10:31 ne 4 KE
e s - e

7. Repeat the above steps for sqlbrowser (C:\Program Files\Microsoft
SQL Server\90\Shared\sglbrowser)
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Orgenize » T Open Bum New folder
[ Favontes "
Bl Desktop ErrorDumps
$ Downloeads Resources
‘¢ Dropbox custsat.dll
. Recent Places s dbghelp.di
&y Google Drive % instapl.dil
isacctchangedil
- Libranes 7 mdf_ndf_dbfiles
* Documents o Microsoft NetEnterpriseServers, Exception
@ Music Microsoft SqiSac.Pubkc.dil
= Pictures E o msasipress.dil
B videos & msxmisql.dN
ai SAaC
o Homegroup * | sgladhlpS0
s SqlBoot.cl
B Computer ® | sqlbrowser
& 05(C) ® | SqiDumper
L Scf28cedfcl 2f0caiodfaRac salftacct il

Enabling Programs for Client Version

Follow the steps in this section to use Windows Firewall to enable programs for the client version by adding them
to the Exceptions list.

Adding a program to the Exception’s list, has the following advantages:
¢ You do not have to know a specific port number.

e The port in the Exception's list that the program uses will only open when the
program is waiting to receive a connection.

If you later decide that you do not want the program included in the Exceptions list,
uncheck the checkbox next to the program.

1. Click the Windows Start menu. Then click the Run option to open the Run
window.

2. Inthe Open box, enter Firewall.cpl, and then click the OK button. The Windows
Firewall window displays.

3. Click the Exceptions tab to select it.
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4. Click the Add Program button to open the Add Program window.

Add a Program K|

To allow communications with a program by adding it to the Exceptions list,
gelect the program, or click Browse to search for one that iz not listed.

Programs:

.5 FreeCel A
< GIMP 2

W Heart:

B8 |rtel(R] PROSet for Wired Connections

£ Intemnet Backgammon

) Internet Checkers

48 Internet Explarer

P Intemet Hearts

(’ [nternet Feversi

-ﬂ |nternet Spades

Jid 15 uite 3
Path: | C:AProgram FilegsS uitehl Suite. exe

o) [omed ]

5. Click the name of the program (Isuite.exe) and then click the Open button.

6. When the Add a Program window redisplays, make sure the name of the
program is highlighted, then click the OK button.

7. When the Windows Firewall window redisplays, make sure the program displays
under Programs and Services.

8. Click the checkbox next to the name of the program to check it. Then click the OK
button.

Create an Exception for SQL Server 2005 in Windows Firewall

In order for the SQL 2005 to communicate with the client machines, you must create an exception to the Windows
Firewall.

These instructions apply to Microsoft SQL Server 2005 Developer Edition and Microsoft
Server 2005 Express Edition.

1. Click the Windows Start menu. Then click the Run option to open the Run
window.
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2. Inthe Open box, enter Firewall.cpl, and then click the OK button. The Windows
Firewall window displays.

In Windows 7 machines, instead of clicking on the Exceptions TAB, the user will click on
the words "Allow a program or feature through Windows Firewall" in the upper left
corner of the Windows Firewall screen.

3. Click the Exceptions tab to select it.

4. Click the Add Program button to open the Add Program window.

Add a Program @

T o allove commurnications with a program by adding it to the Excephions list,
zelect the program, or click Browse to search for one that iz nat lizted.

Programs:

I FreeCel -
< GIMP 2

W Hearts

B8 |rtel(R] PROSet for Wired Connections

£ Intemet Backgarmon

) Intemet Checkers

48 Internat Explarer

P Intemnet Hearts

t,{’ Internet Reversi

ﬂ Internet Spades

Jid 15 uite 3
Path: | C:%Program Filesh S uitehl S uite. exe

o ) (e

5. Click the Browse button next to the Path field.

6. Navigate to the C:\Program Files\Microsoft SQL
Server\MSSQL.1\MSSQL\BiNN\sqlserver.exe folder.

In Windows 7 64 Bit Machines, the folder will be in C:\Program Files(x86)\Microsoft
SQL Server\MSSQL.1\MSSQL\BiNN.

7. Click the sqlservr.exe program and the Open button.

The folder in which the sqglservr.exe program is located may be different from the path
listed in step 6. MSSQL.1 is a placeholder for the instance ID that you obtained in step
6. If you cannot find this program located in that directory, you may need to perform a
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lsearch for the sqlservr.exe file.

8. Click the OK button on the Add Program window.

9. Repeat steps 4 - 8 for each instance of SQL Server 2005 that needs an exception.

Create an Exception for SQL Server Browser Service

To create an exception for the SQL Server Browser service in Windows Firewall, follow these steps:

1. Click the Windows Start menu. Then click the Run option to open the Run
window.

2. Inthe Open box, enter Firewall.cpl, and then click the OK button. The Windows
Firewall window displays.

3. Click the Exceptions tab to select it.

4. Click the Add Program button to open the Add Program window.

Add a Program ﬁ|

T o allove communications with a program by adding it to the Excephions list,
zelect the program, or click Browse to search for one that iz naot lizted.

Programs:

2 FreeCel -
< GIMP 2

W Hearts

B8l [ntel[R] PROSet for Wired Connections

£ Intemet Backgarmon

) Intemet Checkers

48 Internat Explarer

P Intemnet Hearts

d’ Internet Revers

4_ |nternet Spades

i 5 uite 3
Path: | C:AProgram Filess S uitehl Suite. exe

o ) (oo

5. Click the Browse button next to the Path field.

6. Navigate to the C:\Program Files\Microsoft SQL Server\90\Shared folder.
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In Windows 7 64 Bit Machines, the folder will be C:\Program Files(x86)\Microsoft
SQL Server\90\Shared.

7. Click the sqlbrowser.exe program and the Open button.

8. Click the OK button on the Add Program window.

The folder in which the sqglbrowser.exe program is located may be different from the
path listed in step 6, depending on where SQL Server 2005 is installed. If you cannot
find this program located in that directory, you may need to perform a search for the
sqlbrowser.exe file.

First Time Logging into I-Suite -Server
Follow the steps in this section if you are logging into the I-Suite server for the first time:

1. Launch the I-Suite application. A Security Message displays indicating that
"Unauthorized access to this United States Government Computer System and
software is prohibited by Title 18, United States Code 1030."

=W arning™*Warnning*™**Warning*™**Warning**

IInauthorized accezs to thiz United States Government Computer Suztem and
zoftware iz prohibited by Title 18, United States Code 1030, This statute states
that: “Whoewver knowingly, or intentionally accezses a computer without
authorization or exceeds authorized access, and by means of such conduct,
obtaing, alters, damages, destroyz, or digcloges information ar prevents
authorized uze of data or a computer owned by or operated for the Government
af the United Statez shall be punizhed by a fine under thiz title ar imprizanment
for not maore then 10 years, ar bath. All activities on this systern and network may
be monitored, intercepted, recarded, read. copied, ar captured in any manner
and dizclozed in any manner, by authonized personnel. THERE 1S MO RIGHT
OF PRIACY M THIS SYSTEM. System personnel may give to law enforcement
officialz any patential evidence of crimes found on thiz USDA computer system.
JSE OF THIS SYSTEM BY AMNY USER, AUTHORIZED OR UMNAUTHORIZED.
COMSTITUTES COMSEMT TO THIS MOMITORIMG, INTERCEFTIOM,
RECORDIMG, READIMG, COPYIMG, OR CAPTURING AMD DISCLOSURE.
REPORT UMAUTHORIZED USE TO AM INFORRMATION SvSTERMS
SECURITY OFFICER.

Prezs Yes to continue, ar Mo to exit

e |
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2. If you want to continue, click the Yes button. A Login window displays:

I-Suite Login
Server Login Mode
Version: 10.00.00

IJzer Mame

Initial Server
Setup

Password

Type Server and Database or zelect from hists.

Server: j
Database: j Advanced |

<< Hide |

Cancel |

3. Leave the User Name and Password boxes blank.

4. Click the Initial Server Setup button. A Rules of Behavior window displays for a
Privileged User Account.
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Rules of Behavior

rou must accept the Rules of Behavior prior 1o accessing 1-Suite.

|

—

= Eesponsibilities for Users with
Privileged Access to Forest Service Systems

SDA Statement of Information Securiry m

| understand that, in addition to this document, | must understand and sign the Statement of
Emploves Security Responsibilties or the Statemert of Information Security Responsibilities for
Associate sers of Forest Service Bystema

. underatand that | have been granted enhanced privileges in onder to perform
speciic funclions on information syatiems that are part of a F& G55, and that these
privileges are to be used only to perform my asaigned job reaponsibilies

. will not use my prvileges to grant myself or any other person unauthonzed
privileges, or to modify any acesss accounts, prvileges, system configurations, o
data in an unautharized manner

* | understand frat | have a spacial duty to safeguard FE information resources, and will
implement and operate enterprise measures to protect hose resourcas, as instucied
by technical information bullstins (M), standard operating procedures, or ather
directives

 Accepl
-~ Dadine

5. After you have read the rules of behavior, click the Accept option and the
OK button to continue. A New User window displays:

S[=/ed

Type required infarmation ko create new Admin Llser.
All Pazswaords must:

- be at leazt12 characterz long.

- contain at least 1 lowercase letter.

- contain at least 1 uppercase |etter,

- contain at least 1 number.

- contain at least 1 special character.

Allowed characters: | 8 &2 &7

“UszerlD : |i-:||:ua|:|min

* First Mame : |1z

*Last Mame : |DE.£‘-.|:Imin

*Mew Pazaward :

HERRERRHHH

HERRERRHHH

* Confirm Pagzward :

k. Cancel
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10.

11.

NOTE: After you use the Initial Setup button to create a user account, the button
will no longer display on the Login window. If you cannot access the I-Suite
application after the Initial Setup, either contact a user with Database Admin rights
(usually the CTSP) or call the Help Desk.

Enter the User ID you want to use to log into the I-Suite system.
Enter your First Name and Last Name.

Enter a New Password to use to log into the I-Suite system. Use the following
rules to create your password:

e The password must contain at least 12 characters.

e The password must contain at least 1 lower case letter.

e The password must contain at least 1 upper case letter.

e The password must contain at least 1 number.

e The password must contain at least 1 of the following special characters: ! # %

&N _
e The Password cannot be a dictionary word.

e The Password cannot be one of the 24 previous passwords defined for the
account.

In the Confirm Password box, enter your password a second time to make sure
you entered it correctly.

Click the OK button to log into the I-Suite application.

After I-Suite opens, close the application. Then log into the system using your new
user name and password.

Before you can perform any functions within I-Suite, you must attach a database (See
Attaching an Incident Database on Page 83)Guide.

First Time Logging into I-Suite - Client

Follow the steps in this section if you are logging into the 1-Suite client for the first time:

Only one login per user for each database is allowed. If you attempt to log into a
database more than once with the same user name, an error message displays
indicating that you are already logged into the database under that user name.
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1. Launch the I-Suite application. A Security Message displays indicating that
"Unauthorized access to this United States Government Computer System and
software is prohibited by Title 18, United States Code 1030."

== Warning™**Wanning*™*Warning*™**Warning**

IInauthorized accezs to thiz United States Government Computer Suztem and
zoftware iz prohibited by Title 18, United States Code 1030, This statute states
that; ‘“whoewver knowingly, or intentionally acceszses a comprter without
authorization or exceeds authonized access, and by means of such conduct,
obtaing, alters, damages, destroyz, or disclozes information ar prevents
authonized uze of data or a computer owned by or operated for the Government
af the United States shall be punizhed by a fine under thiz title or imprisonment
for not more then 10 years, or both, All activities on this spstem and netwark, may
be monitored, intercepted, recorded, read, copied, or captured in any manner
and dizclozed in any manner, by authonized perzonnel. THERE 1S MO RIGHT
OF PRIVACY M THIS SYSTEM. System perzonnel may give to law enforcement
officials any patential evidence of crimes found on thiz USDA computer system.
JSE OF THIS SYSTEM BY AWNY USER, AUTHORIZED OR UNALUTHORIZED,
COMSTITUTES COMSEMT TO THIS MOMITORIMG, INTERCEFTIOM,
RECORDIMG, READIMG, COPYIMG, OR CAPTURING AMD DISCLOSURE.
REPORT UMAUTHORIZED USE TO AM INFORRMATION SvSTERMS
SECURITY OFFICER.

Presz Y'es to continue, or Mo ko ext
LT No
2. If you want to continue, click the Yes button. A Login window displays:

I-Suite Login

Yersion: 10.00.00

Uzer Mame |Etud|:|r

Pazzwaord

EEREP PR R

Type Server and D atabase ar select from lists.

Database: [2009_Training v|  Advanced |

0K, — | << Hide |

2. Enter your I-Suite User Name.
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3. Enter your I-Suite Password.

4. Inthe Server box, you can either select the appropriate server from the drop-
down list or type the name of the server.

If you type the name of the server in the Server box, you will also have to type the
name of the database in the Database box. The system will not display any names in
the Database drop-down list.

5. Inthe Database box, either select the name of the appropriate database from the
drop-down list or type the name of the database.

6. Click the OK button to log into the I-Suite application.

7. When the Rules of Behavior window opens, indicate whether you are a Forest
Service employee or a Non Forest Service employee.

Rules of Behavior
“ou must accept the Rules of Behavior prior 1o accessing 1-Suite.

7 Forest S ervice
7 Man Fomest Servce

7 Accept
T Dadine

8. After you have read the Forest Service or Non Forest Service Rules of Behavior,
click the Accept option and the OK button to continue logging into the system.
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9. When the Reset Password window opens, enter a New Password and a
Confirm Password to change the password to your User Account. Click the
OK button to continue logging into the system.

. Heset Password E@@

Type required information to reset password.
All Pazzwords must:

- be at leazt 12 characters long.

- contain at least 1 lowercasze letter.

- contain at least 1 uppercaze letter,

- contain at least 1 number.

- contain at least 1 special character.

Allowed characters: | § 2 &7 _

“Uzer D | etudor

* First Hame : |Elizal:ueth

* Last Name : [T ydor

*Mew Pazsword ; | xxxxxxxxxx

* Confirm Pagzword | xxxxxxxxxx

k. Cancel |

Logging in & Logging Out

Follow the instructions in this section to log into and out of the I-Suite system.

First Time Logging into I-Suite -Server
Follow the steps in this section if you are logging into the I-Suite server for the first time:

1. Launch the I-Suite application. A Security Message displays indicating that
"Unauthorized access to this United States Government Computer System and
software is prohibited by Title 18, United States Code 1030."
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W arning™™*Warning*™**Warning™**Warning*™™

Inauthonzed access to this United States Government Computer System and
zoftware iz prohibited by Title 18, United States Code 10300 This statute states
that: "Whoewver knowingly, or intentionally acceszes a computer without
authorization or exceeds authorized access, and by means of zuch conduct,
obtaing, alters, damages, destroyz, or dizclozes information or prevents
authorized use of data or a computer owned by or operated far the Government
of the United States shall be punished by a fine under this title or imprizonment
for not maore then 10 years, ar bath. Al activities on this systern and network: may
be monitored, intercepted, recorded, read, copied, or captured in any manner
and discloged in any manner, by authonized personnel. THERE 1S MO RIGHT
OF PRIACY M THIS SYSTEM. System personnel may give to law enforcement
afficials any patential evidence af crimes found an this USDA computer systen.
USE OF THIS 5%STEM BY ANy USER, AUTHORIZED OR UNAUTHORIZED.
COMSTITUTES COMSENT TO THIS MOMITORING, INTERCEFTIOMN,
RECORDING, READING, COFYIMG, OR CAPTURING AMD DISCLOSLRE.
REPORT UNAUTHORIZED USE TO AM INFORKMATION SYSTEMS
SECURITY OFFICER.

Prezs Yes to continue, aor Mo to exit

e |

2. Click the Yes button to acknowledge the warning and continue with the Login
process. A Login window displays:

I-Suite Login
Server Login Mode
Version: 10.00.00

User Mame

Iratial Server
Setup

Password

Type Server and Database or select from hists.

Server: LI
Database: j Advanced |

<< Hide |

Cancel |
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3. Leave the User Name and Password boxes blank.

4. Click the Initial Server Setup button. A Rules of Behavior window displays for a
Privileged User Account.

Rules of Behavior

You must accept the Rules of Behavior prior 1o accessing -Suite.

| >

_

—=—u Eesponsibilities for Users with
Privileged Access to Forest Service Svstems

SDA Starement of Informarion Security m

| understand that, in addition to thiz document, | must understand and 3ign the Statement of
Employes Securty Reaponsibilies or the Statement of Information Security Responsibilities for
Associate sers of Forest Service Systema

. understand that | have been granted enhanced privileges in onder to petform
specdic fanclions on information sysiems that are patt of a FS G35, and that these
privileges are to be used only to petfarm my assigned job responsibilites

. will not use my prvileges to grant myself or any other person unauthorized
privileges, or to modify any acesss accounts, privileges, system configurations, or
data in an unauthotized manner

* | understand that | have a special duty to safeguard FS information resources and will
implement and operate enterprise measures to protect those resourcas, as instucied
by technical information bulleting (TIE), standard operating procedures, or other
directives

& Arcepl s I
" Dadine : 3

5. After you have read the rules of behavior, click the Accept option and the
OK button to continue. A New User window displays:
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. New Liser Q@@

Type required information o create new Admin Lser.
Al Pazswords must:

- be at leazt12 characterz long.

- contain at least 1 lowercase letter.

- contain at least 1 uppercase letter.

- cohtain at leazt 1 number.

- contain at least 1 special character.

oy

Allowed characters: | # 2 &= _

“UszerlD : |i-:||:ua|:|min

* First Mame : |1z

*Last Mame : |DE.£‘-.|:Imin

*Mew Pazaward : | xxxxxxxxxx

* Confirm Pagzward : | xxxxxxxxxx

k. Cancel

NOTE: After you use the Initial Server Setup button to create a user account, the
button will no longer display on the Login window. If you cannot access the I-Suite
application after the Initial Setup, either contact a user with Database Admin rights
(usually the CTSP) or call the Help Desk.

6. Enter the User ID you want to use to log into the I-Suite system.
7. Enter your First Name and Last Name.

8. Enter a New Password to use to log into the I-Suite system. Use the following
rules to create your password:
e The password must contain at least 12 characters.
e The password must contain at least 1 lower case letter.
e The password must contain at least 1 upper case letter.
e The password must contain at least 1 number.

e The password must contain at least 1 of the following special characters: ! # %
&N
e The Password cannot be a dictionary word.

e The Password cannot be one of the 24 previous passwords defined for the
account.

8. Inthe Confirm Password box, enter your password a second time to make sure
you entered it correctly.
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9. Click the OK button to log into the I-Suite application.

10. After I-Suite opens, close the application. Then log into the system using your new
user name and password.

Before you can perform any functions within I-Suite, you must attach a database (See
Attaching an Incident Database on Page 83).

Logging into I-Suite as New User
If you are a new user in the I-Suite system, follow the steps in this section to log into the I-Suite system:

1. Launch the I-Suite application. A Security Message displays indicating that
"Unauthorized access to this United States Government Computer System and
software is prohibited by Title 18, United States Code 1030."

W arning™™*Warning*™**Warning™**Warning*™™

Inauthonzed access to this United States Government Computer System and
zoftware iz prohibited by Title 18, United States Code 10300 This statute states
that: "Whoewver knowingly, or intentionally acceszes a computer without
authorization or exceeds authorized access, and by means of zuch conduct,
obtaing, alters, damages, destroyz, or dizclozes information or prevents
authorized use of data or a computer owned by or operated far the Government
of the United States shall be punished by a fine under this title or imprisonment
for not maore then 10 years, ar bath. Al activities on this systern and network: may
be monitored, intercepted, recorded, read, copied, or captured in any manner
and dizclozed in any manner, by authaorized personnel. THERE 1S HO RIGHT
OF PRIVACY IM THIS SYSTEM. System personnel may give to law enforcement
afficials arw patential evidence af cnimes found on this USDA computer system.
JSE OF THIS SYSTEM BY AWNY USER, AUTHORIZED OF UNAUTHORIZED,
COMSTITUTES COMSENT TO THIS MOMITORIMG, INTERCEFTION,
RECORDIMNG, READIMG, COPYIMG. OR CAPTURING AMD DISCLOSURE.
REPORT UNAUTHORIZED USE TO AM INFORKATION SYSTEMS
SECURITY OFFICER.

Prezs Yes to continue, aor Mo to exit

..... T ~
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2. If you want to continue, click the Yes button. The Login window displays:

I-Suite Login

Yersion: 10.00.00

User Name |etudn:|r

Paszwaord | xxxxxxxxxxxx

Type Server and Database or select from lists.

oK

Database: [2009_Training

Cancel |

j Advanced |

<< Hide |

3. If needed, click the More>> button to display additional fields.

4. Enter your User Name.

5. Enter your temporary Password.

If you enter an incorrect password three consecutive times, the user account will be
locked. If this occurs, contact your system administrator.

5. From the Server drop-down list, select the (LOCAL\ISUITE2Server.

6. Click the OK button to log into the I-Suite application.

7. When the Rules of Behavior window opens, indicate whether you are a Forest
Service employee or a Non Forest Service employee.
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Rules of Behavior

ou must accept the Rules of Behavior prior 1o accessing 1-Suite.

™ Forest Service
T Man Fomest Service

T dccept
T Dadine

8. After you have read the Forest Service or Non Forest Service Rules of Behavior,
click the Accept option and the OK button to continue logging into the system.
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9. Click the OK button to display the Reset Password window:

. Heset Password E@@

Type required information to reset password.
All Pagzwards must:

- be at leazt 12 characters long.

- contain at least 1 lowercaze letter.

- contain at least 1 uppercaze letter,

- cohtain at least 1 number.

- contain at least 1 special character.

o

Allowed characters: | # &2 8= _

“Uzer D | etudor

* First Hame : |Elizal:ueth

* Last Name : [T ydor

*Mew Pazsword ; | xxxxxxxxxx

* Confirm Pagzword | xxxxxxxxxx

k. Cancel

10. Inthe New Password box, enter your new password. Use the following rules to
create your password:

The password must contain at least 12 characters.
The password must contain at least 1 lower case letter.
The password must contain at least 1 upper case letter.
The password must contain at least 1 number.
The password must contain at least 1 of the following special characters: ! #
% &N
The password cannot be the same as the temporary password.
e The Password cannot be a dictionary word.
e The Password cannot be one of the 24 previous passwords defined for the
account.
8. Inthe Confirm Password box, type your password a second time to make sure
you entered it correctly.

9. Click the OK button to log into the I-Suite application.

Logging into I-Suite

Follow the steps in this section to log into the I-Suite application after your login and password are defined:

|On|y one login per user for each database is allowed. If you attempt to log into a
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database more than once with the same user name, an error message
displays,indicating that you are already logged into the database under that user name.

If you attempt to login to a user account with an invalid Password five consecutive
times, the user account will be disabled. If this occurs, you will need to contact your
system administrator and ask them to enable the user account.

1. Launch the I-Suite application. A Security Message displays indicating that
"Unauthorized access to this United States Government Computer System and
software is prohibited by Title 18, United States Code 1030."

e Warning™*Warnning*™**Warning*™**Warning**

IInauthorized accezs to thiz United States Government Computer Suztem and
zoftware iz prohibited by Title 18, United States Code 1030, This statute states
that: “Whoewver knowingly, or intentionally accezses a computer without
authorization or exceeds authonized access, and by means of such conduct,
obtaing, alters, damages, destroyz, or disclozes information ar prevents
authorized uze of data or a computer owned by or operated for the Government
af the United Statez shall be punizhed by a fine under thiz title or imprizonment
for not more then 10 years, or both, All activities on this spstem and netwark, may
be monitored, intercepted, recorded, read, copied, or captured in any manner
and dizclozed in any manner, by authonized perzonnel. THERE 1S MO RIGHT
OF PRIVACY M THIS SYSTEM. System perzonnel may give to law enforcement
officials any patential evidence of crimes found on thiz USDA computer system.
JSE OF THIS SYSTEM BY AMNY USER, AUTHORIZED OR UMNAUTHORIZED.
COMSTITUTES COMSEMT TO THIS MOMITORIMG, INTERCEFTIOM,
RECORDIMG, READIMG, COPYIMG, OR CAPTURING AMD DISCLOSURE.
REPORT UMAUTHORIZED USE TO AM INFORRMATION SvSTERMS
SECURITY OFFICER.

Prezs Yes to continue, ar Mo to exit

..... T Mo
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2. The Login window displays:

I-Suite Login
Server Login Mode
Version: 10.00.00

Ilzer Mame |

Paszword |

Type Server and Database or select from lists.

Server: | j
Database: | j Advanced |

oK, E— | << Hide |

3. Enter your I-Suite User Name.

4. Enter your I-Suite Password.

If you enter an incorrect password three consecutive times, the user account will be
locked. If this occurs, contact your system administrator.

5. Click the OK button to log into the I-Suite application

Passwords expire every 60 days. If the password for your user account will expire in
three or less days, a message displays indicating that the password is about to expire.
To change your password at that time, click the Change Password button. If you do not
want to change your password at that time, click the Cancel button.

If the password for your user account has expired, a message displays indicating that
your password has expired. When you click the OK button, the Reset Password
window opens. You must define a new password before you can access the I-Suite
system.

Logging into I-Suite After Your Password is Reset

Follow the steps in this section to log into I-Suite after your password is reset:
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Occasionally, the DB Admin may need to reset your password. When this occurs, the
DB Admin will give you a temporary password to use the next time you log into I-Suite.
You will then need to create a new password to complete the log in process.

1. Launch the I-Suite application. A Security Message displays indicating that
"Unauthorized access to this United States Government Computer System and
software is prohibited by Title 18, United States Code 1030."

W arning™™*Warning*™**Warning™**Warning*™™

Inauthonzed access to this United States Government Computer System and
zoftware iz prohibited by Title 18, United States Code 10300 This statute states
that: "Whoewver knowingly, or intentionally acceszes a computer without
authorization or exceeds authorized access, and by means of zuch conduct,
obtaing, alters, damages, destroyz, or dizclozes information or prevents
authorized use of data or a computer owned by or operated far the Government
of the United States shall be punished by a fine under this title or imprisonment
for not maore then 10 years, ar bath. Al activities on this systern and network: may
be monitored, intercepted, recorded, read, copied, or captured in any manner
and dizclozed in any manner, by authaorized personnel. THERE 1S HO RIGHT
OF PRIVACY IM THIS SYSTEM. System personnel may give to law enforcement
afficials arw patential evidence af cnimes found on this USDA computer system.
JSE OF THIS SYSTEM BY AWNY USER, AUTHORIZED OF UNAUTHORIZED,
COMSTITUTES COMSENT TO THIS MOMITORIMG, INTERCEFTION,
RECORDIMNG, READIMG, COPYIMG. OR CAPTURING AMD DISCLOSURE.
REPORT UNAUTHORIZED USE TO AM INFORKATION SYSTEMS
SECURITY OFFICER.

Prezs Yes to continue, aor Mo to exit

_te |
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2. Launch the I-Suite application. The Login window displays.

I-Suite Login
Server Login Mode
Version: 10.00.00

Ilzer Hame |

Paszwaord |

Twpe Server and D atabase or select from lists.

Server; | j
Database: | j Advanced |

0K, — | << Hide |

3. Enter your User Name and temporary Password. Then click the OK button. The
Reset Password window displays.

. Reset Password E@@

Type required information to reset password.
Al Pazswords must:

- be at least 12 characters long.

- contain at least 1 lowercase letter.

- contain at least 1 uppercase letter.

- cohtain at leazt 1 number.

- contain at least 1 special character.

Allowed characters | 8 &2 &7

“User D - fetdor

* First Mame : |Elizabeth

* Last Mame : | Tydor

*Mew Pazaward :

HERRERRHHH

* Confirm Pagzward :

k. Cancel

HERRERRHHH
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4. Inthe New Password box, enter your new password. Use the following rules to
create your password:

e The password must contain at least 12 characters.

e The password must contain at least 1 lower case letter.
e The password must contain at least 1 upper case letter.
e The password must contain at least 1 number.

e The password must contain at least 1 of the following special
characters: ' # % & ™ _

e The password cannot be the same as the temporary password.
e The Password cannot be a dictionary word.

e The Password cannot be one of the 24 previous passwords defined for
the account.

4. Inthe Confirm Password box, enter the password a second time to make sure it
was entered correctly.

5. Click the OK button to reset your password.

Logging Out of I-Suite

From the File menu, select the EXxit option.

Common Features

This section describes some of the features that are common to all areas of the I-Suite system:
Injury/lllness

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.

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

The following options are available in the File menu when the IAP module is open:

New Form - Creates a new form.

Close Form - Closes an open form.

Save - Saves a form.

Save All - Saves all open forms.

Export - Exports a form to a PDF file.

Export Plan - Exports an entire plan to one or more PDF files.
Print Preview - Previews the form.

Print Preview Plan - Previews an entire plan.

Print Current Form - Prints the current form that is open.
Print Plan - Prints an entire plan.

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

All Personnel

|The Filters menu displays in all modules except IAP.

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

Cost Reports
Demob Reports
Plans Reports
Supply Reports
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e Time Reports
e 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.

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

The following options are available in the Tools menu when the IAP module is open:

Copy Form - Copies an existing form to create a new one.

Copy Plan - Copies an existing plan to create a new one.

Spell Check - Spell checks a form.

Form 203 Template - Defines the template for the ICS 203 form.
Form 204 Template - Defines the template for the ICS 204 form.
Final - Finalizes a form.

Master Frequency - Creates a Master Frequency List.

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

e |-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 I-Suite.
e Contractor - Adds contractors and agreements to I-Suite.

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

e Acres Burned - Defines acres burned information.

e Cost Analysis Benchmark Setup - Sets up the data to use in the Cost Analysis
Report you can print on the Cost Report window.

Divisions - Defines a division for Cost Apportionment purposes.

Graphs - Creates standard or custom Cost Graphs.

Accruals - Creates an Accrual Extract.

Projections - Creates Cost Projections.
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e Rates - Defines Rate Areas and Rates.

Edit Menu
The Edit menu only displays when you are in the IAP Module. The following options are available in this menu:

Copy - Copies a form.

Cut - Cuts text that is highlighted in a form.

Paste - Pastes text that was cut or copied into a form.
Delete Form - Deletes a form.

Format - Changes the font style.

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

e Form - Displays all forms in the Tree View.
e Individual Form - Displays only specific forms in the Tree View.
e Plan - Displays plans in the Tree View.

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

e Define Shifts - Adds shifts to IAP.

Window Menu

The Window menu only displays when you are in the IAP module. This menu contains a list of the forms that are
currently open. Select a listed form, to make that the active form in the window. Select the Close All Forms option
to close all forms that are open.

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

¢ Release (Permanent) - Permanently releases supply items to another location,
such as a cache or another incident.

Add/Edit Location - Adds or edits a location.

Add/Edit Supply Items - Adds or edits a Supply item.

Transfer (At Incident) - Transfers a Supply item from one resource to another
Import Shipment --Import Supply shipment.

Inventory - Allows the user to manually change inventory counts.

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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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

S
AL

Time 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

= [ Iy

S PINX [
T

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
£] [‘@ [ Exclude Demobed
@ ‘ ‘ ‘@‘ rc% [ Exclude Filled

Aircraft Equipment All Personnel Exclude Filled

When the Demob module is open, a Demobed Only checkbox displays beneath the
Exclude Filled checkbox. This option only displays in the Demob module.

Resources Toolbar
The Print T-Card Labels button displays to the right of the Filter toolbar when you are in the Resources module.
Click this button to print T-Card Labels. The following is an example of this button:

T

The Group Check-In and No Grouping buttons display to the right of the Print T-Card Labels button when you
are in the Resources module. Click the C button to open the Manage Resources window and select the users to
check-in as a group. Click the N button to turn off the grouping option.
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o

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
M Tab %

Adjustments Frint Invaice

'$

e Post Time - Post time for a resource.

e 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.

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

i q'_’:ﬂ £ ¢ Rats Area ¢ Re:zcurces Sskcted in Grid
Rezources

;E'- A Total Rate Area Cost Processes | Pesources Selected In Grid
Rollup |Default ﬂ |Ereate Cozt, Update Actuals & He-ej Hun

-

L
W
(=)
.
£
&
[=
L=

e AEL

e Show Costs - Click this button to display the Manage Cost grid at the bottom of
the window. This grid contains a list of Daily Costs for a selected resource.
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e Archive Resources - Click this button to archive resources, so they are not
included when Cost Processes are run.

e Total - When this option is checked, the total cost displays for the selected
resource, as well as any rollup costs.

e Flow Down - When this option is checked, the flow-down feature for the Manage
Cost grid occurs. Flow-down allows you to change the Quantity, Unit Cost,
Units, Rate Type or Division in the Manage Cost grid. When that information
changes, the system changes (flows-down) the information in all of the Daily
records below it that are not locked.

e Rate Area - To use a rate area other than the Default Standard rate area, select
the appropriate rate area from this drop-down list.

e Cost Processes - Select a process from this drop-down list and click the Run
button to run that process.

e Resources Selected in Grid - When this checkbox is checked, you can run Cost
Processes for one or more resources selected in the grid.

¢ Run - Click this button after you have selected a Cost Process to run that
process.

IAP Toolbar
The AP toolbar displays beneath the Main toolbar when you are in the Incident Action Plan module. The
following example identifies the buttons in this toolbar:

Create kdanage
Mewe Farm Save All Cu:uptiurm By Flan  hdark Final  |talicz

D-E% ¥ s @ Ce- al B[z

Save Spell Copy Plan Manage Bold Underline
Check B Farrm

e Create New Form - Displays a list from which you can select the form you want to
create.

e Save - Saves the form.

e Save All - Saves all open forms.

e Spell Check - Checks the form for spelling errors.
e Copy Form - Displays a list of forms you can copy.
e Copy Plan - Displays a list of plans you can copy.

e Manage By Plan - Displays all forms grouped by an Incident Action Plan.
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Manage By Form - Displays all forms grouped by form number. You can also use
this button to only display a certain type of form.

Mark Final/Mark Draft - When the form is marked Draft, this button changes it to
Final. When the form is Final, this button changes it back to Draft.

Bold - Bolds text selected in a form.
ltalic - Italicizes text selected in a form.
Underline - Underlines text selected in a form.

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

s Issue
Returns

Add
Supply
Item

Add/Edit
Location

Issue
Report

Incident
Card

View
History

Import

Receive CPairey

Issue - Issue supply items.

Issue Returns - Return supplies issued to a resource or location.
Receive - Receive supply items.

Import Shipment -- Import supply shipment

View History - View a history of supply items that were issued.

Add/Edit Location - Add or edit locations that are either internal or external to the
incident.

Add Supply Item - Add items to the Supply list.
Incident Card -- Links supply card to aresource

Issue Report -- Report of currently assigned supplies

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

| Terralee | Avadsble
P DI N Posler | Tof Redeate

AxTriaved | Check | Achual | Giound | ¥ Flesowces Selected In Grid
Riesquazt O Demab | Suppexl

P Button - Click a group of resources in the grid. Then click the P button to change
the status of the selected group to Pending. .

D Button - Click a group of resources in the grid. Then click the D button to
change the status of the selected group to Demobed.
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When you click either the P or D button, the Save button changes to Save & Next. You
must click this button to save the changed status to the resource. When you click the
Save & Next button, the changes are saved and the next selected record displays.

¢ N Button - If you have used the P or D button to change the status of a group of
resources, you can change the status back by clicking the N button. You must
click the N button before saving any changes to the resources. If you saved the
status change to a resource, it will not be changed back to the original status
code.

e Demob Report Buttons - Prints the following reports when you click the
respective buttons:

0 Tentative Poster

0 Available for Release
o Air Travel Request

0 Check Out

o Actual Demob

o Ground Support

e Resources Selected in Grid - When this checkbox is checked and you click a
Report Button, the report is generated for the resource selected in the grid.

Injury/lliness Toolbar
The Injury/lliness toolbar displays to the right of the Filter toolbar when you are in the Injury/lllness module. The
following example identifies the buttons in this toolbar.

Show Injury Fesources with Previous
IIInessfetaiIs Yiew History Injuriesfliinesses
Defaults | HiEw Stats [ Previous Injury / lllness
Hiztary Baze
Set Defaults Stats Base

e Show Injury/lliness Details - Display the Manage Injury/lliness area.

e Defaults - Set defaults for the Injury/lliness module.

e View History - View a history of injuries and illnesses.

e Stats Base - Define statistics to use in the Injuries and Frequency report.

e Previous Injury/lliness - Only display resources with previous injury or illness
records in the grid.
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Accessing Help

This section explains how to access I-Suite help information. There are several methods you can use to receive Help
for the | Suite Application:

[-Suite Application Help

Help is available within the 1-Suite application. To access the I-Suite Application Help:
1. Select the Help drop-down menu at the top of any I-Suite window.
2. When the sub-menu displays, select the I-Suite Help option.

For additional help, contact the 1-Suite Help Desk at (866) 224-7677.

Contact information for the I-Suite HelpDesk is available by selecting the Support option
listed under the Help Menu in I-Suite.

[-Suite Website

The I-Suite Website (http://isuite.nwcg.gov) contains a wide variety of I-Suite documentation, downloads and
updates, including:

e Software Downloads - Click the Download link to access software downloads.
e Updates - Click the Download link to access software updates.

e User Guides - Click the User Support link to access User Guides. These guides
display in a PDF format.

e Quick Reference Cards - Click the User Support link to access Quick Reference
Cards in a PDF format.

e Training Material - Click the Training link to access Training Material. The
Training Manuals display in a PDF format.

When viewing a PDF file in Adobe Acrobat, you can use the File/Save As option to
save the file to your computer.

To access other online help on the isuite.nwcg.gov web site, click the Bugs & Tips
option to open the Bugs & Tips Web page.
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General Instructions

This section contains general instructions for using the I-Suite system.

Security

Make sure private information is kept confidential. Private information includes Social Security Numbers (SSNs)
and IRS Federal Employer Tax ID Numbers (EINS),

For more information about clearing out SSNs and EINs, see Purging Social Security
Numbers (See Page 103). For information about changing your password, see
Changing I-Suite User Password (See Page 73).

Opening an I-Suite Module
1. Click the Modules menu at the top of the window.

2. Click a module listed in the Modules menu to open it.

You can also click a module button in the toolbar at the top of the I-Suite window to
open the module.

Managing All Incidents as One
If you want to manage all of the incidents as if they were one, follow these steps:

1. Atthe top of the I-Suite window, click to check the Manage All Incidents As One
checkbox.

2. When the Manage All Incidents as One message window displays, click the OK
button.

When the Manage All Incidents as One option is selected and you are adding a
resource, an Incident Name drop-down list is available on the Manage Resource -
Add Mode window. Verify that the correct Incident Name and Account Code are
selected for the new resource.

Managing Incidents Separately
If you want to manage all incidents separately, follow these steps:

1. Atthe top of the I-Suite window, click to uncheck the Manage All Incidents As
One checkbox, if it was selected.
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2. From the Incident drop-down list, select the appropriate incident.

When managing incidents separately, verify that the correct incident displays in the
Incident box at the top of the Main I-Suite window.

|-Suite Module Descriptions

This section describes the primary purposes of each of the I-Suite modules:

The modules you can access in I-Suite depend on the permissions assigned to the you
in the I-Suite system.

Database Admin

You can perform the following functions in the Database Admin module:

Creating a New Blank Database (See Page 82)

Copying an Incident Database (See Page 80)

Renaming an Incident Database (See Page 82)

Attaching an Incident Database (See Page 83)

Detaching an Incident Database (See Page 84)

Manually Backing Up the Incident Database (See Page 85)
Automatically Backing Up the Incident Database (See Page 87)
Restoring the Backup Database (See Page 88)

Managing Users and Passwords (See Page 68)

Importing ROSS Data Files (See Page 89)

Purging Social Security Numbers (See Page 103)
Exporting I-Suite Data Files (See Page 103)

External User Account Management (See Page 118)
Merging Databases (See Page 110)

Data Admin

You can perform the following functions in the Data Admin module:

e Adding Incident Data (See Page 122)
¢ Managing Accounting Codes (See Page 124)
e Manage Lookup Tables (See Page 125)

Resources

The primary purpose of the Resources module is to provide a standardized method to check-in resources when they
arrive at an incident. This makes record keeping and status assessment easier.
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You can perform the following functions in the Resources module:

¢ Managing Data and Resources (See Page 145)

¢ Editing Common Data (See Page 142)
e Rostering a Resource (See Page 148)
e Creating a Strike Team/Task Force Parent Record (See Page 150)
e Printing Plans Reports (See Page 155)
Demob

The primary purpose of the Demob module is to assist in pre-planing and demobilization of resources. You can
perform the following functions in the Demob module:

Selecting Demob Checkout Options (See Page 170)

Selecting Travel Questions for Demob (See Page 171)

Defining Demobilization Information for a Resource (See Page 174)
Defining Tentative Release Information (See Page 175)

Defining Actual Release Information (See Page 178)

Incident Action Plan (IAP)

IAP uses the data in the I-Suite database to produce the Incident Action Plan for the incident. You can perform the
following functions in the IAP module:

Defining Master Frequency List (See Page 212)

Defining Shifts (See Page 205)

Creating an ICS-202 (Incident Objectives) (See Page 221)

Creating an ICS 203 (Organization Assignment List) (See Page 222)
Creating an ICS 205 (Incident Radio Communications Plan) (See Page 223)
Creating an ICS 204 (Division Assignment List) (See Page 225)

Creating an ICS 206 (Medical Plan) (See Page 228)

Creating an ICS 220 (Air Operations Summary) (See Page 230)

Time

The primary purpose of the Time module is to track time and create pay documents, including the Emergency
FireFighter Time Report (OF-288) and the Emergency Equipment Use Invoice (OF-286). You can perform the
following functions in the Time module:

Posting Personnel Time (See Page 245)

Posting Crew Time (See Page 258)

Posting Contracted Time (See Page 271)

Posting Time Adjustments (See Page 278)

Printing an Emergency Fire Fighter Time Report (OF 288) (See Page 250)
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e Printing Emergency Equip Invoice/ltemized Deductions Report (OF-286) (See
Page 275)
e Printing Time Reports (See Page 280)

Cost

The primary purpose of the Cost module is to track costs for individual resources. The system creates an estimated
cost record for every resource for every day. The Cost user can then analyze, manipulate, and create outputs of this
information in a variety of report formats.

You can perform the following functions in the Cost module:

Creating Cost and Updating with Actuals (See Page 305)

Showing Daily Detail (See Page 313)

Adding Rates to an Area Other Than Default Standard (See Page 309)
Defining Acres Burned (See Page 328)

Cost Share Apportionment (See Page 344)

Creating a Cost Projection (See Page 341)

Generating Pre-Designed Cost Graphs (See Page 331)

Creating an Accrual Extract (See Page 338)

Cost Reports (See Page 319)

Custom Reports

The primary purpose of Custom Reports is to use I-Suite data to create reports that are not available in the Standard
Reports. Use the following options to create Custom Reports:

e Report Designer (See Page 349)
e Advanced Designer (See Page 351)
e Manage Saved Reports (See Page 356)

Supply

The primary purpose of the Supply module is to track supply items at an incident. You can perform the following
functions in the Supply module:

e Issue Supply Items (See Page 370)
e Issue Returns (See Page 376)
e Receive Supply Items (See Page 364)

Injury/lliness

The primary purpose of the Injury/lliness module is to track injuries and illnesses that occur on an incident. You can
perform the following functions in the Injury/lliness module:
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¢ Adding an Injury/lliness (See Page 407)
Editing an Injury/lliness (See Page 410)
Deleting Injury/lliness (See Page 411)
Injury/lliness Reports (See Page 415)
View History (See Page 412)

Stats Base (See Page 414)
Injury/lliness Reports (See Page 415)

Working with Grids

Resource information in I-Suite displays in grids. There are several different ways you can filter information in the

grids. This section identifies all of the methods you can use.

Filter Buttons

Click the following buttons in the Filter toolbar to only display the identified types of resources:

All Resources
Click this button to display all of the resources in the grid.

©

Aircraft
Click this button to display only aircraft resources in the grid.

Crew
Click this button to only display crew resources in the grid.

¥

Equipment
Click this button to only display equipment resources in the grid.

B

Overhead
Click this button to only display overhead resources in the grid.
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e

All Personnel
Click this button to display all personnel resources in the grid.

il

The Add and Edit buttons are disabled when the All Personnel filter is selected.

[The All Personnel filter is not available in the Cost module.

Exclude Demobed

To remove resources that were already demobilized from the grid, click to check the Exclude Demobed checkbox.

Exclude Filled

To remove resources with a Filled status from the grid, click to check the Exclude Filled checkbox.

Filter Bar

A Filter Bar is located directly above the grid. Each of the empty boxes in the filter bar corresponds to headings in
the grid. If you type a term in a filter box, I-Suite only displays those resources that match the filter term. For
example, if you enter AIR above the NAME column in the grid, only those resources with names that begin with
AIR display in the grid.

® | BR | T
= #
[
Fequest Mumber Kind Desc
+ [ 298 AIF ATTACK, - MNZF - 84507 - COB |FIXED WING, AR b
[ AIRTAMKER - 05 AIRTAMKER F
e AIRTAMKER - 05 AIRTAMEER "
| ERE AIRTAMKER - 05 AIRTANKER /
B0 AIRTAMKER - 08 AIRTAMKER B4
.;33 AIRTAMKER -0 AIRTANKER B
«- S ..-m-ﬁq.;ﬁmf - fxq\x e TR A

You do not have to enter an entire search term. When you enter the first few characters
of a term for any column, all entries that begin with those characters display in the grid.
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% Wildcards
You can use the % wildcard to filter the grid based on a word within the column you are filtering. For example,
enter % Tanker in the Name filter box to display all resources with the word Tanker in their name.

If you entered the search term Tanker without the % wildcard, 1-Suite would only display those names that began
with the word Tanker.

Clear Filter Bar
To clear the Filter Bar, click the Clear Filter Bar button located to the left of the Filter Bar.

v

Sorting the Grid

To sort data in a grid, click a column heading. The grid is sorted based on the column that you select. When you
click the heading once, the data is sorted in Ascending order. When you click it a second time, it is sorted in
Descending order.

To use multiple columns to sort the data in the grid, hold down the Shift key and click
each column heading you want to include in the sort.

Printing the Grid

After you have filtered and sorted the grid, you can print the grid by clicking the Print button in the Main toolbar or
selecting the Print option from the File menu.

Selecting General Options
This section explains how to set General Options for the I-Suite application:

Changing Grid Colors
Follow the steps in this section to change the colors that display in the grids within the I-Suite system:

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

[-Suite Version 12.01.00 Getting Started 61



Chapter 2:Getting Started

General | Resources | Time | AP | Cost | Demob | Supply | Injurpdlness |
Grid Colors
Sample Grid

1|FH = [R1C2 R1C2
21R2 E'I R2C2 Rz C2
. 3R3ICT R3C2 RaCz
. 41R4C1 R4 C2 R4 C2

Colurn 2 Colurn 3
. AR5 CT A5 C2 R&C2
. G|RELC1 REC2 R&CZ

Colar

- Reset Calarz

Data Saved
v Show Data Saved Meszage Bos

ok I Cancel | | Save |

2. Click the General tab to select it.

3. From the Grid Area drop-down list, select the area of the grid for which you want
to change the color.

4. Click the Color box to open a Color window.

5. Click the color that you want to use. Then click the OK button to apply it to the
grid.

When you change the color, you can preview the change under the Grid Colors area on
the General tab.

6. Repeat steps 3 - 5 for each grid area that you want to change.

7. When you have finished defining the grid colors, click the OK button on the
Options window to apply your changes.

Data Saved
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Follow the steps in this section to either show or hide the Data Saved message box when the Save button is clicked
in any module in I-Suite:

1. From the Tools drop-down menu, select Options to open the Options window.
2. Click the General tab to select it.

3. If you want the Data Saved message to display when saving a record in I-Suite,
click to check the Show Data Saved Message Box checkbox.

If you do not want the Data Saved message to display when saving a record in |-
Suite, click to uncheck the Show Data Saved Message Box checkbox.

4. Click the OK button to save your changes and close the Options window.

Uninstalling I-Suite

Follow the steps in this section to uninstall the I-Suite application from your computer:
1. Access the folder where you downloaded the [-Suite program.

2. Double click the I-Suite program file (either Client or Server) to open the
InstallShield Wizard.

lsuita 2006 Server - InstallShield Wizard

Welcome bo the Isute 2006 Seiver Setup Mainbenance program. This progrsm kel you modiy the
cisienl imstalaton Chel ane of Ihe options below,

™ Modiy
ﬁ Select new program festures bo add of select cumeritly instaled features Lo remove.

 Reodi
' ﬂﬁ- Rleinstal al program festures insialed by the previous setup.

- -
@' * Remowe

@ Remove all mstalad fostures,
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3. Click the Remove option to select it. Then click the Next button.

4. When the message displays asking whether you want to completely remove the
application, click the Yes button.

5. When the uninstall process is complete, a window displays indicating that the
Uninstall is Complete. Click the Finish button to close the window.

6. To remove other I-Suite components from your personal computer, do one of the
following:

e To delete all I-Suite components and I-Suite databases, in the Program
Files folder, delete the ISuite folder.

e To delete all I-Suite components, but not the I-Suite databases, access the
Program Files folder. Then open the ISuite folder. Delete the Bin folder.

7. To complete the uninstall process, restart your computer.

Uninstalling I-Suite Server from
Windows 7 machines

Follow the steps in this section to uninstall the I-Suite application from your computer:

Uninstalling ISuite Server from Windows 7 Machines requires an extra step PRIOR TO running
the ISuite Uninstaller (which is located under the Start Menu under All Programs in the I1Suite
folder). You must first stop the SQL Server 2005 Service named SQL Server (ISUITE2) as
follows:

1. From the desktop, double click the SQL Server Manager icon to start the SQL
Server Configuration Manager.

2. This will open the SQL Server Configuration Manager. Right click on SQL Server
(ISUITE2) in the right panel and select Stop.
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3. SQL Server (ISUITEZ2) is now stopped.

File Action View Help
@ 2|a 4

48 SQL Server Configuration Manager (Local) Name St
o SQL Server 2005 Services %) SQL Server (ISUITE2) @
_1 SQL Server 2005 Network Configuration (3. . Running

= 3 D)SQL Server Browser
;'é SQL Native Client Configuration (32bit)

4. Do not stop the SQL Server Browser service.
5. Close the window by clicking on the red X in the upper right corner.

6. Proceed to uninstall ISuite using the ISuite Uninstaller provided with the ISuite
application.

Getting Started Revision History

Revision Revision Summary

Date

2010-08-20 Revised instructions for SQL Server Exception Procedures.
2010-04-27 Revised instructions for the 10.01.00 version of I-Suite.

2009-05-01 Revised instructions for the 9.01.00 version of I-Suite.

2008-09-04 Revised instructions for the 8.01.04 version of I-Suite.
2008-04-25Revised instructions for the 8.01.00 version of I-Suite.
2007-07-25Revised instructions for the 7.01.05 version of I-Suite.
2007-04-20Revised instructions for the 7.01.00 version of I-Suite.

2007-01-09 Revised instructions based on changes received for Training Manuals.
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2006-12-04 Revised instructions by adding more detail and graphics.

2006-06-26 Added instructions for installing the 1-Suite Client version. Added
instructions for adding a SQL Server instance and the I-Suite program to the
Windows Firewall Exceptions list.

2006-05-01 Revised instructions for initial install and setup of I-Suite.

2006-04-17 Instructions for Getting Started with the new I-Suite 2006 application.
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Chapter 3

Database Administration

The Database Admin section explains how to use Database Admin to manage your incident databases.
Information entered in Database Admin is shared with other I-Suite modules, including:

Topics in this section include:

Database Administration Overview (See Page 67)
Managing Users and Passwords (See Page 68)
Managing Your Incident Databases (See Page 80)
Importing ROSS Data Files (See Page 89)

Purging Social Security Numbers (See Page 103)
Exporting I-Suite Data Files (See Page 103)

Merging Databases (See Page 110)

External User Account Management (See Page 118)
Auditing

Database Administration Overview

The Database Admin option allows you to perform a variety of administrative functions for I-Suite. The types of
functions you can perform in Database Admin include:

Managing Users and Passwords (See Page 68)

Copying an Incident Database (See Page 80)

Creating a New Blank Database (See Page 82)

Renaming an Incident Database (See Page 82)

Attaching an Incident Database (See Page 83)

Detaching an Incident Database (See Page 84)

Manually Backing Up the Incident Database (See Page 85)
Automatically Backing Up the Incident Database (See Page 87)
Restoring the Backup Database (See Page 88)

Importing ROSS Data Files (See Page 89)

Purging Social Security Numbers (See Page 103)
Exporting I-Suite Data Files (See Page 103)

External User Account Management (See Page 118)
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When working in a networked server/client environment, remember these key points when using Database Admin:
e Use Database Admin only on the server machine.

e Disable the hibernate/sleep mode on the server machine so that the client
machine can access the incident database.

¢ If you promote a client machine to a server, you must start the MS SQL Server on
that machine.

e Ensure that all client machines connect to the correct server so that they have
access to the appropriate incident database.

For specific information about using Database Admin to set up personal computers for an incident refer to the
following sections:

e Enabling Server Connectivity for Windows XP/Windows 7 (See Page 17)
e Managing Your Incident Databases (See Page 80)

Managing Users and Passwords

Make sure you keep your Database Admin and I-Suite User passwords confidential. Use the following rules when
creating and changing passwords:

Change your passwords when necessary.

Passwords must be at least 12 characters long.

Passwords must contain at least one lowercase letter.

Passwords must contain at least one uppercase letter.

Passwords must contain at least one number.

Passwords must contain at least one special character.

- Allowed special characters: #%&*"

Password cannot be a dictionary word.

e Password cannot be one of the 24 previous passwords defined for the account.
¢ Do not share your passwords with anyone.

For example, while “Nlational!ze is a valid password, “nationalize” is not.

Adding a New Database Admin User

Follow the steps in this section to add a new Database Admin user to the I-Suite system:

1. From the Modules drop-down menu, select Database Admin to open the
Database Admin window.

2. Click the Users button to open the User Management window.
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3. Click the Admin Users tab to select it.

4. Click the Add button to add a new user.

5. Enter the User Name the person must enter in order to access the I-Suite system
as an administrator.

6. Enter the administrator's First Name and Last Name.
7. Enter the Password for the administrator.

8. Inthe Verify Password box, re-enter the new password to verify that it was
entered correctly.

9. To save your changes, click the Save button. Then click the Close button to close
the window.

Changing a Database Admin Password

Follow the steps in this section to change the Database Admin Password:

[-Suite Version 12.01.00 Database Admin 69



Chapter 3:Database Admin

1.

From the Modules drop-down menu, select Database Admin to open the
Database Admin window.

Click the Users button to open the User Management window.

Click the Admin Users tab to select it.

Under Database Admins, click to select the appropriate User Name.
Enter a new Password.

In the Verify Password box, re-enter the new Password a second time to verify
that it was entered correctly.

When the Confirm Password Reset window displays, click the OK button to save
the new password to the system.

When the message Data Saved displays, click the OK button.

To close the User Management window, click the Close button.

Assigning Database Access to Database Admin

Follow the steps in this section to assign database access to a Database Administrator:

A Database Administrator must have rights assigned to each database that they will
be administering.

1.

From the Modules drop-down menu, select the Database Admin option to open
the Database Admin window.

Click the Users button to open the User Management window.
Click the Admin Users tab to select it.
Under Database Admins, click the name of the new database administrator.

Under Attached Databases, click to check the checkbox next to each of the
databases you want to assign to the database administrator.

After the appropriate database(s) are selected, click the Push Admin Users
button.

When the Data Saved message displays, click the OK button.

To close the User Management window, click the Close button.
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Adding a New I-Suite User

Follow the steps in this section to add a new user to the I-Suite system:

Each user must be assigned a unique user name and password to log into a database.
There is only one login per user allowed for each database. If a user attempts to log into
a database more than once with the same user name, an error message displays
indicating that they are already logged into the database under that user name.

1. From the Modules drop-down menu, select the Database Admin option to open
the Database Admin window.

2. Click the Users button to display the User Management window.
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3. Click the ISuite Users tab to select it.

4. Click the Add button to add a new user.
5. Enter the User Name the person must enter to log into the I-Suite system.
6. Enter the person's First Name and Last Name.

7. Enter the Password the person must enter to log into the I-Suite system.
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8. Inthe Verify Password box, re-enter the password to make sure it was entered
correctly.

9. Click to check one or more of the following options. When you check an option,
the user can access that particular module or function in the I-Suite system:

\When you select the DB Admin role, you cannot select any other roles except Data Admin. The Data Admin role
is automatically selected when you select the DB Admin role. You can unselect the Data Admin role and leave the
DB Admin role selected, if needed.

If you select a role other than DB Admin, you can assign multiple roles to the user account. The roles you can
assign include all roles, except the DB Admin role.

e Resources
e Time
e IAP
e Cost
e Demob
e Supply Clerk
e Supply Supervisor
e Communications
e Data Admin
e DB Admin.
e Injury/lliness
10. To assign all rights to the I-Suite user, click the All Rights button.

The All Rights button assigns all rights to a user, except DB Admin and Injury/lliness.
You must click the Injury/lliness checkbox to assign those rights to a user. You cannot
select the DB Admin role when other roles are selected.

11. Toremove all rights from the I-Suite user, click the Clear Rights button.
12. To activate the I-Suite user, click to check the Active checkbox.

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

14. When the Data Saved message displays, click the OK button.

15. To close the User Management window, click the Close button.

Changing I-Suite User Password
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Follow the steps in this section to change the password for an I-Suite user:

1.

10.

From the Modules drop-down menu, select the Database Admin option to open
the Database Admin window.

Click the Users button to open the User Management window.
Click the I-Suite Users tab to select it.

Under Users, click to select the appropriate User Name.

In the Password box, enter a temporary password for the user.

In the Verify Password box, re-enter the password to make sure it was entered
correctly.

To save your changes, click the Save button.

When the Confirm Password Reset window displays, click the OK button to
reset the password.

When the Data Saved message displays, click the OK button.

When you are finished with the user records, click the Close button to close the
window.

Changing Access Rights for an I-Suite User

Follow the steps in this section to change the access rights for an I-Suite user:

Users only have access to the various modules and functional areas of I-Suite that have
been checked on the ISuite Users window.

1.

From the Modules drop-down menu, select the Database Admin option to open
the Database Admin window.

Click the Users button to open the User Management window.
Click the ISuite Users tab to select it.
Under Users, click to select the appropriate user name.

Click to check or uncheck the following checkboxes to assign the appropriate
rights to the user:

Checking one of the following boxes, gives the selected I-Suite User permission to
access that particular module or functional area in I-Suite. If you uncheck a checkbox,

I-Suite Version 12.01.00  Database Admin 74



Chapter 3:Database Admin
lthe user can no longer access that area of the I-Suite application. |

e Resources

e Time

e IAP

e Cost

e Demob

e Supply Clerk

e Supply Supervisor
e Communications
e Data Admin

e DB Admin.

e Injury/lliness

\When you select the DB Admin role, you cannot select any other roles except Data Admin. The Data Admin role
is automatically selected when you select the DB Admin role. You can unselect the Data Admin role and leave the
DB Admin role selected, if needed.

If you select a role other than DB Admin, you can assign multiple roles to the user account. The roles you can
assign include all roles, except the DB Admin role.

6. To save your changes, click the Save button.
7. When the Data Saved window displays, click the OK button to close the window.

8. To close the User Management window, click the Close button.

Deactivating an I-Suite User

Follow the steps in this section to deactivate an I-Suite user:

1. From the Modules drop-down menu, select the Database Admin option to open
the Database Admin window.

2. Click the Users button to open the User Management window.
3. Click the ISuite Users tab to select it.
4. Under Users, click to select the appropriate user name.

5. Click to uncheck the Active checkbox.
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6. To save your changes, click the Save button.
7. When the Data Saved window displays, click the OK button to close the window.

8. To close the User Management window, click the Close button.

Exporting Users

Follow the steps in this section to export users from a database:

This process exports all users with an Active status to a file. The export includes all of
the user information, including their permissions. After you export users from a
database, use the Import Users option to import the users into a different database
(See Importing Users on Page 77).

1. From the Modules drop-down menu, select the Database Admin option to open
the Database Admin window.

2. Click the Users button to open the User Management window.

3. Click the Export Users button.

———— s g ST

v v
v v

i Injury A llkess [ &l Rights
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4 Clear Rightz Irmpart Lsers

The User Export window displays:
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| Liser Export g@@
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Ok Cloze

4. From the Name of database with users to export drop-down list, select the
appropriate database.

5. Inthe Export File Name box, type the name to assign to the user file you are
exporting.

6. Click the OK button to export the users to afile.

7. When the message Isuite User Data Export complete message displays, click
the OK button to close the window.

8. When the User Export window re-displays, notice that the path where the file was
exported displays in the Export File Name box. Click the Close button to close
the User Export window.

Importing Users

Follow the steps in this section to import users from one database to another:

You must first export the users to a file before you can import them into a different
database (See Exporting Users on Page 76).

1. From the Modules drop-down menu, select the Database Admin option to open
the Database Admin window.

2. Click the Users button to open the Manage Users window.

3. Click the Import Users button.
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4. From the Name of database for User Data Import drop-down list, select the
database into which you want to import the users.

5. Click the Browse button next to the User Data file for import box to search for
the user data file you want to import. On the Browse for Existing User Data File
window, click the file you want to import then the OK button to insert it into the
User Data file for import box.
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10.

11.

In the Generic password for imported users box, type a temporary password to
assign to all of the imported users.

In the Confirm password for imported users box, re-type the temporary
password to ensure it was entered correctly.

Click the OK button to import the users to the selected database.

A message displays identifying any fields that were not updated for the users.
Click the OK button to close this window.

When the Isuite User Data Import Successful message displays, click the
OK button to close the window.

Click the Close button on the User Import window to close the window.

Disconnecting a User

Follow the steps in this section to disconnect a user from the database:

This process clears the user's connection if there are problems that occur when logging
into the system.

1.

From the Modules drop-down menu, select the Database Admin option to open
the Database Admin window.

Under Connection Information, click the user you want to disconnect.

Click the Disconnect User button that displays beneath the Connection
Information area.

Digoonnect ger |

i
»
y
3
;
7 ) ;
T Disconnect
; User
<
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A message displays indicating that you are about to disconnect the user from the database.

ISuite X

You are about bo disconnect user ‘tjackson'
from database ‘Training2007',
Do wou wish bo conkinue?

Yes Mo

4. Click the Yes button to disconnect the user.

After the user is disconnected from the database, they can open I-Suite and log back
into the database.

Managing Your Incident Databases

This section identifies how to manage an incident database. It includes information on how to create, copy, attach,
detach, backup, restore, and rename an incident database.

Use your team's naming standards to name a new incident database. General Database Naming Rules are as follows:

e The database name should include the incident name.

e The name must not include any spaces, semi-colons, dollar signs, or any
characters not allowed by MS Windows File Naming Conventions.

Copying an Incident Database

Follow the steps in this section to copy an Incident Database:

|Use your team’s naming standards to name your incident database.

1. From the Module drop-down menu, select the Database Admin option to open
the Database Admin window.
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2. Click the Copy/New DB button to open the Copy Database window.

fyremr S
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browse for a database file.
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?C'\F‘rogtam Fies\ Suite\D atabase\2012_Traming.idb.gpg o "D atabase Password:

"Database Password: |
| “enfy Passwoed:

| 0K | Cancel

3. From the Name of Database to Copy drop-down list, select the database that
you want to copy. If the name of the database is not listed, you can type the name
into the text box.

When you select a database, |-Suite automatically inserts the path for the
database in the Database File box.

If the name of the database you want to copy does not display in the Name of
Database to Copy drop-down list, you can manually search for the database by clicking
the Browse button next to the Database File box.

4. Enter the Database Password for the database being copied.
5. Under New Database, enter the Database Name to assign to the new database.

6. Enter the Database Password to assign to the new database.

The new Database Password must be 8 to 16 characters long and follow the same
rules as those defined for User Passwords (See Managing Users and Passwords on
Page 68).

7. Inthe Verify Password box, re-enter the password for the new database to make
sure it was entered correctly.

8. Click the OK button to copy information from the selected database to the new
database.

|The File Path of New Database box displays the complete file location of the new
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incident database. The Copy Database procedure will automatically attach the new
database.

Creating a New Blank Database
Follow the steps in this section to create a blank incident database:

1. From the Modules drop-down menu, select Database Admin to open the
Database Admin window.

2. Click the Copy/New DB button to open the Copy Database window.

3. Click the Create New Database button.

When you click the Create New Database button, the Database to Copy area is
disabled.

4. Under New Database, enter the Database Name to assign to the new database.
5. Inthe Database Password box, type the password to assign to the database.

6. Retype the password in the Verify Password field to make sure it was entered
correctly.

7. Click the OK button to create the new database.

Renaming an Incident Database

Follow the steps in this section to rename an Incident Database:

|Use your team’s naming standards to rename your incident database.

1. From the Modules drop-down menu, select the Database Admin option to open
the Database Admin window.
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2. Click the Rename button to open the Rename Database window.

M&“;el‘ecl an al‘tached. data.base ﬂom the diopdown list or browse for a
database file.

MName of Database to Rename:

| #

Master Data File Source of Database:
C:\Program Filesh|SuitehD atabase\2012_Training.idb.gpa _]

*New Database Name:

*Database Password:

DK Cancel

3. From the Name of Database to Rename drop-down list, select the database that
you want to rename.

When you select a database, I-Suite automatically inserts the path for the
database in the Master Data File Source of Database box.

If the name of the database you want to rename does not display in the Name of
Database to Rename drop-down list, you can manually search for the database by
clicking the Browse button next to the Master Data File Source of Database box.

4. Enter the New Database Name.
5. Enter the Database Password.

6. Click the OK button to rename the database.

Attaching an Incident Database
Follow the steps in this section to attach an Incident Database:

1. From the Modules drop-down menu at the top of the Main I-Suite window, select
the Database Admin option to open the Database Admin window.
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2. Click the Attach button to open the Attach Database window.

IDB.GFG File of database to attach:
IC:'\F’rogram Files\Suite\D atabase |

*&ittach as: |

*Database Password:

Cancel

3. Click the Browse button next to the IDB.GPG File of database to attach box.
Use the window that displays to browse to the folder where the database is
located. Click the database, and then the OK button to insert the path into the

IDB.GPG file of database to attach box.

The name of the database you are attaching displays in the Attach as box. This is the
name the system automatically assigns to the database. You cannot change this name.

4. Enter the Database Password.

5. Click the OK button to run the attachment procedure.

Detaching an Incident Database

Follow the steps in this section to detach an Incident Database:

Make sure no one is using the database when it is detached, or their unsaved data will
be lost. When you detach a database, other users will no longer have access to the

database.

1. From the Modules drop-down menu, select the Database Admin option to open
the Database Admin window.
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2. Click the Detach button to open the Detach Database window.

i Detach Database

Mame of Database to Detach:
|Training2007 |

*Database Passward:

(1] LCancel

3. From the Name of Database to Detach drop-down list, select the database you
want to detach.

4. Inthe Database Password field, type the password for the database you are
detaching.

5. Click the OK button to detach the database.
6. When the Warning window displays, click the Yes button to detach the database.

Manually Backing Up the Incident Database

Follow the steps in this section to manually backup the Incident Database:

[To recover a backed up Incident Database, you must know the Login Password.

1. From the Modules drop-down menu, select the Database Admin option to open
the Database Admin window.

2. Click the Backup button to display the Backup Database window.

[-Suite Version 12.01.00 Database Admin 85



Chapter 3:Database Admin

3.

4.

5.

Click the Manual Backup tab.

Mext scheduled Auta Backup: |Disab|ed

Manual Backup | Auto Backup |

Databaze: | 2007 _Training j

Mame: |2I]D?_Training_031 B07_132024

Destination Folder

Backup to: C:A\Program FileshSuitehD atabasze B ackup |

Backup Mow

Cloze

Select the database you want to backup from the Database drop-down list.

[-Suite automatically creates a name for the backup and inserts it into the Name
box. The backup name includes the Database Name_Current Date_Current
Time. If needed, you can change the backup name by typing over the existing
text.

[-Suite automatically inserts the path C:\Program Files\ISuite\Database\Backup
into the Backup to box. If needed, you can change this path by either typing a
new one or using the Browse button to select the path.

If you change the default path for the backup, I-Suite will back the database up to both
the default path and the directory specified in the Backup To box.

7.
8.

Click the Backup Now button to start the backup process.

The message Back-up in progress . . . Please wait! displays while the backup is
performed. When the message Backup completed successfully displays, click
the OK button to close the window.

When the Backup Database window redisplays, click the Close button to close
the window.
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Automatically Backing Up the Incident Database

Follow the steps in this section to automatically backup the Incident Database:

Once initiated, Automatic Backups will continue at the specified intervals until backups
are deactivated.

1. From the Modules drop-down menu, select the Database Admin option to open
the Database Admin window.

2. Click the Backup button to open the Backup Database window.

3. Click the Auto Backup tab.

. Backup Database

Mext Scheduled Auto Backup: |Digabled y

b anual Backup | Auta Backup |

[v Auto Backup Enabled

Selected Databazes Backup Interval
Ml -007_Training
b1 D -000007 _bef <1 b LI b

Southwest - -
Cithfast |E:'\F'ru:ugram FilezhSuite D atabazehBackup

TestDB

1 Haour -

B ackup Destination

Save |

Cloze

4. Click to check the Auto Backup Enabled checkbox to enable the automatic
backup system.

5. Inthe Selected Databases box, click to check the checkbox next to each of the
databases you want to include in the automatic backup procedure.

6. From the Backup Interval drop-down list, select the total amount of time the
system should wait before performing the backup.
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7. 1-Suite automatically inserts the path C:\Program Files\ISuite\Database\Backup
into the Backup Destination box. If needed, you can change this path by either
typing a new one or using the Browse button to select the path.

If you change the default path for the backup, I-Suite will back the database up to both
the default path and the directory specified in the Backup Destination box

8. Click the Save button to save the settings for the automatic backup procedure.
The system automatically inserts the date and time when the backup will next
occur in the Next Scheduled Auto Backup box at the top of the window.

9. Click the Close button to close the Backup Database window.

10. A note displays indicating that I-Suite must be running in order for the auto-backup
to occur. Click the OK button to close the window

If you close the I-Suite application, Automatic Backups will not occur. For security
reasons, you must lock your computer or set it in stand-by mode when you leave the

computer.

Restoring the Backup Database
Follow the steps in this section to restore the backup database, if needed:

1. From the Modules drop-down menu, select the Database Admin option to open
the Database Admin window.

2. Click the Restore button to open the Restore Database window.

. Restore Database

*Restare from: | C:\Program Files Suite\D atabasehB ackuphT raining2007 .

*Restare as databasze; |TraihingEDD?

ok Cancel

3. Click the Browse button next to the Restore From box. A Browse for Existing
Database Backup File window displays.
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4. Use the Browse window to search for the database that you want to restore. Click
the database to highlight it and the OK button to insert the path in the Restore
from box.

5. Inthe Restore as Database box, type the name to assign to the restored
database.

Restoring the database with the same name as the original database will overwrite the
original database.

6. Enter the Database Password.
7. Click the OK button to restore the database to the I-Suite system.

8. If a database already exists with the name defined in the Restore as Database
box, a window displays indicating that the database already exists. The system
will assign a different name to the restored database. Click the OK button to
rename the restored database.

9. If you click the Cancel button, a warning displays indicating that you must detach
or delete the database with the same name before you can restore it. Click the OK
button to cancel the database restore procedure.

Importing ROSS Data Files

This section explains how to download a ROSS data file and then import it into the I-Suite database. Remember
these key points when importing ROSS data into an I-Suite database:

e ROSS data can be imported into an I-Suite database as many times as needed.

I-Suite automatically matches crew members to crews when the import process is run. |

|Supp|y items in the ROSS import file will not be imported into the I-Suite database. |

e Some ROSS data fields allow more characters than are allowed in the
corresponding I-Suite data fields. If the data imported from ROSS exceeds the
corresponding I-Suite data field limit, you will be prompted to input data with less
characters. The I-Suite data fields that are affected include:

= |ncident Name: limit 20 characters

= |ncident Number: limit 13 characters
= Agency: limit 4 characters

= KindCode: limit 4 characters

= HomeUnitCode: limit 6 characters
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= Resource Name: limit 53 characters

Important Note: I-Suite will only display and save the first 20 characters of an Incident
Name or Resource Name. When you import any Incident Name or Resource Name
that contains more than 20 characters, you must rename the Incident or Resource with
a name that contains 20 or fewer characters.

You must know your ROSS User ID and Password to download ROSS data from the
Cognos Web site. If you have any questions about your ROSS User ID and Password,
contact the Home Dispatch Center that created your account.

Check Internet Settings Prior to Download
Follow the steps in this section to prior to downloading a ROSS data file:
1. Start your Internet Explorer.
2. Select the Tools menu and the Internet Options.
3. Click the Security tab and select the Trusted sites option.

4. Inthe Add this website to the zone box, enter http://rossReports.nwcg.gov
and click the Add button..

5. Click the Close button to close the Trusted sites window.

Trusted sites ﬁ|

-f’ ‘fou can add and remove websites From this zone, all websites in
4 this zone will use the zone's security settings.

add this website to the zone:

[ ]Require server verification {https: ) For all sices in this zone

Close
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Download ROSS Data File

This process can be run from either ROSS or directly from Internet Explorer. If you run
this process from ROSS, select the Administration/Reports Menu option, then skip to
step 6. When running the process directly from Internet Explorer, complete all of the

steps.
1. Open Internet Explorer.
2. Inthe Address box, enter http://rossReports.nwcg.gov/cognos/c8/cgi-
bin/cognos.cgi.
3. From the Namespace drop-down list on the Login page, select ROSSLDAPSSL

and click the OK button.

' Log on - Windows Internet Explorer,

@:\: i |g, htkpsffrassreparts. nvweg, govfcognos oS icai-binfcognos .. cai

@9 Edit ‘iew Favorites Tools  Help
.,ra- Snaglt E E"
i':? 'ﬁ? [ @ Lag on

=

Please select a namespace for authentication.

Namespace:
[rossioarsst B4
OK Cancel
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4. Enter your ROSS User ID and Password. Click the OK button to log into Cognos.

Please type your credentials for authentication. '
Namespace: "
ROSSLDAPSSL
User ID:
| jdoe |
Password: af
||||||||||||| | ’
______________________ oK || Cancel

. .HM-,._-J._,—‘_ J‘J

5. Onthe Public Folders tab, select ROSS.

Cognos Connection -

Tom Sacher Log On Log Off

- | Public Folders My Faolders

Select ROSS

@ FamMveE Qs Warehouse

]
]
[0 @m ross
]
O
.

Public Folders

| |hlamE$

[ ROSS System Extracts

[ ROSS Temp
@8 ROSS-AR

RV LYY

b
).
!
)
\
’
b
b;

6. Select the User Community Reports option.
7. Select the System Extracts option.

8. Select the I-Suite Import File option.
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9. Click the Incident label on the top left side of the page to expand or collapse the
incident selection area.

I-Suite Import File

Click Incident
to Expand
Incident List

10.
fmmeemnimans Troel, e it I T e G, o et | bR e, s
b .
.~ Incident Name | Incident Type | ==AlI=* | Filter
kY Incident Number J Incident Host ] Incident Dispatch ]
&.-'—";I Incident [Number] peme™
_;;" [AK-ACC-004#01] 2008 AICC Emergency Communications Kit i‘
s, {10002] 2008 DOI Disaster Response Plan
003] 2008 AICC Communications Prepasition
'\I 005] 2008 AICC Multiple Fire Support
2 012] 2008 L-48 Crew (Group 6) Support Li
i =Required Fiel
; _ _
~ Cancel = Bac gt = ew Report Clear Filters

11. Select an incident from the list.

12. Click the View Report button.

13. After the report opens on the page, click the Create I-Suite Extract button to
extract the data in the report for I-Suite.
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Cognos Viewer - I-Suite Import File

Create [Suite BExtract

93954|Moose Creek Prescribed Fire FY0S | AK-N
1912573 |HADE, DAVE |BLM|O-1]AK-AKD |RXB2|PRESCRIBED FIRE BURN BOSS, TYPE 2||FAI|03/09/2009 07:30
1912579 |BROCKS, JASON |BLM |O-3|AK-AKD FFT2|FIRE FIGHTER TYPE 2||FAI|03/09/2009 07:30:00]1]10

1912580 |SCHUMACHER,, AARON |BLM|C-4| AK-AKD JFFT2|FIRE FIGHTER TYPE 2||FAL|03/09/2008 07:30:00]1]|
1912591|Ray, Justin |BLM|O-2|AK-AKD|RXE2|PRESCRIBED FIRE BURN BOSS, TYPE 2||FAI|03/09/2009 07:30:0

Create Extract

14. In the window that displays, enter the name to assign to the file you are extracting
and identify the directory where you want to save it. Click the Save button to
extract the file.

Make sure you use the default settings when you save the file. The file type must be
HTML (i.e., *.htm or *.html). The language must be Unicode. If you change these
settings, the file may not import correctly into the |-Suite application.

15. Click the Log Off option on the top left corner of the page.

16. Close Internet Explorer.

Importing ROSS Data into Database File

Follow the steps in this section to import ROSS data into an 1-Suite Database file:

The Status Bar in the bottom left corner of the Ross Import window identifies the

database into which you are importing data. It also shows the current step on which you
are working in the process.

1. From the Module drop-down menu, select the Database Admin option to open
the Database Admin window.

2. Click the Import Data button to open the Ross Import window.
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— Impost Type
Database: |2012_Training Date of Import: [04718/2012 £ oo P Fin
Import Fie Name: | ¢ Import From Previous Exclusions
|mpext Steps | Instractions Incident Informabion

ROSS

Incident Name: |

Incident Number: [

Incident State: [

Incident Start Date: |

3. Select the Import from File option under Import Type.

4. Click the Import Data button to open the ROSS Import window:

5. Click the Browse button next to the Import File Name box. In the window that
displays, browse to the ROSS data file you want to import. Click the file and then
the OK button to insert the path into the Import File Name box.

6. When the Ross Import window redisplays, click the Load Data button.

After the data is loaded, a list of import steps displays at the top of the window. If a
step is crossed out, that step was completed. The steps that display are based on
whether you are importing to a database with existing data or a blank database.

= Ross Import

Database: |2012_Training

Date of Impoet: 104/18/201

Impost File N ame: IC;\Pxogtam Files\ISute\D ata_lmport\2011_TRAINING_ROSS_IMPORT htm

o Import Steps

v dachdhadncidan

v Pravicustatches
Valbdate Matches 1
Validate Matches 2
Import Complete
Vabdate Crews
Exciuded Resowces
Import Complete

Instructions -

Vahdate Matches 1:

Shows resouwrces that match by request number and
resource name, |f needed, pou can edit a resowrce in the
I-Suite Resources arid by by typing directly in the gnd.
When there are no changes or you are completely fnished
ediing resowrces, press the next button to continue to the
next step.

Incident State:
Incident Start D

ROSS Resources

Ross Import Buttons
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The following buttons display on the Ross Import window after you have imported the data:

The Remove buttons only remove data from the I-Suite grid that has not already been
imported (saved) into the I-Suite database. Data previously entered or imported into the
I-Suite database cannot be removed with the ROSS Import function.

Selector — highlights the row to the right of the button
>> (Select All) — moves ALL data in the ROSS grid to the I-Suite grid
> (Add Selected) — moves SELECTED data in the ROSS grid to the I-Suite grid

< (Remove Selected) — moves SELECTED data that was added to the I-Suite
grid back to the ROSS grid

<< (Remove All) — moves ALL data that was added to the I-Suite grid back to the
ROSS grid

Match — matches the selected ROSS and I-Suite incidents or resources
Unmatch - unmatches the selected ROSS and |-Suite incidents or resources

Restart Step — restarts the current step without importing data from the current
step into I-Suite

Next — imports all added or changed data currently in the I-Suite grid into the I-
Suite database

There are two basic scenarios for importing a ROSS data file into an I-Suite database:

Importing the data into a blank I-Suite database or adding an incident to an I-Suite
database that contains other incidents.

Importing data into an I-Suite database that already contains data (either manually
entered or previously imported from a ROSS database).

Instructions for both scenarios are listed below:

Importing an Incident into an I-Suite Database

Follow the steps in this section to import a ROSS Incident into an I-Suite database:

You must have already imported ROSS data into a database before you can proceed
with this procedure. (See Importing ROSS Data Files on Page 89)
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1. On the ROSS Import window, click the incident you want to import in the ROSS
Incidents grid.

ROS5S Incident -
Move Incident

to I-Suite
ROSS Inc 1D | Incident Mame |ncident Mumber | State | Start Date
b |599 MILLARD COMPLE= | CA-BDF-O06FF3  |Ch 070

M

s

¥

T '\""-"".\_.\._.ﬂ_ PP ETI Soue L NS mlat e ameeman

R

2. Click the >> button to move the incident from the ROSS Incident grid to the I-
Suite Incidents grid.

3. Click the Next button to move to the next step in the Import process.

Matching a Ross Incident to an I-Suite Incident
Follow the steps in this section to match a Ross Incident to an I-Suite incident:

1. Onthe Ross Import window, click the incident you want to match in the Ross
Incident grid.

2. Inthe I-Suite Incidents grid, click the corresponding incident.
3. Click the Match button to match the Ross Incident to the I-Suite Incident.

4. Click the Next button to continue with the next step in the Import process.

Importing Ross Resources into a Blank Database
Follow the steps in this section to import ROSS resources into an 1-Suite database:

1. On the Ross Import window, click the >> button to add all resources listed under
the ROSS Resources grid to the I-Suite Resources grid.
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ROSS Rezources Click to Move | ™
Resources to ’
I-Suite
RO5SS Res D |Request Mumber | B esource Name Agency
p [598545 A1 ROTORWIMG - TAC - 509 C{FS — N f [
538731 A-B HELICOPTER - T3 - 911F5 |[FVT -
533072 A-11 HELICOPTER - CGRMR [HE[FWT L ,
593177 A-11.1 FURYEAR, STEVEM Fs J
533178 A-11.2 POLSTOM, A4R0ON Fs * *
533179 A-11.3 RaMBO, SHAWH FS - 4
5393180 A-11.4 MaGANA, JOSE R FS '
533181 A11.5 DELAROSA, RICARDO FS
533182 A116 HOWARD, CASEY FS <
533183 A11.7 BALL, MATT FS T
s | 299134 A-11.8 WASOUEZ, RICARDO M FS 3 2
= \FRRAAR | a- v c\f‘ - A | l‘.—"-:ﬁl'r—"‘lﬁ TN ST Sy o B .

If you want to select individual resources to add, hold down the Ctrl key and click
each resource under the ROSS Resources grid that you want to include. Then
click the > button to move the selected resources to the I-Suite Resources grid.

2. Click the Next button to move to the next step in the Import process.

Validating Previous Matches
Follow the steps in this section to validate previously matched ROSS and I-Suite Resources:

1. Onthe ROSS Import window, compare the ROSS Resources to the I-Suite
Resources.

2. If a matched resource is found that should not be matched, click the resource in
the I-Suite Resource grid.

3. Click the Unmatch button to unmatch the resources.

i, N L LU LSS - o .
£38585 210 RHODES, P Click Umatch E9adhn..
58557 C2.11 D&vis. eraf to Unmatch Fagaa
F9R9a8 £212 FIMBRES. 4| Resources F9R9AE .
593983 C-213 WwWHITCHE R, e Unrmatch Faaag
558990 C214 STARK, JAMES F5 — 59595
532931 C-215 MUNDO, PATRICIA Fg F9E591 -,
Eaaaaf C-216 LOERA. JOSE F§ -| 595932 i

L | [ 4

- ‘*“‘\-,_,-rﬁ-r A gt gt dl st e

You can also unmatch the resources by typing over the information for the
resource in the I-Suite Resource grid.

4. Click the Next button to move to the next step in the Import process.
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Validating Resources Matched by Request Number & Name

Follow the steps in this section to unmatch resources that were incorrectly matched by Request Number and Name.
This is the Validate Matches 1 step on the Ross Import window:

1. On the Ross Import window, click the resource that should not be matched in the
I-Suite Resources grid.

2. Click the Unmatch button.

If the data is the same for the resources that do not match, you can type directly
into the I-Suite Resources grid to edit the resource data.

3. Click the Next button to move to the next step in the Import process.

Validating Resources Matched by Request Number

Follow the steps in this section to unmatch resources that were incorrectly matched by Request Number. This is the
Validate Matches 2 step on the Ross Import window:

1. Onthe ROSS Import window, compare the ROSS Resources that were matched
to I-Suite Resources by request number.

2. Inthe I-Suite Resources grid, click the resource that should not be matched.

3. Click the Unmatch button to unmatch the resource.

If the data is same for the resources that do not match, you can type directly into
the I-Suite Resources grid to edit the resource data.

4. When you have finished editing all of the I-Suite resources, click the Next button
to move to the next step in the Import process.

Manually Matching Resources

Follow the steps in this section to manually match resources:

1. Onthe ROSS Import window, click the resource you want to match in the ROSS
Resources grid.

2. Inthe I-Suite Resources grid, click the corresponding resource that should be
matched.
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3. Click the Match button to match the resources.

T BmFTE T A TR TwWERD Click Match T e
R03713 E-38 WILLIAM O} to Match ¥
G01543 0-1.8 GLOBERM{ Resources Match ;
BO1553 0118 JOHMSOM! I
BO1G70 01.35 SLATEN, CAROL F Unmatch L

o | it LRURBAS o AR oy pemes s HAMCHINSOR, DALE 07 L g, @5 oo o, /

If the resource is a match, but the data is not the same, you can type directly into
the I-Suite Resources grid to edit the resource data.

Manually Adding Resources

Follow the steps in this section to manually add resources to an I-Suite database:

1. On the ROSS Import window, click >> to add all resources listed in the ROSS
Resources grid.

If you want to select individual resources to add, hold down the Ctrl key and click
each resource under the ROSS Resources grid that you want to include. Then
click the > button to move the selected resources to the I-Suite Resources grid.

2. Click the Next button to move to the next step in the Import process

Assigning Crew Members to a Crew
Follow the steps in this section to assign crew members in a ROSS Import to a crew in I-Suite:

1. On the Ross Import window, review the list of crew members assigned to a crew.
If there is a crew member listed that should not be included in the crew, click the
crew member and the < button.
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2 Crew Hame: HELICOPTER - T25 - 811KA
,.-f-} Request Humber: A-17
:Code ROSS Res ID | Request Humber | R esource Hame Agency Code
.g; 3 Emﬁ.-ﬁl DOHERTY, SCOTT J F5
- 1R05740 AT 2 LARSOM, SETH Fs
?}' > 1505741 A7 3 FLOSTERMAM, STEVE F5
:'..\ - SEVWELL. DavID F5
4 b HERMOSILLO, SHAWM F5
ﬁ}\ | IClick to Remove CLIFFORD. STEPHEM F5
§ Crew Members HOLMES. BEN FS
; HA4RDY, PETER M F5
", < 17, FERM. MICHAEL F5
{: M 1605749 A1710 DALE, DavD F5
o < 1505750 A7 MACPHEE . RICHARD F5
R | 1R07270 A7 13 FAISERSATT, JOHM Fs

Hl AP APl o ‘ L '\M -~ u#&—‘*r g

To remove multiple crew members, hold down the Ctrl key and click each crew
member listed in the Assigned Crew Members grid that you want to remove.
Then click the < button.

To remove all crew members from a crew, click the << button.

2. Click the Next button to assign the listed crew members to the crew and display
the next crew to validate.

3. When all of the crews are validated, click the Next button to move to the next step
in the process.

Exclude Resources
Follow the steps in this section to view excluded resources:

1. On the Ross Import window, review the list of excluded resources.
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Excluded Resources

RO55 Res 1D |Request Mumber | Rezource Mame Agency Code
1517660 C-281 STARR. MAGGIE F5

1517661 C-23.2 ROMZEK. PETE F5
1517662 C-28.3 MEMDIOLA, DIEGO B FS
1517663 C-29.4 WILLS, MATTHEW J F5
1518203 C-23.1 NORWOOD, JASON F5
1518204 C-29.2 THOMAS, MOMICA FS
1518205 C-23.3 D147, PALIL & F5
1518133 C-301 RODGERS. DUSTIM L F5
1518134 C-30.2 YILDHABER, SEAN FS

Al A TN s,
2.

Rﬁ A h g

Click the Next button to move to the next step in the process.

3. When the message The import process is complete displays, click the OK

button to complete the import process.

Importing Excluded Resources

Follow the steps in this section to import resources that were excluded when importing a Ross file:

1.

From the Module drop-down menu, select the Database Admin option to open
the Database Admin window.

Click the Import Data button to open the Ross Import window.
From the Database drop-down list, select the appropriate database.
Click the Import from Previous Exclusions option under Import Type.

From the Import Incident drop-down list, select the incident for which the
resources were excluded.

Click the Load Data button to begin the import process for the excluded
resources.

Complete the remaining import steps listed under the Import Steps area on the
Ross Import window.
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Purging Social Security Numbers

I-Suite data contains private and personal information including Social Security Numbers (SSN) and IRS Federal
Employer Tax ID Numbers (EIN). Before publishing any report that might jeopardize this private data, you must
remove this sensitive information from the I-Suite database.

Important Note: The following procedure will permanently remove the SSN's and EIN's
from the database. If this information is still needed, make sure you create a copy of the
database before purging the SSN’s and EIN’s from the current |-Suite database.

Follow the steps in this section to run the purge process:

1. From the Modules drop-down menu, select the Database Admin option to open
the Database Admin window.

2. Click the Purge SSN/EIN button to display the Clear SSN's and EIN's window.
The message on this window indicates that running this option will change all of
the SSN's and EIN's to 9's.

Clear SSN's and EIN's Bq

Yo are about ko sek all of the S55M's and EIN's to 9's
in the 'Morthwest' Database,

fre wou SURE ywou want ko do this?

3. Click the Yes button to continue. A second Clear SSN's and EIN's window
displays. This window is to confirm that you really want to run this procedure.

Because the purge process cannot be reversed, two warning messages display before
ou can run the procedure.

4. Click the Yes button to continue. When the process is complete, the message
Update Complete displays.

5. Click the OK button to close the window.

Exporting I-Suite Data Files

This section explains how to create and then export Injury/Iliness 1-Suite data files to the Data Repository. At each
team transition and at the end of an incident, upload all I-Suite data files to the Data Repository.
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You must have a DMS User Name and Password to access the repository site. Contact your Incident Commander
or the 1-Suite Help Desk for more information.

Creating a Data Repository File

Follow the steps in this section to create a Data Repository file:

ISSN/EIN's are automatically purged from the Repository file.

1. From the Modules drop-down menu, select the Database Admin option to open
the Database Admin window.

2. Click theExort Data button. The Data Export window

| Data Export

Export Type Export [nstructions
1. Select a database to export.
2. Select one incident to be uzed in the file namg
" Financial a reposzitory file will be created for each incider”

MOTE: Drata far all incidents within the selected’

Iy ¢ llness 3. Click 'O to expart the repositony file. D’
4. If the incident has ended. click “es' for En

5. Upload the expart file ta the export repositon 2,

Caution: DO MOT rename the data repogitary file

i* Repositom
Mate:
Repozsitary Export should be accomplizhed a

Database: Host Mame | Application

2008_Training v| |TJACKSON jadmiriGravsLake
Select incident ta be uzed in the file
name:

v FROG

IR IVER:

Source file:

Deztination path:

N *_.f\ “‘*\__,_A;* Al “i

displays.

3. Under Export Type, select Repository.
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8.

From the Database drop-down list, select the database for which you are creating
the repository.

Under Select incident to be used in the file name, click to check the checkbox
next to the incident to use in the file name. If you select more than one incident,
multiple files will be created with those file names.

NOTE: Each repository file that is created will contain data for all incidents within
the selected database.

Click the OK button to create the Repository file.

When the End of Incident window displays, identify whether this is the end of the
incident. If it is the end of the incident, click the Yes button. If it is not the end of
the incident, click the No button.

When the system has finished creating the repository file, a Repository Files
Created window displays, click the OK button to close the window.

Click the Close button on the Data Export window to close the window.

The file is exported to C:\Program Files\ISuite\Data_Export\Repository.

Creating a Finance Data Export File

Follow the steps in this section to create a Finance Data Export File:

Make sure you coordinate with others on the incident management team before creating
a finance data export file. This should be done after accruals are finalized for the day.
The procedure will export finalized accrual data — OF-288 original invoices for casual
hires and OF-286 original invoices that have been printed for payment. Once data has
been exported, the data is locked and can no longer be changed. This means that OF-
286 and OF-288 original invoices cannot be deleted and accrual data cannot be
modified once this export is completed. After the Data Export file is created, the export
date and file name appears in the Data Export History.

1. From the Modules drop-down menu, select the Database Admin option to open

the Database Admin window.

2. Click the Export Data button to open the Data Export window.
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. Data Export

Export Tope Export Instructions

Step 1. Coardinate with athers on incident management team.

* Financial Step 2. Select a databaze to expart,
Step 3. Select an incident to uze for data export filename.
= Injury / liness Step 4. Click 0K to perform export.
Step 5. Upload the export file to the export repaozitary zite.
¢ Repository Mote: Financial Data Expart may be perfarmed only once per day. ’
Databaze: D ata Export History
tntfire j Export Date Time Incident Marne
) u 10/31/2007 1416 |MOUNTAIN FIRE |MT-123-F45678-20070901-20071002-141 E.»’
|nicident: \

. 9/19/2007 1424 [MOUNTAIN FIRE |MT-123-F45678-20070301-20070521-1424.
. 9/19/2007 1424 [MOUNTAIM FIRE |MT-123-F45678-20070301 -20070521-1424.

. 10/3/2007 1416 [MOUNTAIM FIRE |MT-123-F45678-20070301 -20071002-141 E.?

Expaort file destination:
| ak Cloze |

<

<

-

Last expart info: ’
3

£

3. Click the Financial option under Export Type.

4. From the DataBase drop-down list, select the database for which you are creating
the export file.

5. From the Incident drop-down list, select the incident for which you are creating
the export file.

6. Click the OK button to create the export file.

7. When the warning displays indicating that the records will be locked after the
export occurs, click the OK button to continue with the export process.

8. When the export is complete, the Data Export window redisplays with the
exported file listed in the Data Export History frame. Click the Close button on
the Data Export window to close the window.

The file is exported to C:\Program Files\ISuite\Data_Export\Finance.

Creating an Injury/lliness Export File
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Follow the steps in this section to create an Injury/lliness Export file:

1. From the Modules drop-down menu, select the Database Admin option to open
the Database Admin window.

2. Click the Export Data button to open the Data Export window:

Export Tupe

" Financial

(o |njury / lllness

(" Repositony

[ atabaze:;

Esport [nstructions

Step 1. Select a database to export.
Step 2. Select an incident o uze far data export filenarme.
Step 3. Click '0F to perfarm expart.
Step 4. Upload the export file to the export repositon site.

Mote:
Injury Data Export may be performed multiple tmes per day.
All injury data in the databaze will be exported with each expart file.

4

[ ata E xport Higtaryg

| kdnitfire

Incident;

j Expart Date Time [nzident Mame
u 24272008 0340 MOUNTAIN FIRE | MT-1 23-F45E?E-2EIEI?DEBD-EDDEDEE?‘

|MOUNTAIN FIRE

Last expaort info;

E wpart file destination:

T Coea |

LY VR vy

Click the Injury/lliness option under Export Type.

From the DataBase drop-down list, select the database for which you are creating

the export file.

From the Incident drop-down list, select the incident for which you are creating

the export file.

Click the OK button to create the export file.

When the export is complete, the Data Export window redisplays with the
exported file listed in the Data Export History frame. Click the Close button on
the Data Export window to close the window.
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The file is exported to C:\Program Files\ISuite\Data_Export\Injury

Uploading the Data Repository File

Follow the steps in this section to upload a data file after you create it:
1. Start your Internet browser.
2. Inthe Address box, type isuite.nwcg.gov to open the I-Suite Web page.
3. Onthe Welcome to I-Suite web page, click the Data Repository option.

4. When the Security Alert window displays, click the Yes button to continue with
the upload process. A Connect to isuite.nwcg.gov window displays.

The server isuite, nwcg.goy at ISUITE Login requires a
usatnamea and password,

i | |

Lset narme! i L % v
| ]

Passwiord; | [

[ 1remember my password

L (6] 4 ][ Cancel ]

5. Enter your DMS User Name and DMS Password. Then click the OK button. The
[-Suite Upload Form page displays.
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Data Repository

I-Suite Upload Form
Please use the naming convention generated from |-Suite.

File:

6. Click the Browse button next to the File field. Use the window that displays to
locate and select the appropriate data repository file.

The default folder location for saving repository files is C:\Program
Files\ISuite\Data Export\Repository.

8. Click the Upload button. When the data repository files have finished uploading,
the ISUITE Upload Results screen displays.

" ISUITE Upload Results

The following file was saved:

MTBRF000001_FROG_2010 0417_0023.mdf.gpg

9. Click the Back button on your Internet browser to upload additional data
repository files, or close your browser, as appropriate.
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Merging Databases

This section explains how to merge two databases into one database.

For information on combining incidents within the same database, see Combining
Incidents in the Same Database.

The following graph shows how this process is done:

Database 1 », Database 1

Compare

Database 2 » Database 2 » Mew Database

1. 2, 3.
Identify databases Check databases Merged database
to be merged for consistency (Uses the structure
issues from Database 2)

Follow these steps to merge two databases:

WARNING: Make sure all Cost Accruals are finalized and exported before merging the
databases. If the Cost Accruals have not be finalized and exported before merging the
databases, the Cost Accruals may not be accurate the next time you perform a Cost
Accrual Extract.

1. From the Modules menu, select the Database Admin option to open the
Database Admin window.

2. If needed, Attach the databases that you plan to merge. (See Attaching an
Incident Database on Page 83)

3. Click the Merge button on the Database Admin window to open the Merge
wizard. Click the Next button to continue.
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I-Suite Merge Utility 11.01.00

Welcome to I-Suite Merge

‘With this application vou can merge bwo I-Suite databases into a
single database, The databases being merged must be attached
ko the server, Select one of the Following options:

f* Merge bwo I-Suite databases inko a single database

Help Cancel | | Mext = | |

4. From the Database 1 drop-down list, select the first database to include in the
merge. Then enter the database’s Password. Click the Next button to continue.

01.00

%elect Database 1 to Merge

Database 1 and Dakabase 2 will be merged into a new database,
The Database 2 lookup kables will be used in case of duplicates ar
differences, & report will be generated ko document these
differences. Database 1 and Database 2 must be attached to

perform a merge, Select a database for Database 1, type the
password for Database 1 and Press Mext bo continue,

* Database 1 | ﬂ

* Passward |

Help Cancel | < Back | Bext = | |

5. On the Select Database 2 to Merge window, select the second database to
include in the merge from the Database 2 drop-down list. Then enter the
database’s Password. Click the Next button to continue.
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The system uses the Database 2 Lookup Tables if there are duplicates or differences
in the merged databases.

F ]

Select Ddatabase Z? to Merge

Database 1 and Database 2 will be merged into a new database,
The Database 2 lookup tables will be used in case of duplicates or
differences. A repart will be generated ko docurment these

differences. Database 1 and Database 2 must be attached to
perform a merge, Select a database for Database 2, tvpe the
passward For Database 2 and Press Mexk to conkinue,

* Database 2 | j

* Passward |

Help Cancel | < Back | Mext = | |

If either of the databases that are being merged have Cost Accrual Extracts that have
not been exported, a warning message displays indicating that all accruals should be
finalized and exported before merging the databases. Click the OK button to close the
window. To cancel the merge process, click the Cancel button on the I-Suite Merge
Utility window. After you have finalized and exported the Cost Accruals, you can restart
the merge process.

6. Onthe Name Database to Create window, enter a name for the New Database.
Then enter a Password for the merged database. Enter the password a second
time in the Confirm Password box to ensure it was entered correctly. Click the
Next button to continue.

If there are open connections to one of the databases, a warning displays. Click the Yes
button to close the connections and continue with the process. If you want to cancel the
process, click the No button.
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I-5uite Merge Utility 11.01.00

Mame Database to create

Database 1 and Dakabase 2 will be merged into a new database,
The Database 2 lookup tables will be used in case of duplicates or
differences, & report will be generated ko document these
differences. Tvpe the name Far the new merged database, tvpe
the password o be assigned ko the new database, re-tvpe the

password to confirm and press Mext to continue.,

* Mew Database ImergedDB

* Passward

1
|
The path For the new database is + C:\Program Files)ISuitev 1 alphaziDatabase),

* Confirm Password

Help | Cancel I < Back | Mext = I Eimish I

7. Onthe Ready to Check Databases window, click the Check Databases button.

|-Suite Merge Utility 11.01.00

Ready to Check Databases

This skep will check the databases to ensure
they are the correct struckure and identify
consistency problems between the databases,

This step must be done before completing the
merge. Press Check Databases to begin, _

Progress Done

- Inspecting LU table: L_Rates

- Inspecting LU table: L_State

- Inspecting LU table: L_SupphCatalog

- Inspecting LU table: L_SupplvHazardous

- Inspecting LU table: L_SupplvLocations

- Inspecting LU table: L_SupplvReferencelata
Consistency check complete.

Please wait. .. T
Warning, There are differences between databases, press Mext to view them w

< | b

Help | Cancel I < Back | Bext = I Eirish I

[

8. The Progress Label identifies the percentage of the Check Databases process
that is complete. When the process is complete, the label changes to Done.
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9. Complete one of the following based on the merge results:

a. If the message Warning, there are differences between databases, press
Next to view them displays, click the Next button. This allows you to review,
print and analyze the differences. Click the Close button to continue with the
process.

Generally, you do not need to perform any manual editing, because differences are
handled through the merge process.

When merging a prior year to a current year database, it is common to see differences,
because of changes made to the standard database. To maintain the integrity of your
data, make sure you print the list of differences to analyze later.

b. If the message Done, no differences found Press Next to complete the
merge displays, click the Next button.

10. When the Ready to Complete the merging process window displays, click the
Merge button.

i -

Ready to complete the merging process

The final step is to merge the databases, Press
the Merge button when ready.
] i

Progress O %

Press Merge to skart the final merging process.,

4 b

Help Cancel | < Back | | |

11. The Progress Label identifies the percentage of the Merge process that is
complete.

12. Once the merge is complete, click the Next button.
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13. When the question Are there any incidents that need to be combined into a
single incident? displays, click No to keep all of the incidents separate and
proceed to step 14. Click Yes to select which incidents to combine in the merged
database.

\_‘g/ Are there any incidents that need ko be combined into a single incident?

Yes Mo |

a. If you selected Yes to combine incidents, the Select incidents to Combine
window displays. In the Incidents Available frame, select the incidents to
combine, and then click the > button. To combine all incidents into one, click
the >> button.

Select Incidents to Combine

Select incidents you wish to combine into a single incident.

Incidents Incidents ko
Sevailable Combine
FR.OG
RIVER =
mF
=
<

Help Cancel | | Mext = | |

b. Once all of the Incidents you want to combine are listed in the
Incidents to combine frame, click the Next button.

c. From the Incidents to Combine frame, select an incident into which the
other incidents will be merged. The name of the selected incident
displays in the Combined Incident Name field. Click the Next button.

You must select an Incident to assign as the Combined Name. If you leave the
Combined Incident Name box blank and click the Next button, a message displays
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lindicating that you must select an Incident for the Combined Incident Name.

01.00

Select Combined Incident Name

Select an incident to assign as the Combined Incident

Mame.
Incidents ko Combined
Combine Incident Mame
FROG
RIVER

Help Cancel | < Back | Bext = | |

d. If there are Resources that are potentially duplicate in the merged
incident, a Potential Duplicate Resources Report displays. You can
print, preview or export this report. After viewing the report, close it to
continue with the merge process.

14. On the Merge Process Completed window, you can either click the Finish button
to complete the merge process or click the Combine Other Incidents button if
you need to merge additional incidents together. When you click the Combine
Other Incidents button, repeat steps 13 a-d to merge the additional incidents
together.
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Merge Process Completed
Combine Other
Incidents
Database 1; 2010_Training. mdf
Database 2: Ao alan, rdf

Mew database:  mergedDB.mdf

Press Finish ko exit,

MOTE: The ISuite user accounts From Database 1 and
Database 2 have been merged into the new database, All
users fram Database 1 have been deactivated, Use the
Iser Management tool to reactivate users needed,

Help | | | | Einish I

Combining Incidents in the Same
Database

Follow the steps in this section to combine multiple incidents that are in the same database together to form one
incident in a separate database.

WARNING: Make sure all Cost Accruals are Finalized and Exported before merging the
databases. If the Cost Accruals have not be Finalized and Exported before merging the
databases, the Cost Accruals may not be accurate the next time you perform a Cost
Accrual Extract.

1. Create a New/Blank Database (See Creating a New Blank Database).

When combining incidents in the same database, you must first merge your existing
database into a new blank database. You cannot perform this process without first
creating the New/Blank database.

2. Run the merge process (See Merging Databases).

3. Select the New Blank Database as Database 1.

4. Select the existing database as Database 2.
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If you do not select the existing database as Database 2, the Kind Codes and Rates in
the merged database may not be correct.

5. Complete the merge steps 6 - 14.

External User Account Management

This section explains how to manage External User Accounts. Use an External User Account to access an I-Suite
database with an external application.

Creating an External User Account
Follow the steps in this section to set up an External User Account:

1. From the Modules drop-down menu, select the Database Admin option to open
the Database Admin window.

2. Click the Users button to open the User Management window.

3. Click the External Users tab to select it.
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ISute Users | AdminlUss: | Extemal Users |

®)|

Uiz
. shizabath tudor elizabeth tudor 4/27/20N0 8:08:56 ‘4.’2?#21310 B v

Add Mode

“User Name [ichn doe Acces | Databars
*First Hame [John =

Last Hame [Dge

Actve B

Eln:e|ﬁ.dd||:leu| | |Sm|

5. Enter the external user's First Name.

6. Enter the external user's Last Name.

The system automatically generates the User Name for the external account based on
the First Name and Last Name that you enter.

7. Enter a Password for the external user account.

The user associated with the external user account should enter their own password
into the Password box. Once a Password is assigned to an external user account, you
cannot change it.

8. Verify the password in the Verify Password box.

9. To activate the external user account, click to check the Active checkbox

Only external user accounts with an Active status can access an |-Suite database in an
external application.
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10.

11.

In the Access Database area, click to check each database the external user
account can access in the external application.

Click the Save button to save the external user account.

Changing an External User Account

Follow the steps in this section to make changes to an External User Account:

1.

From the Modules drop-down menu, select the Database Admin option to open
the Database Admin window.

Click the Users button to open the User Management window.
Click the External Users tab to select it.
Click the external user account you want to edit in the grid at the top of the tab.

Click the Active checkbox to either activate or deactivate the external user
account.

Click to check or uncheck databases in the Access Database area to identify the
databases the external user account can access in an external application.

Click the Save button to save any changes made to the external user account

Deleting an External User Account

Follow the steps in this section to delete an External User Account.

If you delete an external user account, that user will no longer be able to access any I-
Suite databases in an external application.

1.

From the Modules drop-down menu, select the Database Admin option to open
the Database Admin window.

Click the Users button to open the User Management window.
Click the External Users tab to select it.
Click the external user account you want to delete in the grid at the top of the tab.

Click the Delete button at the bottom of the tab.
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6. When the message Are you sure you want to delete the external account
displays, click the Yes button to delete the account.

Database Admin Revision History

Revision Revision Summary

Date
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2009-02-13 Revised instructions for the 8.01.05 version of I-Suite.
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2007-07-25 Revised instructions for the 7.01.05 version of I-Suite.
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2006-12-04 Revised instructions by adding more detail and graphics.
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2006-04-17 Instructions for new module of the new I-Suite 2006 application.

2005-03-01 Revised instructions for the new I-Suite website.

2004-10-26 Revised instructions for the new I-Suite Website and to reflect changes in
procedures from the June and August 2004 I-Suite releases.

2004-09-22 Added instructions for importing ROSS data files into I-Suite.
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Data Administration

The Data Admin section explains how to use Data Admin to manage incidents, accounting codes, and lookup
tables. Information entered in Data Admin is shared with other I-Suite modules, including:

Topics in this section include the following:

e Manage Incident Data (See Page 122)
¢ Manage Lookup Tables (See Page 125)

Manage Incident Data

This section explains how to manage incident data.

Adding Incident Data

Follow the steps in this section to add a new incident to the Incident Data:

Multiple incidents can be included in one database. Each incident must have a default
accounting code.

|Required information is identified with an asterisk (*) before the label.

1. From the Modules drop-down menu, select the Data Admin option. The Data
Admin window displays.

2. Click the Incident Data tab.

3. Click Incident in the Feature box to display the Incident area at the bottom of the
window.
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Incident - Edit Mode

Default Accounting D ata

*Incident Mame |[FROG

“hgency | Fg >
= Incident Number [MT - [LNF - {00000t _
* Accounting Code |
* Incident Jurisdict F5 -
IS SUEEtan | J Mote: If additional codes are needed, they can
* Location |LDL|:I be added on the Accounting Codes screen.
*State |MT Forest Service
Region / Unit :‘
“Start Date |05,09/2008 »
EndDate [/ 7 L4

——

\. N Ty

Cn P N e S ettt smin gpndl

4. Inthe Incident Name box, type the name to assign to the incident.

5. Inthe first Incident Number box, enter the two letter abbreviation for the state. In
the second box, enter the Unit ID. In the third box, enter the number assigned to
the incident.

The Incident Number must be unique to the database. If there is another incident in the
database with the same Incident Number, an error message will display when you click
the Save button and the record will not be saved.

6. From the Incident Jurisdiction drop-down list, select the agency that has
jurisdiction for the incident.

The Incident Jurisdiction facilitates cost accrual category decisions.

7. Enter the Location of the incident.
8. From the State drop down list, select the state where the incident occurred
9. Enter the Incident Start Date.

10. When the incident has ended, you can define an end date in the End Date field.
An entry in this field is not required.

11. From the Agency Code drop-down, select the agency to assign to the incident.

An Agency is required. You cannot define an Accounting Code until an Agency is
selected.

12. Inthe Accounting Code box, enter the accounting code to assign to the incident.

|You must first select an Agency before you can define an Accounting Code. |

If the Accounting Code was defined for a different Incident in the database, a warning |
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message displays when you click the Save button. If you still want to assign the
Accounting Code to the incident, click the OK button on the message window.

13. If you selected the FS Agency, a Region / Unit drop-down list is available. Select
the appropriate region or unit code from this drop-down.

The Region / Unit is NOT required. If a Region / Unit is selected, it prints on the OF-
288 in Block 3 (Unit 1 Acct Code).

14. Click the Save button to save the new incident.

If you want to edit an existing incident, click the incident in the DataAdmin grid. Then
make the appropriate changes to the incident.

When you are editing an incident, you cannot change the Agency, Region/ Unit Code
or Accounting Code on the Incident window. You must make the changes on the
Accounting Codes window.

Managing Accounting Codes

Use caution when adding or editing accounting codes, since changes in accounting
codes will impact all users.

1. From the Modules drop-down menu, select the Data Admin option to open the
Data Admin window.

2. Click the Incident Data tab.

3. Click the Accounting Code option under Feature to open the Accounting
Codes area at the bottom of the window.

Accounting Codes - Edit Mode

&: * Incident Marme ||:|:||:||3 J

- “bgercs [FE5 <] .

* Accounting Code |P'I."—‘-.E|:D

l“ R egionz / Lnit

I

v Accrual Overnde Code | ﬂ [Far Cost use anly] j
..I\._.. r—-l-nu.-._-u.q PP Lt -"‘- --\r‘.h'v\_. r"‘x.-"" -M_\_\_J___ /\ 1™ EESEN

4. Select the incident for which you want to display accounting codes from the
Incident drop-down list at the top of the window.
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5. From the Agency Code drop down list, select the appropriate agency.

6. Inthe Accounting Code box, type the accounting code for the incident.

If the Accounting Code was defined for a different Incident in the database, a warning
message displays when you click the Save button. If you still want to assign the
Accounting Code to the incident, click the OK button on the message window.

When you add an accounting code for an incident that has an accounting code with the
same agency already defined, you must confirm that you want to add an accounting
code with the same agency for that incident when you save the accounting code.

7. If you selected the FS Agency, a Regions / Unit Code drop-down list is available.
Select the appropriate region or unit code from this drop-down.

8. To set the new accounting code as the default accounting code for the selected
incident, click to check the Incident Default checkbox.

9. If you want to assign an accrual override code to the accounting code for Cost
purposes, select the code from the Accrual Override Code drop-down list.

10. Click the Save button to save the accounting code.

If you want to edit an accounting code, click the code in the Accounting Codes grid.
Then make the appropriate changes to the code.

Manage Lookup Tables

Lookup Tables define the options available in drop-down lists within the I-Suite system. This section explains how
to manage Lookup Tables.

When I-Suite is installed, the Lookup Tables contain Standard options, which cannot be edited. You can add new
options to the Lookup Tables and edit any non-standard options in the Lookup Tables. All of the options that were
added to the Lookup Tables by a user are considered Non-Standard options.

You cannot edit an option in a Lookup Table when the Standard checkbox is checked
for a particular data item. Standard indicates that the row of data is standard in that
version of the database

Use caution when making any changes to lookup tables since changes to lookup tables
will impact all users.

Managing Lookup Tables

Follow the steps in this section to manage lookup tables:
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1. From the Modules drop-down menu, select the Data Admin option. The Data
Admin window displays.

2. Click the Lookup Tables tab.

|nzident D ata | Lookup T ablesz |
Feature i
Agency ® | | | 1 L,
Agency Group &
Horme Unit w
.Jn_atpu:urt
E!ﬂg EDEIES L1 |Type 1 Crew v *
Sltr;tesn:uup . C2 Type 2 Crew v (
B cC:  |TupetCrewsT v
BcC:  [Type2CrewsT v
. CC  [Camp Crew v
. D Dozer v

s _“‘“.,_M‘q"‘* ““"‘W»-MLSP‘ ’__*

3. Under Feature, click a lookup table. When you select a lookup table, the system
automatically displays codes defined for that table in the grid to the right. Text
boxes for the lookup table display at the bottom of the window.

4. Click a code in the grid, to display information for that code in the text boxes at the
bottom of the window.

5. To edit the information defined for a code, enter the appropriate data into the text
boxes.

To create a new code, do not select a code in the grid. Then enter the appropriate
information for the new code in the boxes at the bottom of the window.

6. After entering all required information and any optional information, click the Save
button to save your changes.

You cannot edit lookup data when the Standard option is checked for a particular data
item. Standard indicates that the row of data is standard in that version of the database.

209 Codes Lookup Table

Follow the steps in this section to add a new 209 Code to the Lookup table:

1. From the Modules drop-down menu, select the Data Admin option. The Data
Admin window displays.
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2. Click the Lookup Tables tab to select it.

3.

N

Under Feature, click 209 Codes. A 209 Code area displays at the bottom of the
window:

209 Cades

i
*209 Code |45 -
* 203 Dezcription |HELICOPTER TYPE 5 /

A R Y P F - - , /
Click the Add button.

In the 209 Code box, type the new code.
In the 209 Description box, type a description of the 209 code.

Click the Save button to save the 209 code to the Lookup table.

Agency Codes Lookup Table

Follow the steps in this section to add a new Agency Code to the Lookup Table:

1.

From the Modules drop-down menu, select the Data Admin option. The Data
Admin window displays.

Click the Lookup Tables tab to select it.

Under Feature, click Agency. An Agency area displays at the bottom of the
window:

Agency

4

*&gency Code |Hs “
*&gency Group | - f‘

i

*Rate Group | FED = p

. {

*&gency Description |DEF'.£‘-.HTI'-1ENT OF HOMELARD SECURIT (

I ™ e T TP o W S --~~~“-'\.h.ﬂf-:

Click the Add button.
In the Agency Code box, type the code to assign to the agency.

From the Agency Group drop-down list, select the appropriate group for the
agency.
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6.

7.

8.

From the Rate Group drop-down list, select one of the following rate groups to
assign to the agency:

e CITY - City Rate Group
e CNTY - County Rate Group
e CONT - Contract Rate Group
e FED - Federal Rate Group
e OTH - Other Rate Group
e ST - State Rate Group
In the Agency Description box, enter a description of the agency.

Click the Save button to save the agency code to the Lookup table.

Agency Group Lookup Table

Follow the steps in this section to add a new group to the Agency Group Lookup Table.

1.

From the Modules drop-down menu, select the Data Admin option. The Data
Admin window displays.

Click the Lookup Tables tab to select it.

Under Feature, click Agency Group. An Agency Group area displays at the
bottom of the window.

Agency Group

* Agency Group Code ||:_

* Description |EITY|

Sy oyl & .

- . .
A Sl et gt oy

Click the Add button.

In the Agency Group box, type the code to assign to the group. The code can
only contain one character.

In the Description box, type a description of the Agency Group.

Click the Save button to save the Agency Group to the Lookup Table.

Home Unit Lookup Table
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Follow the steps in this section to add a new Home Unit to the Lookup Table:

1. From the Modules drop-down menu, select the Data Admin option. The Data
Admin window displays.

2. Click the Lookup Tables tab to select it.

3. Under Feature, click Home Unit. A Home Unit area displays at the bottom of the

window.

Harme Unit {
*Horme Unit Code {|paps2 J
* Home Linit Description |SI3.WTEIEITH WOLUMTEER FIRE DEFARTHENT
*&gency Code |ID - /’

,f'

el 3

Lot P et b M b A e P et

4. Click the Add button.
5. Inthe Home Unit box, type the code to assign to the home unit.
6. Inthe Home Unit Description box, type a description of the home unit.

7. From the Agency Code drop-down list, select the agency to assign to the home
unit.

8. If the Home Unit is Local, click to check the Local checkbox.

9. Click the Save button to save the Home Unit to the Lookup Table.

Jetport Lookup Table
Follow the steps in this section to add a new Jetport to the Lookup Table:

1. From the Modules drop-down menu, select the Data Admin option. The Data
Admin window displays.

2. Click the Lookup Tables tab to select it.

3. Under Feature, click Jetport. A Jetport area displays at the bottom of the
window.
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Jet Fort

z
*Jet Port Code [pa7q 1‘

* Description |GISLER f
*State | pa - -f:
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4. Click the Add buttdn.
5. Inthe Jetport Code box, type the code to assign to the jetport.

6. Inthe Description box, type a description of the jetport.

7. From the State drop-down list, select the state where the jetport is located.

8. Click the Save button to save the Jetport to the Lookup Table.

Kind Codes Lookup Table

Follow the steps in this section to add a new Kind Code to the Lookup Table:

A straightforward rule-of-thumb when creating a new kind code is to identify a resource
similar in values to the new kind and use that code for a model. For example, an ATV is
similar to a four-wheeler, or a golf cart is like a potable-water tender.

1. From the Modules drop-down menu, select the Data Admin option to open the
Data Admin window.

2. Click the Lookup Tables tab to select it.

3. Under Feature, click Kind Codes. A Kind Codes area displays at the bottom of

the window.
Find Cades 3
“Kind Code [apML Direct r “KindLke [05 |
“Kind Desc [AGENCY Avla MIL LIASON * Daily Farmm IG * Kind Group m ;
* Section Code IG * Quantity |1— * Graph Group m T
* Subgection IG * Unitg |-|4— *CAT1h m 1_"
<208 Code [ | “Rate Type [HR v ‘AT [§ ] 4
* Bequest Catagary IG * People |1— Line Overhead B (
NN . e R U ST e S

4. Find a resource that is similar to the new Kind you are creating and write down
the specific Quantity, Units, and Categories assigned to this resource.
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5. Click the Add button.
6. Inthe Kind Code box, type the code to assign to the resource kind.
7. Inthe Kind Desc box, type a description of the kind code.

8. From the Section Code drop-down list, select one of the following sections to
assign to the kind code:

A - Area Command
C - Command

F - Finance

L - Logistics

M - Medical

O - Operations

P - Plans

9. From the Subsection drop-down list, select one of the following subsections to
assign to the kind code:

A - Area Command

C - Command Staff

E - Expanded Dispatch

F - Finance Section - Cost Unit

F - Finance Section - Comp/Claims Unit
F - Finance Section - Procurement Unit
F - Finance Section - Time Unit

F - Finance Section - Other

L - Logistics Section - Communications Unit
L - Logistics Section - Food Unit

L - Logistics Section - Ground Support Unit
L - Logistics Section - Medical Unit

L - Logistics Section - Security

L - Logistics Section - Supply Unit

L - Logistics Section - Other

O - Operations Section - Air Ops

O - Operations Section - Divisions

O - Operations Section - Other

P - Plans Section - Demobilization Unit
P - Plans Section - Documentation Unit
P - Plans Section - Resources Unit

P - Plans Section - Situation Unit

P - Plans Section - Other

When assigning a Subsection to a Kind code, make sure you select the right code,
based on the Subsection Description. For example, to assign a Food Unit subsection to
a kind, select the L code with the Logistics Section - Food Unit description rather than
the L code with the Logistics Section - Facilities Unit description.

10. From the 209 Code drop-down list, select one of the following 209 codes to assign
to the kind code:
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C1-Type 1l Crew

C2 - Type 2 Crew

C3 - Type 3 Crew ST
C4 - Type 4 Crew ST
CC - Camp Crew

D - Dozer

DS - Dozer ST

E - Engines

ES - Engines ST

H1 - Helicopter Type 1
H2 - Helicopter Type 2
H3 - Helicopter Type 3
H4 - Helicopter Type 4
O - Overhead

W - Water Tender

IAdditional, non-standard codes may also be available in the 209 Code drop-down list.

11.

12.

13.

14.
15.

16.

From the Request Category drop-down list, select one of the following request
categories to assign to the kind code:

A - Aircraft

C-Crew

E - Equipment

I - Initial Attack

O - Overhead

S - Supply
If the kind is a Direct Resource, click to check the Direct checkbox. This option
applies to the Cost module.
From the Daily Form drop-down, select one of the following daily forms to assign
to the kind code:

A - Aircraft

E - Fire Engines
H - Helicopters
O - All Others
T - Airtankers

In the Quantity box, type the appropriate quantity for the kind code.
In the Units box, type the appropriate unit for the kind code.

From the Rate Type drop-down list, select the one of the following rates to assign
to the kind code:

DAY - Daily Single Shift
DAY?2 - Daily Double Shift
DAYN - Daily Non Hazard Rate
EA - Each

GAL - Gallons

GUAR - Guarantee
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HR - Hourly Rate (Ave-Haz)
HRNH - Hourly Rate (Ave-Non-Haz)
MILE - Mileage

MISC - Misc Support

MNTH - Monthly

OT - Overtime

PERS - Person

RT - Regular Time

TRAN - Mob/Demobilization
UNIT - Units

WEEK - Weekly

In the People box, type the appropriate number of people for the kind code.

From the Kind Like drop-down list, select the kind code that is most like the one
you are defining. The following codes are available in the drop-down list:

C3 - Hand Crew Other
D - Dozers

E - Engines

T - Tractor/Plows

W - Water Tenders
OD - Direct Personnel
OS - Indirect Personnel
VE - Other Vehicles

F - Facilities

EQ - Other Equipment
H1 - Heavy Heli

H2 - Medium Heli

H3 - Light Heli

H4 - Other Heli

CC - Camp Crew

SUP - Supplies

MC - Military Crew
LO - Lowboy Transp
MI - Other Support
FW - Fixed Wing Air
AT - Airtanker

RET - Retardant

BUS - Busses

CAT - Caterer

RES - Rescue Medical
TRA - Mob/Demob
C1 - Handcrew Type 1
C2 - Handcrew Type 2
SHW - Showers

From the Graph Group drop-down list, select one of the following graph groups to
assign to the kind code:

A - Aircraft

C - Crews

E - Equipment

M - Camp Support
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O - Personnel
S - Supplies

20. From the CAT1A drop-down list, select one of the following codes to assign to the
kind. This code is used in Cost Apportionment Summary.

A - Aircraft
E - Crews & Equipment
O - Overhead Support

21. From the CAT1B drop-down list, select one of the following codes to assign to the
kind. This code is used in the Cost Apportionment Detail.

AA - Air: Retardant
AF - Air:Fixed Wing
AH - Air: Helicopter
C - Crews

E - Engine

Q - Other Equipment
S - Support Overhead

22. If Line Overhead applies, click to check the Line Overhead checkbox. When this
checkbox is checked, the Line Overhead filter selection displays for the ICS-204.

23. Click the Save button to save the Kind Code to the Lookup Table.

Kind Group Lookup Table
Follow the steps in this section to add a Kind Group to the Lookup Table:

1. From the Modules drop-down menu, select the Data Admin option to open the
Data Admin window.

2. Click the Lookup Tables tab to select it.

3. Under Feature, click Kind Group. A Kind Group area displays at the bottom of

the window.

Kind Group

“Kind Group | KINDGROUF <+

F

* Group Code (g 4

. &

* Description 4| RCARAFT| d
¢
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4. Click the Add button.
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From the Kind Group drop-down list, select the category to assign to the kind
group.

In the Group Code box, type the code to assign to the kind group.
In the Description box, type a description of the kind group.

Click the Save button to save the Kind Group to the Lookup Table.

State Lookup Table

Follow the steps in this section to add a State to the Lookup Table:

1.

From the Modules drop-down menu, select the Data Admin option to open the
Data Admin window.

Click the Lookup Tables tab to select it.

Under Feature, click State. A State area displays at the bottom of the window.

State

* State Code |51

* Description ||3 LIsbd

" Country [Uga

it e A e e F T N

Click the Add button.

oy A otae:

In the State Code field, type the two character code for the state.
In the Description field, type the name of the state.

Click the Save button to save the State to the Lookup Table.

Deleting Non-Standard Lookup Codes

Follow the steps in this section to delete non-standard lookup codes:

Use caution when deleting non-standard lookup codes, because changes to lookup
tables will impact all users.

Only Non-Standard lookup codes can be deleted. You cannot delete Standard lookup
codes.
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1.

From the Modules drop-down menu, select the Data Admin option to open the
Data Admin window.

Click the Lookup Tables tab.

Under Feature, click the lookup table that contains the non-standard code you
want to delete.

In the lookup code grid, click the non-standard code you want to delete.

Click the Delete button in the Main toolbar. A message displays confirming that
you want to delete the code:

ISuite X

Wou are about ko delete Kind Code 'S
Are you sure wou wish to delete?

Click the Yes button to remove the non-standard lookup code from the application.

Data Admin Revision History

Revision Date Revision Summary

2010-04-27 Revised instructions for the 10.01.00 version of I-Suite.

2009-05-01 Revised instructions for the 9.01.00 version of I-Suite.

2008-04-25 Revised instructions for the 8.01.00 version of |-Suite.

2007-07-25 Revised instructions for the 7.01.05 version of |-Suite.

2007-04-20 Revised for the 7.01.00 version of I-Suite

2007-01-10  Revised instructions based on changes received for Training Manuals.
2006-12-04  Revised instructions by adding more detail and graphics.

2006-04-17  Instructions for new module of the new I-Suite 2006 application.
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User Guide
Chapter 5

Resources

The Resources section explains how to use the Resources module to collect and manage resource information for
an incident. The primary purpose of the Resources module is to provide a standardized method to check-in
resources when they arrive at an incident. This makes record keeping and status assessment easier.

Resources also produces various incident reports, including the 209 Report, Section Report, Qualifications Report,
and Daily Incident Reports.

Information entered in Resources is shared with other 1-Suite modules, including:

Demob

Incident Action Plan (IAP
Time

Cost

Supply

Injury/lliness

Topics in this guide include the following:

Common Features (See Page 45)

Selecting Resource Options (See Page 137)
Filtering Resource Data (See Page 153)
Common Data (See Page 140)

Managing Data and Resources (See Page 145)
Printing T-Card Labels (See Page 155)

Printing Plans Reports (See Page 155)

Plans Report Descriptions (See Page 430)

Selecting Resource Options

Follow the steps in this section to select the options to use in the Resources area of the I-Suite system:
1. From the Tools drop-down menu, select Options to open the Options window.
2. Click the Resources tab.

3. Click the lower Resources tab.
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. Options E@@

General | Resources | Time | 1&P | Cost | Demob | Inju/llness |

Fesources | Labels |

Rezource Grid Columns "Other" Column Titles
v| Request Mumber - Maove Up Other 1: Other 1
v Mame Other 2: Other 2
v| Kind Desc Move Down Other Other 3
w| Status
v Adenicy Shaw
v Home it Default Check-in D ate and Time
v ase Date Hide
[ncident Mumber (" SystemDate
Incident Mame {* Blank
Checkin Date
Checkin Time

Additional Kinds uzed for QuickStats

Releaze Time

MHurnber Personnel
Configuratian

Original Order Reguest
Drerob City

Dermob State

Jetpart w K.ind/Paosition -

ok | Cancel | Clear Delete |

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

5. If you want to remove the selected columns from the Resource grid, click the
Hide button.

If you want to display the selected columns in the Resource 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 next to the selected
column. When you click the Hide button, it removes the checkmark from the checkbox.
You can also click the checkbox next to a listed column to either Show or Hide it.

6. To adjust the order in which the columns display in the Resource grid, click a
column listed under Resource Grid Columns. Then click the Move Up or Move
Down button to move the column.

The order in which the columns display under Resource Grid Columns is the order in
which they will display in the grid.
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7. If you want to change the titles that display for the Other columns, type the new
name in the "Other" Column Titles box. For example, to change the name of the
Other 1 column, enter the new name in the box next to Other 1.

When the title for the Other columns are changed on the Resources tab, the changes
are saved to the database. This means that all users will see the changes.

8. If you want to automatically insert the system date and time for the check-in, click
the System Date option in the Default Check-In Date and Time area.

If you want to leave the check-in date and time blank, click the Blank option in the
Default Check-In Date and Time area.

[Each user can define the Default Checkin Date and Time they want to use in I-Suite. |

9. To add additional Kind Codes for Quick Stats, select the code from the
Kind/Position drop-down list. Then click the Save button.

To remove Kind Codes for Quick Stats, click the code listed in the Additional
Kinds used for Quick Stats box. Then click the Delete button.

When you add additional Kind Codes for Quick Stats, the changes are saved to the
database. This means that all users will see the changes.

10. When you have made all of your changes, click the Save button to save any
changes. Click the OK button to close the Options window.

Defining Resource Label Parameters

Follow the steps in this section to define the parameters for Resource Labels:
1. From the Tools drop-down menu, select Options to open the Options window.
2. Click the Resources tab.

3. Click the Labels tab.
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General | Resources | Time | 1&P | Cost | Demob | Supply |

Special Purpoze Label Printer | “hhphLazen eth ﬂ

Label Farmat

First Fontzize IT
Second Fontsize Ia_
Top Offzet |-|_
Left Offzet |-|_

Font Mame m

EEERGPI NSAN EL aet DR GR i

4. From the Special Purpose Label Printer drop-down list, select the label printer to
use.

5. Inthe First Fontsize box, type the font size to use for the first line on the label.

6. Inthe Second Fontsize box, type the font size to use for the second line of the
label.

7. Inthe Top Offset box, type the print offset to use at the top of the label. This
identifies the amount of space to insert at the top of the label. Use this option,
along with the Left Offset option, to define where to print the text on the label.

8. Inthe Left Offset box, type the print offset to use on the left side of the label. This
identifies the amount of space to insert on the left side of the label. Use this
option, along with the Top Offset option, to define where to print the text on the
label.

9. From the Font Name drop-down list, select the type of font to print on the label.

10. Click the OK button to save any changes made to the label settings.

Common Data

This section explains how to review and edit common data in the Resources module. Information that displays
above the Plans tab In the Manage Resource - Edit Mode area is considered the Common Data for a Resource.
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Reviewing Common Data
Follow the steps in this section to review common data for a resource:

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

2. Inthe Resources grid, click to select the Resource you want to review.
NOTE: The supply column will display a checked box is the resource or subordinate resource has
outstanding supply items

—-m—

HiK TRACTOR uz DOZER. m:w [ =
}Fl DAD GRADER C
2 BIG CITY BUS £0 c
B3 GREVLINE 8US ] Seleded c
%] 1 Resource £
039 V l WGR C
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3. Click the Edit button in the Main toolbar at the top of the window or double click
the selected Resource to display the Manage Resource - Edit Mode area at the
bottom of the window:

L R T, T B EE e A
‘*"ﬁTDD.E T e -* |CROWELL, DAVE i OpS SECTCHETY £ F5 T
. 0-100.7 STEIMN. HARVEY LOG SECCHF Tv [C F5
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* Request Mumber |D-‘I 0.2 *Last Mame |J|:|HN5TDNE Trainee [ :
* &ccount Code | P1AECD ﬂ * First M ame |SHEIL.-’-‘~ *Statuz |
Unit I [ W TLCF é
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4. Review the following information for completeness and accuracy:

ROSS Import data will follow ROSS data standards. ROSS information that is imported
into I-Suite includes Resource Name, Request Number, and Mob Date. It may also
include Agency, HomeUnit, KindCode, and JetPort, if they are defined in ROSS.

Make sure you check the imported ROSS information at check-in for accuracy. There
may be incorrect or missing data. Also check Crew Rosters with the CRWB.

e *Request Number

e *Account Code

e Person - checked, if applicable
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e Contracted - checked, if applicable

e *Resource Name

e Cell Phone

e *Kind/Position

e Trainee - checked, if applicable
e *Status

e UnitID

e Agency

e *Configuration

e Actual Release Date

e Actual Release Time

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

When the Person option is checked, the Resource Name text box is replaced with
Last Name and First Name text boxes and an Other Quals area displays on the Plans
tab. Either a Last Name OR a First Name is required for a person. You do not need to
define both in order to save the record.

5. To close the Manage Resource - Edit Mode window, click the Close button.

Editing Common Data

After reviewing the Common Data for a Resource on the Manage Resource - Edit Mode window, you can edit
the information, as needed. Follow the steps in this section to edit the information:

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

2. If you want to edit a resource, click the resource in the Resources grid, then click
the Edit button or double click the resource.

3. Inthe Request Number box, enter the request number for the resource.

4. From the Account Code drop-down list, select the accounting code to assign to
the resource.

5. |If the resource is a person, click to check the Person checkbox.

If you change the Person 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
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Inot change the Person selection. |

If you change the Person 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 selection.

6. If the resource is contracted, click to check the Contracted checkbox.

If you change the 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 Contracted selection.

If you change the 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
Contracted selection.

7. If the resource is equipment or a crew, enter the Resource Name.

If the resource is a person, enter the person's Last Name and First Name.

Either a Last Name or a First Name is required. You do not need to enter both in order
to save the record.

8. Enter the resources Cell Phone.

9. From the Kind/Position drop-down list, select the kind code or position code for
the resource.

10. If the resource is a person who is a trainee, click to check the Trainee checkbox.

11. From the Status drop-down list, select the status of the resource. The following
status codes are available:

C - Checked-In

D - Demobed

F - Filled/Not Checked-In
P - Pending Demob

R - Reassigned

S - Staging

12. From the Unit ID drop-down list, select the Unit ID to assign to the resource.

13. From the Agency drop-down list, select the Agency for the resource.
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14. From the Configuration drop-down list, select the configuration for the resource.
The following configurations are available:

S - Single Resource
SIT - Strike Team
T/F - Task Force

15. When applicable, enter the Actual Release Date for the resource.

\When the D Status is selected, the Actual Release Date is required.

15. When applicable, enter the Actual Release Time for the resource.
16. To save any changes to the Common Data, click the Save button.

17. To close the Manage Resource - Edit Mode window, click the Close button.
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Group Check-In for Multiple Resources

This section explains how to perform Check In for multiple resources utilizing Group Check-In.

1. Inthe Resource's grid, select the resources for which you want to change the
status to Checked-In.

2. Click the C button on the toolbar. This opens the first selected resource in Edit
mode and defaults the status to C (Checked-In).
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3. Click the Save and Next button. Each time you click the Save and Next button,
the system saves the status change and any other changes made to the
resources information. The system then automatically moves to the next selected
resource and defaults the status for that resource to C.

Original Order/Request Nugber IMT-LNF-UUUUE

F‘gevious] Next | §ave&Next‘ Roster |

Managing Data and Resources

This section explains how to use the Resources module to add and manage data.

Adding Resources Using ICS 211 or Check-In Form

[-Suite Version 12.01.00 Resources 145



Chapter 5:Resources

Follow the steps in this section to add resource items such as Aircraft, Overhead, Crews, and Equipment using an
ICS 211 or optional Check-In form:

1. Click the Resources button in the toolbar to open the Resources window.

2. Click the Add button in the Main toolbar to add a new resource. A Manage
Resource - Add Mode area displays at the bottom of the window when you click

this button:
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3. Inthe Manage Resource — Add Mode area, enter or select the following
information, as appropriate. (See Editing Common Data on Page 142)

*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

*Status

IWhen the D status is selected, the Actual Release Date is required.

e Unit ID (Optional)

e Agency (Optional)

e *Configuration

e Actual Release Date (Optional)

e Actual Release Time (Optional)

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

When the Person option is checked, the Resource Name box is replaced with Last
Name and First Name text boxes and an Other Quals box displays. Either a Last
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Name OR a First Name is required for a person. You do not need to define both in
order to save the record.

The Agency and Unit ID are important fields, but they are not required. Entering
incorrect data in these fields is worse than having no data defined. An incorrect Agency
code will generate incorrect Cost data.

4. On the Plans tab, complete the following information, as needed:

The Plans tab only displays at the bottom of the Resources window if the user has
Resource rights.

e Check-In Date

When the Check-In Date is more than 5 days prior to the system date, a warning
message will be displayed.

e Check-In Time

e Num Personnel
e Demob City

e Demob State

e Jetport

e Travel Method

When selected Travel Method is A/R or AIR, the Travel Questions button will be visible. |
e Travel Questions

To answer Travel Questions, click the Travel Questions button that displays beneath
the Travel Method box. If the answer to a question is Yes, click to check the checkbox
next to the question. Enter the Resource's name found on their Picture ID in the Name
on Picture ID box (required for Air travel). Click the Save button to save the responses
to the Travel Questions.

e Mobilization Date

e First Work Day

e Length of Assignment (Days)

e Other (1, 2, &3)

e Vehicle ID

e Original Order/Request Number
e Incident Card #

The Incident Card # is only applicable for the Supply Pilot Release. If your team is
currently part of the Supply Pilot, you can either enter the incident card number for a
resource into the Incident Card # box or scan the number on the resource's incident
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card. If you enter the number, you only need to enter the actual numeric digit. You do
not need to enter any leading zeros or the underscore and letter at the beginning of the
number (e.g., for the number P000000004, you would only need to enter 4).

¢ Plans Remarks
5. To enter Other Quals for a person, move to the Other Quals area on the Plans

tab:
Other Quals
) |CRWE
SITL v
STCR []
*Kind Code vl Trainee |
Savegualsl Delete Qualj Clear I

a. Select a kind code from the Kind Code drop-down list.
b. If the person is a trainee for the selected kind code, click the Trainee option.
c. To save the Other Quals you defined, click the Save Quals button.
d. To delete the Other Quals you defined, click the Delete Qual button.
6. Click the Save button to save the resource.

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

Rostering a Resource

To roster a resource, complete the following steps:

IResources cannot be rostered to a person.

1. Click the Roster button at the bottom of the window.

e PR—
v - T EEE LI
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2. In the Roster Resource — Add Mode area, enter the appropriate information
for the person being rostered to the resource including:

e *Request Number
e Leader checkbox (Optional)

[-Suite Version 12.01.00 Resources 148



Chapter 5:Resources

e *Last Name

e *First Name

e *Kind/Position

e Trainee checkbox (Optional)
e *Status

IWhen the D status is selected, the Actual Release Date is required.

e Unit ID (Optional)
e Agency (Optional)
e Actual Release Date (Optional)
e Actual Release Time (Optional)
e *Time information
3. On the Plans tab, complete the following information, as needed:
Check-in Date
Check-in Time
e Demob City

e Demob State

e Jetport

e Travel Method

e Mobilization Date

e First Work Day

e Length of Assignment (Days)
e Demobilization Date

e Otherl

e Other 2

e Other3

e Vehicle ID

¢ Original Order/Request Number
e Incident Card #

The Incident Card # is only applicable for the Supply Pilot Release. If your team is
currently part of the Supply Pilot, you can either enter the incident card number for a
resource into the Incident Card # box or scan the number on the resource's incident
card. If you enter the number, you only need to enter the actual numeric digit. You do
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not need to enter any leading zeros or the underscore and letter at the beginning of the
number (e.g., for the number P000000004, you would only need to enter 4).

e Plans Remarks
e Other Quals

4. On the Time tab, enter the appropriate information for the person being
rostered to the resource.

The Time tab only displays if the user has Time rights (See Defining Personnel
Information on Page 243).

Click the Members to Fed button to automatically assign an Employment Code of Fed
to any rostered person who does not have an Employment Code assigned.

You can change the Members to Fed button to the Members to Other button by
clicking the arrow next to the button and selecting Other from the list that displays.
When you click the Members to Other button, an Employment Code of Other is
assigned to any rostered person who does not have an Employment Code assigned.

5. On the Cost tab, enter the appropriate information for the person being
rostered to the resource.

The Cost tab only displays if the user has Cost rights. (See Cost Resources on Page
310)

6. After the appropriate information is defined, click the Save button to save the
Roster information.

Creating a Strike Team/Task Force Parent Record

There are two methods you can use to create a strike team/task force.

e Use the first method when a group of resources not currently defined in the
database is ordered as a strike team/task force(See Method 1 - Attach Strike
Team/Task Force to Parent Record on Page 151).

¢ Use the second method when assembling a strike team/task force from resources
that already exist in the I-Suite database(See Method 2 - Attach Existing
Resources to Strike Team/Task Force on Page 152).

Both methods require you to create a parent record or place holder. You will then need to add or attach the strike
team/task force components to the parent record. Follow the steps in this section to create the parent record for the
strike team or task force:

1. Click the Resources button in the toolbar to open the Resources window.
2. Click the Add button to add a new record.
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3. Onthe Manage Resource — Add Mode window, enter the appropriate
information, including ALL required information. (See Editing Common Data on
Page 142)

¢ When selecting the Kind/Position, select a type applicable to the type of
Strike Team (e.g. select “ES3” for a type 3 strike team).

¢ When selecting the Configuration, select S/T. Notice that the label
Manage Resources — Add Mode has now changed to Add Strike
Team / Task Force. The Roster button is replaced with two new
buttons for adding components.

.-,,-/'“"""f. T T e T S e, e e 2Tl e s T T N S

i
Add Mew Component Add Exizting Resource / Remove Component | i

T
7

S - _“__L.__......i-_h__._.\_..tq:

- P T

o If tabs display at the bottom of the window (Plans, Time, Cost), complete
the information, as appropriate.

4. To complete the Strike Team/Task Force parent record, continue with Method 1 -
Attach Strike Team/Task Force to Parent Record (See Page 151) or Method 2 -
Attach Existing Resources to Strike Team/Task Force (See Page 152).

Method 1 - Attach Strike Team/Task Force to Parent Record

Use Method 1 to add strike team or task force components that do not already exist in the 1-Suite database.

If you add the strike team leader last, you will not have to change the kindcode.

1. On the Resources window, click the Add New Component button.

The Add New Component button only displays when S/T or T/F is selected in the
Configuration field.

2. When the message displays indicating that you must save the resource to add the
component, click Yes to save the parent record.

3. When the Data Saved message displays, click the OK button to display the Add
New Strike Team/Task Force window.

4. Onthe Add New Strike Team/Task Force Component window, complete the
common information, as needed. (See Editing Common Data on Page 142)

Configuration will default to C for component.

In the Num Personnel box, type the total number of people on the strike team
component.
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5. If the Plans tab displays at the bottom of the window, complete the information, as
needed.

6. Roster crew members, as needed.

7. To save the Strike Team/Task Force Component after entering the appropriate
information, click the Save button.

8. On the Data Saved message box, click the OK button.
9. Continue adding components, as needed.

10. After adding the final component, click the Close button.

Several boxes are completed by I-Suite based on the parent record. Review this
information for accuracy. Also, make sure to change the kind code when rostering
people, if needed.

Method 2 - Attach Existing Resources to Strike Team/Task Force

Use Method 2 to add strike team or task force components that already exist in the I-Suite database. Follow the
steps in this section to use Method 2 to add strike team or task force components to a parent record:

1. On the Resources window, click the Add Existing Resource/Remove
Component button.

2. When the message displays indicating that you must save the resource to add the
component, click Yes to save the parent record.

3. When the Data Saved window displays, click the OK button to display the Add
Existing Strike Team/Task Force Components window.

4. On the Add Existing Strike Team/Task Force Component window, click a
resource listed in the grid. Then click the Add button to add the resource to the
Strike Team/Task Force.

5. Repeat step 4 for each resource you want to add to the Strike team/Task Force.

If you want to remove a resource that was added to the Strike/Team Task force, click
the resource in the grid at the top of the window. Then click the Remove
Component(s) button that displays beneath the grid.

6. After adding all of the appropriate components to the strike team/task force, click
the Close button.
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Filtering Resource Data

This section explains how to filter Resources data. You can search for specific characters in any column.

Filtering Data Using the Filter Bar

Follow the steps in this section to use the Filter Bar to filter data in the Resources grid:

1.
2.

Click the Resources button to open the Resources window.

In the Filter Bar above the grid, enter a term to search for that specific item in the
grid. The filter boxes are located directly above the Resources grid and
correspond to the columns over which they display.

For example, you can search for any name that begins with the words air by
typing AIR in the Filter box above the Name column heading.
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Type the first several characters of the search term in the Filter box to narrow
your search.

To remove the filter, either delete the characters that you typed or click the Clear
Filter Bar button that displays to the left of the Filter bar.

Filtering with the Exclude Demobed Option

To remove resources with a Demobed status from the Resources grid, click to check the Exclude Demobed
checkbox.

Filtering with the Exclude Filled Option
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To remove resources with a Filled status from the Resources grid, click to check the Exclude Filled checkbox.

Using Filter Buttons
1. Open the Resources window.
2. Click one of the following buttons to only display those types of records:

All Resources
Aircraft
Crews
Equipment
Overhead
e All Personnel
When the All Personnel filter is selected in Resources, you cannot Add or Edit
resources. The Add and Edit buttons in the Main toolbar are disabled.

Sorting with Table Column Headings
1. Open the Resources window,
2. Inthe Resources grid, click the column heading you want to use to sort the
information in the grid. For example, if you click the Name column heading, the
information is sorted in Name order.

3. Click the heading once to sort the information in Ascending order. Click the
heading a second time to sort in Descending order.

To use multiple columns to sort the data in the grid, hold down the Shift key and click
each column heading you want to include in the sort.

Editing Data and Resources

This section explains how to edit Resources Data.
Editing Resources
Follow the steps in this section to edit resources:
1. Click the Resources button to open the Resources window.

2. Click the resource you want to edit in the Resources grid.

|If your team is currently part of the Supply Pilot, you can scan an Incident Card from |
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the Resources grid to identify the resource associated with that card. If the Incident
Card is not yet associated with a resource, a message displays indicating that the
Incident Card is not currently assigned to a resource.

3. Onthe Toolbar, click the Edit button.

4. Onthe Manage Resource — Edit Mode window, edit the appropriate information
(See Editing Common Data on Page 142), and then click the Save button.

Refreshing Data

Click the Refresh Data button to display the most current data on the window.

Deleting a Resource
Follow these steps to delete a resource:
1. Open the Resources window.
2. Click the resource you want to delete in the Resources grid.
3. Click the Delete button in the Main toolbar.
4. Review the warning messages that display.

5. After verifying that you can delete the resource, click the Yes button to delete the
resource.

Printing T-Card Labels

Follow the steps in this section to print T-Card labels.
1. Click the Resources button to open the Resources window.
2. Inthe Resources grid, click the resource for which you are creating the T-Card.

3. Click the T-Card button in the toolbar. The T-Card Label is sent to your default
printer.

Printing Plans Reports

Follow the steps in this section to print Plans Reports for resources:
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1. Click the Reports button in the toolbar at the top of the window. The Plans
Report window displays.

2. Click one of the following options to identify the type of information you want to
include on the report:
e Aircraft Report (See Aircraft Report on Page 156)
e Crew Report (See Crew Report on Page 158)
e Equipment Report (See Equipment Report on Page 159)
e Overhead Report (See Overhead Report on Page 160)
e 209 Resource List (See 209 Resource List on Page 161)
e Qualifications Report (See Qualifications Report on Page 162)
e Section Report (See Section Report on Page 163)

e Strike Team/Task Force Report (See Strike Team/Task Force Report
on Page 163)

¢ Crew Roster Report 1391710565See Crew Roster Report

Aircraft Report

This report identifies the aircraft available for the incident. To generate an Aircraft Report, complete the following
steps:

1. On the Plans Report window, click the Aircraft Report option to display the
Report Settings.
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Repont Settngs
Select Sort
A - -
(¢ Checkedin, pending. staging ;g':i:;::h“' :J
" Demobed, reassigned C!‘m;:gifm[;ate
Pendng demob CheckinTime
~ Nol demobed Configusation
Filed ContractorName
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IncidertNurmber
Jetport
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Include strike team/tazk foece components

2. Under Select, click one of the following options to only include resources that
meet that criteria:
e Check-in, pending, staging
e Demobed, reassigned
e Pending demob
e Not demobed
e Filled
¢ All resources

3. Under Sort, double click to select the sorts to use when creating the report. Select
the sort options in the order in which you want the information sorted.

4. If you want to include the Strike Team/Task Force Components in the report, click
to check the Include strike team/task force components checkbox.

5. If you want to include sub-totals for the first sort that you selected, click to check
the Subtotals on first sort checkbox.

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

7. To print the report without previewing, click the Print button.
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Crew Report
This report identifies the crews available for the incident. To generate a Crew Report, complete the following steps:

1. On the Plans Report window, click the Crew Report option display the Report

Settings.
Report Seltings
Select Sort
: . , AgreementNum: - 2
(¢ Checked-in, pending, staging f';gﬁ'e L -
.'7 Ocrr\?tcd. reassigned CheckrDale
Pending demob CheckinTime —
Not demobed Configuraton ¢
™ Fibed ConlractoName
~ All resources DemobCity
DemobD ate
DemobState
IncdentName
lnc-fg:nlN umoes
Jetport
wl
[ Include stike team/task force components I

2. Under Select, click one of the following options to only include resources that
meet that criteria:
e Check-in, pending, staging
e Demobed, reassigned
e Pending demob
e Not demobed
e Filled
e All resources

3. Under Sort, double click to select the sorts to use when creating the report. Click
the sort options in the order in which you want the information sorted.

4. 1If you want to include the Strike Team/Task Force Components in the report, click
to check the Include strike team/task force components checkbox.
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5. If you want to include sub-totals for the first sort that you selected, click to check
the Subtotals on first sort checkbox.

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

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

Equipment Report

This report identifies the equipment available for the incident. To generate the Equipment Report, complete the
following steps:

1. On the Plans Reports window, click the Equipment Report option to display the
Report Settings.

Report Settings
Select Sont
s : .ﬂ\;g:cemcr'illum -
(¢ Checked-n, pending. staging AssionD ol —
(" Demobed, reassigned C!:'secb:.n{la}e >
(" Pending demob CheckinTime
€ Not demabed Configuration .
" Filled ContractoeM ame —
(" All resousrces DemobCity
DemobD ate
DemobState
IncidentName
IncidentNumber
Jelpot

[ Include strike teamAask force components

2. Under Select, click one of the following options to only include resources that
meet that criteria:

e Check-in, pending, staging
e Demobed, reassigned

e Pending demob

e Not demobed
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e Filled

e All resources

3. Under Sort, double click to select the sorts to use when creating the report. Click
the sort options in the order in which you want the information sorted.

4. If you want to include the Strike Team/Task Force Components in the report, click
to check the Include strike team/task force components checkbox.

5. If you want to include sub-totals for the first sort that you selected, click to check
the Subtotals on first sort checkbox.

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

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

Overhead Report

This report identifies the overhead personnel available for the incident. To generate an Overhead Report, complete
the following steps:

1. On the Plans Report window, click the Overhead Report option display the
Report Settings.

Repost Settings
Select Soit

(¢ Checkedn, pending, staging :?'Eg‘:::‘ L ij
(™ Demobed. reassigned CheckinDate 3 ‘
(" Pending demob CheckinTime —
" Not demobed Configrabon j
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DemobDate

DemobState

IncidentN ame
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Jetport

KindCode

[ Include stike teamAask force components
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2. Under Select, double click one of the following options to only include resources
that meet that criteria:

e Check-in, pending, staging
e Demobed, reassigned

e Pending demob

e Not demobed

e Filled

e All resources

3. Under Sort, double click to select the sorts to use when creating the report. Click
the sort options in the order in which you want the information sorted.

4. If you want to include the Strike Team/Task Force Components in the report, click
to check the Include strike team/task force components checkbox.

5. If you want to include sub-totals for the first sort that you selected, click to check
the Subtotals on first sort checkbox.

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

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

209 Resource List

This report contains 1CS-209 information for Block 29 of the FAMWEB ICS 209 generated by the Situation Unit
Leader.

|The 209 Report uses the number of people from the Strike Team/Task Force parent.

When the Manage All Incidents as One option is selected, the 209 Resource List will
include data for all incidents in the database.

To generate the 209 Resource List, complete the following steps:
1. Onthe Plans Report window, click 209 Resource List.

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

3. To print the report without previewing, click the Print button.
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Qualifications Report

This report identifies the positions/kind codes defined in the 1-Suite system and those resources that are assigned to
the positions. To generate the Qualifications Report, complete the following steps:

1. On the Plans Report window, click Qualifications Report to display the Report
Settings.

Repart Settings
Filker

Kind Search v Al Kinds

Kind Codes Selected Kindz
B, -
AadL

ARl i’
ABRO

ACALC <

ACCT
ACDP

ACDR -]

Additianal Filters
| Exclude Trainees
[ Trainees Only

2. Toinclude All Kinds in the report, click to check the All Kinds checkbox.

To include specific kind codes in the report, double click the code you want to
include to move it from the Kind Codes list to the Selected Kinds list.

To search for a code listed under Kind Codes, enter the code in the Kind Search box.
The application automatically highlights the code that matches your search term.
Double click the kind code or click the > button to add it to the Selected Kinds list.

3. If you do not want to include trainees in the report, click to check the Exclude
Trainees checkbox.

4. If you only want to include trainees in the report, click to check the Trainees Only
checkbox.

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

6. To print the report without previewing, click the Print button.
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Section Report

This report identifies those resources assigned to different sections (e.g. Command Staff, Operations Section, etc.).
To generate a Sections Report, complete the following steps:

1. On the Plans Report window, click Section Report display the Report Settings.

Report Setings

Sart
Agency - FequestHumber
AgreementMum
AgzignDate 4
Checkinl ate
CheckinTime <

Contractort ame
DremobCity
DemobD ate ﬂ

Include strike teamtazk
force compaonents

2. Under Sort, double click to select the sorts to use when creating the report. Click
the sort options in the order in which you want the information sorted.

3. If you want to include the Strike Team/Task Force Components in the report, click
to check the Include strike team/task force components checkbox.

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

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

Strike Team/Task Force Report

This report identifies the Strike Teams and Task Forces currently defined in the I-Suite System. To generate a Strike
Team/Task Force Report, complete the following steps:

1. Onthe Plans Report window, click ST/TF Report to display the Report Settings.
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Repors Repont Settings
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~ Crew Report {Request t [Name |
" Equpment Report {E-4 SAN DIEGO S/T 6631C
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" 209 Resource List
" Qualifications Report
- Section Report
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Close I Freview [ Print |

2. Under Select, click the strike teams and task forces to include in the report. To
include more than one strike team or task force, hold down the Ctrl key and click
each one you want to include. To include all strike teams or task forces, click the
Select All button.

3. To preview and then print the report, click the Preview button. Then click the Print
button.

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

Crew Roster Report
This report identifies all crews currently defined in the I-Suite system. To generate a Crew Roster Report, complete
the following steps:
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1. On the Plans Report window, click Crew Roster to display the Report Settings.

Reports Repot Seitings
Select
Aucralt Report
Crew Reponl [Request # [Nams
Equipmert Aepont {C10 WARM SPRINGS IHC
Ovehesd Rowc C11 Nw REGULARS #3
" 209 Resource List g SHY 84
c13 N, PACIFIC FORESTRY #6
" Qualfications Report C14 FERGUSON REFORESTRY #3
~ Sechon Aeport C15 BOZEMAN REGULARS
~ ST/TF Aeport C16 BEAR PAW IHC
& Crew Roster ci7 ROCKY 80Y WORK CREW
C1B PATRICK ENVIRONMENTAL 851
c19 FRANCO REFDRESTATION #1241
c-20 ENTIAT IHC 71
MISSOULA WORK FIRST

{C-21
r.a2
| ¢

1BE #2

Close

Clear A1

2. Under Select, click the crew(s) to include in the report. To include more than one
crew, hold down the Ctrl key and click each one that you want to include. To
include all crews, click the Select All button.

3. To preview and then print the report, click the Preview button. Then click the Print

button.

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

Resources Revision History

Revision Revision Summary

Date

2013-03-05 Revised instructions for the 13.01.00 version of |-Suite.
2011-03-02 Revised instructions for the 11.01.00 version of I-Suite.
2010-04-27 Revised instructions for the 10.01.00 version of |-Suite.
2009-05-01 Revised Instructions for the 9.01.00 version of I-Suite.
2008-04-25 Revised instructions for the 8.01.00 version of I-Suite.
2007-07-25 Revised instructions for the 7.01.05 version of I-Suite.
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2007-04-20 Revised instructions for the 7.01.00 version of I-Suite.

2007-01-10 Revised instructions based on changes received for Training Manuals.

2006-12-04 Revised instructions by adding more detail and graphics.

2006-06-12 Added instructions for printing T-Card labels and revised instructions for
the 6.02 version of I-Suite.

2006-04-17 Revised instructions for the new I-Suite 2006 application.

2005-02-28 Revised instructions for the new I-Suite website and to reflect changes in
procedures from the June and August 2004 I-Suite releases.
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Demob

The Demob section explains how to use the Demob module to assist users in preplanning and demobilizing
resources. Information entered in Demob is shared with other I-Suite modules, including:

Resources

Incident Action Plan (IAP)
Time

Cost

Supply

Demob Window

The Demob window is organized in the following manner:

e The Resources Grid displays beneath the toolbars at the top of the window. This
grid contains a list of the resources currently in the I-Suite database. Click a
resource in the grid to either view or edit that resource's demobilization
information.

e Demobilization information for a resource is defined on the left side of the
window. If you select a Person resource in the Resources Grid, an Other Quals
area displays at the bottom of the window in this area.

e Tentative Release information for a resource displays in the middle section of the
window. This is the area where all tentative information is entered.

If you select a Return Travel Method of A/R or AIR in either the Demobilization or
Tentative Release areas, additional information about air travel displays at the bottom of
the window.

e Actual Release information is defined on the right side of the window. This is the
area where all actual information is entered.

e The Close button closes the Demob window.
e The Previous button moves to the previous record in the Resources grid.

e The Next button moves to the next record in the Resources grid.

[-Suite Version 12.01.00 Demob 167



Chapter 6:Demob

e The Save button saves any changes made to the Demob information

Demob Topics

Topics in this section include the following:

Common Features (See Page 45)

Selecting Demob Options (See Page 168)
Reviewing Common Data (See Page 173)
Define Demob Information (See Page 174)
Demob Multiple Resources

Tentative Release Poster (See Page 180)
Available for Release Report (See Page 182)
Air Travel Request Report (See Page 185)
Last Work Day Report (See Page 200)
Demobilization Checkout Form (See Page 189)
Ground Support Report (See Page 193)

Actual Demob Report (See Page 191)

Other Demob Reports (See Page 195)

Demob Reports for Selected Resources (See Page 202)

Selecting Demob Options

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

Also refer to Selecting Demob Checkout Options (See Page 170) and Selecting Travel
Questions for Demob (See Page 171).

1. From the Tools drop-down menu, select Options to open the Options window.
2. Click the Demob tab.

3. Click the lower Demob tab.
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General | Fesources | Time | 14F | Cost | Demob | Supply |
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Cancel | | Save | |

4. Under Resource Grid Columns, hold down the Ctrl key and click to highlight
each of the columns you want to select. The following columns are available:

5. If you want to remove the selected columns from the Demob window, click the

Hide button.

If you want to display the selected columns on the Demob window, 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 a column to either Show or Hide it.

6. To adjust the order in which the columns display on the Demob window, click a
column. Then click the Move Up or Move Down button to move the column.

The order in which the columns display under Resource Grid Columns is the order in

which they will display in the grid.

7. When you have made all of your changes, click the Save button to save the
changes. Click the OK button to close the Options window.
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Selecting Demob Checkout Options

Follow the steps in this section to select the checkout options to use in Demob:

Also refer to Selecting Demob Options (See Page 168) and Selecting Travel Questions
for Demob (See Page 171).

1. From the Tools drop-down, select Options. The Options window displays.
2. Click the Demob tab to select it.

3. Click the Check-Out tab to select it.

General | Resources | Time | 1P | Cozt | Demob Injurpllness |

Demob | CheckOut | Travel Questions |

Customize Checkout Form [IC5-221]

Logiztics Sechion Finance Section

[ Supply Unit [w Timne Lnit

[v Communications Lnit

[v Facilities Lnit Other Section

[ Ground Support Uit [ Securty Unit

v [washing Station

Planning Section |

[ Documnentation Lnit

[v Cremaob Unit

ok I Cancel | | Save | |

4. Under the Logistics Section, click to check each of the options you want to check
in the Logistics section of form ICS-221. You can include:

e Supply Unit
e Communications Unit

e Facilities Unit
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e Ground Support Unit

5. If you want to check the Documentation Unit in the Planning Section of the ICS-
221 form, click to check the Documentation Unit checkbox.

6. If you want to check the Demob Unit in the Planning Section of the ICS-221
form, click to check the Demob Unit checkbox.

7. If you want to check the Time Unit in the Finance Section of the ICS-221 form,
click to check the Time Unit checkbox.

8. If you want to checkthe Security Unit in the Other Section of the ICS-221 form,
click to check the Security Unit checkbox.

9. To include additional information in the Other Section of the ICS-221 form, type
the name of the option in either of the blank boxes under the Other Section.
When the name is defined, click to check the checkbox next to the option.

IAn example of other additional information is Washing Station. |

9. When you have made all of your changes, click the Save button to save the
changes. Then click the OK button to close the Options window.

Selecting Travel Questions for Demob

Follow the steps in this section to define the Air Travel Questions to use in the Demob area of the I-Suite system:

Also refer to Selecting Demob Options (See Page 168) and Selecting Demob Checkout
Options (See Page 170).

Travel Questions only display in Demob if the Travel Method for the selected
resource(s) is defined as AIR or A/R (Air with Rental) in the Common Data or
Tentative Release areas. Travel questions and answers print on the Commercial Air
Travel Request Form.

1. From the Tools drop-down menu, select Options to open the Options window.
2. Click the Demob tab to select it.

3. Click the Travel Questions tab to select it.
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General | Resources | Time | 18P | Cost | Demob | Supply |
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4. To display a listed question in the Air Travel grid for Demob, click to check the
Display checkbox next to the question.

5. To adjust the order in which a travel question displays, click to select the
Question, and then click the Move Up or Move Down button to adjust the order.

6. Click the Save button to save your changes.

If you uncheck Display for a Travel Question, the responses to the question no longer
display. Although the responses do not display, they are still saved in the database.

Add New Travel Question

Follow the steps in this section to add new travel questions for the Air Travel Request:

IYou must click in the grid for the Add button to display. |

1. Click the Add button.

2. Inthe Question box, enter your new travel question.
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3. Click to check the Display checkbox, if appropriate.
4. Click the Save button to save the new question.

5. When finished, click the Save button to save your changes. Click the OK button to
close the Options window.

Reviewing Common Data

This section explains how to review common data in the Demob module.

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

Follow the steps in this section to review common data from Demob:
1. Click the Demob button to open the Demob window.
2. Inthe Resources grid, click to select a resource.

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

4. Review the following information for completeness and accuracy:

*Request Number

*Account Code

Person - checked, if applicable
Contracted - checked, if applicable
*Resource Name
*Kind/Position

Trainee - checked, if applicable
*Status

Unit ID

Agency

*Configuration

Actual Release Date

Actual Release Time

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

When the Person option is checked, Resource Name is replaced with Last Name and
First Name and an Other Quals box displays. Only a Last Name or a First Name is
required. You do not need to define both to save the record.

5. When you have finished reviewing the information, click the Close button.
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Define Demob Information

This section explains how to define Demob information for Resources.

Defining Demobilization Information for a Resource
Follow the steps in this section to define demobilization information for a resource:

1. Click the Demob button to open the Demob window. Demob information is
defined in the area on the left side of the window.

* Statuz m
Demob City |"\-".-'1'-.LE
Dremob State m
Jetpart I—LI
Travel Method m
Mabilization D ate W
First \wark Day W
Length of Assignment [Dayps) |-|4—
Cemabilization D ate lm
Murnber of Days Left l_

Plans Remarks (EROUGHT CREW SR #4

O S _#“\M\\-'x - r-»-u-h e

2. Inthe Resources grid, click the resource for which you want to define
demobilization information.

3. Check the following resource data for accuracy or missing information. This
information is automatically pulled from Resources. You can make changes, if
needed.

a. From the Status drop-down list, select the demobilization status to assign to
the resource. The following options are available:

e C - Check-In

e D - Demobed

e F - Filled/Not Checked-In
e P - Pending Demob
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e R - Reassigned
e S - Staging
IWhen the D status is selected, the Actual Release Date is required.
b. Enter the appropriate Demob City.
c. From the Demob State drop-down list, select the demobilization state.

d. From the Jetport drop-down list, select the jetport that is being used for the
demobilization.

e. From the Travel Method drop-down list, select the method in which the
resource will be traveling.

F. Enter the Mobilization Date.

G. Enter the First Work Day.

'When you define the First Work Day and a Length of Assignment (Days), the system automatically calculates the
demobilization date and inserts it into the Demobilization Date box. To change this date, adjust the Length of
IAssignment Days. This is important if you are creating Demob Reports from the Demob data (e.g. Last Day
'Work). Some Demob Dates may not need to be adjusted to reflect the current incident status (e.g. rain putting the

fire out).

The system automatically calculates the Number of Days Left by subtracting the
Demobilization Date from the Current System Date.

g. Enter the Length of Assignment (Days) for the resource.

h. The Plans Remarks box contains any remarks defined in the Plans Remarks
box on the Plans tab in Resources. If needed, you can add remarks or make

changes to the text in the Plans Remarks box.
i. If the resource is a person, enter the appropriate information in the Other
Quals area.
4. When finished, click the Save button to save your changes.

If you need to edit Common Data that does not appear on the Demob window (e.g.

Unit ID), click the resource in the grid. Then click the Edit button in the Main toolbar.
Edit the information in the Manage Resource - Edit Mode area that displays. Follow
Team protocol or Standard Operating Procedures when editing data.

Defining Tentative Release Information
Follow the steps in this section to define Tentative Release information for the resource:

1. Inthe Resources grid, click to select the resource for which you want to define
tentative release information. Tentative Release information is defined in the

middle area of the window.
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2. If the resource is available for reassignment, click to check the Available for
Reassignment checkbox.

When the Available for Reassignment checkbox is checked, Y (for Yes) displays in
the Available for Release Report. Additional Quals are then listed.

3. Enter the Tentative Release Date for the resource.

When this is defined, the resource is listed on the Tentative Poster and Available for
Release Report.

4. Enter the Tentative Release Time for the resource.

5. From the Return Travel Method drop-down list, select the most likely method of
travel the resource will use to return from assignment. (Auto-fills from Common
Data.)

If the Return Travel Method is different from the Arrival Travel Method, make sure
you change the entry in this box. This is important when you are creating Travel
Method Reports.

6. Inthe Remarks box, enter any remarks related to the tentative release. If needed,
you can click the Remarks button to add or review additional remarks.

|Remarks do not print on the Available for Release Report.

7. If dispatch was notified, click to check the Dispatch Notified checkbox.

When the Dispatch Notified checkbox is checked, the resource will no longer be
included in the Available for Release Reports. The assumption is that the report will
be faxed to Dispatch. This resource should not be sent again. If the resource needs to
be sent again, click to check the Resources Selected in Grid checkbox, then select
the resource in the grid. Click the Available for Demob button to print the report again.
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8. Ifthe Return Travel Method is A/R or AIR, a Travel area displays at the bottom
of the window.
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Complete the following steps:

a. Enter the Name on Picture ID for the resource. Because of Airline
security, the resource must have a legal name on their reservations.

If the Name on Picture ID is not defined, the resource's Name will NOT print on the Air
Travel Request form.

b. Select the jetport method from the Depart from Jetport drop-down list.
This is the jetport from which the resource is departing.

c. Enterthe Travel Time from ICP to Airport in the (Hours) and
(Minutes) boxes. This information is important for Ground Support
when scheduling shuttles to the airport.

d. If you want to add special instructions for the tentative release, enter
them in the Special Instructions box. Click the Special Instructions
button to add even more instructions.

Special Instructions print on the Commercial Air Travel Request Form. However, you
can only fill the window 1/3 in order for the information to print on the form. Preview the
form and make adjustments to the information before printing.

e. If there will be air travel to the dispatch, click to check the Air
Travel to Dispatch checkbox.

f.If you received an itinerary from dispatch, click to check the
Itinerary Received From Dispatch checkbox.

g.If the response to any of the Travel Questions is Yes, click to
check the checkbox next to the question. The Travel Questions
display in the far right bottom of the Demob window.

9. When finished, click the Save button to save your changes.
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Defining Actual Release Information
Follow the steps in this section to define actual release information for a resource:

1. Inthe Resources grid, click the resource for which you want to define actual
release information. Actual Release information is defined in the area on the right
side of the window.
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2. Enter the Actual Release Date for the resource.

An Actual Release Date cannot be entered unless the Status is D or R. When
Actual Release Date is more than 5 days after the system date a warning message will
be displayed.

3. Enter the Actual Time of Departure for the resource.

4. Enter the Estimated Date of Arrival for the resource.

An Estimated Date of Arrival cannot be entered unless the Status is D or R. When
Estimated Date of Arrival is more than 5 days after the system date a warning message
will be displayed.

3. Enter the Estimated Time of Arrival for the resource.

4. If the resource is expected to rest overnight, click to check the Rest Over Night
checkbox.

When the Rest Over Night checkbox is checked, the system prints RON location
information on the Actual Release Report.

7. Inthe Remarks box, type any remarks that relate to the actual release of the
resource. Click the Remarks button to add or view additional remarks.
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IRemarks do not print on the Actual Release Report. |

8. If dispatch was notified about the release, click to check the Dispatch Notified
checkbox.

When the Dispatch Notified checkbox is checked, the resource will no longer be
included in the Available for Release Reports. The assumption is that the report will
be faxed to Dispatch. This report should not be sent again for the resource. If the report
needs to be sent again, click to check the Resource Selected in Grid checkbox, then

select the resource in the grid. Click the Available for Demob button to print the report
again.

9. When finished, click the Save button to save your changes.
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Change Status for Multiple Resources

This section explains how to change the status of multiple Resource's to either Pending Demob or Demob.

Changing the Status to Pending Demob

Follow the steps in this section to change the status of multiple resources to Pending Demob:

1.

In the Resource's grid, select the resources for which you want to change the
Status to Pending Demob.

Click the P button. This opens the first selected resource in Edit mode and
defaults the status to P (Pending Demob).

Click the Save and Next button. Each time you click the Save and Next button,
the system saves the status change and any other changes made to the demob
information. The system then automatically moves to the next selected resource
and defaults the status for that resource to P.

Changing the Status to Demobed

Follow the steps in this section to change the status of multiple resources to Demobed:

1.

2.

In the Resource's grid, select the resources that you want to demob.

Click the D button. This opens the first selected resource in Edit mode and
defaults the status to D (Demobed).

Enter the Actual Release Date for each Resource you are demobing.

Click the Save and Next button. Each time you click the Save and Next button,
the system saves the status change and any other changes made to the demob
information. The system then automatically moves to the next selected resource
and defaults the status for that resource to D.

Tentative Release Poster

This section explains how to print a Tentative Release Poster. This report identifies those resources that are
tentatively ready to be released. The Tentative Release Poster is sorted by request category and then by request
number.

Tentative Poster Requirements
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Only those resources that meet the following requirements are included in the report, unless the Resources Selected
In Grid checkbox is checked:

If the Resources Selected in Grid checkbox is checked, the report prints for those
Resources selected in the grid, regardless of the requirements.

e The Resource Typeis C, E, O or A.
e The Resource contains a Tentative Release Date and Time.

If the Tentative Poster does not print, double check the Tentative Release Date and
Time. This information is critical for generating the Poster.

e The Release Date is within a specified date range (when using a date range).
e The Status is NOT D (Demaob).

Generating Tentative Poster from Demob

Follow the steps in this section to generate a Tentative Demob Poster from the Demob window:
1. Click the Demob button to open the Demob window.
2. Click to check the Resources Selected in Grid checkbox.

3. Inthe Resources grid, click each of the resources you want to include in the
Tentative Poster.

4. Click the Tentative Poster button to print a report for the current date. The report
displays in the Preview window.

5. Click the Print Report button to print the report.

Generating Tentative Poster from Demob Report
Follow these steps to print a Tentative Demob Poster from the Demob Report window:

1. On the Demob window, click the Reports button in the Main toolbar.

2. Click the Tentative Poster option to display those Report Settings.
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Report Settings

Date Range [05/22/2007 | [05/25/2007 |

Include strike teamtagk
force compaonents

These report settings also display if the Resources Selected in Grid checkbox is not
checked, and you click the Tentative Poster button on the Demob window.

3. Enter the Date Range to include in the report. You can either type the dates or
select them from the drop-down lists.

4. If you want to include strike team/task force components in the report, click to
check the Include strike team/task force components checkbox.

5. If you want to preview the report before you print it, click the Preview button. Then
click the Print Report button to print the report.

If you want to print the report without previewing it, click the Print button. Then
click the Print button on the Print window that displays.

Available for Release Report

This section explains how to print an Available for Release Report. This report identifies those resources that are
available for release.

Available for Release Report Requirements

Only those resources that meet the following requirements are included in the report, unless the Resources Selected
In Grid checkbox is checked:
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If the Resources Selected in Grid checkbox is checked, the report prints for those
Resources selected in the grid, regardless of the requirements.

e The Resource TypeisC, E, O, or A
e This Resource Status is P (Pending)
e The Dispatch Notified checkbox is NOT checked for the Resource

e The Resource contains a Tentative Release Date and Time

If the Available for Release report does not print for the resource, double check the
Tentative Release Date and Time. This information is critical for generating this report.

Generating Available for Release Report from Demob

Follow the steps in this section to generate an Available for Release Report from the Demob window:

1.

2.

Click the Demob button to open the Demob window.
Click the Available for Release button on the Demob toolbar.

The Preview window displays with the report. To print the report, click the Print
Report button.

When the prompt displays asking whether you want to automatically check the
Dispatch Notified of Tentative Release checkbox, click the Yes button if you
want to check it. Click the No button if you do not want to check it.

When the Print window displays, click the Print button to print the report.

IAfter printing the report, fax each page of the report to dispatch, as appropriate.

Generating Available for Release Report from Demob Reports

Follow the steps in this section to generate an Available for Release Report from the Demob Reports window:

1.

On the Demob window, click the Reports button in the Main toolbar to open the
Demob Reports window.

Click the Available for Release option to display to display those Report
Settings.
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Report Settings

[ Reprint Beport

Include strike teamtazk,
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3. To include strike team/task force components in the report, click to check the
Include strike team/task force components checkbox.

4. To preview the report, click the Preview button. You can then print the report from
the Preview window by clicking the Print Report button.

To print the report without previewing it, click the Print button on the Select
Reports window.

5. When the prompt displays asking whether you want to automatically check the
Dispatch Notified of Tentative Release checkbox, click the Yes button if you
want to check it. Click the No button if you do not want to check it.

Reprinting the Available for Release Report
If you need to reprint the Available for Release Report, follow these steps:

1. From the Reports drop-down menu, select Demob Reports. The Select Reports
window displays with the Demob tab selected.

2. Click the Available for Release option to display the Report Settings.
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3. Under Report Settings, click to check the Reprint Report checkbox.

4. From the Date Time Printed drop-down list, select the date for the report that you
want to reprint.

5. To print a new date on the report, click to check the New Print Date checkbox.

6. To preview the report, click the Preview button. You can then print the report from
the Preview window by clicking the Print Report button.

To print the report without previewing it, click the Print button on the Select
Reports window. The Dispatch Notified of Tentative Release window displays.

7. When the prompt displays asking whether you want to automatically check the
Dispatch Notified of Tentative Release checkbox, click the Yes button if you
want to check it. Click the No button if you do not want to check it.

Air Travel Request Report

This section explains how to create an Air Travel Request Form. This is a form that people can use to request
commercial air travel.

Air Travel Request Report Requirements

A form only prints for those resources that meet the following requirements, unless the Resources Selected In Grid
checkbox is checked:

If the Resources Selected in Grid checkbox is checked, the report prints for those
Resources selected in the grid, regardless of the requirements.

e The Resource Status is P (Pending).
e The Return Travel Method for the Resource is A/R or Air.

If the Resources Selected in Grid checkbox is checked, and you select a resource
with a Return Travel Method other than A/R or Air, the resource's Name will NOT print

on the Air Travel Request.
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Because the Name on the Air Travel Request must be the same as the Name defined
on the resource's Picture ID, the name will not print on the Air Travel Request unless
A/R or Air are the Return Travel Method and the Name on Picture ID is defined for
the Resource.

e The Air Travel to Dispatch checkbox is NOT checked.

The following Tentative Release information must be defined to avoid printing blank fields in the Commercial Air
Travel Request form:

e Tentative Release Date and Time

¢ Resource Name (May auto-fill - check against the name on the resource's
picture ID. Fill-in if this does not auto-fill.)

e Departing Airport Code (usually closes to incident or where rental car was
rented.)

e Special Remarks (e.g. aisle seat because leg is in split.)
e Travel Time (minutes) from the incident to the Departure airport

e Travel Questions - Click to check the checkbox next to each question for which
a Yes response is appropriate. All questions and answers print.

The following additional items will print on the form if the data was entered:

e Resource Name
e Demob City, State
e Jetport (arrival airport from check-in information)

e If the Reassignment checkbox was checked under Tentative Release on the
Demob window:

0 Reassignment Pending Demob prints in the upper right corner. If the
checkbox is not checked, only Demob prints.

0 Last Date Available to Work (of 14 day tour). This is based on the
Length of Assignment entry, which is used to calculate the remaining
days of the tour. The Last Day Available to Work is the last day of the
tour.

e Other Quals will be listed.

Generating Air Travel Request from Demob

Follow the steps in this section print an Air Travel Request Report from the Demob window:

1. Click the Demob button to open the Demob window.
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2. Click the Air Travel Request button.

3. The report displays in the Preview window. Click the Print Report button to print
the report.

4. When the prompt displays asking whether you want to automatically check the Air
travel to Dispatch checkbox, click the Yes button to check it. Click the No button
if you do not want to check it.

5. When the Print window displays, click the Print button to send the report to the
printer.

6. After printing the report, fax each page of the report to dispatch.

7. When the Air Travel Itinerary is received from dispatch, click to check the
Itinerary Received from Dispatch checkbox for the appropriate Resource(s).

Only generate and print one resource's Commercial Air Travel Request at a time. A
separate form will print for each Resource.

Only Special Instructions print on this report. The expanded Special Instructions
window can only be filled about 1/3 full for all of the information to print on the form.
Preview the form to make sure all of the appropriate information displays.

The application does not automatically check the Itinerary Received from Dispatch
checkbox. This is a manual operation. Use this box to track progress on air travel.

Generating Air Travel Request from Demob Reports

Follow the steps in this section to generate an Air Travel Request from the Demob Reports window:

1. On the Demob window, click the Reports button in the Main toolbar to open the
Demob Reports window.

2. Click the Air Travel Request option to display those Report Settings.
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Report Settings

Inzlude strike teamtask
force companents

3. To include strike team/task force components in the report, click to check the
Include strike team/task force components checkbox.

4. 1f you want to preview the report before you print it, click the Preview button. Then
click the Print Report button to print the report.

If you want to print the report without previewing it, click the Print button. Then
click the Print button on the Print window that displays.

5. When the prompt displays asking whether you want to automatically check the Air
travel to Dispatch checkbox, click the Yes button to check it. Click the No button
if you do not want to check it.

Only generate and print one resource's Commercial Air Travel Request at a time. A
separate form will print for each resource.

Only Special Instructions print on this report. The expanded Special Instructions
window can only be filled about 1/3 full for all of the information to print on the
Commercial Air Travel Request Form. Preview the form to make sure all of the
appropriate information displays.

The application does not automatically check the Itinerary Received From Dispatch
checkbox. This is a manual operation to track progress on air travel.
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Demobilization Checkout Form

This section explains how to create a Demobilization Checkout Form. The Demobilization Checkout Form (ICS-
221) must be completed for a resource that is being demobilized.

Demobilization Checkout Form Requirements

Demobilization Checkout Forms are only generated for resources that do NOT have a checkmark in the Checkout
Form Printed checkbox, unless the Resources Selected In Grid checkbox is checked.

If the Resources Selected in Grid checkbox is checked, the report prints for those
Resources selected in the grid, regardless of the requirements.

Generating Checkout Form from Demob

Follow the steps in this section to generate the Checkout Form from the Demob window:
1. Click the Demob button to open the Demob window.

2. Click the Check Out button.

If you click the Checkout button and the Resources Selected in Grid option is

NOT checked, a message displays indicating that All Resources That Have Not Had a
Checkout Form Printed Will Be Printed. If you click the Yes button to continue, a
checkout form is printed for all of those resources. The forms do not print in any
particular order. Make sure this is what you want to do before clicking the Yes button.

If you want to print individual forms, rather than all of them, click to check the
Resources Selected in Grid option. In the Resources grid, click each of the resources
you want to include, then click the Check Out button to generate the forms.

3. The report displays in the Preview window. To print the report, click the Print
Report button.

4. When the prompt displays asking whether to automatically check the Checkout
Form Printed checkbox, click Yes to check it. Click No if you do not want to
check it.

5. When the Print window displays, click the Print button to send the report to the
printer.

To change the signoff boxes that are automatically checked, follow the instructions for
customizing the Checkout Form in Selecting Demob Checkout Options (See Page 170).
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Generating Checkout Forms from Demob Reports

Follow the steps in this section to generate the Checkout Form from the Demob Reports window:

When you print checkout forms from the Demob Reports window, a message displays
indicating that All Resources That Have Not Had a Checkout Form Printed Will Be
Printed. If you click the Yes button to continue, a checkout form is printed for all of
those resources. The forms print in the order defined under Sort.

If you want to print individual forms, rather than all of them, click the Resources
Selected in Grid option on the Demob window. In the Resources grid, click to select
each resource to include, then click the Check Out button.

1. On the Demob window, click the Reports button in the Main toolbar to open the
Demob Reports window.

2. Click the Checkout Form option to display those Report Settings.

Feport Settings
Sart

Agency "
Agreementum

CheckinD ate

CheckinT ime £
Configuration e
Contractort arne

DremobCity

DemobD ate j

Custarize
Checkout Farm

r Include strke teamtazk
force components

3. Under Sort, double click to select each sort to use in the report. The sort order is
based on the order in which you select the sort options.

To remove a selected sort, click the sort you want to remove in the right column under
Sort. Then click the < button.
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4. To customize the Checkout Form, click the Customize Checkout Form button.
Then follow the instructions in the options section. (See Selecting Demob
Checkout Options on Page 170)

5. To include strike team/task force components, in the report, click to check the
Include strike team/task force components checkbox.

6. If you want to preview the report before you print it, click the Preview button. Then
click the Print Report button to print the report.

If you want to print the report without previewing it, click the Print button. Then
click the Print button on the Print window that displays.

After a checkout form prints for a resource, the Checkout Form Printed checkbox in
the Tentative Release area is checked. This prevents the form from being printed
again. If you need to print another form for that resource, click to check the Resource
Selected in Grid checkbox. In the Resources grid, click to select the resource, then
click the Check Out button.

Actual Demob Report

This section explains how to create an Actual Demob Report. This report identifies those resources that have been
released for demobilization.

Actual Demob Report Requirements

Only those resources that meet the following requirements are included in the report, unless the Resources Selected
In Grid checkbox is checked:

If the Resources Selected in Grid checkbox is checked, the report prints for those
resource(s) selected in the grid, regardless of the requirements.

e The Resource contains an Actual Release Date and Time.

If the Actual Demob Report does not print for the resource, double check the Actual
Release Date and Time. This information is critical for generating this report.

e The Dispatch Notified of Actual Release checkbox is NOT checked.

Generating Actual Demob Report from Demob

Follow these steps to print an Actual Demob Report from the Demob window:

|A new page is generated for each request category on the Actual Demob Report.

1. Click the Demob button to open the Demob window.
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2. Click the Actual Demob button.

3. When you click the Actual Demob button, the Preview window displays with the
report. To print the report, click the Print Report button.

4. When the prompt displays asking whether to check the Dispatch Notified of
Actual Release checkbox, click Yes to check it. Click No if you do not want to
check it.

5. When the Print window displays, click the Print button to print the report.

6. After printing the report, fax each page of the report to dispatch.

Generating Actual Demob Report from Demob Reports
Follow these steps to print an Actual Demob Report from the Demob Reports window:

1. On the Demob window, click the Reports button in the Main toolbar to open the
Demob Reports window.

2. Click the Actual Demob option to display the Report Settings.

Repart Settings

Include strke team tazk
force components

3. Toinclude strike team/task force components in the report, click to check the
Include strike team/task force components checkbox.
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4. If you want to preview the report, click the Preview button. To print the report on
the Preview window, click the Print Report button.

To print the report without previewing it, click the Print button on the Select
Reports window.

5. When the prompt displays asking whether to check Dispatch Notified of Actual
Release checkbox, click Yes to check it. Click No if you do not want to check it.

6. When the Print window displays, click the Print button to send the report to the
printer.

7. After printing the report, fax each page of the report to dispatch.

Ground Support Report

This section explains how to create a Ground Support Report. This is a form that people can use to request ground
support transportation.

Ground Support Report Requirements

A form only prints for those resources that meet the following requirements, unless the Resources Selected In Grid
checkbox is checked:

If the Resources Selected in Grid checkbox is checked, the report prints for the
Resource(s) selected in the grid, regardless of the requirements.

e The Resource Status is NOT D (Demobed).

e The Resource contains a Tentative Release Date.

If the Ground Support Report does not print for the resource, double check the
Tentative Release Date and Time. This information is critical for generating this report.
Leave ICP Time is generated by the Tentative Release Time in the Resource record.

e The Return Travel Method for the Resource is A/R or Air.
e The checkbox Is Ground Support transportation needed? is checked.

e The Tentative Release Date is within a specified date range (when using a
date range).

The Form Date is generated by the Tentative Release Date(s) selected in the Date
Range. All flight information has to be hand entered and is based on the itineraries
received from dispatch.
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Generating Ground Support Report from Demob

Follow these steps to print a Ground Support Report from the Demob window:
1. Click the Demob button to open the Demob window.
2. Click to check the Resources Selected in Grid option.
3. Inthe Resources grid, click each resource to include in the report.

4. Click the Ground Support button to print a report for the current date. The report
displays in the Preview window.

5. Click the Print Report button to print the report.

Generating Ground Support Report from Demob Report
Follow these steps to print a Ground Support Report from the Demob Report window:

1. On the Demob window, click the Reports button in the Main toolbar to open the
Demob Reports window.

2. Click the Ground Support option to display the Report Settings.

Fepart Settings

Diate Range (120142005 ﬂ |12.'"|:|1.-"2|:||:|E ﬂ

Include strike teamtagk
force components

These Report Settings also displays when the Resources Selected in Grid checkbox
is not checked, and you click the Ground Support button on the Demob window.
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3. Enter a Date Range to include in the report. If you only want to include one date,
enter the same date into both boxes.

4. If you want to preview the report, click the Preview button. To print the report on
the Preview window, click the Print Report button.

To print the report without previewing it, click the Print button on the Select
Reports window.

5. When the Print window displays, click the Print button to send the report to the
printer.

IA separate report prints for each date there are resources needing transportation.

Other Demob Reports

This section explains how to print standard Demob reports.

Print Standard Demob Reports

I-Suite has a number of features that allow you to produce standard reports. Follow the steps in this section to print
Demob Reports.

1. On the Demob window, click the Reports button in the Main toolbar to open the
Demob Reports window.

3. Click to select one of the following reports:

Checkout Form (See Demobilization Checkout Form on Page 189)
Demob Planning Report (See Demob Planning Report on Page 195)
Mob/Demob Report (See Mob/Demob Report on Page 197)
Quialifications Report (See Qualifications Report on Page 198)
Section Report (See Section Report on Page 199)

Tentative Poster (See Tentative Release Poster on Page 180)
Available for Release (See Available for Release Report on Page 182)
Air Travel Request (See Air Travel Request Report on Page 185)
Last Work Day (See Last Work Day Report on Page 200)

Actual Demob (See Actual Demob Report on Page 191)

Ground Support (See Ground Support Report on Page 193)

Demob Planning Report

This report identifies resources and their current status for the incident. To generate a Demob Planning Report,
complete the following steps:
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1. Onthe Demob Reports window, click Demob Planning Report to display the
Report Settings.

Report Settingz

Select Sort
{* Checked-in, pending, staging D ermobCity A| Incidentyurnber
" Demobed, reazsigned DemaobDate |r'!ctidentName
™ Pending demab DemobState g E!nggude
™ Mat demaobed Incidentt ame neese
™ Filled Incidenttumber %
" Unfilled Jetport D
" Al resources KindCode

kindDesc

Include strike teamtazk

[~ Subtatals on first zort
force componetts

2. Under Select, click to select one of the following resource categories to include in
the report:
e Checked-in, pending, staging
e Demobed, reassigned
e Pending demob
e Not demobed
e Filled
e Unfilled
¢ All resources

3. Under Sort, double click to select each sort to use in the report. The sort order is
based on the order in which you select the sort options.

To remove a selected sort, click the sort you want to remove in the right column under
Sort. Then click the < button.

4. To include strike team/task force components, click to check the Include strike
team/task force components checkbox.
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5. Toinclude subtotals on the first sort, click to check the Include subtotals on first
sort checkbox.

6. To include strike team/task force components in the report, click to check the
Include strike team/task force components checkbox.

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

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

Mob/Demob Report

This report identifies those resources that were demobilized. To generate a Mob/Demob Report, complete the
following steps:

1. Onthe Demob Reports window, click Mob/Demob Report to display the Report
Settings.

Feport Settings

f» By Section
" By Reszource Kind
" By Demobilization D ate

Include strik e teamtazk,
force components

2. Click one of the following options to identify how information is organized in the
report:

e By Section - This option groups by section and then sorts the
information by Demob Date and then Request Number.
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e By Resource Kind - This option groups by Kind Categry and then sorts
by Kind Code, Demob Date and then Request Number.

e By Demobilization Date - There is no grouping with this option. The
data is sorted by Demob Date, Kind Code and then Request Number.

3. Toinclude strike team/task force components in the report, click to check the
Include strike team/task force components checkbox.

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

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

Qualifications Report

This report identifies the positions/kind codes defined in the I-Suite system and those resources that are assigned to
the positions. To generate a Qualifications Report, complete the following steps:

1. Onthe Demob Reports window, click Qualifications Report to display the
Report Settings.

Repart Settings
Filker

Kind Search v Al Kinds

Kind Codes Selected Kindz
B, -
AadL

ARl i’
ABRO

ACALC <

ACCT
ACDP

ACDR -]

Additianal Filters
| Exclude Trainees
[ Trainees Only

2. Toinclude All Kinds in the report, click to check the All Kinds checkbox.

To include specific kind codes in the report, double click the code you want to
include to move it from the Kind Codes list to the Selected Kinds list.
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To search for a code listed under Kind Codes, enter the code in the Kind Search box.
The application automatically highlights the code that matches your search term.
Double click the kind code or click the >> button to add it to the Selected Kinds list.

3. If you do not want to include trainees in the report, click to check the Exclude
Trainees checkbox.

4. If you only want to include trainees in the report, click to check the Trainees Only
checkbox.

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

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

Section Report

This report identifies those resources assigned to different sections (i.e. Command Staff, Operations Section, etc.).
To print a Section Report, complete the following steps:

1. Onthe Demob Reports window, click Section Report to display the Report
Settings.

Feport Settings
Sart

Agency . RequestM urmber
Agreementium
AzzignDate

CheckinD ate

CheckinT ime £
Configuration e
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2. Under Sort, double click to select each sort to use in the report. The sort order is
based on the order in which you select the sort options.

[-Suite Version 12.01.00 Demob 199



Chapter 6:Demob

The RequestNumber sort is automatically added as the first sort for theSection
Report. When the sort is set to RequestNumber, the information in the report is
grouped by O, C, A, and E Request Numbers.

To remove a selected sort, click the sort you want to remove in the right column under
Sort. Then click the < button.

3. Toinclude strike team/task force components, click to check the Include strike
team/task force components checkbox.

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

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

Last Work Day Report

This report identifies those resources with last work days within a defined date range. Only those resources that meet
the following requirements are included in the report:

A Tentative Release Date or Demobilization Date is defined.
The calculated Last Work Day falls within the defined date range.
An Actual Release Date is not defined.

The Status is not D (Demobed).

To print a Last Work Day Report, complete the following steps:

1. Onthe Demob Reports window, click Last Work Day Report to display the
Report Settings.
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Report Settings

Grouping
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Under Grouping, click to select one of the following options:
e Date,RequestCat - Select this option to group the data in the report by the
Last Work Date and then Request Category.

e Section,Date - Select this option to group the data in the report by the Section
and then Last Work Date.

e Section,RequestCat,Date - Select this option to group the data in the report
by the Section, Request Category and then the Last Work Date.

In the Date Range boxes, enter the range of dates to include in the report. To only
include one date in the report, enter the same date into both boxes.

When either the Section,Date or Section,RequestCat,Date are selected, identify
the sections to include in the Last Work Day report.

All Sections are automatically selected. If you do not want to include a section, click to
uncheck that section.

The following sections are available for the report:
e Command

e External Res
e Finance
e Logistics
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e Operations

e Plans

If you are in a 2007 database that was upgraded, an Area Command and a Medical
section are also available.

5. Under Sort, click to select a sort to use in the report, and then click the right

arrow(>) button. Repeat this process for each sort to include in the report. The sort

order is based on the order in which you select the sort options.

6. To include strike team/task force components in the report, click to check the
Include strike team/task force components checkbox.

7. To preview and then print the report, click the Preview button. Then click the Print

Report button.

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

Demob Reports for Selected Resources

This section explains how to generate a Demob report for resources selected in the grid.
1. Click the Demob button to open the Demob window.
2. Click to check the Resources Selected in Grid checkbox.

3. Inthe Resources grid, click the resource(s) for which you want to create the
Demob Report.

4. Onthe Demob tool bar, click the appropriate report button to identify the report
you want to print.

5. To print the report from the Preview window, click the Print Report button.

6. On any Message windows that display, click to select the appropriate response.

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

Demob Revision History

Revision Date Revision Summary

2011-03-31 Revised instructions for the 11.01.00 version of I-Suite.
2010-04-27 Revised instructions for the 10.01.00 version of I-Suite.
2009-05-01 Revised instructions for the 9.01.00 version of I-Suite.
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2008-04-25
2007-07-25
2007-04-20
2007-01-11

2006-12-04
2006-06-12

2006-04-17

Revised instructions for the 8.01.00 version of I-Suite.
Revised instructions for the 7.01.05 version of I-Suite.
Revised instructions for 7.01.00 release of I-Suite.
Revised instructions based on changes received for
Training Manuals.

Revised instructions by adding more detail and graphics.
Added instructions for printing a report for a resource
selected in the grid. Revised instructions for the 6.02
version of I-Suite.

Instructions for new module of the new I-Suite 2006
application.
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Incident Action Plan

The Incident Action Plan (IAP) section explains how to use IAP to produce the Incident Action Plan for an
incident. In 1AP, you can produce the following Incident Command System (ICS) forms:

ICS-202 Incident Objectives

ICS-203 Organization Assignment List
ICS-204 Division Assignment Lists

ICS-205 Incident Radio Communications Plan
ICS-206 Medical Plan

ICS-220 Air Operations Summary

Information in the Incident Action Plan module may come from other I-Suite modules, including:

Resources
Demob
Time

Cost
Supply

IAP can also produce the Master Frequency List, which lists radio frequencies for the 1CS-205 Incident Radio
Communications Plan.

Topics in this guide include the following:

Common Features (See Page 45)

Setting Up IAP (See Page 205)

General IAP Form Features (See Page 214)

Creating an ICS-202 (Incident Objectives) (See Page 221)

Creating an ICS 203 (Organization Assignment List) (See Page 222)
Creating an ICS 205 (Incident Radio Communications Plan) (See Page 223)
Creating an ICS 204 (Division Assignment List) (See Page 225)
Creating an ICS 206 (Medical Plan) (See Page 228)

Creating an ICS 220 (Air Operations Summary) (See Page 230)
View, Copy, and Delete Forms and Plans (See Page 231)

Working With Output (See Page 235)
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Setting Up IAP

This section identifies how to setup the Incident Action Plan (IAP) area. This process includes:

Defining Shifts (See Page 205)

Selecting IAP Options (See Page 206)

Defining ICS 203 Template (See Page 208)
Defining ICS 204 Template (See Page 210)
Defining Master Frequency List (See Page 212)

Defining Shifts

Follow the steps in this section to define Shifts for IAP:

IDefining shifts is the first thing that must be done when creating an 1AP.

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

2. From the Shifts drop-down menu, select the Define Shifts option. The Define
Shifts window displays:

=% Incident Action Plan - Define Shifts

Shifts Entered:

Edit Mode
* Shift (Ex: Day: ’F Shift Shace;
Wem Lt Gray
* Shift Start Time (nannjz|nauu Lt Gray
[aray
) ' . Dk Gray
* Shift Encd Time (1500); (1800 ey Dk Gray

| Cloze | Add | | Save |

AT, Sy 44444
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3.

In the Shift box, enter the name you want to assign to the shift. For example, you
could call one shift Day and one Night.

In the Shift Start Time box, enter the time when the defined shift begins. Use the
military time format. For example, you could type 0600 to indicate 6:00 a.m.

In the Shift End Time box, enter the time when the defined shift ends. Use the
military time format. For example, you could type 1800 to indicate 6:00 p.m.

In the Shift Shade box, click the shade of color to assign to the shift. The
background shade in the Shifts Entered box changes to illustrate the shade
selected.

The Shift Shade option allows you to color-code the shifts so that you will not
confuse the day shift forms with the night shift forms. When you create a form for
a given operational period, the Date/Time box is color-coded with the shade
specified for that shift.

Click the Save button to save the shift information.

Click the Close button to close the Define Shifts window.

Selecting IAP Options

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

1.

2.

From the Tools drop-down, select Options. The Options window displays.

Click the IAP tab to select it.
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= Optons AE]
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Resource Drop Down Lists Toolbar
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Sonsn Yiew Options
" First Name Last Name
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[~ Include Filled
Treeview Display
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+ Show all

(

¢ Selected Incident 5By Dsts [Shows Fofrtis ﬁ

Newer Than Selected Date)

MNumber of days prior to the [—
" system date and any hewer

forms

" Al Incidents

3. If you want name data to display in the order last name and then first name, click
the Last Name, First Name option.

If you want the name data to display in the order first name and then last name,
click the First Name Last Name option.

Identify the order in which to display the name data before creating forms in IAP. If you
change the order after having saved some forms, the order is not changed for the
already saved forms.

4. If you want to show the Filled resources that are known to be working on the
Incident, click the Include Filled option. This is a User option and once set, will
affect all databases that the user logs in to. It can be turned off and on by clicking
the check box.

5. If you want to only show resources for the incident selected in the Incident drop-
down on the IAP window, click to check the Selected Incident option.
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6. If you want to show resources for all incidents, click to check the All Incidents
option.

7. To reduce the size of the buttons in the IAP toolbar, click to check the Small
Icons checkbox.
To change the size back to large buttons, click to uncheck the Small Icons
checkbox.

8. To change the View Options, click Manage by Plan or Manage by form. Manage
by form is the default option.

9. To identify the forms to display in the Tree View on the IAP window, click one of
the following options under Treeview Display:
e Show All - Shows all saved forms.

e By Date - When you select this option, all forms with a date that is newer than
the defined date display in the Tree View.

When you select the By Date option, you must enter a date into the text box that is next
to the option. This is the date to which the application refers in order to identify the
forms to include in the Tree View.

e Number of days prior to the system date and any newer forms- When you
select this option, the application calculates the dates to display by
subtracting the number of days defined from the Current System Date. The
forms display from the calculated date forward.

When you select the Number of Days option, you must enter a number into the text
box that is next to the option. This is the number to which the application refers in order
to identify the forms to include in the Tree View.

10. Click the Save button to apply any changes made to the IAP settings. Click the OK button to close the
Options window.

Defining ICS 203 Template

Follow the steps in this section to define the ICS 203 Template:

|Use this template to display additional kinds that are qualified to fill a position. |

1. Click the IAP button to display the IAP window.

2. From the Tools drop-down menu, select the Form 203 Template option. The
ICS203 Template displays.
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3. If needed, you can change the name of the fields in the ICS 203 form. To change
a name, highlight the text you want to change. Then type the new name over the

old text.

4. Select kind codes from the Incident Commander and Staff drop-down lists to
filter the codes available on the ICS 203 form.

You can also enter valid kind codes in any of the text boxes on the ICS 203 Template.
Separate your entries with a semi-colon.

5. Select kind codes from the Agency Representative drop-down lists to filter the
codes available on the ICS 203 form.

6. Select kind codes from the Planning Section drop-down lists to filter the codes
available on the ICS 203 form.

7. Select kind codes from the Logistics Section drop-down lists to filter the codes
available on the ICS 203 form.
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8. Select kind codes from the Operations Section drop-down lists to filter the codes
available on the ICS 203 form.

9. Select kind codes from the Branch | - Division/Groups drop-down lists to filter
the codes available on the ICS 203 form.

10. Select kind codes from the Branch Il - Division/Groups drop-down lists to filter
the codes available on the ICS 203 form.

11. Select kind codes from the Branch Il - Division/Groups drop-down lists to filter
the codes available on the ICS 203 form.

12. Select kind codes from the Air Operations Branch drop-down lists to filter the
codes available on the ICS 203 form.

13. Select kind codes from the Finance Section drop-down lists to filter the codes
available on the ICS 203 form.

14. To save any changes made to the ICS 203 Template, click the Save button that
displays in the IAP toolbar.

Defining ICS 204 Template

Follow the steps in this section to define the ICS 204 Template:

Use this template to display additional kinds that are qualified to fill a position.

1. Click the IAP button to display the IAP window.

2. From the Tools drop-down menu, select the Form 204 Template option. The
ICS204 Template window displays.
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3. If needed, you can change the name of the fields in the ICS 204 form. To change
a name, highlight the text you want to change. Then type the new name over the

old text.

4. Select kind codes from the Operations Personnel drop-down lists to filter the
codes available on the ICS 204 form.

You can also enter valid kind codes in any of the text boxes on the ICS 204 Template.
Separate your entries with a semi-colon.

IChanges made to Operations Personnel are effective immediately.

5. Click the buttons in the Resources Assigned this Period area to identify the data
and order in which to display the data in the Resource Designator box on the

ICS 204 form. The following buttons are available:

Add Resource Name
Add Kind Code
Add Request Number
Add Last Day to Work

You must include the Resource Name in the template before it will allow you to save
any changes to the template.

The order you select identifies the order in which that data is inserted into the Resource
Designator box. It does NOT change the order of the information in the Resource
Designator drop-down list.

6. To save any changes made to the ICS 204 Template, click the Save button that

displays in the toolbar above the list of IAP forms.

IChanges made to Resources Assign this Period are applied when you create a new
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ICS 204 form. These changes will not affect already created or saved forms.

Defining Master Frequency List

Follow the steps in this section to define the Master Frequency List:

The Communications Unit Leader uses the MFL to create a database of frequencies to
use on a specific incident.

Creating the Master Frequency List

Follow these steps to create a Master Frequency List:

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

2. To open the Master Frequency List, click the Master Frequency List option that
displays in the Tree View.

i, L —a B - i . AT e e
Shove v R [169.200 f
Spstem [King v | T |169.200

[Eroup | Tone | ;
Channel [4 Assignment [Ajr-to-Ground all DIV 5
RFunction |4ir-to-ground Remarks | r
Cloze | Add | | Save | Propagate Changes | Help | )
Propagate Changes will update all zaved, unlocked forms. )

-

3. Click the Add button to add a new frequency to the Master Frequency List.

4. Click to check the Show checkbox to include the frequency in the Frequency
drop-down list on the ICS 205 form.

Add every frequency the Communications Unit Leader gives you that will be needed for

the incident. This allows users to select the frequency from the drop-down list and avoid
having to retype the frequency on each form.

3.

In the System box, identify the system to which the frequency is assigned (i.e.
NIFC).
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You can either type the frequency in the System box or you can select a frequency
from the drop-down list.

4.

5.

10.

11.

12.

In the Group box, enter the frequency group.

In the Channel box, enter the channel in the frequency group.

In the RFunction box, enter the Radio Function group (i.e., Tactical).
In the RX box, enter the Receive frequency for the group and channel.
In the TX box, enter the Transmit frequency for the group and channel.
In the Tone box, enter the frequency at which to receive the Talk Tone.
In the Assignment box, enter the team assignment (i.e., Initial Attack).
In the Remarks box, enter any remarks applicable to the frequency.

Click the Save button to save the frequency to the Master Frequency List.

Editing the Master Frequency List

Follow these steps to edit the frequencies defined in the Master Frequency List:

1.

2.

Click the IAP button to open the IAP window.

Click the Master Frequency List option in the Tree View to open the Master
Frequency List.

Click the frequency to edit in the grid at the top of the window.
Make the applicable changes to the frequency information.

Click the Propagate Changes button to make changes to the Group/Channels
already assigned to the ICS 205, ICS 204 and ICS 220 forms. For example, if
channel 4 for Group 1 changed to use a tone frequency, use Propagate Changes
to add those changes to the ICS 205, ICS 204, and ICS 220 forms. This will not
change the locked forms or any unsaved forms.

The Propagate Changes button updates all created, unlocked, saved forms that use
the frequency you updated. Locked, unsaved forms, or a form being edited will not be
updated.

To propagate changes to locked forms, you must first unlock each form to which you
want frequency changes to be propagated.
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6. When you click the Propagate Changes button, a message displays asking
whether you want to continue. Click the Yes button to save the changes to all of
the forms that are not locked.

Deleting a Frequency from Master Frequency List

Follow these steps to remove a frequency from the Master Frequency List:

If you delete a frequency, you must manually re-enter that frequency to be able to see it
in the Frequency drop-down list in the future.

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

2. Click the Master Frequency List option in the Tree View to open the Master
Frequency List.

3. Click the row where the frequency is located that you want to remove.

4. Click the Delete button in the Main toolbar at the top of the window.

This process only deletes the frequency that was selected. It does not remove the
Master Frequency List.

General IAP Form Features

This section explains features that are common to most of the IAP forms. This includes general instructions for
creating a new form.

Creating a New Form
Follow these general steps to create a new form in 1AP:

1. Click the IAP button to open the IAP window. A Tree View with a list of the
available forms displays on the left side of the window.
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2. Click a form name in the Tree View to open that form.

(TS

Ensure firefighter and public safety,
Frotect structures.
. Keep Fire: South of river, Morth of highway, Ea

You can also click the arrow next to the Create New Form button and select a form
from the list that displays.

3. Complete the information for the form.

4. To save the form, click the Save button in the IAP toolbar.

If more than one form is open, click the Save All button L to save all of the open
forms.

Common Features of All IAP Forms

The following features are common to all IAP forms:
e |AP automatically enters the Incident Name, Date, and Time on each form.
e The Incident Name field can edited.

e The Date and Time Prepared identify the current date and time.
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e The Operational Period identifies the current date and day.

e If you are preparing a form for a date other than the current date, you can
manually edit the date that displays in the Operational Period box.

e You must save a form after editing it. IAP does not automatically save your forms.
If you close a form without first saving it, IAP displays a prompt that asks if you
want to save the form.

¢ You can manually edit or override almost every entry in a form.

e For most fields on an IAP form, you can make selections from drop-down lists.

e When you press the Tab key in a large text box (e.g. Remarks), the application
inserts spaces within the text box. This can help you align the text in the large text
box.

e When you press the Tab key in a small text box (e.g. Phone #), the cursor moves
to the next box in the form.

e To show multiple page numbers on a form:
0 Use the scroll bar to scroll to the bottom of the new form.

o Inthe Page _ of  fields, type the page numbers you want to include.

For example, type page "1" of "2" on the first page of the form. Type page
"2" of "2" on the second page of the form.

Spell Checking a Form
Follow these steps to spell check a form:

1. Open the form you want to spell check.

AE
2. Click the Spell Check button J in the 1AP toolbar to begin the spell check
process.

3. If the system finds a spelling error, a Spelling Check window displays. On this
window you can:

¢ Select a suggested word and click the Change button to change just that
instance of the misspelled word.
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e Select a suggested word and click the Change All button to change all
instances of the word to the suggested spelling.

¢ Click the Ignore button to ignore that instances of the misspelled word.
¢ Click the Ignore All button to ignore all instances of the misspelled word.

¢ Click the Add button to add the word to the dictionary. If you add the word to
the dictionary, the application will not identify it as misspelled in a future form.

When no errors are found in the form, the message Spell Check Complete
displays. Click the OK button to close the message window.

When finished, click the Save button to save any changes that you made.

Formatting Selected Text

Follow these steps to format text that is selected on a form:

1.

2.

Open the form with the text you want to format.

Hold down the left mouse button and drag it across the text you want to format.
This highlights the text in the form.

If you want to make the text bold, click the Bold button.
If you want to make the text italicized, click the Italics button.
If you want to underline the text, click the Underline button.

If you want to change the font style, right click the highlighted text. In the menu
that displays, click the Font option to open the Font window.
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You can also open the Font window by selecting the Edit drop-down menu. Then select
the Format sub-menu and click the Font option.

7. Under Font, click the font you want to apply to the text.
8. Under Font Style, click the style you want to apply to the text.
9. Under Size, click the size you want to apply to the text.

10. Click the OK button to apply your changes to the text.

You can use the options on the Font window to change the font size so text fits within a
box on a form.

Changing Font Size for a Form
Follow the steps in this section to change the font size for an entire form:
1. Open the form you want to format.

2. Right click your mouse anywhere in the form. In the menu that displays, click the
Font by Form option to open the Font window.
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You can also open the Font window by selecting the Edit drop-down menu. Then select
the Format sub-menu and the Font by Form option.

3. Under Size, click the size to apply to the text in the form.

Although the other font options display in the Font window, only the Size is changed for
the entire form. If you want to change the Font or Font Style, follow the directions
under Formatting Selected Text (See Formatting Selected Text on Page 217).

4. Click the OK button to change the font size in the form.

Resizing Areas on a Form

The up and down arrows that display on the right-hand side of larger-sized text boxes can be used to adjust the size
of text boxes, as needed. To resize a text box, click the Up Arrow (1) or the Down Arrow () next to the text box.

PR TP

Resize
Arrows

E3ES
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Marking a Form Final vs. Draft

When a form is created, the system automatically marks it as Draft at the top and bottom of each page, until you
finalize it. Follow these steps to finalize a form and lock it:

1. Double click the form in the Tree View that you want to finalize.
2. On the IAP toolbar, click the Mark Final button.
When you mark a form Final, the following changes occur:

¢ A Final status is assigned to the form.
e The form is Locked. No changes can be made to the form.

e The label on the Mark Final button changes to Mark Draft.

Unlocking a Finalized Form

Once you mark a form as Final, you must first unlock the form before you can edit it. Follow these steps to unlock a
form:

1. Click the form in the Tree View that you want to unlock.

2. Onthe IAP toolbar, click the Mark Draft button.

When you mark a form Draft, the following changes occur:
e A Draft status is assigned to the form.

e The form is Unlocked, which means changes can now be made to the data in the
form.

e The label on the Mark Draft button changes to Mark Final.

Opening a Closed Form

Use one of the following methods to open a form that is closed:
e Click the form you want to open in the Tree View.
e When Manage by Plan is selected for the Tree View, right click a plan listed in

the Tree View. Select the Open All Forms option from the menu that displays.
This opens all of the forms in the plan.
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Closing an Open Form

Use one of the following methods to close a form that is open:

From the File drop-down menu, select the Close Form option.

Right click an open form and select the Close option from the menu that displays.
Click the Close button (X) that displays in the upper right corner of the window.
From the Windows drop-down menu, select the Close All Forms option.

When Manage by Plan is selected for the Tree View, right click a plan listed in
the Tree View. Select the Close All Forms option from the menu that displays.

Creating an ICS-202
(Incident Objectives)

Follow the steps in this section to create an ICS 202 — Incident Objectives form.

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

2. Double click the ICS202 option in the Tree View to open a blank ICS202 Form.

=% Form 202 - 12/02/06, DAY Shift 0600 - 1800

Incident Objectives

1. Incident Mame

MILLARD COMPLEX

4. Operational Period

1202006

5. General Control Objectives for the incident {include alternatives)

LR S , . _l "-_Im -»_f e F o . et

TN g I

7

"
/
i
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3. From the Operational Period drop-down list, select the appropriate Shift.

4. Complete the following information:

e General Control Objectives for the incident (include alternatives)
e Weather Forecast for Period

e General Safety Message
6. Under Attachments, click to select all that apply:

e Organization List — ICS 203

Division Assignment Lists — ICS 204
Communications Plan — ICS 205
Medical Plan — ICS 206

Air Operations Summary — ICS 220
Incident Map

Safety Message

Traffic Plan
7. To add an Additional Attachment, click to check the checkbox next to a blank line, and then enter the
appropriate Attachment next to that checkbox.

1. Enter the name of the Prepared by (Planning Section Chief).
2. Enter the name of the Approved by (Incident Commander).

3. When finished, click the Save button in the IAP toolbar.

Creating an ICS 203
(Organization Assignment List)

Follow the steps in this section to create an ICS 203 — Organization Assignment List form. The ICS 203 identifies
which positions are filled and who filled them.

People who are qualified for each position/kindcode are identified in the 1-Suite
database. If a name does not display in the drop-down list, check the KindCode for that
person to see what Kindcode was entered in their record, or you can manually type the
name.

Keep in mind that some position boxes display the positions of more than one position KindCode.

1. Double click the ICS203 option in the Tree View to open a new ICS 203 form.
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=% Form 203 - 12/02/06, DAY Shift 0600 - 1800

ORGANIZATION ASSIGNMENT LIST g. H
1. Incident Mame Eg;_______if
MILLARD COMPLER : ;
Might ?
2. Date Prepared 3. Time Prepared .
M 2/0106 1408 a. . 4
4. Operational Period Branch Dire
12/02/06 DAY Shift 0600 - 1800~
Position | Mame Deputy i
3 Incident Comrmander and Staff DivisioniZrour .
Ilncident Comimancder - |PivisioniGrougn
IDeput\,f — Uivisinnm‘Grnu;
ISafety Officer "~y [DivisioniGrou], .
Ilnfurmatil:un Officer ~, [DivisioniGroup
ILiais-:un Officer T k.
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U 5l ol o A

2. For each position, select the appropriate person from the available drop-down

lists.

You can enter more than one person in a position text box.

Most labels and headings can be customized, as needed.

Additional names may not display completely on your screen, and will not print correctly.
To allow additional names to display correctly, you can reduce the font size.

3. Inthe Agency Representative area, enter the agency for each agency
representative.

4. Enter the name of the Prepared by (Resource Unit Leader).

5. Click the Save button in the IAP toolbar.

Creating an |

CS 205

(Incident Radio Communications Plan)

Follow the steps in this section to create an ICS 205 — Incident Radio Communications Plan form. The
Communications leader completes the ICS 205.

In order to use the Frequency-Rx drop-down list on the ICS 204, you must complete an
ICS 205 form for that shift. If you have not completed an ICS 205 form, a message
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displays to remind you to create the ICS 205 when you click the Frequency-RX drop-
down list on the ICS 204 form.

The ICS 205 uses frequencies defined in the Master Frequency List (MFL).

1. Double click the ICS205 option in the Tree View to open a new ICS 205 form.

=% Form 205 - 12/02/06, DAY Shift 0600 - 1800 DR%

Serify Frequencies | ,

1. Incident Mame

Incident Radio Communications Plan MILLARD COMPL,

3. Basic Radio Channe:
Radio TypelfCache Channel Function Frequency;

T
R = Ay e -3 T
. ‘j\. haes T g " \.,.-l“"* f o

2. For each frequency, select the appropriate option from the Radio Type/Cache
drop-down list.

When you select the frequency, I-Suite automatically inserts the remaining data from
the Master Frequency List into the form.

All frequencies in the ICS 204 Frequency — RX drop-down list are from the approved
ICS 205 for that operational period.

3. Click the Verify Frequencies button. The Verify Frequencies button verifies the
following frequency assignments:

¢ All frequencies on the ICS 204 and ICS 205 are approved frequencies on
the MFL.

¢ All frequencies for that operational shift are assigned to at least one of the
ICS 204s for that operational period.
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e Any frequency on an ICS 204 is also on the approved ICS 205 for that

operational period.

If there are any discrepancies between the ICS 204, ICS 205 and the MFL, IAP displays

a notification message.

4. Complete the rest of the form, as applicable.

5. When finished, click the Save button.

Creating an ICS 204 (Division

Assignment List)

Follow the steps in this section to create an ICS 204 — Division Assignment List form.

1. Double click the ICS204 option in the Tree View to open a new ICS 204 form.

=¥ Form 204 - 12/02/06, DAY Shift 0600 - 1800

B

2. Inthe Branch name box, type the appropriate branch name.

Division Assignment List P
3. Incidert Matme 4. Opetational Peg’-
MILLARD COMPLEX 120206 %
a. Operations Perw
Operations Chief v Qy
Operations Chief v ?
Branch Directar v | =
. oal O Crewe ( Engine O Equipment O Line Overhead HESy
Strike TeamiTask Forces Resource Designator »
i
<

3. Inthe Division/Group box, type the name of the division or group.

4. From the Operational Period drop-down list, select the appropriate Shift.

5. Inthe Operations Personnel area, select the person to assign to each position

from the available drop-down lists.
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6. Under Resources Assigned this Period, click one of the following options to
identify the information to include in the Strike Team/Task Force/Resource
Designator drop-down list:

e All — All resources are included in the list.
e Crew — Only hand crews are included in the list.
e Engine- Only engines are included in the list.

e Equipment— Only equipment is included in the list (i.e. dozers, water tenders,
tractor plows, and other heavy equipment).

e Line Overhead — Only individual line overhead personnel is included in the list
(i.e. Strike Team Leaders and Field Observers).

6. From the Strike Team / Task Force / Resource Designator drop-down list,
select the appropriate resource.

If you select the resource from the drop-down list, the application will automatically
identify the leader and the number of persons from the database. You will need to
identify Trans (Transportation Needed), Drop Off Pt/Time and Pick Up Pt/Time.

OR

Manually complete the following text boxes for each resource, as appropriate:

e Strike Team/Task Force/Resource Designator

If you enter a resource that was already assigned to the period, a warning message
displays. If you want to assign the resource for a second time, click the OK button. If
you do not want to assign the resource to the period again, click the Cancel button.

e Leader

e Number of Persons

e Trans (Transportation Needed)
e Drop Off PT./Time

e Pick Up PT./Time.

Complete the Drop Off and Pick Up Locations and Times for the first resource. Then
click the Auto-Fill buttons to fill-in the same information for the remaining locations and
times for all other resources.

[Edit the Drop Off and Pick Up Locations and Times, as needed.

7. Complete the following text boxes, as appropriate:

e Control Operations
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e Special Instructions.

The Division/Group Communications Summary section allows you to import
frequencies from the ICS 205 - Radio Communications Plan. If the Frequency-RX
drop-down list does not contain any frequencies, a warning message displays noting
that an ICS 205 was not yet created for that operational period. You can also manually
enter frequencies.

To display frequencies added to the ICS 205 since the last time you started IAP, click
the Refresh button.

8. From the Division/Group Communications Summary drop-down list, select the
appropriate Frequency — RX for each Function.

The Division/Group Communications Summary section is automatically completed
with frequencies from the ICS 205 — Radio Communications Plan.

OR
Complete the following boxes for each Function, as needed:
e Frequency - RX
e Frequency - TX
e Tone
e System
e Channel
e System

e Channel.
9. Enter the name of the Prepared By (Resource Unit Leader).

10. Enter the name of the Approved By (Planning Section Chief).

11. Click the Save button in the IAP toolbar to save the ICS 204 form.

Cut, Copy, Paste, Insert, Move, and Delete Rows

You can Cut, Copy, Paste, Insert, Move, and Delete Rows on the ICS 204 form. Follow these steps to perform these
functions:

1. Click the ICS204 form you want to edit in the Tree View.
2. To Cut arow, click the Select/Unselect button that displays on the far left side of

the row. From the menu that displays, select Cut Row.
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3. To Copy a row, highlight the information in the row you want to copy. Then right
click the row. From the menu that displays, select Copy.

4. To Paste a cut or copied row, click the Select/Unselect button that displays on
the far left side of the row. From the menu that displays, select Paste Row.

5. ToInsert a blank row, click the Select/Unselect button that displays on the far left
side of the row. From the menu that displays, select Insert Row.

6. To Move a row, click the Select/Unselect button that displays on the far left side
of the row. From the menu that displays, select Move Row Up or Move Row
Down to move the row up or down.

7. To Delete a row, click the Select/Unselect button that displays on the far left side
of the row. From the menu that displays, select Delete Row.

8. When finished, click the Save button.

Creating an ICS 206 (Medical Plan)

Follow the steps in this section to create an ICS 206 — Medical Plan form. The ICS 206 — Medical Plan is a
narrative, fill-in form.

1. Double click the ICS206 option in the Tree View to open a new ICS 206 form.

[-Suite Version 12.01.00 IAP 228



Chapter 7:1AP

=% Form 206 - 12/02/06, DAY Shift 0600 - 1800

Medical Pl 1. Incidert Mame .
L= LR AL L MILLARD COMPLEX !
a. Incident Medics
4
Medical Aid Stations Location h |
-~
i
‘.I\:.
=
J
q Transpors
A, Ambulance El
hatme Address rj

= AN S W N S 2 e

Complete the following sections, as appropriate:

e Incident Medical Aid Station
e Ambulance Services
¢ Incident Ambulances.

In the Paramedics column for each section, click to check either the Yes or No
checkbox. This identifies whether there are available Paramedics for each type of
medical service.

Complete the Hospitals section. Then click to check either the Yes or No
checkboxes. This identifies whether a Helipad and Burn Center are available.

Enter the Medical Emergency Procedures, as appropriate.
Enter the name of the Prepared By (Medical Unit Leader).
Enter the name of the Reviewed By (Safety Officer).

Click the Save button in the IAP toolbar.
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Creating an ICS 220 (Air Operations
Summary)

Follow the steps in this section to create an ICS 220 — Air Operations Summary form. The ICS 220 — Air
Operations Summary is mostly a narrative, two-page form.

1. Double click the ICS220 option in the Tree View to open a new ICS 220 form.

=% Form 220 - 12/02/06, DAY Shift 0600 - 1800

Goto
Page 2

. . P d b
Air Operations Summary U

1. Incident Matme 2. Dperational Period '
MILLARD COMPLER 120206 F

3. REMARKS (Safety Motes, Hazards, Air Operations Special Equipment, etc.l:

SN W, B

5. PERSCOMMEL Phore # 7. FREGUEMCY

"

oW

ﬁ\_._h_ . -;_\_\__m‘,- \.- = -J‘\ﬁ-—,..-_\ — ' LS ..._.-.-\. ‘.“‘ ...I‘ -\-!
2. Complete the following information:

When the header information (Prepared by, Sunrise, Sunset, etc.) is completed for
page 1, the same information is automatically transferred to page 2.

Prepared by — (Air Operations Leader Name)

Sunrise

Sunset

REMARKS

MEDEVAC AIRCRAFT

TFR

PERSONNEL

FREQUENCY - (Select the appropriate frequency from the AM RX/TX and FM
RX/TX drop-down list.)
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IFrequencies are automatically completed with frequencies from the ICS 205 form. |

e FIXED WING
e HELICOPTERS.

3. To advance to the next page of the form, click the Go to Page 2 button at the top
of the form.

4. Complete the TASK/ MISSION/ ASSIGNMENT section, as appropriate.

5. When finished, click the Save button in the IAP toolbar.

View, Copy, and Delete Forms and Plans

This section explains how to view, copy, and delete IAP forms and plans.

Viewing a Single Type of Form

When you view a single type of form, the Tree View lists all forms of that type by date. There are two ways to
display a single type of form in the Tree View:

1. Click the drop-down arrow next to the Manage by Form button. From the list that
displays, click the form that you want to view.

==
== -

Form 202 - Objeckives

Faorm 203 - Organization

Faorm 204 - Division Assignments
Farrn 205 - Cormunications
Form 206 - Medical

Farm 220 - Air Operations

2. From the View drop-down menu, select Individual Form. Then click to select the
form you want to view.
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Viewing All Forms Grouped by Form Number

When viewing all forms grouped by the form numbers, the forms are listed under the form number by date. There
are two ways to display forms by form number:

1. From the View drop-down menu, select the Form option.

2. Click the Manage By Form button.

Viewing All Forms Grouped by Incident Action Plan

When viewing all forms grouped by plan, all of the forms created for the plan are listed under the plan
date. There are two ways to display forms by plan:

1. From the View drop-down menu, select the Plan option.

2. Click the Manage By Plan button.

Copying a Form

Use the Copy Form option to add a second page to a form. This copies the first page of the form to a second page.
Edit the second page, as needed, keeping the same date and shift as the first page. Enter Page 2 Of 2 at the bottom of
the second page.

'You can also use the Copy Form option to create a new form when the operational
period changes, but much of the information on the form remains the same.

Follow the steps in this section to use the Copy Form option.
1. Inthe Tree View, click to select the form you want to copy.

2. Click the Copy Form button to open the Copy Form window.
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3. The form you selected in the Tree View is highlighted under Select a Form to
Copy From. If you want to copy another form, click to select the Form you want to
copy.

4. Under Select an Operational Period, select the Date and Shift to use for the
Operational Period on the form that is copied

The Operational Period defaults to the next day. You can change this date by either
typing the date or selecting it from the drop-down calendar.

5. Click the OK button to copy the form.

Copying a Plan

Use the Copy Plan option to copy an entire Incident Action Plan. After you copy the plan, edit the forms in the
plan, as needed.

1. Click the Manage by Plan button to sort the Tree View by Plan.

2. Click the Copy Plan button to open the Copy Plan window.
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3. Under Select a Plan to Copy From, click the plan you want to copy.

4. Under Select an Operational Period, select the Date and Shift to use for the
Operational Period on the plan that is copied.

The Operational Period defaults to the next day. You can change this date by either
typing the date or selecting it from the drop-down calendar. The Operational Period
that you define is copied onto each of the forms in the plan.

5. Click the OK button to make a copy of the plan.

6. From the Window drop-down menu, select a form to edit.

|AII of the forms in the plan you copied are listed under the Window drop-down menu.

7. Make the appropriate changes to the form.

8. Click the Save button to save your changes to the form. Notice that a new plan is
created for today with the form listed underneath it in the Tree View.

You need to save the form even if you do not make any changes to it. Only those forms
that are saved will be included in the plan

9. Repeat steps 6 - 8 for each form in the plan.
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Deleting a Form
Follow these steps to delete a form:
1. Inthe Tree View, click to select the form you want to delete.
2. Click the Delete button in the Main toolbar to open the Deleting a Form window.

3. Click the Yes button to remove the form.

Working With Output

This section explains how to work with 1AP output.

Previewing and Printing a Form

Follow the steps in this section to preview a form and then print it:
1. Inthe Tree View, click the form you want to preview.
2. Click the Print Preview button in the Main toolbar.

3. After you have finished viewing the form, you can print it from the Print Preview
window by clicking the Print button.

Printing a Form without Previewing

Follow the steps in this section to print a form without previewing it first:
1. Inthe Tree View, click to select the form you want to print.
2. Click the Print button in the Main toolbar.

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

Exporting an IAP Form to a PDF File

Follow the steps in this section to export and save a form to a PDF file. You can then post the form on a web site.

1. Inthe Tree View, click to select the form you want to convert to a PDF file.
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2. From the File drop-down menu, click the Export option. A PDF Export window
displays.

PDF Export @
Save i | =) PDF Formes j £ EF-

X 1cs202_120206

Desktop

Ky Docurments

)

%9

)

by Computer
“:‘] File name: ﬂ Save |
2
My Metwork ~ Save astype:  |POF Rd Cancel
Flaces

3. Use the Save In drop-down list to browse to the area where you want to save the
PDF file.

The File Name will default to the name of the report being exported.

4. Enter the File Name you want to assign to the PDF file.

5. Click the Save button to create the PDF file.

Previewing and Printing Plans
Follow the steps in this section to preview and then print an entire Incident Action Plan:
1. Click the Manage by Plan button to sort the Tree View by Plan.
2. Click the Plan you want to preview in the Tree View.
3. From the File drop-down menu, select the Print Preview Plan option.

4. On the Print Preview window, click the Print button.
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5. When the Print window displays, click the Print button.

Printing a Plan without Previewing

Follow the steps in this section to print an Incident Action Plan without previewing it first:
1. Click the Manage by Plan button to sort the information in the Tree View by Plan.
2. Click the Plan you want to print in the Tree View.
3. From the File drop-down menu, select the Print Plan option.

4. When the Print window displays, click the Print button.

Exporting Plans

Follow the steps in this section to export an entire Incident Action Plan to a PDF file:
1. Click the Manage by Plan button to sort the Tree View by Plan.
2. Click the Plan you want to export in the Tree View.
3. From the File drop-down menu, select the Export Plan option.

4. On Plan Export Options window, select Export Entire Plan To Single File
option and click the OK button.

h Plan Expod ptic

(¢ Export Entre Plan To Single File

(" Export Entee Plan To Separate Files

0K | Cancel
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5. On the PDF Export window, browse to the folder where you want to save the PDF

file.

6. Inthe File Name text box, type the name you want to assign to the PDF file. Then
click the Save button.

The File Name will default to the name of the report being exported. The character "/ "
will show as an underscore " " in the File Name.

To Export an Incident Action Plan to multiple PDF files (one file for each form in the

plan):

1. Click the Manage by Plan button to sort the Tree View by plan.

2. Click the Plan you want to export in the Tree View.

3. From the File drop-down menu, select the Export Plan option.

4. On Plan Export Options window, select Export Entire Plan To Separate Files
option and click the OK button.

5. On the PDF Export window, browse to the folder where you want to save the
PDF file.

6. Inthe File Name text box, type the name you want to assign to the PDF file. Then
click the Save button.

The system will automatically append the name of each form in the plan to the end of
the filename entered by the user.

|IAP Revision History

Revision
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Date
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2004-11-19 Revised instructions to include items previously omitted from several lists.
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User Guide
Chapter 8

Time

The Time section 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 45)
Selecting Time Options (See Page 240)
Reviewing Common Data (See Page 242)
Personnel Time (See Page 243)

Crew Time (See Page 253)

Contracted Time (See Page 266)

Posting Time Adjustments (See Page 278)
Printing Time Reports (See Page 280)
Advanced Contracting (See Page 291)

Selecting Time Options

Follow the steps in this section to select the options to use in the Time area of the I-Suite system;
1. From the Tools drop-down menu, select Options to open the Options window.

2. Click the Time tab to select it.
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3. Under Resource Grid Columns, hold down the Ctrl key and click to highlight
each of the columns that you want to select.

4. If you want to remove the selected columns from the Resources grid, click the
Hide button.

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

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:

e *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

I\Nhen the Employment Type is AD, you cannot set the Agency to PVT.
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e *Configuration
e 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.

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 243)
e Posting Personnel Time (See Page 245)

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. Click the Time button to open the Time window.
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2. Inthe Resources grid, click the personnel resource to which you want to add time

data.

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

4. Click the Time - Individual tab at the bottom of the window.
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5. From the Employment Type drop-down list, select one of the following
employment types:

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

e FED

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

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

o If there will be return travel, 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.

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. Inthe Personnel Mailing Address area, define the following information:

e Address 1
e Address 2
o City

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

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

Personnel Post | Crew Post | Contractor Post |
* docount Code * Date Special * Start Time * Stop Time Hours r
| P1ABCD x| |05/2302007 v | | | foso0 «| [12o0 «] | *

[ Post Return Trawvel Start Time Only

Perzonnel Post Detail '

KindCode [[Special ours AccountingCode

05/204/2007 ADF $17.56 STCR -~ 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

4
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 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.

[-Suite Version 12.01.00 Time 246



Chapter 8:Time

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.

9.

10.

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.

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.

2.

Click the Time button to open the Time window.

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

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

Fom the Account Code drop-down list, select the appropriate account code.
In the Date box, either type the date or select it from the drop-down calendar.

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

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

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

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

window.

4. 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.

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

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

window.

4. Inthe Personnel Post Detail grid, click anywhere in the row that you want to
delete.
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5.

6.

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.

2.

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.

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 O (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
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list. Then define a Start Time and a Stop Time. |

5. Inthe 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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R eport Sethings

Emergency Firefighter Time Report

Request Murmber: | 0-300

Select a Specific
Iy
j Fequest Mumber

Crew Mame: |

Select a
j L Specific Crew

Person: |

j ~ Select a Specific
Ferson

Last Date Inchuded on [nvoice: |EIE.-"23.-"2EID?

[ Final Invaice

Print Optionz
&+ Preview/Print DRAFT Invaice
" Preview/Print ORIGINAL Irvoice
" Previgw/Print DUPLICATE ORIGINAL Invoice

=~ Selectal

Perzonnel

Repart Optionz

{+ [DF-288 with ltemized D eductions

" OF-288 Orly

" |temized Deductions Only

Delete Last [nwoice 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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7. Inthe 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 Itemized 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.

warning message now displays. Click OK to continue with the Print or Preview

If there are missing days of posted time when printing or previewing an OF-288, a
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 253)

Editing Crew Information (See Page 257)
Crew Roster (See Page 286)

Posting Crew Time (See Page 258)

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. Onthe 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:

e *Request Number

e *Account Code
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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. Inthe Resources grid, click to select the Crew in which you want to add the crew

members.

2. On the 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

If the crew member is a trainee, click to check the Trainee checkbox.
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-

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:

-t T AR e T m“'_}_.,-,‘,z-- s e i
Plans | Time | Cost |
Paprnent |nformation

* Employment Type m Initial Emplayrment [~
Social Security Murmber W Return Trawel [~

Yerify S5M Ii * Paint of Hire m

288 Remarks " Area m

* Class m
* Cumrent R ate Ii

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. Ifthe 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.

If return travel is needed, 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.

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:

Address 1
Address 2
City

State

Zip

Phone

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.

3.

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.
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Posting Crew Time

Follow the steps in this section to post crew time:

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. 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.

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

Personnel Post | Crew Post | Contractor Post |

* Account Code * Date Special *Start Time  * Stop Time Hours
| P1ABCD v ||os24r2007 | | | |0R00 | 1200 +| |
ALEXANDER. MARTIN | Checked-In [ Post Return Travel Start Tirme Only

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

Crew Member/Operatar Pa
ul= KindCode

zt O
Hours

etail

-\FFTZ2 =4 F1aBCD

05419/2007 |12:30 (1800 |HP -\FFTZ =165 |P1ABCD

05419/2007 |18:30 | 2200 |HP -\FFTZ2 =135 |P1ABCD

05/20/2007 |06:00 (1300 |HP -\FFTZ2 =7 F1BCEC

05/20/2007 11230 | 21:.00 |HP -\FFT2 =175 |P1ABCD

05/21/2007 |06:00 (1200 -\FFT2 =IB P1ABCD

05/22/2007 COP -\FFT2 =0 P1ABCD

p |05/23/2007 |11:30 WL -\FFT2 =0 P1ABCD
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 None Invert Selection
Crew Members: [0 selected)
- | LastName FirstName Status EmpCode Al
ALEXANDER MARTIN Checked-ln |FED
i BALD ANTHONY Checkedn |FED
BANKS SAM Checkedn |FED
BARAJAS KELSEY Checked-n |FED
BLACK CONNER Checked-ln |FED
BROWN MICHAEL Checked-ln |FED
BURNS [MIKE CheckedIn |FED
DAVIS HENRY CheckedIn |FED
DELONG NANCY Checkedn |FED
GARCIA [MIYa, Checkedn |FED
GOO0DE BRIANA Checked-In |FED
q HAWKINS MARK ’ |Checked-In |FED ~ >

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 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.
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8.

10.

11.

12.

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

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

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.

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

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.
2.
3.

5.

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

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

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

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.

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.

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

In the Stop Time box, either type the ending work time for the selected crew
member or select it from the drop-down list.
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10.

11.

12.

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.

Click the OK button to close the window.

Click the Close button to close the Crew Post tab.

Reposting Crew Time

Follow the steps in this section to repost crew time for a day:

1.

2.

10.

11.

12.

Click the Time button to open the Time window.
In the Resources grid, click the crew for which you are reposting time.

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

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

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

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.

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.

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

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

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

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

Click the Close button to close the Crew Post tab.

Deleting Posted Crew Time
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Follow the steps in this section to delete time that was posted for crew members:

1.

2.

Click the Time button to open the Time window.
In the Resources grid, click the crew with the posted time you want to delete.

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

Under Crew Member/Operator Post Detail, click anywhere in the row that
contains the posted time you want to delete.

Click the Delete button in the Main toolbar.

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.

1.

2.

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

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

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

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

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

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

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

Click the OK button to close the window.
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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.

2.

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

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

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

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 O (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.

8.

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

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

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.

[-Suite Version 12.01.00 Time 263




Chapter 8:Time

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

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; Select a Specific
? | j L R equest Mumber
Crew Name: |l EEIIGE «| g;:;;lg oo
Perzan: | ~ Select a Specific
hd Ferson
Lazt Date Included on lnyvoice:
02/22¢2007 =l - Selectal
Personnel
[ Final Invaoice
Print Options Repart Optionz
* Preview/Print DRAFT lnvoice v OF-288 with ltermized D eductions
£ Preview/Print ORIGIMAL Irveoice " OF-288 Only
" Preview Print DUPLICATE ORIGIMNAL Irnvoice " 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:
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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.

6. To create the final OF 288 for a resource leaving the incident, click to check the
Final Invoice checkbox.

7. Inthe 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:
o OF-288 with Itemized Deductions
e OF-288 Only

¢ Itemized Deductions Only

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

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 266)
e Adding Operators to a Contracted Resource (See Page 271)
e Posting Contracted Time (See Page 271)

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.

||t is not mandatory to have a contract and an agreement established prior to posting
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ltime, 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 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.

1.

2.

Click the Time button to open the Time window.

In the Resources grid, click the Resource you want to view or edit.
Click the Edit button in the toolbar at the top of the window.

Make any needed changes to the Common Data.

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.

2.

3.

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

Click the Edit button.

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

Tirne - Cantracted | Cost |

Cantractor Name | ABC ENTERPRISES | Add Contractar Hired Date [n5/20/2007 «

Agreement Number | 34.|BET-05-223 | Add Agreement Hired Time | .

Gov't Dperator [~
* Unigue Marme or WIN |D|:|ZEF| TYPE 2 Gov't Supplies [~
D escription 1 | Withdrawn =
D ezcription 2 | *R
286 Remarks
Cloze | Add | | Previous | MHext | Save | Foster

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:

- @

= Q

Click the Add Contractor button to open the Add Contractor window.
Enter the contractor's Name.

Enter the contractor's TIN (Tax Identification Number). For privacy
reasons, the TIN displays as asterisks (*) when you type it in this box.

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:

a. Click the Add Agreement button to open the Agreement window.

b.

Enter the appropriate Agreement Number.
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Enter the Beginning Date for the agreement.
Enter the Expiration Date for the agreement.
Enter the Point of Hire for the contractor.

-~ ® 9 O

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.

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

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

6. Enter a Uniqgue 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. Inthe 286 Remarks box, enter any remarks you want to print on the OF-286
Invoice.
9. Enter the Hired Date for the contracted resource.
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.
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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. Onthe Time Contracted tab, move to the Rate area that displays on the right
side of the tab.

P w0 e [ L L TN Far
. ; e i h

e

.
i *Rate Type Im Guarartes § Save Rate
- il = |0 Dall_',' = DESCriptiDn Add

b * Fiate § |$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.

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

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

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

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

10. Click the Yes button to save the Time Contracted information.

11. When the Data Saved message displays, click the OK button to close the window.
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12. 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.

INot all contracted operators require time data.

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

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

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

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

4. 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.

5. Enter the appropriate information for the operator into the fields on this
window.(See Adding Crew Members to the Crew on Page 254)

IRostering an operator is the same as adding crews.

6. 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.

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.
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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 % Rate can apply to the Primary, Special, or Both Rates when posting. The
% 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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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.

IPost Options display based on which Primary and Special UOMs are selected.

7. If ¥2 Rate applies, click to check the %2 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.
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2.

10.

12.

In the Resources grid, click the contracted resource for which you are reposting
time.

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

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

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

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

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

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

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.

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.

2.

Click the Time button to open the Time window.

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

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

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

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):

IAll 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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R eport Settings

Emergency Equipment - Use Invoice
and/or

Itemized Deductions

Actual Releaze Date and Time
Request Number | E-1 I ) AV |

Save Releaze
D atedTime
Lazt Date Included an Invoice: [03/25/2008 -

[ Final Invaoice

Select By
* Request Number
" Mame

Print Optionz Repart Optionz
f* Preview/Prnt DRAFT |nvoice (» [OF-28E with ternized Deductions
™ Preview/Print ORIGIMNAL Invoice " OF-286 Only
" Preview/Print DUPLICATE ORIGIMAL Irvoice " Itemized Deductions Only

Delete Lazt [hvoice 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.

e 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.

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.

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 Itemized 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.

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

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

Deleting the Last Invoice Last Invoice deletes all invoices with the same date range
(i.e. all that were printed at the same time). A warning lists each Invoice Number and
the amount of each invoice being deleted.
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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 I Checked Tn Add Adtrents E— 5

*hotivity Date__* Adjustment Type * Commadity “Amount  *Accounling Code:

|04/26/2010 | [ Deduction _x|[PenTs $50.00 [Fa8co
ivi Commodity Amount & ccouniing Cod

$250.00|P14BCD |

Activity
D v/zs2010 [sonTs

Close ‘ Edt ‘ Clear ‘ 525000

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.

Editing an Adjustment

Follow these steps to edit an adjustment:
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lOnce 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. Onthe 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:

lOnce 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. Inthe Resources grid, click the resource with the adjustment you want to delete.

3. Onthe 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:

I-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 280)

Summary of Hours for Personnel (See Summary of Hours for Personnel
on Page 281)

Payment Summary of Equipment Usage (See Payment Summary of
Equipment Usage on Page 282)

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 250)

OF 286 and/or Itemized Deductions (See Printing Emergency Equip
Invoice/ltemized Deductions Report (OF-286) on Page 275)

Contractor Debits (See Contractor Debits on Page 284)

Commissary Authorization (See Emergency FireFighter Commissary
Authorization on Page 284)

Equipment Management (See Equipment Management Report on Page
285)

Crew Roster (See Crew Roster on Page 286)

Commissary Charges by Date (See Commissary Charges by Date on
Page 286)

Personnel Time Report (Print / Fax) (See Personnel Time Report on
Page 287)

Missing Days of Postings (See Missing Days of Postings on Page 289)

No Postings Prior See "No Postings Prior"

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

Settings.
Report Settingz
Work/Rest Ratio
Request Number Ry j o Select a Specific or Partial

Sart b Persan Request Mumber
" FRequest # | j ~ 3elect a Specific
" Person StartDate [n2,22/2007 - P
{+ Tatal Select all

- End Date [q2/22/2007 ~| 7 Pesommel

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.

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

Report Settingz
summarization of Hours Worked
Select Person: | j
Select al Select a Specil
" Bersannel 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. Onthe Time Reports window, click Payment Summary of Equipment Usage to
display the Report Settings.

Repart Settings
Payment Summary of Equipment
Usage by Contractor

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

Shifts in Excess of Standard Hours

The data for the Shifts in Excess of Standard Hours report does not include GUAR,
COP or DAY OFF postings.

This report identifies the work shifts that went over the standard hours. To generate a Shifts in Excess of Standard
Hours report, complete the following steps:

1. On the Select Reports window, click Shifts in Excess of Standard Hours to
display the Report Settings.

Fepart Settings
Shifts in Excess of Standard
Hours Report

Sork by Fequest Mumber | 051 j e Select a Specific or Partial Request
" Request # Murnber B
~ Pearsor Start Date ||:|5;2|:|;2|]|:|? ﬂ ~ g:lrzgaa S pecific
i+ Tatal End Date ||:|5;23;2|:||:|? ﬂ ~ Select al

StandardHours 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
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.

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

5. 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).
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6. 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.

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

Repart Settings

Contractor Debits

Cantractor: | ABC ENTERPRISES |

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

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.

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 hame, social security number, and employment information. To
generate an Emergency FireFighter Commissary Authorization report, complete the following steps:

1. Onthe Time Reports window, click Commissary Authorization to display the
Report Settings.
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R eport Sethings

Emergency FireFighter Commissary Authorization

= Select a Specific

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

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:

1.

2.

On the Time Reports window, click Preview Equipment Management.

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. Then click the Print button.
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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. Onthe Time Reports window, click Crew Roster to display the Report Settings.

2.

Report Settingz
Select Crew to View/Print

Request Murber: | [T -

Crew M ame; |T,-'.‘-.H|:|E HC j

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.

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.

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:

1.

2.

On the Time Reports window, click the Preview Commissary Charges by Date.

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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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. Onthe Time Reports window, click Personnel Time Report to display the

Report Settings.

Fepart Settings
Personnel Time (Fax/Print)
Select Admin Office(z] for payment by checking the box
next to the agency or phone number,
Mate: Selecting an individual perzan, will zelect al
people aszigned to the zame office for payment.
= FS
- [995]993-9999
AMDREW COLSTOM
Check Al Clear Al

MOTE - Thiz report assumes that:

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

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

- Employees have time posted within the
datesz shown.

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

*Start Date | 7 21 22008 -
“Enddate | 3112009 ~

Time Unit Leader'z Mame |J|:|hn Do

Time Unit Leader's Phane & 111107111111

[v Azzume callz are long distance

[ Dial outzide line

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
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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.

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.

[-Suite Version 12.01.00 Time 288



Chapter 8:Time

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

7

3 Fax Summary | cwel=) 'i—r

1 Report was successhuly processad to be faked

Woudd vou ke to generate a summary report?
Select Print or Preview to generate report or
Close to exit without report

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

Pt | Preview Close

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. Onthe 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 v . * Request i
End Date P - r iz

{« Contract only [OF-286]
" Mon-Contract only [OF-238]

Agency
Employment Type

Clear Filter By |

2. Enter the dates to include in the report in the Start Date and an End Date boxes.

3. Click one of the following options to identify the information to include in the report:
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e Contract only (OF-286) - Only includes contracted resources.
e Non-Contract ony (OF-288) - Only includes non-contracted resources.

3. 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.

4. 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.

5. 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.

6. 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.
e Name - Sorts the information by name.

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

No Postings Prior
Resources without any postings priorto  [03/03/2011 |

Sort Filter
Available Sort By ¢ All Resources

Name LI Narme ™ Contract only (OF-286)
RequestNumber ™ Non-Contract only (OF-288)

LastDate ;]

2. Inthe 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:
e All Resources - Includes both Contract and Non-Contract resources.
e Contract Only (OF-286) - Only includes contracted resources.

e Non-Contract only (OF-288) - Only includes non-contracted
resources.

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.

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.
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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:

Add Agreement | Cloze Contracts |'i.

2
*
b
4

{+ Contractors with Agreements
" Contractors with Resources

® | | | | | |
TIM I Phorne Number Address

e L e o A o e W g PP f,

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.
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:
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Manage Contractor
“MName|DAN FALLER CO

"TIN|

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

State | A - |
Zip|39501-3399
Phone 300 235-a859

Close | Edi

Save | Add Agreement

'I-\.“.-f"-- - '\.?J_“'W.r‘\--___"‘\.-"\. e y Sy o o1 |“.f‘-‘|rﬁ"4-‘l-_e.4 L S et "‘H..-'.“ o s, ‘___." -

4. Complete the following information:

e *Name

e *TIN

e DUNS

e Address

e City

e State

e Zip

e Phone

5. Click the Save button to save the Contractor to |-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.
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.
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ks

Dffice for Payment

e

I,
|
4—.
T W A .

ey T T N — e TR e L LTI PR

| Add - Agreement .‘
i'} * Agreement Murmber Beqinning D ate Ewpiration Date *
A whw222222.2222 11/01/2008 | |11/30/2008 = | j
g 4
v, Paint Of Hire Admninztrative Office for Payment L ’
i |ANYWHERE LUSA DEPT OF FOREST SERVICE JNE IR A e hiek 3
-f..:

-".‘

4

-

5. Complete the following information:

e *Agreement Number
e Point of Hire

e Beginning Date

e Expiration Date

e 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:
1. Click the Time button to open the Time module.
2. Inthe Resources grid, click the appropriate resource.

3. Onthe 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.

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

e Unique Name
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6.

e Description 1 & 2
e 288 Remarks
e Hired Date & Time

o If 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.
¢ In the Rate$ field, type the appropriate rate amount.
¢ Click the Save Rate button to save the rate.

Click the Save button on the Time - Contracted tab.

IMake 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.
A contracted resource may or may not have one to five special rate designations.
Units of Measure include Daily, Each, Hourly, and Mileage.

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.
2.
3.

Click the Time button to open the Time module.
Click the Post Time button to open the Posting area at the bottom of the window.
In the Resources grid, click the contracted resource.

On the Contractor Post tab, select the appropriate account code from the
Account Code drop-down list.

Under Post Options, click to select the appropriate Rate Type.
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6. If one-half rate applies, click to check the 1/2 Rate checkbox.

7. Complete the remaining boxes with the appropriate information for that Rate Type

and Unit of Measure.

8. Click the Save button to commit the posting.

9. Click the Close button to close the posting area at the bottom of the window.

Time Revision History

Revision

Revision Summary

Date

2013-02-28
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
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User Guide
Chapter 9

Cost

The Cost section explains how to use the Cost module to easily track costs for individual resources. The system
creates a Daily Cost record for every resource that is checked-in with Generate Daily Costs selected. Cost users
can analyze, manipulate and create output from this information.

You can also use the Cost module to report costs for management decision making purposes. Reporting recipients
include the Incident Team, the Team Management, the Host Agency and the USFS Financial System.

Information entered in Cost is shared with other 1-Suite modules, including:

Resources

Demob

Incident Action Plan (IAP)
Time

Supply

Topics in this guide include the following:

Common Features (See Page 45)
Selecting Cost Options (See Page 298)
Reviewing Common Data (See Page 301)
Archive Resources (See Page 303)

Cost Processes (See Page 305)

Cost Rates (See Page 307)

Cost Resources (See Page 310)

Cost Daily Records (See Page 313)

Cost Reports (See Page 319)

Acres Burned (See Page 328)

Cost Analysis/Benchmark Report Setup (See Page 330)
Cost Graphs (See Page 331)

Cost Accruals (See Page 335)

Cost Projections (See Page 340)

Cost Share Apportionment (See Page 344)
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Selecting Cost Options

Follow the steps in this section to select options to use in the Cost area of the I-Suite system:
1. From the Tools drop-down menu, select Options to open the Options window.

2. Click the Cost tab to select it.

ehera esoUrces irrE: ost & Lipply hiuryAlliness
G | | R | Ti | &P | C |D b | Supply | Injuryl |

Fezource Grid Columns

[ncident Murmber

! Move p |
Incident Mame

v| Request Mumber b ove Down |
w| Mame
v/ Kind
w| fugency Shaw |
| Payment Sgency "
| Horme Unit ﬁ

v Azzign D ate
v Checkln Date
v| Actual Feleaze Date
v| Statusz
v 5/T
v Bemarks
v Acorial
Accrual s
Create Daily
v| Eztimated Date of Arrival

Archived

ok I Cancel | | Save | |

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

4. If you want to remove the selected columns from the Cost window, click the Hide
button.

If you want to display the selected columns on the Cost window, 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
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Hide button, it removes the checkmark from the checkbox. You can also click the
checkbox next to a column to either Show or Hide it.

5.

To adjust the order in which the columns display on the Cost window, click a
column. Then click the Move Up or Move Down button to move the selected
column.

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

6.

When you have made all of your changes, click the Save button to save the
changes. Then click the OK button to close the Options window.

Cost Tips

Keep the following in mind for the Cost module:

All Cost Estimates and Accruals are based on Kind Code and Agency.

The Cost module uses the Check-In Date to start generating costs until Time is
posted or the Cost User enters an Assign Date.

To adjust an Accrual Code, add the appropriate Payment Agency that is paying
for the resource. (e.g. If you are on a BLM incident, add BLM to the Payment
Agency box for PVT resources. This adjusts the Accrual Code to FED.)

It is critical that Kind Codes are correct for Subordinate Resources. (e.g. If the
Kind Code HCL1 is used for 20 members of a type 1 crew, the Cost module will
calculate 20 HC1 estimates at $8,200 for each member into a rollup cost of
$164,000.)

o Each member should be identified as a FFT1, CRWB, etc.

Leave the Agency Code blank for Subordinates of Contract Resources that do
not need to be included in the actual process (e.g. Contract Dozer Operators).

A Demobed Resource continues to generate Cost until an Estimated Date of
Arrival or Actual Release Date is defined.

The Estimated Date of Arrival or Actual Release Date does not flow-down to
subordinates from the parent resource. Subordinates that fall into one of the
Accrual Categories will continue to generate costs on the Accrual Report until
an Estimated Date of Arrival or Actual Release Date is defined.

0 Make sure you enter the Estimated Date of Arrival or Actual Release
Date for each Subordinate Resource in the Demob module.
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Generate Daily Costs

This section outlines when the Generate Daily Costs checkbox is checked for Parents and Subordinates and the
results when the Update with Actuals process is run.

I-Suite automatically checks or un-checks the Generate Daily Costs checkbox based on
the Resource configuration.

e A Resource with NO Subordinates that may or may not contain actual posted
Time (e.g. most overhead resources, resources with no subordinates, contract
resources without subordinates.):

o Parent Resource - Generate Daily Costs is checked.
0 Subordinate Resource - There is no subordinate resource.

e A Resource with Subordinates. No Time posted for either the Parent or the
Subordinate (e.g. Non-contract Crews and Engines prior to posting actual time):

o Parent Resource - Generate Daily Costs is checked.
0 Subordinate Resource - Generate Daily Costs is NOT checked.

¢ A Resource with Subordinates. Actual Time is Posted to a Subordinate (e.g.
Federal Crews and Engines after Actual Time was posted) and the Agency code
is set to one of the following: AMD, APHS, BIA, BLM, BOR, DES, DOD, DOE,
FED, FS, FWS, IAC, NPS, NWS, TRIB, USGS (Agency Group Code is F).

o Parent Resource - Generate Daily Costs is NOT checked.

0 Subordinate Resource - Generate Daily Costs is checked for ALL
Subordinates, even if only one Subordinate has an actual Time posting.

If all actual Time postings are deleted in the Time module for All Subordinates, then the
Generate Daily Costs is checked for the Parent and NOT checked for the Subordinates.

¢ A Resource with Subordinates. Actual Time is posted to both the Parent and the
Subordinates. (e.g. Pickup truck with AD driver.)

o Parent Resource - Generate Daily Costs is checked.
0 Subordinate Resource - Generate Daily Costs is checked.

e Air Resources without Subordinates:

o Parent Resource - Generate Daily Costs is checked.
o0 Subordinate Resource - There is no subordinate resource.
e Air Resources with Subordinates either with or without Time posted:
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o Parent Resource - Generate Daily Costs is checked.
o0 Subordinate Resource - Generate Daily Costs is checked.

Both Parent and Subordinates are checked to generate separate aircraft and crew
Costs.

Reviewing Common Data

This section explains how to review common data from the Cost module.

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 Cost button to open the Cost module.
2. Inthe Resources grid, click to select the Resource you want to view.

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

4. Inthe Manage Resource — Edit Mode area, review the following information for
completeness and accuracy:
e *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
e *Configuration
e Actual Release Date

e Actual Release Time

|A label preceded by an asterisk (*) indicates that the information is required.
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When the Person option is checked, Resource Name is replaced with Last Name and
First Name. Either a Last Name or a First Name is required. You do not need to define
both in order to save the record.

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 close the Manage Resource - Edit Mode window, click the Close button.
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Archive Resources

This section explains the process of archiving resources in the Cost module. Archiving resources makes the Cost
Processes run more efficiently.

If you are archiving resources selected in the Resources grid, you cannot run any other archive options at the same
time.

If you want to archive all resources with either an Estimated Date of Arrival or an Actual Release Date prior to
the current date, both of those options can be selected to run at the same time.

Archive Selected Resources
Follow the instructions in this section to archive resources that are selected in the Resources grid.
1. Click the Cost button to open the Cost module.
2. Inthe Resources grid, click one or more resources to include in the archive.

3. Click the Archive button to open the Create Archive Selection window.

. Create archive selection

v Set archive flag for all resources currently selected in the grid

-
-

Set Archive Unzet Archive Cloze

4. Click to check the Set archive flag for all resources currently selected in the
grid option.

5. Click the Set Archive button.

To remove resources from the archive, repeat these same steps and click the Unset
Archive button.

Archive Resources with a Release Date

Follow the instructions in this section to archive resources that have an Actual Release Date defined that is prior to
the current date.

1. Click the Cost button to open the Cost module.
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2. Click the Archive button to open the Create Archive Selection window.

s, Create archive selection

[ Set archive flag for all rezources curently selected in the grid

[v Set archive flag for all resources with a releaze date prior bo boday

[ Set archive flag for all rezources with an estimated date of arrival prior to today.

Set Archive Unzet Archive Cloze

3. Click to check to the Set archive flag for all resources with a release date
option.

4. Click the Set Archive button.

To remove resources from the archive, repeat these same steps and click the Unset
Archive button.

Archive Resources with an Estimated Date of Arrival

Follow the instructions in this section to archive resources that have an Estimated Date of Arrival defined that is
prior to the current date.

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

2. Click the Archive button to open the Create Archive Selection window.

s, Create archive selection

[ Set archive flag for all rezources curently selected in the grid

[ Set archive flag for all rezources with a releaze date prior to today.

[v Set archive flag for all resources with an estimated date of arival prior b toda

Set Archive Unzet Archive Cloze

3. Click to check the Set archive flag for all resources with an estimated date of
arrival option.

4. Click the Set Archive button.

To remove resources from the archive, repeat these same steps and click the Unset
Archive button.
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Cost Processes

This section identifies the Cost Processes you can perform in the Cost module.

The following are key concepts to understanding Cost Processes:
- Each action is a separate process.

- Each process draws from distinct data in the database.

- The processes do not overlap.

The Cost Processes drop-down list is located in the Cost toolbar. Use the Cost Process options to perform the
following procedures.

Create Cost, Update Actuals & Re-Estimate (See Creating Cost and Updating
with Actuals on Page 305)- Creates estimated Daily Cost data from the Rates
lookup table. Updates the data with any Actual Costs. Then re-estimates the cost
for any existing Daily Cost records.

Create Cost & Update with Actuals (See Creating Cost and Updating with
Actuals on Page 305) — Creates estimated daily cost data from the rates lookup
table and updates this data with actual cost data.

Create Cost Only (See Creating Cost and Updating with Actuals on Page 305) —
Creates estimated daily cost data from the rates lookup table.

Cost Lock/Unlock (See Locking/Unlocking Cost Records on Page 306) — Locks
(or unlocks) all cost records from the selected date forward.

Re-Estimate (See Creating Cost and Updating with Actuals on Page 305) - Re-
estimates the cost in Estimated or Actual cost records with a zero (0.00) cost
amount. For each of these records, the application recalculates the Rate Type
Code, Unit, Quantity, and Unit Cost. It then compares the recalculated values
with the previous values. If there is a difference, the record is updated with the
new values and the Cost Update Level is set to Estimate.

Update with Actuals Only (See Creating Cost and Updating with Actuals on
Page 305) — Updates daily cost with actual cost data.

Creating Cost and Updating with Actuals

Follow the steps in this section to create cost and update with actuals:

Creating/updating the Daily Costs is the first step that a Cost user must perform and
should be completed before entering any data.

[-Suite Version 12.01.00 Cost 305



Chapter 9:Cost

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

2. Inthe Cost toolbar, click the Cost Processes box to display the drop-down list.

ST T e — . o e P
e L T = N

i, Cost Processes

ettt e st

3. From the list that displays, select one of the following options:

e Create Cost, Update Actuals & Re-Estimate - Creates estimated Daily Cost
data from the Rates lookup table. Updates the data with any Actual Costs.
Then re-estimates the cost for any existing Daily Cost records.

e Create Cost & Update With Actuals - Creates estimated daily cost data from
the Rates lookup table and updates this data with Actual Cost data.

e Create Cost Only - Creates Estimated Daily Cost data from the Rates
lookup table.

e Re-estimate - Re-estimates the cost in Estimated or Actual cost records with
a zero (0.00) cost amount. For each of these records, the application
recalculates the Rate Type Code, Unit, Quantity, and Unit Cost. It then
compares the recalculated values with the previous values. If there is a
difference, the record is updated with the new values and the Cost Update
Level is set to Estimate.

e Update with Actuals - Updates Daily Cost with Actual Cost data.
4. Click the Run button to run the Cost process.

If you want to run a Create, Update, or Re-estimate process for only certain resources
in the grid, click to check the Select Resources in Grid checkbox. Then click each of
the resources in the grid that you want to include in the process. When you select a
Cost Process and the Run button, the process is only run for those resources selected
in the grid.

If the Select Resources in Grid checkbox is NOT checked, the process is run for all
resources that are Checked In with Generate Daily Costs selected on the Cost tab in
Resources.

Locking/Unlocking Cost Records

Follow the steps in this section lock or unlock all Cost records from the selected date forward:
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This feature locks or unlocks all of the entries in the database for the defined date
range. To preserve hand-keyed items for individual resources, use the Lock feature on
the Daily Records screen.

1.

2.

Click the Cost button to open the Cost module

From the Cost Processes drop-down list in the Cost toolbar, select the Cost
Lock/Unlock option.

Click the Run button to run the process. A Daily Cost Lock/Unlock window

displays.
Daily Cost Lockflinlock

Start Date |05/20/2007 =
EndDate |05/21/2007

Cloze | Lock | in-:u:k|

Enter the Start Date and End Date to include in the lock or unlock procedure.
If you want to lock the cost records for those dates, click the Lock button.

If you want to unlock the cost records for those dates, click the Unlock button.
Click the Close button to close the Daily Cost Lock/Unlock window.

When the message displays indicating that your request to run Cost Lock/Unlock
was completed, click the OK button to close the message window.

Cost Rates

Rates are assigned to kind codes to help determine the cost. Standard rates are included for single resources such as
crews, engines, overhead, fallers, pickups, and fuel tenders. The main function of the Rates option is to determine a
default rate for a resource kind. You can define numerous types of rates for a number of different kinds of resources.

Cost rates are defined on the Rate Areas/Rates window. The application will use the rate from the Default
Standard rate area for kind codes without a defined rate.

Viewing Default Rates
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Follow the steps in this section to view default rates used to calculate costs for specific resources:

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

2. From the Cost drop-down menu at the top of the window, select the Rates option.
The Rate Area/Rate window displays.

3. Click the Rates tab to select it.

Rate Area | Fiates | P
Fiate Areas Fiate Comment ¥
| Default Standard
Kind Search Ii :
Kinds & Al Kinds i -
D eszcription -
b AGEMCY AWla MIL LIASOM s
ARSOM BOMEBE INVEST EA i
ABR0O  AIRCRAFT BASE RaDID OFPR Gal -
ACAC  AREA COMMAND - BVIATION SUAE -
ACCO  ACCOUMTAMNT HE 7 f‘,
ACCT  ACCOUMTING TECH HENH {
ACDP  AIRCRAFT DISF'.E‘-.TEHEFE L i
LCRE. gpymr““ S o x._mrl’il TS . qu

4. From the Rate Areas drop-down list, select the rate area that you want to view.

5. Click one of the following options to identify the type of kind codes to display under
Kinds:

e All Kinds
e With Values Only

6. Under Kinds, click the kind code for which you want to view rates. When you click
a kind code, the rates for that code display in the Rates grid on the right side of
the window.

7. When you have finished viewing the rates, click the Close button to close the
Rate Area/Rates window.

Creating a New Rate Area
Follow the steps in this section to create a new rate area:
1. Click the Cost button to open the Cost module.

2. From the Cost drop-down menu at the top of the window, select the Rates option.
The Rate Area/Rates window displays.
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Click the Add button that displays at the bottom of the window.
4. Inthe Area Name box, enter the name you want to assign to the rate area.

5. If you want the rate area to be viewable on the main Cost window, click to check
the Viewable checkbox. When the rate area is available on the Cost window, it
can be used in the Create Cost process.

6. Click the Save button to save the new rate area. When the area is saved, it
displays in the grid at the top of the window.

Adding Rates to an Area Other Than Default Standard

Follow the steps in this section to add rates to a rate area other than the Default Standard one:

Only add rates to kind codes that require a rate different from the Default Standard
rate. The application will use the rate from the Default Standard rate area for kind
codes without a defined rate.

To use a rate area other than the Default Standard rate area, select the appropriate
rate area from the Rate Area drop-down list on the main Cost window.
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1. Click the Cost button to open the Cost module.

2. From the Cost drop-down menu at the top of the window, select the Rates option
to open the Rate Area/Rates window.

3. Click the Rates tab to select it.

4. From the Rates Area drop-down list, select the rate area for which you want to
define rates.

5. Click one of the following options to identify the kind codes to display under
Kinds:

e All Kinds
e With Values Only

6. Under Kinds, click the kind code for which you want to define rates.

To search for a kind code, enter the code in the Kind Search box. The first code that
matches your entry is highlighted in the Kind Code list.

7. Inthe Rates grid, type the rates you want to assign to the kind code in the
appropriate boxes.

8. Click the Save button to save the rates to the selected rate area.

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

Cost Resources

This section explains how to define Resource data from the Cost module. Keep the following in mind when
entering data:

¢ Entry items located above the tabs (i.e. just below the Manage Resource — Edit
Mode label) are common to all I-Suite modules.

o Data entry items for specific modules are located on their respective tabs (i.e. on
the Plans and Cost tabs).

e Resources is the primary entry point for I-Suite data. 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 |-
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Suite modules. Successful integration requires cooperation and established data
ownership rules.

Editing Resource Data from the Cost Window

Follow these steps to edit resource data from the Cost window:

1.

2.

Click the Cost button to open the Cost module.
In the Resources grid, click the Resource you want to edit.

Click the Edit button to open the Manage Resource - Edit Mode area at the
bottom of the window.

Review the following information for completeness and accuracy:

¢ *Request Number

e *Account Code

e Person - checked, if applicable

e Contracted - checked, if applicable

¢ *Resource Name, or *Last Name and *First Name (for a person)

e *Kind/Position

Make sure each resource is identified with the correct Kind Code (e.g. FFT1, CRWB,

etc.).

It is critical that Kind Codes are correct for Subordinate Resources. (e.g. If the Kind
Code HCL1 is used for 20 members of a Type 1 crew, the Cost module will calculate 20
HC1 estimates at $8,200 for each member into a rollup cost of $164,000.)

e Trainee - checked, if applicable
e *Status
e UnitID
e Agency

Leave the Agency Code blank for Subordinates of Contract Resources that do not
need to be included in the actual process (e.g. Contract Dozer Operators).

e *Configuration
e Actual Release Date

e Actual Release Time

|A label preceded by an asterisk (*) indicates that the information is required.
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When the Person option is checked, Resource Name is replaced with Last Name and
First Name.

5. Make the appropriate changes to the data.

6. Click the Save button to save your changes.

Defining Cost Data
Follow these steps to enter Cost Data for a resource:
1. Click the Cost button to open the Cost module.
2. Inthe Resources grid, click the resource for which you are defining cost data.

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

4. Click the Cost tab.

|

Payment Agency = I
Assign Date m

Accrual Code |EXCL | Lock Accrual Code [

Cost Remarks l

Generate Daily Costs W
Use Actuals Only I

5. From the Payment Agency drop-down list, select the name of the agency that is
actually responsible for payment of the resource. Always use a Payment Agency
in cost apportionment situations.

The Payment Agency is the agency responsible for payment of the resource. Data
entered in this box is also used to determine the Accrual Code.

IMake sure you always select a Payment Agency in Cost Apportionment situations. |

6. Enter the Assign Date to identify when the resource should begin receiving
payment. This is the same date as the Hire Date for Contracted Resources in
the Time system. You can either type the date or select it from the drop-down
calendar.
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7. From the Accrual Code drop-down list, select the appropriate accrual code for the
resource. This code may automatically be selected based on the Request
Number, Agency, Kind Code, Incident State, Incident Jurisdiction, Payment
Agency, Unit ID and whether the Contracted option is selected.

The system default for the Accrual Code should be used in most cases. Only make a
manual correction if you know the default is incorrect. For example, you want the
accrual code to show as INTL (International).

8. To prevent the Cost Accrual Code from being changed for a resource, click to
check the Lock Accrual Code checkbox.

9. If needed, you can enter remarks related to the cost data in the Cost Remarks
box.

10. To generate Daily Costs for the resource, click to check the Generate Daily
Costs checkbox.

The Daily record is only created if the Generate Daily Costs checkbox is checked for
the Checked-In parent resource. If the Generate Daily Costs checkbox is not checked
for the Parent Crew Record, the Create Daily Record function is turned OFF for ALL of
the Crew Members. To turn Create Daily ON, check the Generate Daily Costs
checkbox.

For information about when the Generate Daily Costs is automatically turned on, refer
to Generate Daily Costs (See Page 300).

11. To use Actual Costs for the resource, click to check the Use Actuals Only
checkbox.

If Use Actuals Only is checked only Actual Costs will show. All Cost Estimates will
show as $0.00.

12. Click the Save button to save your changes.

Cost Daily Records

This section explains how to view and manage Daily Records. The following information is included in this
section:

Showing Daily Detalil

The Daily Detail record contains information about a single day’s activity and its cost relation to the incident. Every
Resource record listed in the Resources grid has associated records that include the costs of that Resource for every
day the Resource is assigned to the incident. These records are included in the Manage Cost grid, which displays at
the bottom of the window when you click the Show Cost button. The system creates Daily records for a resource
from the time the resource is Checked-In to the Current Date.
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For Crew Resources, the Daily record is only created if the Generate Daily Costs
option is turned ON for the Checked-In parent resource. For example, if the Generate
Daily Costs option is turned OFF for the Parent Crew Record, it is turned OFF for ALL
of the Crew Members. To turn Generate Daily Costs ON, check the Generate Daily
Costs checkbox on the Cost tab in Manage Resources.

For information about when the Generate Daily Costs is automatically turned on, refer
to Generate Daily Costs (See Page 300).

The Cost module uses either the Check-In Date or the Assign Date, whichever is
earlier, to generate costs.

The Daily record that is generated only contains an estimate and is based on the Rates, Agency and Kind that are
defined. If you know the actual rate for a resource, you may replace the estimate with the actual rate for that
resource. If the Time module contains actual time and you select the Update Actuals process, the application enters
the actual time and costs.

The Cost module uses the Actual Release's Estimated Date of Arrival defined in
Demob to identify when to stop generating Daily Cost records for a resource. If the
Estimated Date of Arrival is not defined for a resource, the application uses the Actual
Release Date.

Follow the steps in this section to display the Manage Cost Grid at the bottom of the Cost window:
1. Click the Cost button to open the Cost module.

2. Inthe Resources grid, click the resource for which you want to view the Daily
Detail.

3. Click the Show Cost button to open the Manage Cost grid at the bottom of the
window.
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4. Click a date listed in the grid at the bottom of the window to display the Daily
Detail for that date. The Daily Detail displays above the Manage Cost grid.

You can sort the data in the Manage Cost grid by clicking the column headings in the ‘
grid.

Cost Level Data

When you click the Show Costs button, a CL (Cost Level) column displays in the Manage Cost grid at the bottom
window. This column identifies the source of the Cost Data. There are three types of cost level data:

e E = Estimate
e A =Actual
e U = User Updated or Flow Down from Actual

When the cost data in a Daily Cost record is updated by Actual data from Time, any
Daily Cost records created after the updated date contain a U Cost Level. This indicates
that the amount in the Daily Cost record was not estimated, but flowed down from the
Actual cost data record.

Updating Estimated Cost Level
Follow these steps to update the E (Estimate) cost level data.

[Estimate (E) cost level is estimated from the Rates table.

1. Select a resource that has no actual time posted.
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2. Click the Show Cost button to display the Manage Cost grid at the bottom of the
window.

3. Notice that the posted time in the Manage Cost grid displays as Estimate (E)
under the CL column.

Updating Actual Cost Level
Follow these steps to update the A (Actual) cost level data.

IActual (A) cost level data comes from the Time module.

1. Inthe Time module, post time for the specified resource.

2. Inthe Cost module, select the Update with Actuals options from the Cost
Processes drop-down list. Then click the Run button.

3. Click the Show Cost button to display the Manage Cost grid at the bottom of the
window.

4. Inthe Resources grid, click the resource for which you just posted time. Notice
that the posted time in the Manage Cost grid displays as Actual Time (A) under
the CL column.

Updating Cost Manually
Follow these steps to manually update the cost data:

When cost level data is manually updated by a user (U), the information most likely
comes from contract data.

=

Click the Show Cost button to open the Manage Cost grid.

2. Inthe Resources grid, click the resource you want to update.

3. Inthe Manage Cost grid, click the Daily Cost record you want to update.

4. Make the appropriate changes to the Unit or Unit Cost.

5. Click the Save button. Notice that the entry under the CL column changes to U

(User Updated).

Recalculating Daily Cost Records
Follow these steps to recalculate daily cost records:

1. Click the Recalculate button.
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2. A confirmation message will display.

3. Click Yes to continue.

Recalculating daily cost records will delete and recalculate all daily cost records for the
selected resource. Any manually created cost records will be lost.

Using Flow Down

A Flow Down function is available that allows you to change the Unit Cost, Units, Rate Type or Division in
multiple Daily Cost records at the same time.

The Flow Down changes all entries from the selected date forward, except for Locked
entries (See Locking a Daily Cost Entry on Page 317).

IYou can turn off the Flow Down option by unchecking the Flow Down checkbox.

Follow the steps in this section to use the Flow Down option:
1. Click the Cost button to open the Cost module.
2. Inthe Resources grid, click the appropriate resource.

3. Click the Show Cost button to display the Manage Cost grid at the bottom of the
window.

4. Click to check the Flow Down checkbox in the Manage Cost grid at the bottom of
the window.

5. Click the date for the entry you want to edit.

6. Change the Unit Cost, Units, Rate Type or Division entries. The entry is
changed for all dates from the selected date forward.

7. Click the Save button

Locking a Daily Cost Entry

The Lock feature is a valuable feature for Cost to preserve hand-keyed data entries. Follow the steps in this section
to lock a Daily Cost entry:

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

2. Inthe Resources grid, click the appropriate resource.
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3. Click the Show Cost button to display the Manage Cost grid at the bottom of the
window.

4. In the Manage Cost grid, click the date for the entry you want to lock.

5. Click the Locked option that displays in the detail area just above the Manage
Cost grid.

Info
unt Code ]

Division .

shit| -

6. Click the Save button. Notice that the Lock checkbox is now checked for that
entry in the Manage Cost grid, and you can no longer edit the data in the record.

To unlock a locked entry, click to uncheck the Locked checkbox and then click the
Save button. You can then edit the cost detail for that date.

Assigning an Actual Release Date

When you assign an actual release date to a resource, the application stops generating Daily Cost records for that
resource.

A Demobed Resource continues to generate costs until a Actual Release Date is
defined.

Follow the steps in this section to assign an Actual Release Date to the resource:
1. Inthe Resources grid, click the resource that is being released.
2. Click the Edit button to open the Manage Resources - Edit window.

3. Inthe Actual Release Date box, type the actual release date for the resource.

Identify the last date of actual time for the resource, and then type that last date as the
Actual Release Date.
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ICoordinate with the Time Unit to determine the Actual Release Date.

4. Click the Save button to save your changes.

5. Open the Cost module. Notice that Daily records for the edited Resource no
longer display beyond the Actual Release Date.

Cost Reports

This section explains how to run and print standard Cost Reports.

Printing Standard Cost Reports

The Cost module allows users to run a number of pre-designed reports for management decision-making purposes.
You can select a general format, determine the sort and filter criteria, and then preview, print or export the report
data.

Follow the steps in this section to print Standard Cost Reports:
1. Click the Cost button to open the Cost module.
2. Click the Reports button to open the Cost Reports window.

3. Under Report Categories, click the Sort Categories option.
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4. Inthe area beneath Report Categories, click to select one of the following
reports:

e Accounting

e Agency

e Payment Agency
e Division

e Home Unit

¢ Incident

e Accrual

e Section

5. To define a range of dates to include in the report, click the Selected Date Range
option. Then enter the Date Range.

If you do not click the Selected Date Range checkbox and define a date range, the
report defaults to the entire date range.

6. Under Reports, click the type of report you want to create. The following options
are available:

e Weekly Summary - This report contains a summary of the costs for each day
of the defined week. The cost information is broken down by Kind Group and
Direct/Indirect. A Daily Total is included at the bottom of each date column.

e Weekly Detail - This report contains detailed cost information for each day of
the defined week. The cost information is broken down by Kind Code and
Direct/Indirect. A Daily Total is included at the bottom of each date column.

o Weekly Detail O/H Personnel - This report contains detailed overhead
personnel cost information for each day of the defined week. The cost
information is broken down by Personnel Resource, Kind Code, and
Direct/Indirect. A Daily Total is included at the bottom of each date column.

e Daily Summary - This report contains a summary of the costs for the current
system date. The information is broken down by Crews, Line Personnel, and
Camp Personnel.

e Cumulative Cost Detail - This report identifies the Daily Cost for each day the
incident has been open. The information is broken down by Resource/Kind
Codes.

e Cumulative Cost Detail O/H Personnel - This report identifies the Daily Cost
for each day the incident has been open. The information is broken down by
the Kind Code and then the Personnel Resource.

e Category Total - This report identifies cost totals based on the Category.
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The name of the Category Total report changes, based on the Report you are printing.
For example, for an Incident report, this would be Incident Category Total.

10.

e People Weekly Summary - This report contains a summary of the people
working on the incident for each day of the defined week. The information is
broken down by Kind Code and Direct/Indirect. A Daily Total is included at
the bottom of each date column.

e People Daily Summary - This report contains a summary of the people
working on the incident for the current date. The information is broken down
by Crews, Line Personnel, and Camp Personnel.

To roll up costs to the primary resource, click to check the Rollup Costs to
Primary Resource check box in the Additional Filters frame.

In the Additional Filters frame, click any of the additional filters you want to use
in generating the report. The options available in this area are based on the report
you are printing.

To preview the report, click the Preview button. To print the report, click the Print
button.

When you are finished, click the Close button to close the Select Reports
window.

Printing Other Cost Reports

Follow the steps in this section to print Other Cost Reports:

1.

2.

Click the Cost button to open the Cost module.
Click the Reports button to open the Cost Reports window.
Under Report Categories, click the Other Categories option.

In the area beneath Report Categories, click to select one of the following
reports:

¢ Analysis (See Printing an Analysis Report on Page 322)

e Acres/NVC (See Printing an Acres/NVC Report on Page 322)

¢ Aircraft (See Printing an Aircraft Report on Page 323)

e Cost Share (See Printing a Cost Share Report on Page 324)

¢ Resource/Kind (See Resource Kind Report on Page 324)

¢ Underutilized (See Printing an Underutilized Report on Page 325)
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Printing an Analysis Report

Follow these steps to print an Analysis report;

1. On the Cost Reports window, click Other Categories. Then click the Analysis
option to display those Report Settings:

Analyziz Reportz and Filters
(» Resource Cost
" Accountability
(" Ewxception

FResource Cost Reparts

v

(v Average Cost by Kind Esceeding Standard

(" Individual Costs by Resource Exceed kax Rate

2. Under Analysis Reports and Filters, click one of the following options to identify
the type of Analysis Report to create:

e Resource Cost - This report identifies the average cost by Kind that exceeds

the standard cost. It also identifies the individual costs by resource that
exceeds the maximum rate.

e Accountability - This report identifies the percentage of resource types (i.e.
Aircraft, Crew, Equipment, Support, Direct) defined for the incident and
compares the Current Values with the Standard Values. The Difference
and Standard Deviation are listed for each resource type.

e Exception - This report identifies resources with actual time posted that also
have three or more days of unposted time.

3. Under Resource Cost Reports, click one of the following options to further filter
the information in the report:

¢ Average Cost by Kind Exceeding Standard
e Individual Costs by Resource Exceed Maximum Rate

4. Click the Preview button to view the report. Click the Print button to print the
report.

Printing an Acres/NVC Report

Follow these steps to print an Acres/NVC Report:
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1. On the Cost Reports window, click Other Categories. Then click the Acres/NVC
option to display those Report Settings.

Acres/MNVC Reports
f* Resource Losz Summany
" Rezource Loss Mid Level
" Rezource Loss Detail
" Acres

2. Click one of the following options to identify the information to include in the report:

e Resource Loss Summary - This report contains a high level view of the acres
that were lost and the Net Value Change (NVC) resources that were affected.
The information in this report is based on values defined on the Acres
Burned NVC/FIL window.

e Resource Loss Mid Level - This report contains a mid-level view of the acres
that were lost and the NVC resources that were affected. The information in
this report is broken down by NVC Subtotals for each date. The information
in this report is based on values defined on the Acres Burned NVC/FIL
window.

e Resource Loss Detail - This report contains detailed information about the
acres that were lost and the NVC resources that were affected. In addition to
the information included in the Resource Loss (Mid-Level) report, this report
includes information about the Fuel Intensity Level (FIL). The information in
this report is based on the values defined on the Acres Burned NVC/FIL
window.

e Acres Burned - This report contains the information that was defined on the
Acres Burned window.

3. Click the Preview button to view the report. Click the Print button to print the
report.

Printing an Aircraft Report

This report identifies the air costs based on those resources that were assigned Air kind codes (i.e. AT) Follow these
steps to print an Aircraft Report:

1. On the Cost Reports window, click Other Categories. Then click the Aircraft
Report option to display those Report Settings.
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Aircraft ﬁepnrts
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2. Click the Preview button to view the report. Click the Print button to print the
report.

Printing a Cost Share Report
Follow these steps to print a Cost Share Report:

1. On the Cost Reports window, click Other Categories. Then click the Cost Share
option to display those Report Settings.

Cost Share Reports
f*" Summary
" By Shift and Kind
" Detail
(" Resource Worksheet

2. Click one of the following options to identify the information to include in the report:

e Summary - This report identifies the Daily Cost for the Shift on the
listed dates. It also identifies the Federal, State, and Other percentage
of the cost obligations for the Shift on the listed dates.

e By Shift and Kind - This report identifies the Daily Cost for the Shift
and Kind on the listed dates. It also identifies the Federal, State, and
Other percentage of the cost obligations for the Shift and Kind on the
listed dates.

e Detail - This report contains detailed Cost Apportionment information
for listed Shifts and Resources. This information includes Daily Cost,
Federal Cost, State Cost, and Other Cost.

e Resource Worksheet - This report contains Cost Apportionment
information for listed Resources. This information includes Daily Cost,
Federal Cost, State Cost, and Other Cost.

3. Click the Preview button to view the report. Click the Print button to print the
report.

Resource Kind Report
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This report identifies cost information based on either Kind and Resource codes or Overhead Personnel
Resources. Follow these steps to print a Resource Kind Report:

1. On the Cost Reports window, click Other Categories. Then click the
Resource/Kind option to display those Report Settings.

Rezourcefind Reparts
For D ate |'| 2/01/2006 -
{+ By Cost

(" By Cost O/H Perzonnel

2. Enter the For Date to include in the report.

3. Toinclude information by cost, click the By Cost option. To include information by
overhead personnel cost, click the By Cost O/H Personnel option.

4. Click the Preview button to view the report. Click the Print button to print the
report.

Printing an Underutilized Report

This report lists any resources that were checked as Underutilized on the Daily Records screen. Follow these steps
to print an Underutilized report:

1. On the Cost Reports window, click Other Categories. Then click the
Underutilized option to display those Report Settings.

Reports and Date Range Filter
[ Selected Date Range
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2. If appropriate, click to check the Selected Date Range checkbox. Then enter the
Date Range to include in the report.

3. Click one of the following options to identify the information to include in the report:

e Weekly Summary

e Weekly Detail

e Weekly Detail O/H Personnel

e Daily Summary

e Cumulative Cost Detall

e Cumulative Cost Detail O/H Personnel
e Underutilized Category Total

e People Weekly Summary

e People Daily Summary

11. Click the Preview button to view the report. Click the Print button to print the
report.

12. When you have finished printing reports, click the Close button to close the Select
Reports window.

Exporting a Report to Excel

In Cost, you can export report data to Word, Excel, PDF, or TXT. Follow the instructions in this section to export a
report to Excel. The same principles apply to exporting reports to other formats.

1. Inthe Cost Reports window, Preview the report you want to export.

2. Click the Export Report button on the Preview window to open the Export

window.
Export g|
Farmat:
I ak,
XS Excel 572 ~] ok |
Destinatian: m
|=D Disk file =]
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3. From the Format drop-down list, select the MS Excel option. Then click the OK
button. An Excel Format Options window displays.

Excel Format Options E|
Colurmn width
{* Column width bazed on objects in the |Whu:u|e Repart ﬂ
" Constant column width [in points]
[v Export Page Header and Page Footer Bage range
(v Al pages

[ Create page breaks for each page

[ Conwvert date values to stings £ Erom: To

4. Under Column width, identify the width of the columns to use. You can either
select the Column width based on objects in the Report or define a Constant
column width (in points).

5. Toinclude the Page Header and Page Footer, click to check this checkbox.
6. To Create page breaks for each page, click to check this checkbox.
7. To Convert data values to strings, click to check this checkbox.

8. You caninclude All pages in the report or define a page range in the From and
To boxes

9. Click the OK button to export the report. A Select Export File window displays.

10. From the Save in drop-down list, select the directory where you want to save the
Excel file.

11. Inthe File name box, enter the name you want to assign to the Excel file.
12. Click the Save button to export the file.

13. Open the report in Excel.

Once you save a file in Excel, you can use Excel to create charts and graphs as
appropriate for you reporting needs.
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Acres Burned

Acres Burned is an additional tool that can be used to do the following:

e Calculate the dollar loss for various types of predefined resources. When using
this option you would insert acres burned records for each day on the incident

(just the new acres, not the total).

e Estimate the Net Value Change (NVC), which is derived from the number of acres
burned, the Fire Intensity Level (FIL) of the acres burned,

affected.

Defining Acres Burned

Follow the instructions in this section to define Acres Burned:

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

2. From the Cost menu, select the Acres Burned option. The Acres Burned

window displays with the Acres Burned tab selected.

and the NVC categories

Acres Burmed

1

p
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Edit Mode
* [ata W Fuel Type |h-1i:-c j
ALfs ] Patertial |wildermess =l
*hores I?.I:II:I* Haines Index Izi
Res Walue |
T N I R N =

3. Enter the appropriate Date.
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4. From the FIL drop-down list, select the Fuel Intensity Level. The levels that are
available are defined on the NVC FIL tab.

5. Inthe Acres box, enter the number of acres burned.

6. From the Fuel Type drop-down list, select the type of fuel burned. The available
options include Grass, Timber, Mix, or High Dead.

7. From the Potential drop-down list, select the location of acreage. The available
options include Urban, Wilderness, or Other.

8. Enter the Haines Index value for the fire. The Haines Index is an atmospheric
index used to identify the potential for wildfire growth by measuring the stability
and dryness of the air over a fire.

9. Inthe Res Value box, enter the appropriate resource value.

10. Click the Save button to save the record. When you save an Acres Burned record,

it displays in the grid at the top of the Acres Burned window.

Defining NVC FIL

Follow the steps in this section to estimate the Net Value Changed (NVC) and define the Fuel Intensity Level
(FIL).

The Net Value Changed (NVC) estimate is derived from the number of acres burned,
the fire intensity level of the acres burned, and the NVC categories that are affected.

The information that you define on the NVC FIL tab represents the cost per acre for
each NVC Category for each Fire Intensity Level (FIL). Normally, as the FIL
increases, the cost per acre increases. By default, the Cost Per Acres is left blank,
because this value differs greatly from one area to the next. You will need to obtain
these values from the area where the incident occurs. The reports for this section of
Cost only include categories with a Cost Per Acre value.

1. Click the Cost button to open the Cost module.
2. From the Cost menu, select the Acres Burned option.

3. Click the NVC FIL tab on the Acres Burned window.
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4. From the NVC Category drop-down list, select the appropriate Net Value Change
option.

5. Enter the appropriate Fuel Intensity Level.
6. Enter the appropriate Cost Per Acre.

7. Click the Save button.

Cost Analysis/Benchmark Report Setup

Follow the steps in this section to setup the data to use in the Cost Analysis Report you can print on the Cost
Report window.

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

2. From the Cost menu, select the Cost Analysis Benchmark Setup option to open
that window.
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3. From the Report Type drop-down list at the top of the window, select the
appropriate report type. Available options include Efficiency and Resource Cost.

4. Enter the Report Item name.

5. Enter the Standard Value for the report.

6. Enter the maximum value allowed in the Max Value box.
7. Enter the standard deviation in the Std field.

8. Click the Save button to save the values.

Cost Graphs

This section explains how to generate and customize Cost graphs.

Generating Pre-Designed Cost Graphs
The Cost module allows users to produce a number of pre-designed graphs for management decision-making
purposes. You can select a general format and then modify the graphs display for presentation. Cost graphing offers

several standard graphs.

Follow the instructions in this section to generate a pre-designed cost graph:
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1. Click the Cost button to open the Cost module.

2. From the Cost menu, select the Graphs option. The Cost Graphs window

displays.
Graph Types Graph Filters
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3. Under Graph Types, click the graph that you want to generate. The following pre-
designed graphs are available:
e Aircraft Cost Per Gallon Delivered
e Aircraft Flight Cost
e Aircraft Gallons Per Hour
e Aircraft Total Gallons Dropped
e Aircraft Utilization
e Cost By Date
¢ Division Cost By Date
e Total Cost
4. Complete the information in the Graph Filters area based on the type of graph

you selected:

e Complete the following steps if you selected the Aircraft Cost Per Gallon
Delivered, Aircraft Gallons Per Hour, Aircraft Total Gallons Dropped or
Aircraft Utilization graphs:
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a. Enter the Date(s) to include in the graph.

b. From the Aircraft(s) drop-down list, select the aircraft to include in the
graph.

c. Toinclude an individual aircraft, click to check the Individual Aircraft
checkbox.

e When generating an Aircraft Flight Cost graph, click to check the Individual
Aircraft checkbox to include an individual aircraft in the graph. To include all
aircrafts, uncheck the Individual Aircraft checkbox.

¢ When generating a Cost By Date graph, enter the Date(s) to include.

e When generating a Division Cost By Date graph, enter the Date(s) to include.
Then select the appropriate division from the Division(s) drop-down list.

e When generating a Total Cost graph, you do not have to define any additional
information.

5. When you have finished viewing the graphs, click the Close button to close the
window.

Buttons for Customizing Cost Graphs

You can create custom cost graphs by using the graph buttons to alter the existing graphs. The following is a list of
the graph buttons you can use to customize a graph:

o WWifop Gallery Button - Click the 2D Gallery button to select a two dimensional
look for the graph.

o [@3p Gallery Button - Click the 3D Gallery button to select a three dimensional

look for the graph.

o LEE Style Button - Click the Styles button to change the style of the call-outs for

the graph. For example, you could click the Colored As Slices option to color the
call-out text the same as the slices are colored in the Pie chart.

o Data Button - Click the Data button to change the appearance of the graph's
data. For example, you could click the Exploded Slices button on the Data tab to

change the pie slice values to 1 for each field.

o =l Titles Button - Click the Titles button to change any graph titles.

MR

H] Axis Button - Click the Axis button to change the settings for the graph's X
orY axis.
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a0

3D Button - Click the 3D button to adjust the settings for a 3 dimensional
graph. For example, you could change the 3D appearance of the pie chart by
tilting it down and changing the depth.

al
e L:21Font Button - Click the Fonts button to change the font used in the graph.
For example, you could underline and italicize the title.

o Markers Button - Click the Markers button to change the appearance of the
graph's markers. For example, you can change the pattern of each slice included
in the Pie chart.

o Trends Button - Click the Trends button to include Trend lines in the graph.
For example, you can include a Mean line which is drawn horizontally through the
average value of all data points in a set.

o Overlay Button - Click the Overlay button to create a second "Overlay"
graph with the same X axis as the primary graph.

o Error Bar Button - Click the Error Bar button to add and configure an error
bar for a graph.

o Background Button - Click the Background button to change the
background color for the graph.

EE Legend Button - Click the Legend button to add and configure a legend for
the graph.

o =] Label Button - Click the Labels button to edit the labels for the graph. For

example, you can select the Text Array option on the Labels tab to define text
labels. After you select Text Array, you will need to click the Label Text button to
define the text for the labels.

o System Button - Click the System button to define export and print options
for the graph. For example, you could export the image as a WMF file and print
the graph in a Landscape format with Color.

To save the graph as a template, click the System button. In the Graph Template
frame, click the Browse button to browse to the File where you want to save the
template. Then enter a Name for the template. Click the Save button to save the
template.

The system will add the ".gsp" extension to the template name.
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You can store multiple templates in a graph file. When you are creating a template, do
not check Save Data.

Cost Accruals

This section explains the purpose and use of Cost Accruals.

Guidelines for US Forest Service accruals

The US Forest Service requires all incidents utilizing Forest Service resources to report
their accruals on a daily basis. The assignment of an accrual category for resources is
automated — processed when a new resource is entered into an |-Suite database.
However, a Cost user will be responsible for verifying and managing the assignment of
accrual categories.

Providing a Daily Accrual Summary report to a Host Forest or the National Forest
Service payment center is a Requirement.

Reportable US Forest Service Accrual Categories

Sixty-three separate accrual categories are available to Cost users, but only the following sixty-two accrual
categories are reportable:

AD: Casual hires

AMD: Aviation Management Directorate aircraft

CONT: All non-air contracts

INTL: International

NOAA: National Weather Service personnel.

States: All fifty states plus District of Columbia, Guam, Puerto Rico, Saipan,
Midway, Samoa and the Virgin Islands are reportable.

Accrual categories refer to a specific RC line number in the FS financial system. This
line number displays on the Accrual Summary Report.

Additional accrual categories that are NOT included in the extract are as follows:

e EXCL - Exclude

The Incident Jurisdiction defined for an Incident in Data Admin facilitates cost accrual
category decisions.

To adjust an Accrual Code, add the appropriate Payment Agency that is paying for the
resource. (e.g., If you are on a BLM incident, add BLM to the Payment Agency box for
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IPVT resources. This adjusts the Accrual Code to FED.)

Items of Note for Accruals

e The two digit Fiscal Year is appended to the accounting code for accruals in the
Accrual Summary Report, Detail Report, and Financial Export.
o The new Fiscal Year starts on October 1 each year.
o Accruals start at $0.00 at the start of the new Fiscal Year.

o Incidents being managed in only one Fiscal Year will include financial data for
just that Fiscal Year.

o Accrual reports include:
= a sub-total for each accounting code
» atotal for each incident in the database
= a grand total for all incidents in the database
= totals by the accrual accounting code with the Fiscal Year appended

Accrual Reports will not include totals by Fiscal Year. It only provides totals by the
accrual accounting code with the Fiscal Year appended to the accounting code.

o Incidents that span more than one Fiscal Year will have two accrual accounting
codes, one for each Fiscal Year. The accounting code with the new Fiscal
Year appended will only be created when there are costs associated with that
accounting code in the new Fiscal Year.

o The OF-288 and OF-286 invoices will not show the appended Fiscal Year with
the accounting code.

If the user manually typed the Fiscal Year at the end of the accounting code, the Fiscal
Year will be shown twice. (e.g. if PBM32407 was typed into I-Suite, it will be
PBM3240707 for the 2007 Fiscal Year and PBM32400708 for the 2008 Fiscal Year.

¢ Changes that were made to financial data in the previous Fiscal Year do not effect
the new Fiscal Year accrual data. Those changes are included in the previous
Fiscal Year's accrual data.

e For an AD Draw Down to occur, the following must happen:

1. The person must have an accrual code of AD. (Usually an employment type of
AD and an agency of FS.)

2. An Original OF-288 must be printed.

3. After the OF-288 is printed, accruals must be extracted and finalized.

4. After accruals are extracted and finalized, a Financial Export file must be
created.
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5. After the Financial Export File is created, accruals must be extracted and
finalized again. The AD Draw Down is included on these Accrual Reports.

6. After accruals have been extracted and finalized for the second time, another
Financial Export File must be created. The AD Draw Down will show in this
export file.

Accruals can only be finalized once per day and the financial export can only be created
once per day.

AD Draw Downs use the total invoiced amount prior to deductions shown in Block 22 on
the Commissary Record for the OF-288 Invoice.

The AD Draw Down is based on the last accounting code posted for each day.
Example:

- Day one $100 posted on P1234 (AD Draw down is on P1234 for $100)
- Day two $100 posted on P5678 (AD Drawn down is on P5678 for $100).

-Day three in the morning has $75 posted on P5678 and in the afternoon has $25
posted on P1234 (AD Draw down is on P1234 for $100).

e The AD Drawn Down will occur in the prior Fiscal Year when all of the postings
and the AD Draw Down steps previously defined occur in the prior Fiscal Year.

e The AD Draw Down will occur in the new Fiscal Year when all of the postings and
the AD Draw Down steps previously defined occur in the new Fiscal Year.

e The AD Drawn Down will occur in the new Fiscal Year when on the Original OF-
288 invoice span both Fiscal Years. When this occurs, the entire invoiced amount
will be drawn down in the new Fiscal Year.

If the AD Drawn Down occurs in the new Fiscal Year because the Original OF-288
Invoice spans both Fiscal Years, it may result in a negative accrual amount.

e The AD Draw Down will occur in the new Fiscal Year when all postings were
made in the prior Fiscal Year but not all of the AD Draw Down steps previously
defined were completed in the prior Fiscal Year.

The AD Draw Down will only occur when another Original OF-288 invoice is printed for
that resource in the new Fiscal Year and all of the AD Draw Down steps were
completed in the new Fiscal Year. This may result in a negative accrual amount.

If another Original OF-288 invoice is not printed in the new Fiscal Year, the AD Draw
Down may never occur in this situation.
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Defining Accounting Codes

Follow the steps in this section to add or edit an Accounting Code:

1.

From the Modules drop-down menu, select the Data Admin option to open the
Data Admin window.

On the Incident Data tab, click the Accounting Code option under Feature.
To add an Accounting Code, click the Add button.

From the Incident Name drop down list, select the appropriate Incident Name.
From the Agency Code drop down list, select the appropriate Agency Code.
Enter the new Accounting Code for the incident

If you selected the FS Agency, a Region / Unit drop-down list is available. Select
the appropriate region or unit code from this drop-down.

Click the Save button to save the accounting code.

When finished, click the Close button.

Follow the steps in this section to assign an Accrual Override Code to include resources:

1.

2.

3.

Open Data Admin. Make sure the Incident Data tab is selected.
Under Feature, click to select Accounting Codes.

In the Accounting Codes grid, click to select the Accounting Code to which you
want to assign an Accrual Override Code.

From the Accrual Override Code drop-down list, select the Accrual Override
Code you want to assign to the Accounting Code.

To save your changes, click the Save button.

When finished, click the Close button.

Creating an Accrual Extract

Follow the steps in this section to create an Accrual Extract.

Once resources have been assigned an Accrual Code, users can run an extract to
capture Accrual Amounts assigned to each category.
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1. Click the Cost button to open the Cost module.

2. From the Cost menu, select the Accruals option to open the Accrual Extract
window.

Accural Exfract Hep

Eutract Date Total Aot Change Amount Finalized Prepared By Prepared Phone
5/21/2007 |$161.157.82 (11171111111

3M2/42007 $161,157.92

TrudiJackszon

Cloze | Eutract | Finalize |

3. Click the Extract button at the bottom of the Accruals window. The extract
displays in the Accrual Extract grid at the top of the window.

Printing an Accrual Extract

Follow the steps in this section to print an accrual extract:
1. Click the Cost button to open the Cost module.
2. From the Cost menu, select Accruals to open the Accrual Extract window.
3. Click the Accrual Extract you want to include in the report.
4. Under Reports, click the report you want to print.

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

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

6. When the Print window displays, click the Print button.

Finalizing an Accrual Extract

Follow the steps in this section to finalize an accrual extract:

1. Click the Cost button to open the Cost module.
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2. From the Cost drop-down menu, select Accruals to open the Accrual Extract
window.

3. Click the extract you want to finalize in the Accrual Extract grid.
4. Click the Finalize button. An Accrual Finalize window displays.
5. Enter the Prepared By Name.

6. Enter the Prepared By Phone.

7. Click the OK button.

8. When the message window displays indicating that the accruals were finalized,
click the OK button to close the window.

IA sequential number is posted to each accrual after it is Finalized (e.g. 0001).

9. Under Reports, click to select the appropriate report, and then click the Print
button.

IAccrual information is now ready to include in the Financial Export.

Cost Projections

This section explains the purpose and use of Cost Projections.

Guidelines for Cost Projections

A Cost user may be asked by the Finance Section Chief, or other command staff, for a Cost Projection. Cost
projections are used to predict the estimated future cost of an incident and are necessary for a variety of management
decisions. For example, you can use projections when updating the WFSA or determining the cost of a specific
strategy.

Use the Cost Projections option in the Cost module to select and manipulate data to generate customized
projections. As a starting point for each projection, Cost uses the current day’s count of equipment and direct
personnel resources. Added to this is the support calculation as follows:

Current Day Total Support Cost X Future Day Direct
Current Day Total Direct Personnel Personnel

Use the Update function in Cost Projections to:

¢ increase or decrease the number of days for a projection.
e apply current day’s costs to a previous day’s specifications.

IProjections use the current day's count of Resources Plus the calculated support cost. |
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Take this into consideration when presenting a projection for decision making purposes. |

Creating a Cost Projection

Follow the steps in this section to create a Cost Projection:

When in Single Incident mode, only data for that incident is used in the projection.
When in Manage All as One mode, all incident data is used in the projection.

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

To ensure that your data is current, make sure you run the Create Daily process before
proceeding with the remaining steps.

2. From the Cost menu, select the Projections option. The Projections window

displays.
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3. From the Incident drop-down list on the top-right side of the window, select the
appropriate incident.

4. Make sure the correct Start Date is defined.

When you access the Projections window, the system automatically inserts the next
day’s date into the Start Date box. In most cases, you will want the projection to begin
the following day. If needed, you can change this entry.

5. Inthe Days box, enter the total number of days to include in the projection.
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6.

7.

Enter the Projection Name.

Click the Save button to create the projection.

When you create the projection, the system automatically inserts the projection
information into the Summary of Projection Kinds grid. This grid contains a sum
of all Direct Kind types that are currently being used for the incident. It includes
their Quantity, Average Cost, Total Cost, and the Total Number of People on
the incident for those direct resources. The values inserted into this grid are
generated when the projection in the header record is first created.

The only information in the Summary of Projection Kinds grid that you can edit is the
Average Cost. Make changes to the entries in this column if you do not believe that the
average cost generated by the program is accurate for future days.

Editing Projected Detail for Selected Kind

When you click a record listed in the Summary of Projection Kinds grid, information for that record displays in
the Projection Detail For Selected Kind grid. Follow the instructions in this section to edit the Quantity for the
selected Kind:

1.

2.

Click the Cost button to open the Cost module.

From the Cost menu, select the Projections option. The Projections window
displays.

Under Summary of Projection Kinds, click the kind you want to edit.
In the Incidents grid, click the projection you want to edit.

Under Projection Detail for Selected Kind, click to check the Flow Down
checkbox. When this option is selected, the system automatically updates all
dates after the date you edit with your changes.

Identify the date you want to edit. Enter the new Quantity for that date. The
system automatically updates the entries for all dates that follow the selected date
with the new amount.

Click the Save button to save your changes to the projection.

Updating Projection with Current Day's Cost

Cost Projections may need to be updated for two different reasons:

To change the number of days in a projection.
To adjust a previously created projection for the current day.
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Follow the steps in this section to use the Update Projection w/Current Day's Cost option to update the
projection:

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

2. From the Cost menu, select the Projections option to open the Projections
window.

3. Inthe Incidents grid, click the projection you want to update.

4. Click the Update Projection w/Current Days Costs button. The Update
Projection Options window displays.

|lpdate Projection Options

Change Projection Daps (20
Run Update | Cancel Llpdate|

5. Inthe Change Projection Days box, enter the total number of days to include in
the projection.

6. Click the Run Update button. When you run this process, the following occurs:

e The system automatically changes the Start Date for the projection to
tomorrow's date.

e The system cuts off all days prior to the next day and creates a
projection that includes the days that you defined.

e The quantity that you defined for days that were previously included in
the projection remains the same.

EXAMPLE

A projection was created for 6/1 to 6/10. Within the projection, 5 dozers were defined for 6/1 to 6/5 and 2
dozers were defined for 6/6 to 6/10. On 6/3, the Update Projection w/Current Days Cost button was
clicked. When prompted to update the projection days, 10 was entered indicating ten days. The projection
was updated so 5 dozers are now defined for 6/4 to 6/5 and 2 dozers for 6/6 to 6/13.

'You can update the projection as many times as needed. If your assumptions totally
change, you can start over with a new projection at any time.

Creating a Projection Graph

Cost users may want to generate a projection graph for presentation along with reports. Follow the steps in this
section to create a Projection graph:
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1.

2.

Click the Cost button to open the Cost module

From the Cost drop-down list, select the Projections option to open the
Projections window.

In the Incidents grid, click the appropriate projection.

Under Graphs, click the type of graph you want to create. The available options
are Cost By Date and Total Proj. Cost.

Click the Graph button to create the graph. The graph opens in the Preview
window.

Click the Print Report button on the Preview window to print the graph.

When the Print window opens, click the Print button.

Creating a Projection Report

Cost users may need to generate a projection report for management decision-making purposes. Follow the steps in
this section to create a Cost Projection report:

1.

2.

Click the Cost button to open the Cost module

From the Cost menu, select the Projections option to open the Projections
window.

In the Incidents grid, click the appropriate projection.

Under Reports, click the report you want to print. The available report options are
Projection, Weekly, or Total Costs.

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

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

When the Print window displays, click the Print button.

Cost Share Apportionment

This section explains the purpose and use of Cost Apportionment.
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Cost sharing is provided for incidents where there is more than one jurisdictional agency involved and costs are to
be shared between agencies. Cost apportionment functions through the assignment of resources to divisions, with
those divisions potentially having unique percentage breakdowns per division, per day.

Guidelines for Cost Apportionment

The Cost module provides features to facilitate reporting cost figures for Cost Share Agreements. This feature
involves three distinct steps:

1. Create Cost Divisions. (See Creating Divisions on Page 345)

2. Assigning resources to a divison. (See Assigning Resources to a Division on Page
347)

3. Generating Cost Share Reports. (See Generating Cost Share Reports on Page
347)

To accurately report cost shares, you must create a separate division for each day of
incident cost reporting.

Cost does not provide a separate "Cost Share" module or menu. Rather, it utilizes the
more generic features to accomplish cost share reporting.

The divisions in the Cost module are not necessarily the same as the operational
division on an incident.

Creating Divisions

The first step in Cost Apportionment is to create new entries in the Divisions table. The Division table is where
you define divisions, shifts and cost sharing percentages by agency. For example, the Day shift on Division A would
be Al (A = Division, 1 = Day Shift). Once a division is set up, you can assign the division to a resource in the
Manage Cost Grid. Only those resources with a Division and Shift defined are included in the Cost Share.

The divisions in the Cost module are not necessarily the same as the operational
divisions on an incident.

Follow the steps in this section to create a new division:
1. Click the Cost button to open the Cost module

2. From the Cost menu, select the Divisions option to open the Cost - Divisions
window.
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3. From the Incident drop-down list, select the appropriate incident.

4. Inthe Division box, enter the code to assign to the division. In most cases, this is
an A, Bor 1, 2 type value.

5. Enter the Date for the cost apportionment percentages.
6. From the Shift drop-down list, select the appropriate shift.

7. Inthe Fed% box, enter the Federal percentage of their cost obligations to the
division for the defined date.

8. Inthe State% box, enter the State percentage of their cost obligations to the
division for the defined date.

9. Inthe Other% box, enter the Other percentage of their cost obligations to the
division for the defined date. Other represents any other agency or group that is
not either Federal or State (i.e. county, city, etc.).

10. Inthe Description box, enter any additional information about the division.

11. Click the Save button to save the division information.

If you entered a date prior to the current date in the Date box, a message displays
indicating that the system will automatically create division entries for all of the prior
dates. Click OK to continue with the process. If you do not want division entries created
for all of the prior dates, click the Cancel button and enter a different date into the Date
box.

3. Repeat these steps for each division you want to add to the system.
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4. Click the Close button when you have finished adding divisions

The application will automatically create a daily entry for every division up to the current
date.

Assigning Resources to a Division
The second step in cost share reporting is to set division assignments — by resource and day.

Follow the steps in this section to assign resources to a division:
1. Click the Cost button to open the Cost module.
2. Inthe Resources grid, click the resource you want to assign to the division.

3. Click the Show Costs button to display the Daily Detail information at the bottom
of the window.

4. Click the appropriate date in the grid at the bottom of the window.

5. From the Divisions drop-down list, select the division to assign to that resource
for the defined date.

z

|
A Other Info Division

Account Code | A-123456 '

l.,* Diivigian 9 Locked [ .
4 Skitt (D j
‘"‘"q# R —— v

IDivisions only display in the drop-down list if there was an entry created for that day. |

When you select a division for a Crew resource, a prompt displays asking whether you
want to apply the division to all sub-resources for that date. Click the Yes button to
apply the division to the sub-resources. Click the No button if you do not want to apply
the division to the sub-resources.

4. Click the Save button to save the division to the resource.

Generating Cost Share Reports

The third step in cost share reporting is to generate the Cost Share Reports.

The Cost Share Report provides a summary of all the divisions and averages the daily
percentages to determine the total percentages for Federal, State, and Other. The
Division Report provides information for a specific division.
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Follow the steps in this section to generate Cost Share Reports:

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

2. From the Incidents drop-down list, select the appropriate incident.

3. Click the Reports button to open the Select Report window.

4. Under Report Categories, click the Other Categories option.

5. Click the Cost Share report in the area beneath the Report Categories frame.
The Report Settings for Cost Share display:

6. Under Cost Share Reports,

Cozt Share Reports
f*  Surmmary
" By Shift and Kind
" Detai
(" Resource Work zheet

click By Shift and Kind.

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 first previewing it, click the Print button.

8. When the Print window displays, click the Print button.

Cost Revision History

Revision

Revision Summary

Date

2011-03-03
2010-07-07
2009-05-01
2008-04-25
2007-07-25
2007-04-20
2007-01-19
2006-12-04
2006-06-12
2006-04-17
2005-02-28
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Custom Reports

The Custom Reports section explains how to use I-Suite data to create reports that are not available in the standard
reports.

All custom reports can be viewed and printed by other I-Suite users with the same
rights.

Only the original report creator can delete or make changes to a report they created.

The basic features of the Custom Reports window include:

e Report Designer — Allows you to pick fields to use in creating custom reports.
Once the report is created, you can save it to the database.

e Advanced Designer — Allows you to construct a valid SQL statement to create
custom reports. Once the report is created, you can save it to the database.

e Manage Saved Reports — Allows you to preview, print, edit, delete, export and
import custom reports.

Topics in this section include the following:

e Report Designer (See Page 349)
e Advanced Designer (See Page 351)
e Manage Saved Reports (See Page 356)

Report Designer

Follow the steps in this section to design and print a custom report in Report Designer:

1. From the Reports menu, select Custom Reports to open the Custom Reports
window.
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2. From the Report Views drop-down list on the Report Designer tab, select the

view to use in creating the report. The fields available for the report are based on
the view that you select.

The data views that are available are based on the Rights associated with your User
ID.

If a report was created for the selected Report View, a message displays asking
whether you want to clear the designer and create a new report. Click Yes to create a
new report. Click No if you want to edit the current report, not create a new one.

3. Click one or more fields under Field Names to highlight them. Then click the >>
button to move the fields under Selected Report Fields. The fields you select
print on the custom report. Repeat this step until all of the fields you want to
include in the report are listed under Selected Report Fields.

4. If you need to rearrange the order in which the fields print on the report, highlight
the field you want to move under Selected Report Fields. Then click the Up or
Down button to move the field.

5. To change the column heading on the report, enter the name in the Display
Caption field.
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6. To change the width of a column in the report, enter the new width in the Width
field.

7. To change the sort order for a column to either Ascending or Descending, select
either ASC or DESC from the Sort drop-down list.

8. To add an aggregate to a column, select the appropriate option from the
Aggregate drop-down list.

9. Under Report Layout, enter a Report Title for the custom report.

The Report Title must be unique. If there is a custom report that contains the same
name, a message displays indicating that a report was already created with that title
when you save the report. You must then enter a different title for the report before
saving it.

10. If you want the report to print in a Landscape format, click to check the
Landscape checkbox. If you want the report to print in a Portrait format, remove
the check from the Landscape checkbox.

11. Click the line spacing to use under Report Layout. You can select Single, 1.5, or
Double.

12. To save your custom report, click the Save button. When the message window
displays, click the OK button to close the window.

Saved Custom Reports are listed under Manage Saved Reports from where they can
be Printed, Edited, Deleted, Copied, Exported or Imported as needed.

13. To preview the report and then print it, 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.

14. When the Print window displays, click the Print button

'You can Preview and Print your report before or after you save it. You do not have to
save your report.

If you intend to save your report, it is a good practice to save it before you preview or ‘
print it.

Advanced Designer

Follow the instructions in this section to create and print custom reports with the Advanced Designer:
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1.

3.

From the Reports menu, select Custom Reports to open the Custom Reports
window.

Click the Advanced Designer tab.
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Under Report Layout, enter a Report Title for the custom report.

The Report Title must be unique. If there is a custom report that contains the same
name, a message displays indicating that a report was already created with that title
when you save the report. You must then enter a different title for the report before
saving it.

4.

If you want the report to print in a Landscape format, click to check the
Landscape checkbox. If you want the report to print in a Portrait format, remove
the check from the Landscape checkbox.

Click the line spacing to use under Report Layout. You can select Single, 1.5, or
Double.

Under Report Views, double-click a listed table to display a list of fields for that
table. Double click a field to added it to the SQL Statement.
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7. Inthe SQL Statement frame, construct a valid SQL statement. Then click the
Check button to check the validity of the statement and move the SQL Statement
to Selected Report Fields.

If the SQL Statement is invalid, a message displays under Error Messages. Correct
the error in the SQL Statement and then click the Check button again. For more
information on writing valid SQL statements, refer to Components of a Valid SQL
Statement (See Page 353).

8. To change a column width, enter the appropriate Width next to the Report Field.
9. To save your custom report, click the Save button.

10. When the message displays indicating that the report was saved, click the OK
button to close the window.

Saved Custom Reports are listed under Manage Saved Reports from where they can
be Printed, Edited, Deleted, Copied, Exported or Imported as needed.

11. To preview the report and then print it, 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.

12. When the Print window displays, click the Print button.

You can Preview and Print your report before or after you save it. You do not have to
save your report.

Components of a Valid SQL Statement

Data retrieval operations (queries) search the database, retrieve information that you have requested in the most
efficient way possible, and display it.

The following is a list of some of the Keywords used in SQL statements:
e SELECT clause — identifies the data.

e FROM clause — identifies the table.

e WHERE clause — limits the data that the SELECT statement returns.

¢ GROUP BY - organizes data into sets.

e COUNT(*) — gives a summary value per set (e.g.: 209 Resource List).

e DISTINCT - allows you to remove duplicates from the result set.
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e TOP - specifies that only the first set of rows will be returned from the query
result.

e ORDER BY - sets the order for the data sets that are returned from the
guery result.

The following is a list of some best practices to follow when constructing SQL statements:
e KEYWORDS - in uppercase.

e All other words — in lowercase.
e Clauses — each clause on a separate line.
e Complex WHERE clause — can be separated onto multiple lines.

¢ Minimum requirement — a valid SQL statement must have at least a
SELECT and a FROM clause.

The following diagram shows basic SQL statement formatting.

Basic SQL statement format:
SELECT fieldname 1, fieldname 2, ...fieldname n
FROM tablename
WHERE fieldname conditional value (logic_operand fieldname conditional value ...)
ORDER BY fieldname

conditional logic_operand
= |[Equal To >= (|IOR  [Either conditional statement being True \
r
€
t
€
r
h
r
r

A 1 ™ Y C O m = "N\
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conditional logic_operand
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LIKE [Text Comparison (use with % for wildcard
values; for example: Kind LIKE 'HC%")

SQL

Statement Examples

The following are example SQL statements:

SELECT RequestNumber, ResourceName AS Crew
FROM vBasicRpts
WHERE Status <> 'D' AND ResourceName LIKE 'M%' and KindCode in (HC1', 'HC2")

SELECT ResourceName, CheckinDate FROM vBasicRpts

WHERE KindCode = 'DIVS' and CheckinDate between '05/15/07' and '05/20/07"

ORDER BY ResourceName

SELECT Agency, COUNT(*) AS [Agency Count], SUM(NumberPersonnel) AS NumberPersonnel
FROM vBasicRpts
GROUP By Agency
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Manage Saved Reports

This section explains how to manage saved reports in Custom Reports.

Previewing and Printing Custom Reports

Follow the steps in this section to preview and print saved custom reports:

1. From the Reports menu, select Custom Reports to open the Custom Reports
window.

2. Click the Manage Saved Reports tab.

Repart Designer ] idvance Designer  Manage S aved Reports |

Filters Mote: Custom Feports created by other uzers can not be deleted or edite
¥ MyRepots [ User Reports by zelecting the Copy button below and zaving the repart with a differer‘?
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| | | | | g

Report Tupe i

T ruadi s i ,

. M arne Trudi Jackzon Advance 2/14/2007 30334 PM '1"
. Personinel TrdiJackson Advance 2414/2007 2:52:47 P f

. R esources Trudi Jackson D eszigner 242007 2:37:03 Prd )

o
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3. Under Filters, click to check or uncheck the following checkboxes to identify the
reports to include in the Saved Reports grid:

e My Reports - When this checkbox is checked, the Saved Reports grid
includes all of the custom reports that you created.

e User Reports - When this checkbox is checked, the Saved Reports

grid includes all of the custom reports created by users with the same
rights as you.
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4. Inthe Saved Reports grid, click the report you want to preview and print.

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

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

6. When the Print window displays, click the Print button.

Editing Custom Reports

Follow the steps in this section to edit custom reports:

Only the user who originally created the report can make changes to it.

1. From the Reports menu, select the Custom Reports option to open the Custom
Reports window.

2. Click the Manage Saved Reports tab.

3. Under Filters, click to check or uncheck the following checkboxes to identify the
reports to include in the Saved Reports grid:

e My Reports - When this checkbox is checked, the Saved Reports grid
includes all of the custom reports that you created.

e User Reports - When this checkbox is checked, the Saved Reports
grid includes all of the custom reports created by users with the same
rights as you.

4. Inthe Saved Reports grid, click the report you want to edit.
5. Click the Edit button. The report opens in the appropriate designer window.
6. Make the appropriate changes to the report.

7. Click the Save button to save your changes

Copying Custom Reports

Follow the steps in this section to copy a custom report:

Users that did not create the original custom report can still copy it to create a new
report.
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1.

From the Reports menu, select the Custom Reports option to open the Custom
Reports window.

Click the Manage Saved Reports tab.

Under Filters, click to check or uncheck the following checkboxes to identify the
reports to include in the Saved Reports grid:

e My Reports - When this checkbox is checked, the Saved Reports grid
includes all of the custom reports that you created.

e User Reports - When this checkbox is checked, the Saved Reports
grid includes all of the custom reports created by users with the same
rights as you.

In the Saved Reports grid, click to select the report you want to copy.
Click the Copy button.

If the report was created in the Report Designer, that tab automatically opens. If
the report was created in the Advanced Report Designer, that tab automatically
opens.

Make the appropriate changes to the copied report.
In the Report Title box, enter a unique title for the report.

Click the Save button to save the report.

Deleting Custom Reports

Follow the steps in this section to delete custom reports:

lOnly the user who originally created the report can delete it.

1.

From the Reports menu, select the Custom Reports option to open the Custom
Reports window.

Click the Manage Saved Reports tab.

Under Filters, click to check or uncheck the following checkboxes to identify the
reports to include in the Saved Reports grid:

e My Reports - When this checkbox is checked, the Saved Reports grid
includes all of the custom reports that you created.
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e User Reports - When this checkbox is checked, the Saved Reports
grid includes all of the custom reports created by users with the same
rights as you.

In the Saved Reports grid, click the report you want to delete.
Click the Delete button.

When the message displays asking whether you want to delete the report, click
the Yes button to remove the report from the system.

A message displays indicating that the saved report was deleted. Click the OK
button to close the message window.

Exporting Custom Reports

Follow the steps in this section to export custom reports:

1.

From the Reports menu, select Custom Reports to open the Custom Reports
window.

Click the Manage Saved Reports tab.

Under Filters, click to check or uncheck the following checkboxes to identify the
reports to include in the Saved Reports grid:

e My Reports - When this checkbox is checked, the Saved Reports grid
includes all of the custom reports that you created.

e User Reports - When this checkbox is checked, the Saved Reports
grid includes all of the custom reports created by users with the same
rights as you.

In the Saved Reports grid, click the report you want to export.

Click the Export button. A Custom Reports Export window displays.
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From the Save in drop-down list, select the directory where you want to save the
custom report.

The report's name automatically displays in the File Name field. If you want to
assign a different name to the report, enter the new name into the File Name field.

Click the Save button to export the custom report.

When the message displays indicating that the export was successful, click the
OK button to close the window.

Importing Custom Reports

Follow the steps in this section to import custom reports into the I-Suite system:

1.

From the Reports menu, select Custom Reports to open the Custom Reports
window.

Click the Manage Saved Reports tab.

Click the Import button. A Custom Reports Import window displays.
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4. From the Look in drop-down list, select the directory where the custom report is
saved.

5. Click the custom report you want to import.

6. Click the Open button to import the report.

Custom Reports Revision History

Revision Date Revision Summary

2010-04-27 Revised instructions for the 10.01.00 version of |-Suite.

2009-05-01 Revised instructions for the 9.01.00 version of I-Suite.

2008-04-25 Revised instructions for the 8.01.00 version of I-Suite.

2007-07-25 Revised instructions for the 7.01.05 version of I-Suite.

2007-04-20 Revised instructions for the 7.01.00 version of |-Suite.

2007-01-19  Revised instructions based on changes received for Training Manuals.
2006-12-04  Revised instructions by adding more detail and graphics.

2006-06-12 Revised instructions for the 6.02 version of I-Suite.

2006-04-12 Instructions for new module of the new I-Suite 2006 application.
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Supply

The Supply section explains how to use the Supply module to issue, return, transfer and receive supplies.
Information in Supply may come from other I-Suite modules, including:

Resources

Demaob

Incident Action Plan (IAP)
Time

Cost

Topics in this guide include the following:

Common Features (See Page 45)
Selecting Supply Options (See Page 363)
Receive Supply Items (See Page 364)
Issue Supply Items (See Page 370)
Issue Returns (See Page 376)

Release Supply Items (See Page 379)
Add / Edit Supply Items (See Page 385)
Add / Edit Locations (See Page 388)
Transfer (at Incident) (See Page 392)
Supply Inventory (See Page 395)
Advanced Search (See Page 399)
Supply Reports (See Page 399)

View Supply History

Selecting Supply Options

Follow the steps in this section to select options for the Supply area of the I-Suite system:
1. From the Tools drop-down menu, select Options to open the Options window.

2. Click the Supply tab to select it.
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3. From the Incident drop-down list, select the incident to which the supply options
apply.

4. Under Supply Address, enter the supply address, including Address 1, Address
2, City, State, Zip Code and Phone Number.

5. If you want to track the supply inventory, click to check the Track Inventory
checkbox.

6. When you have made all of your changes, click the Save button to save the
changes. Click the OK button to close the Options window.

Receive Supply Items

This unit explains how to receive supplies.

If you are using the Track Inventory feature, it is a good practice to Receive all items
before issuing them to resources. If you do not Receive the items, the inventory counts
may not be correct.

If you are NOT using the Track Inventory feature, you do not need to Receive items
before issuing them.
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Filtering Supply Items

Follow these steps to filter the supply items in the Item To Receive grid:

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

2. Inthe Supply Toolbar, click the Receive button to open the Receive window.
Man Dirly lssue . Wiew :'
Al MFES MFES Track lssue Returns Fieceive Hiztomy
: 4
ltern To ) ) . Supply - Receive 4
Fecaive AKXE £ brush. Swedish knife. 21" handle J
l
¥ | | |
MFES # [term M ame [term Descrption Category it OF lzsue '
. 0000 OISk abrasive, 7w 78" (COMNSUMABLE  |EACH i
. 000002 FITTIMG hoze, double male, (DURAELE [10% LIJEACH '
. 000003 ADAPTER 1" WPSH-F (11 1/2 (DURABELE [10% LOJEACH »
. 000004 ADAPTER 1" WH-F[3 TP to " [DURAELE [10% LO|EACH -“
. D0000& &DAPTER 112" WH-F, (3 TP [DURAELE [10% L{|EACH ,'.
. 000007 ADAPTER 11/2" NPSH-F, (11|DURAELE [10% L{|EACH (
. 000009 RECUCER 112" WH-F (3 TPl [DURAELE [10% LI|EACH |
. 00oa10 REDUCER 112" NH-F (9 TP (DURAELE [10% LOJEACH t
. 000011 PULLER Fencepost DURABLE [10% L{JEACH i
00001 2 T'wINE polypropylene, 4800 COMNSUMABLE  |ROLL
Bl brush, Swedizh knif DURABLE [20%% LI :
Items Being Received (
®)| | _
Itern Description | Transaction Gy Category
abrasive, 7'« 78" COMSUMABLE

3. Click one of the following buttons to filter the list of supplies:

¢ All - Displays all supply items

e Non NFES - Only displays supply items without NFES numbers

e Only NFES - Only displays supply items with NFES numbers

e Track - Only displays trackable supply items

Receiving Supplies

Follow the instructions in this section to receive supplies from a cache or other location outside of the incident:

|On|y those supply items defined in Add Supply Item, display in the Item to Receive
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lgrid.

1. Click the Supply button to open the Supply module.
2. Click the Receive button to open the Receive Supply window.

3. From the From Location drop-down list, select the location from which you are
receiving the supply item.

If you do not select a location before receiving a supply item, a message displays
indicating that a location was not selected. Click the Yes button to receive the item
without selecting a location. Click the No button to cancel the receive procedure and
select a location.

4. Inthe Item to Receive grid, click the item you want to receive.

5. Click the Receive Item button. A Receive Supply Item window displays.

HFES #: 000011
[nit of |zzue: EACH
[tem Mame: PULLER

Dezcrption:
Fencepost

Cluantity to Recelve |

Unit of lszue JEACH

Property # |1 234

Serial # |5559
Additional # |

Remarkz

Save Cancel

6. Enter the Quantity to Receive.
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7.

Enter the Property # assigned to the item, if applicable.

If you enter a Property # for the item, the Quantity to Receive is automatically set to 1
and you cannot change it.

8.
9.
10.
11.

12.

Enter the Serial # assigned to the item, if applicable.

Enter an Additional # assigned to the item, if applicable.

In the Remarks box, type any remarks that apply to the receive item transaction.
Click the Save button to save the supply item to the Items Being Received grid.

Repeat steps 4 - 11 for each item you are receiving from the selected location.

If your team is part of the Supply Pilot, you can scan either the bar code in the Smart
Book for the item you are receiving or the NFES Bar Code on the item. When you scan
the bar code, the system automatically displays the item in the Items Being Received
grid on the screen. If there are multiple quantities you are receiving, scan the bar code
multiple times to increase the quantity amount.

13. When all items you are receiving are listed in the Items Being Received grid,

click the Save button to complete the Receive procedure.

Using Quick Receive Items

Follow the steps in this section to quickly receive supply items:

To use this feature, you must know the NFES # of each item. The preceding 0's
(zeroes) do not need to be entered. For example, "000154" can be entered as "154."

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

2. Click the Receive button to open the Supply - Receive window.

3. Click the Quick Receive button to open the Quick Receive Item(s) window.
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Quick Receive Item

WFES #: 000013

[nit of |zzue: EACH
[tem Mame: AXE

Descrnption:
bruzh, Swedizh knife, 21" handle

NFES #  |oooma
Daonot clear NFES # [

Quantity to Receive |1

it of |:3ue |E.i‘-.I:H

Property # |1 e

Remarkz |

Save Cancel

4. Inthe NFES # box, enter the NFES number for the supply item you are receiving.

5. If you are receiving more than one supply item with the same NFES number, click
to check the Do not clear NFES # checkbox. This leaves the NFES number in the
NFES# box after you click the Save button.

6. Inthe Quantity to Receive box, enter the total number being received.

7. If applicable, enter a property number for the item in the Property # box.

If you enter a Property # for the item, the Quantity to Receive is automatically set to 1
and you cannot change it.

8. Click the Save button. The item displays in the Items Being Received grid and
the Quick Receive Item(s) window remains open. You can then quickly enter
another item.

9. Repeat steps 4 - 8 for each item you are receiving from the selected location.
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10. When you have finished receiving items, click the Cancel button to close the
Quick Receive Item(s) window.

11. Click the Save button to finish receiving the items into Supply.

Remove/Change Item Being Received

Follow the steps in this section to either change the quantity for an item listed in the Items Being Received grid or
remove the item from the grid:

1. Inthe Items Being Received grid, click the item you want to edit.

2. Click the Remove/Change Receive button to open the Remove/Change Iltem

window.
RemovefChange ltem

MFES #: 000013 Froperty #: 13
nit of lzzue: EACH
[tem Mame: AxE

Dezcription:
bruzh, Swedizh knife, 21" handle

Quantity to Receive |1

Urit of lssue  |EACH

Property # |13
Seial # 01235
Additional # |
Remarksz
Save | Remove Cancel

3. Inthe Quantity to Receive box, enter the total number being received.

[To remove the item, enter 0 (zero) in the Quantity to Receive box.
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4.

5.

In the Property # box, enter a property number, if applicable.
In the Serial # box, enter a serial number, if applicable.
In the Additional # box, enter an additional number, if applicable.

In the Remarks box, enter any remarks applicable to removing or changing the
item.

Click the Save button to change the quantity. Click the Remove button to remove
the item.

Issue Supply Items

Follow the steps in this section to issue supply items:

1. Click the Supply button to open the Supply module or choose Modules and then

Supply from the menu.

Click the Issue button from the toolbar to open the Supply-Issue window.

NOTE: If you are issuing items in the ISuite system that have already been
issued to a resource on an earlier date, you must change the Date Issued field to
reflect the actual date the items were issued. The Date Issued date defaults to the
system date. (Example: Issuing items at an Incident before the computer systems
were up)
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3. Do one or both of the following:

¢ Inthe Resources grid, click the resource to which supplies are being
issued.

e From the Location drop-down list, select the location to which the
supplies are being issued.

[To unselect a Resource or unselect a Location, click the Clear Selection button.

If your team is part of the Supply Pilot, you can scan a resource's incident card to
select that resource when issuing supplies.

4. Under Issue Type, click to select the type of issue: Standard Issue, Exchange or
Replacement.

5. Under Items for Issue, click to select the item being issued. If you wish to see

only those items that are currently at the Incident, click the Iltems at Incident
checkbox.
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Advanced Search
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6. Click the Select Item button to open the Issue Items window.

MFES #: 004305 Property #:
nit of 1zzue: EACH
[tern Mame; COMPUTER

D escription:
Laptop | /R p/o 4200

Cluantity to lzzue |

Femarks

Save Cancel

7. Inthe Quantity to Issue box, enter the quantity of the item to issue.

8. Inthe Remarks box, enter any remarks that apply to the item being issued.

[-Suite Version 12.01.00 Supply 372



Chapter 11:Supply
9. To add the Item(s) to the Items Issued grid, click the Save button.

10. To add another Item to the Items Issued grid, repeat steps 4 - 8. When you are
finished, click the Cancel button to close the Issue Items window.

IYou can only issue items to one Resource or Location at a time.

If your team is part of the Supply Pilot, you can scan either the bar code for the item in
the Smart Book or the NFES Bar Code on the item. When you scan the bar code, the
system automatically displays the item in the Items Issued grid on the screen. If there

are multiple quantities you are issuing, scan the bar code multiple times to increase the
guantity amount.

10. When all items to be issued are in the Items Issued grid, click the Save Item(s)
button to issue the items to the selected location or resource.

If one or more of the items had a Property Number defined, a Wayhbill for the item
displays in a Preview window. Click the Print Report button to print the Wayhbill. If the
\Waybill does not display, click the Preview/Print Waybill button.

Remove/Change Items Issued
To remove or change the quantity of an item on the Items Issued grid, follow these steps:
1. Click to select the item you want to remove or change.

2. Then click the Remove/Change Issue button. A Remove Item(s) window
displays:
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Remowe/Change ltem

MFES #: 000016
IInit of lzzue: EACH
[tern Mame: A*E

Dezcription:
hatchet, wsheath

Comected Cuantity to |szue |

Froperty #:

Remarksz

Save |

Remove Cancel

3. Inthe Correct Quantity to Issue box, enter the quantity of the item to issue.

To remove the item from the Item Issued grid, enter O (zero) in the Correct Quantity to

Issue box.

4. Click the Save button to change the quantity or remove the item.

Using Quick Issue

Use the Quick Issue option to quickly issue supply items to resources or locations.

To use this feature, you must know the NFES # of each item. The preceding O's
(zeroes) do not need to be entered. For example, "000154" can be entered as "154."

1. Onthe Supply - Issue window, select the Resource or Location to Issue To.

2. Under Items for Issue, click the Quick Issue button. The Quick Issue Item(s)

window displays:
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Quick Issue ltem

MFES #: 000011 Froperty #:
IInit of lzzue: EACH
[term Mame: PULLER

D escription:
Fencepost

MFES # to lzzue ||:||:||:||:|‘|‘|
Donotclear MFES # [
Property Mumber | ﬂ

Luanlity bo lssue |4

Remarksz

Save Cancel

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

3. Inthe NFES # to Issue box, enter the appropriate NFES number.

4. If you are issuing more than one supply item with the same NFES number, click to
check the Do not clear NFES # checkbox. This leaves the NFES number in the
NFES# box after you click the Save button.

5. If applicable, select a property number for the item from the Property Number
drop-down list.

6. Enter the Quantity to Issue.

If a property number was assigned to the item, you cannot enter a quantity greater than
1.

7. Enter any comments about the item being issued in the Remarks box.

8. Click the Save button to save the items to the Item Issued grid.

The Quick Issue Item(s) window remains open after you save the new item count. This
enables you to quickly add issue another item.
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9. To enter additional items, repeat the steps 3 - 8.

10. After all of the items have been added to the Item Issued grid, click the Cancel
button, to close the Quick Issue Item(s) window.

11. To finish issuing, click the Save Item(s) button next to the Iltems Issued grid.

Issue Returns

Follow the steps in this section to return supplies issued to a resource or location:

Resource or Item.

Use the filter buttons in the Filter toolbar to filter the grid and make it easier to find a

Return Items

Follow the steps in this section to return items by selecting a Resource or a Location to which the items were

issued:

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

2. Onthe Supply Toolbar, click the Issue Returns button to open the Issue

Returns window:

Supply - Issue Returns Location
. : . [ T -
Feaninss Nl Hame Urit | find Code | i
CESSNA 303 Y YDBF A4 | = Resources
HELICOPTER - 61 T CORDZ HEL3 | & Locations
TEST ACCO  Both
\WARM SPRINGS | BlA DRWSA HC1 |
Nw REGULARS % S WACOF HE2 I52und ema I
SRY #4 BLM ORVAD HC2
N_ PACIFIC FORES BT HC2 Calekgltems |
FERGUSON REFD AT HC2 |
BOZEMAN REGUL T MIMTS HC2 4|
J »)
sousd REDUCER 7 REDUCER -1 172° NH-F [3 TPI) to 1" NH-M (8 TPI) Items Issued A

FINANCE ssr,r.n[rrmt:; REDUCER REDUCER - 1172 1

DURABLE (10% LI

EACH

Search Name/Desc J

Clear Advanced Search ;

™ Exchude Consumable

Retun ltems 1

3. Inthe upper grid, click to select the appropriate Resource, or select a location
from the Location drop-down list. You can also use one of the Alternative
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Methods to populate the Items Issued grid (See Alternative Methods to Populate
the Items Issued grid on Page 379).

If your team is part of the Supply Pilot, you can scan a resource's incident card to
select that resource when returning supplies.

Once a Resource or Location is selected, all items still issued to that Resource or
Location will display in the Items Issued grid.

4. Under Items Issued, click to select the Item being returned.

5. Click the Return Items button to open the Return ltem window.

If your team is part of the Supply Pilot, you can scan either the bar code in the Smart
Book or the NFES Bar Code on the item to initiate the return process for that item.
\When you scan the bar code, the Return Iltem window opens with that item selected.

HFES #: 000007 Froperty #:
[nit of |zzue: EACH
[tem Mame: ADAPTER

Dezcrption:

1142 MPSH-F, (11 1/2 TR o 1 1/2" NH-M [3TFI)

Quantity to Return

Mot Ready For lssue |4
Ready For lszue |

Remarkz

Save Cancel

6. Inthe Not Ready For Issue box, enter the total quantity being returned that is not
ready to issue.
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7. Inthe Ready for Issue box, enter the total quantity being returned that is ready for
issue.

8. Click the Save button to return the item.

Return by Property #

Follow the steps in this section to return an item by that item's property number, regardless of the resource or
location to which the item is issued.

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

2. Onthe Supply Toolbar, click the Issue Returns button to open the Issue
Returns window.

3. Click the Return by Property # button that is located on the bottom right side of
the window. A Return by Property Number window opens:

Return by Property Number

MWFES #: 000724

Resource Mame: DELL, MARY
Location:

[tern Mame: PLIMP

Descriptian:
lightweeight, 25-45 GPM

Froperty Murmber | {24 ﬂ

" Mot Ready For lzsue

Remarkz

Save | Save Mest LCancel
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4. Select the property number assigned to the item you are returning from the
Property Number drop-down list.

5. Identify whether the item is Ready For Issue or Not Ready For Issue.

Alternative Methods to Populate the Iltems Issued grid

1. To display items issued to a Resource only, select the Resources radio button
and click the Issued Items button

2. Todisplay items issued to a Location only, select the Locations radio button and
click the Issued Items button.

3. Todisplay items currently issued to Resources and Locations, click the Both radio
button and click the Issued Items button.

4. To display all supply items currently listed in the supply catalog, click the Catalog
Items button. Items will be displayed in the Items Issued grid.

[This will display only non-trackable items.

Release Supply Items

Follow the steps in this section to release supply items:

Use this feature to permanently release supply items to another location, such as a
cache or another incident.

1. Click the Supply button to open the Supply module.
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2. From the Supply menu, select Release (Permanent) to open the Release

window:

Release 99865 - TEST

Supply - Release

Al Pending

[

Date Finalzed

Location EASTERN AREA INCIDENT S

ltemDezc  DISK 7 DISK - abrasive, 7" x 778" arbor, #36 grit

Items For Release

ten

DISK - abrasive, 7"

Category

CONSLUMABLE

e

i

000002 FITTING FITTING - hose, do DURABLE (10% L( 0
000003 ADAPTER ADAPTER - 1" NP! DURABLE (10% L( A
000004 ADAPTER ADAPTER - 1" NH DURABLE (10% L({EA 0
000005 ADAPTER ADAPTER - 1172 DURABLE (10% L({EA 0
000007 ADAPTER ADAPTER -1 172" DURABLE (10% L({EA -85
000003 REDUCER REDUCER -11/2' DURABLE (10% L({EA -1
REDUCER REDUCER -11/2' DURABLE (10% Lt -1

!
hd 1 | | |
u 000004 LDAPTER \ADAPTEH -1"'NH 67 \ DURABLE (10% LI

3. Select Add Wayhbill to create a new Wayhbill to assign supplies to.

[ CACHE [AKK]

Add Waybill

Edit W aybill Header
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4. The Supply Waybill - Add window will open.

Supply Waybill - Add

“Wagbil Code | Dnver Name [
* Descrpbion | Vehcle Numbes |
* Ship To Locaton | LJ Trailer Number |
Accourting Code | :J
ETD RN Te [
ETA B v Tene [

Save ‘ Close |

5. Enter the information that will appear on the Waybill. Fields marked with an
asterisk (*) are required fields. When all information has been entered click Save.
At this point you may add another Wayhbill or click Close to go back to the main
screen.

6. The Waybill(s) now shows in the Release grid.

pcalion Statu Date Finalzed

Supply - Release ?

335 Test1 EASTERN AREA | |Pending
2305 Test2 ALASKA INCIDEN |Pending
l7es1 Test3 GREAT BASIN AR|Pending

ltem Desc  DISK 7 DISK - abrasive, 7" x 7/8" arbor, #36 grit

L
® \ \
000001 DISK DISK - abrasrve, 7"
000003 ADAPTER ADAPTER - 1" NP¢
D R

7. Next to the middle grid is the Show Items option. You can select to see All items
or items Only at Incident.

8. Inthe middle grid, click to select the Supply Item to release. Then click the Select
Item button to open the Release Items window. You can also double click the
supply item to open the Release Items window.

If your team is part of the Supply Pilot, you can scan either the bar code in the Smart |
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Book for the item you are releasing or the NFES Bar Code on the item. When you scan
the bar code, the system automatically displays the item in the Iltems Released grid.

MFES #: 001092 Froperty #:

Init of lzsue; Eb
[tem Mame: AXE

Dezcrption:
crazh, semated edge

[Auantity to Releaze

Remarksz

Save Cancel

5. Inthe Quantity to Release box, type the total quantity to release.
6. Inthe Remarks box, type any applicable remarks.
7. Click the Save button to save the release information to the Items Released grid.

8. Repeat the previous steps until all items to release are included in the ltems
Released grid, and then review the items for accuracy.
Items Heleate}

Ej. : - - =
uGIIIIB ADAPTER ADAPTER - 1" NP¢ 4 DURABLE (10% LI
. 000007 ADAPTER ADAPTER -11/2' 23 DURABLE (10% LI
- 000008 REDUCER REDUCER -1 172 1 DURABLE (10% L1

9. To edit the items identified for release, click the Item and then click the
Remove/Change Release button next to the lower grid.
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10.

11.

12.

13.

14.

The Remove/Change Release window will open. Make the appropriate edits, or
click Remove to delete the item. Click Save to close the window and return to the
main screen.

Click the Preview/Print Waybill button. The Finalize Waybill window will open.

'~ Finalize Waybill < [B]X%]

i~ Print Options
¢ Preview/Print Draft \W aybill
" Preview/Print Final \w/aybill

Preview | Print | Cancel

On the Finalize Waybill window there will be an option to Preview/Print Draft
Wayhbill or Preview/Print Final Waybill. Select the appropriate option and click to
Preview, Print or Cancel and return to the previous screen. If the Draft option is
selected, the word DRAFT will appear on the Waybill, same with the Final option.

Once the option to print the Final Waybill is selected a confirmation window will
display. Once the Final Wayhbill is printed, it can no longer be edited.

You have selected the print waybill option 'Final',
If vou continue to print waybill, you will no longer be able to edit the wayhbill,

Click "0k’ to continue,

QK Cancel

The Finalized Waybill will now show in the Release grid.

T Supply - Helease
I I
W aybill Code Description & Location Date Finalized

EASTERN AREA | |Pending
. 2345 Test 2 ALASKA INCIDEN |Pending

GREAT BASIN AR|Final 3/15/2011 1:32°
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Using Quick Release Items

Follow the steps in this section to quickly release supply items:

To use this feature, you must know the NFES # of each item. The preceding 0's
(zeroes) do not need to be entered. For example, "000154" can be entered as "154."

1. Inthe Release grid on the Supply - Release window, click the waybill to which you
are releasing the items.

2. Click the Quick Release button to open the Quick Release Item(s) window.

Quick Release Item

MFES #: 000062 Froperty #:
rit af |zzue; EA
[tem Hame: BARS

Dezcription:
BASE, 18' SHELTER KIT, NFES 0540

MFES # to Release ||:||:||:||:||32
Do nat clear NFES 8 [
Property Murmber | j

Cluantity to Release |-|

Remarksz

Save Cancel

3. IntheNFES # to Release box, enter the appropriate NFES number.

4. If you are issuing more than one supply item with the same NFES number, click to
check the Do not clear NFES # checkbox. This leaves the NFES number in the
NFES# box after you click the Save button.

5. If applicable, select a property number for the item from the Property Number
drop-down list.
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6. Enter the Quantity to Release.
7. Enter any comments about the item being issued in the Remarks box.

8. Click the Save button to save the items to the Items Released grid.

The Quick Issue Item(s) window remains open after you save the new item count. This
enables you to quickly add issue another item.

9. To enter additional items, repeat the steps 3 - 8.

10. After all of the items have been added to the Item Issues grid, click the Cancel
button, to close the Quick Release Item(s) window.

Change/Remove Released Item

If you need to change the quantity for a released item listed in the lower grid or remove it from the list, follow the
steps in this section:

1. Click to select the incorrect item, and then click the Remove/Change Release
button.

2. On the Release Item(s) window, change the quantity and remarks, as

appropriate, and then click the Save button. To remove the item, click the
Remove button.

Add / Edit Supply Items

This section contains information on adding and editing supply items.

Adding Supply Items
Follow the steps in this section to add a Supply item to the 1-Suite system:

1. Use one of the following methods to open the Add Supply Item window:
e From the Supply drop-down menu select the Add/Edit Supply Item option.
¢ On the Receive window click the Add Supply Item(s) button.

¢ On the Issue window click the Add Supply Item(s) button.
e On the Issue Returns window click the Add Supply Item(s) button.
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¢ On the Release window click the Add Supply Item(s) button.
¢ On the Inventory window, click the Add Supply Item(s) button.
2. Onthe Supply - Add Supply Item window, click the Add button.

. 000003 REDUCER 11/2" NH-F[3TFI DURABLE [10% L{|EACH
ﬂ NN n RFMIICFR 1147 WH-F 19 TR r]| IR&RIF M0 (IFArH
1

Add Supply Item

“Mame |PLLER

* Dezcription |FENI:E POST

NFES # [ooon2s Oty OnHand |4
Categary | DURABLE [10% LOSS ACCEPTAELE) j ReDrder Oty
Property # |-| 274 Lty Per Container
From Location |GEK j Add nit of [zzue
Supply Catalog | AL -
Access | J
Cost 44761 [ Rental [tem HAZARDOUS |
Cloze | Clear | Save

S S T T N S o r.‘r__.. T S __*___h.,_..u..-.‘ Y W TE T S Y e
3. Inthe Name box, type the name of the supply item. This information is required.
4. Inthe Description box, type a description of the supply item. This information is required.

5. Inthe NFES # box, type the National Fire Equipment System (NFES) number for
the item.

The NFES number you enter must be unique.

6. From the Category drop-down list, select the category for the item.
7. Inthe Property # box, type the property number assigned to the item.

8. From the From Location drop-down list, select the location where the item
originated.

9. From the Supply Catalog Access drop-down list, select the departments who
should have access to the item. The options include Supply Only,
Communications Only, or All.
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If the user has Communications rights, they cannot assign Supply Only to an item.
They can only assign Communications Only or All to the item.

10.

11.

12.

In the Cost box, type the cost of the item.
If the item is a rental, click to check the Rental Item checkbox.

In the Qty On Hand box, type the total number of the item currently available at

the incident.

If a property number was assigned to the item, you cannot enter a quantity greater than

1.

13. Inthe ReOrder Qty box, type the quantity at which the item should be re-ordered.

14. From the Qty Per Container drop-down list, select the total quantity included in
each container for the item.

15. From the Unit of Issue drop-down list, select the unit at which the item is issued.

16. If the item is a hazardous material, select the hazard type from the Hazardous
drop-down list.

17. Type the item's measurements in the, Weight-US (Ibs), Weight-Metric (kgs), or
Cubes (ft"3) box.

18. Inthe Remarks box, type any applicable remarks for the item.

19. To save the Supply Item, click the Save button.

20. When you have finished adding all of the appropriate items, click the Close button

to close the Supply - Add Supply Item window.

Editing a Supply Iltem

Follow the steps in this section to edit the information defined for a supply item:

1.

Use one of the following methods to open the Add Supply Item window:

e From the Supply drop-down menu select the Add/Edit Supply Item option.
¢ On the Receive window click the Add Supply Item(s) button.

e On the Issue window click the Add Supply Item(s) button.

e On the Issue Returns window click the Add Supply Item(s) button.

¢ On the Release window click the Add Supply Item(s) button.
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¢ On the Inventory window, click the Add Supply Item(s) button.

2. Click one of the following buttons to filter the Supply Item grid at the top of the
window:
¢ All - Displays all supply items.
e Non NFES - Displays supply items without an NFES number.
e Only NFES - Displays only supply items with an NFES number.

3. Inthe Supply Item grid at the top of the window, click to select the supply item
you want to edit. The information for the item displays in the Edit Supply Iltem
area at the bottom of the window.

If your team is part of the Supply Pilot, you can scan either the bar code in the Smart
Book for the item you are editing or the NFES Bar Code on the item. When you scan
the bar code, the system automatically displays that supply item in the Edit Supply Item
area at the bottom of the window.

4. You can make changes to the following information:

e Property #
e From Location
e Category
e Supply Catalog Access
e Qty On Hand
e ReOrder Qty
e Issue By Unit of Issue
e Remarks
5. To save your changes, click the Save button.

6. When you have finished editing all appropriate items, click the Close button to
close the Supply - Add Supply Item window.

Add / Edit Locations

This section contains information on adding and editing locations.

Adding a Location - Within an Incident
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Follow the steps in this section to add a location that is within an incident:

1. Use one of the following methods to open the Add Location window:

e On the Receive window click the Add/Edit Location button.
e On the Issue window click the Add/Edit Location button.
e On the Release window click the Add/Edit Location button.

2. Onthe Add Location window, click the Within Incident button, and then click the
Add button.

P ﬂ'_..". ."-' L .H.--\I‘-'\.-v- o T e l__.-'.- - . a .
= S h LT _"" ;

Add - Within Incident - Location

* Location Mame |5L|F'F'LY LMITZ * Location Code |5 pp2

FOC Name |DowaRF, DOPEY

£
-
FOC Phone # lm ;

POC Email |E bl GEMAIL COM
Remarkz

L atitude |
Longitude |

Cloze | Clear Save i

3. Inthe Location Name box, type the name of the location. The Location Name is
required.

4. Inthe Location Code box, type the code to assign to the location. The Location
Code is required.

5. Inthe POC Name box, type the name of the point -of-contact at the location.
6. Inthe POC Phone # box, type the telephone number for the point-of-contact.
7. Inthe POC Email box, type the e-mail address for the point-of-contact.
8. Inthe Latitude box, type the latitude for the location.
9. Inthe Longitude box, type the longitude for the location.

10. Inthe Remarks box, type any remarks applicable to the location.

11. Click the Save button to save the location to the I-Suite system.
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12. Click the Close button to close the Add Location window.

Editing a Location - Within an Incident
Follow the steps in this section to edit a location that is within the incident:

1. Use one of the following methods to open the Add Location window:

e On the Receive window click the Add/Edit Location button.

¢ On the Issue window click the Add/Edit Location button.

e On the Release window click the Add/Edit Location button.
2. On the Add Location window, click the Within Incident button.

3. Click the location you want to edit in the grid at the top of the window.
4. You can make changes to the following information:

e POC Name
e POC Phone #
e POC Emall
e Latitude
e Longitude
e Remarks
5. Click the Save button to save your changes.

6. Click the Close button to close the Add Location window.

Adding a Location - Outside an Incident
Follow the steps in this section to add a location that is outside of an incident to the I-Suite system:
1. Use one of the following methods to open the Add Location window:
¢ On the Receive window click the Add/Edit Location button.
e On the Issue window click the Add/Edit Location button.

e On the Release window click the Add/Edit Location button.

2. On the Add Location window, click the Outside Incident button, and then click
the Add button.
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T

*Location Name [NORTHERN ROCKIES CACHE

* Location Code [yRE Location Type | K =
Addezs 1 {576 wEST BROADWEY
Address 2 |
City |MIS50ULA

e LT :
L

Add - Outside Incident - Lu-::at-i.drdlﬂ'-..,

State [T ZipCode 59308

Cloze | Clear | Save |

10.

11.

12.

In the Location Name box, type the name of the location. The Location Name is
required.

In the Location Code box, type the code to assign to the location. The Location
Code is required.

From the Location Type drop-down list, select one of the following location types:

¢ B - Business Address

e L - Local Cache Address

¢ N - National Cache Address
¢ R - Regional Cache Address

In the Address 1, Address 2, City, State, and Zip boxes, type the location's
address.

In the POC Name box, type the name of the point-of-contact at the location.
In the POC Email box, type the e-mail address for the point-of-contact.

In the POC Phone # box, type the telephone number for the point-of-contact.
In the Fax Phone # box, type the fax number for the point-of-contact.

In the Remarks box, type any remarks applicable to the location.

To save the new Location, click the Save button.

To close the Add Location window, click the Close button.
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Editing a Location - Outside an Incident
Follow the steps in this section to edit a location that is outside of an incident:
1. Use one of the following methods to open the Add Location window:
e On the Receive window click the Add/Edit Location button.
e On the Issue window click the Add/Edit Location button.

e On the Release window click the Add/Edit Location button.

2. Click the Outside Incident button. Then click to select the location you want to
edit in the grid at the top of the window.

3. You can make changes to the following information:

e POC Name
e POC Email
e POC Phone #
e Fax Phone #
e Remarks
4. Click the Save button to save any changes you made.

5. Click the Close button to close the Add Location window.

Transfer (at Incident)

This section identifies how to transfer a supply item to another resource at an incident. This option helps track a
supply item that was issued to a resource and then, subsequently, given to a different resource at the incident.

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

2. From the Supply drop-down menu, select the Transfer (at Incident) option to
open the Supply - Transfer window.
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lssue To  E-4.4.1 2 ADAMS, GERRY Supply - Transfer

N | | | |

ezource Mame Last Mame First Marme Agency
J4MS, GERRY  ADAMS GERRY
ALEXANDER, MAF

. C-11.19 ALEFANDER MARTIM

. C11.2 BALD, ANTHOMY |BALD AMTHOMY F5 FFT1 l_'
. C11.2 BAMES, SAM BAMNES SaM F5 FFT1 [ §
. C11.4 BAR&AIAS, KELSEY |[BARAJAS KELSEY F5 FFT1 B ‘;L
ﬁ-nm PP TSP =TT P = leoew = *
ltem Mame DISK /2 ABRASIVE, 7" X 7/8" ARBOR. #36 GRIT :

ocation [termn M ame:

ALEXANDER, MAF 00000 DISK SERASIVE, 75 7 12
ADAMS, GERRY 0000 o REDUCER 11/2"NH-F[ATFI |15
ADAMS, GERRY e COMTAIMER 1GL, CUBITAIMEF [25

l

Item Tranzsfered

R |
T

3. Select the resource or location to which the item is being transferred:

a. To transfer to a resource, click the resource to which the item is being
transferred in the Issue To grid.

b. To transfer to a location, rather than another resource, click the UnSelect
Resource button and select a location from the Location drop-down list.

3. Inthe Item Name grid, click the item that is being transferred.

Only items that are Trackable and Issued to a resource are listed in the Item Name
grid. Trackable items are those supply items with a Property Number defined.
Property Numbers can be defined when the supply item is Added, Received or
Issued.

5. Click the Select Item button to open the Transfer Item window.
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MFES #: 000124 Froperty #: 124
Init of lzsue; Eb
[term Mame: PURMP

Dezcrption:
lightveeight, 25-45 GPM

[uantity to Transfer

Remarkz |

Save Cancel

6. Inthe Remarks area, type any remarks concerning the transfer.

You can only enter Remarks on the Transfer Item window. The name of the item and
the quantity being transferred are automatically defined, based on the information
specified when it was initially issued.

7. Click the Save button to save the transfer item to the Iltem Transferred grid.

8. If there are multiple items being transferred to the selected person, repeat steps 4
- 7 for each item.

9. Click the Transfer Item(s) button to transfer the item(s) listed in the Items
Transferred grid to the selected resource.

10. When the Wayhbill displays in the Preview window, click the Print Report button
to print the Wayhbill.

11. When the Print window displays, click the Print button to print the Waybill.

Remove Transfer Item

Follow the steps in this section to remove an item from the Items Transferred grid:
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1. Click the item you want to remove in the Items Transferred grid.

2. Click the Remove Item button to open the Transfer Item window.

3. Enter any applicable remarks in the Remarks box, and click the Save button. The
item is removed from the Items Transferred grid.

Supply Inventory

This section identifies the steps for tracking the supply inventory.

When using the Supply Inventory option, it is a good practice to Receive all items into
the Supply module before issuing them to resources. If you do not Receive the items
into the Supply module, the inventory counts may not be correct. (See Receive Supply
Items on Page 364)

Manually Updating Inventory Counts

Follow the steps in this section to update Inventory Counts in the Supply module based on a manual count:

If you Issued items to resources before Receiving them into the Supply module, you
can manually update the Inventory Counts by following the procedures outlined in this
section.

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

2. From the Supply drop-down menu, select the Inventory option to open the
Supply - Inventory window.
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Items to Inventory

| |

MFES # Item Mame Iterm Description Uit OF |zzue
. CHOCOLATE DARE CHOCOLAT
DISK abrazive, ™' w 78"
p | 000002 FITTIMG hose, double male,

COMNSUMABLE
DURABLE (102 L

. naaon3 ADAPTER 1" NPSH-F.[111/2 DURABLE [10% LI|EA
. 000004 ADAPTER 1" HH-F 3 TR to” DURABLE [10% LI{EA
. 000006 ADAPTER 112" NH-F, [3TP DURABLE [10% L{{EA
. naaaa? ADAPTER 11/2" NPSH-F, [11 DURABLE [10% LI|EA
. 0009 REDUCER 11/2"NH-F[ATPI DURABLE [10% L{{EA
. 0ooo10 REDUCER 11/2"NH-F[ATRI DURABLE [10% LI{EA

. 000011 FULLER Fencepost DURABLE [10% LI{EA

¥
{
‘| <
{

Comrected Inventory ltems

T4 [
| | |
MFES # Itemn M ame Itern Description Spztemn Ready For lszue | Reported Ready Fan

p | 000002 FITTIMG hose, double male,

I ooooos ADAPTER 1" NH-F.[3 TPI] ta 0
[ cooois ARE brush, Swedish knif }
y -.r'"*"'“‘“‘ = ‘“\'—\ F v ﬂ*—— = .mnﬁﬂw = =

3. Inthe Iltems to Inventory grid, click the supply item that needs corrections made
to the inventory count.

4. Click the Correct Item Inventory button to open the Correct Item Inventory
window.

If your team is part of the Supply Pilot, you can scan either the bar code in the Smart
Book for the inventory item or the NFES Bar Code on the item. When you scan the bar
code, the system automatically opens the Correct Item Inventory window with the
scanned inventory item selected.
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Correct ltem Inventory

MFES #: 000374 Froperty #:
[nit af |z2ue: EA

|term Mame: STEREOQSCOPE

Description:
pocket

Swstem MRFI ||:| Actual MRFI [
Swstem RF ||:| Actual BF1 15

Save Cancel |

5. Inthe Actual NRFI box, type the total number of items that are Not Ready For
Issue.

6. Inthe Actual RFI box, type the total number of items that are Ready For Issue.
7. Click the Save button to save the counts to the Corrected Inventory Items grid.

8. Repeat steps 3 - 7 for each supply item that needs corrections made to the
inventory count.

9. After all of the inventories that needed corrections have been added to the
Corrected Inventory Items grid, click the Save button that displays on the right
side of the window.

Quick Adjust Inventory Item Counts
Follow the steps in this section to quickly update Inventory counts in the Supply module:
1. Click the Supply button to open the Supply module.

2. From the Supply drop-down menu, select the Inventory option to open the
Supply - Inventory window.

3. Click the Quick Inventory button to open the Quick Adjust Inventory window.
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Quick Adjust Inventory

MFES $#: 00001 Froperty #:

Init of [zsue; B
[tem Mame: BAG

Descriptian:
garbage can liner, plastic, 30 GL, 39" » 33"

NFES # o000zt
Property Mumber | j

Swstem MAFI ||:| Actual NRFI |5
Swztemn RFI ||:| Actual BF1 o

Save Clear | Cancel |

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

4. Inthe NFES box, type the NFES number for the item that needs corrections made
to the inventory count.

5. If appropriate, select a property number from the Property Number drop-down
list.

6. Inthe Actual NRFI box, type the total number of items that are Not Ready For
Issue.

7. Inthe Actual RFI box, type the total number of items that are Ready For Issue.

If a property number was assigned to the item, you cannot enter a quantity greater than
1.

8. Click the Save button to save the item counts to the Corrected Inventory Iltems
grid.

The Quick Adjust Inventory window remains open after you save the new item count.
This enables you to quickly add another adjustment.

9. Repeat steps 4 - 8 for each supply item that needs corrections made to the
inventory counts.

[-Suite Version 12.01.00 Supply 398



Chapter 11:Supply
10. After all of the inventories that needed corrections have been added to the
Corrected Inventory Items grid, click the Cancel button to close the Quick
Adjust Inventory window.

11. Click the Save button that displays on the right side of the window to save the
corrected inventory counts.

Advanced Search

The Advanced Search function allows you to limit the grid so only those items with a defined term in their name or
description display. Follow the instructions in this section to use the Advanced Search feature to search for supply
items.

The Advanced Search option is available on the Issue, Issue Returns, Receive,
Transfer, Inventory and Release windows.

1. Inthe Advanced Search box on the right side of the window, enter the term for
which you want to search.

o =
[
s F
ey Advanced Search
<= e /
.-.'-\? ’ e
[ . Search Name/Desc | o
- 5 Clear &dvanced Search | i

h."-.\ ) ‘_M_,..SE|_EE;LU-=,-." -

2. Click the Search Name/Desc button. The grid now only contains those items with
the search term in either the name or the description. For example, if you entered
AXE as your search term, only those items with AXE in the name or description
would display in the grid.

3. To clear the filter and display all items in the grid, click the Clear Advanced
Search button.

Supply Reports

Follow the steps in this section to print standard Supply reports.
1. Click the Supply button to open the Supply module.
2. On the Toolbar, click the Reports button to open the Supply Reports window.

3. Click to select one of the following reports:
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¢ History (See Supply History Report on Page 400)

¢ Inventory (See Inventory Reports on Page 400)
¢ Reprint Waybill (See Reprinting a Waybill on Page 401)
e Supplies Currently Issued To

Supply History Report
Follow the steps in this section to print a Supply History Report:

1. On the Supply Reports window, click the History/Inventory option to display the
History settings.

Higtory
Specific General
| = « il Fsaices
" Al Locations
v Taotal History (" By Resource Al berns
" By Location
" By ltem

2. If you want to print the report for a specific Resource, Location or Item, click the
appropriate option under Specific. Then select the resource, location or item from
the drop-down list.

If you want to print the report for ALL Resources, Locations or ltems, click the
appropriate option under General.

3. Toinclude the total history of the resource, location or item, click to check the
Total History checkbox.

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, click the Print button.

Inventory Reports

Follow the steps in this section to print Inventory reports:
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1. On the Supply Reports window, click the History/Inventory option to display the
Inventory settings.

[ ventary

" Curmrent Inventory
" Adjustment History
(™ Irventary - kManual Count

2. Click one of the following options to print the identified report:
e Current Inventory - This report is a listing of all of the supply items
currently at the incident.

e Adjustment History - This report contains a history of all Inventory
Adjustments by NFES#.

e Inventory - Manual Count - This report contains a list of the current
inventory and inventory amounts defined in I-Suite. The report includes
sections where you can write down the correct inventory if the actual
inventory is different from what is defined in I-Suite.

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

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

4. When the Print window opens, click the Print button.

Reprinting a Wayhbill
Follow the steps in this section to reprint a Wayhbill:

1. On the Supply Reports window, click the Reprint Waybill option to display the
Reprint options.
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R eprint W aphill

i __r-l--. \_g’_ . -\"-q. ’;H__‘ _,__\... rw.\ P '_. I..-'\"\-\- a.—h..__\__._ﬂ,_‘. o s H‘_r.ﬂ___.. L

2. Click the Waybill you want to reprint under Reprint Waybill.
3. Click the Preview button to view the Wayhbill in the Preview window.

4. Click the Print Report button to print the Waybill from the Preview window.
When the Print window displays, click the Print button.

Supplies Currently Issued To
Follow the steps in this section to print a list of supplies that are currently issued to one or more resources:

1. Open the Supply-Issue or Issue Returns window.

2. Click one or more resources in the Issue To grid or select a location from the
Location drop-down list.

3. Click the Issue Report button.

[-Suite Version 12.01.00 Supply 402



Chapter 11:Supply

View Supply History

The View Supply History function allows you to view a history of Supply transactions to occur for the selected
incident. This includes issuing supplies, receiving supplies, transferring supplies, releasing supplies and returning
supplies. You can view the history either by Resource and Location or by Supply Item.

Follow the steps in this section to view a Supply History:

1. Click the View History button in the Supply toolbar to display the Supply History

window.
Rezource /
poa Supply ltem Claze

“TALASKA INCIDE

+ . COMM UNIT

+ . EASTERM AREA |

+ . FINAMCE SECTION

+ . HERE

+ . SOUTHERM CALIF

+ . 09 RIaS, JOSE RIVAS JOSE F5 STaAM F

- . 0-10 JOHNSOM, JERRN|JOHNSOMN JERRY Cé, FORS C
Location Item Mame Item Description Tranzaction Type
. 1/20/20101:1 JOHMSOM, JERA™ (000002 FITTIMG hosze, double male, |I5SUE
. 1/20/20101:2 JOHMSOM, JERA (000002 FITTIMG hosze, double male, |I5SUE
. 1/20/20101:4 JOHMSOM, JERA™ 000124 PLMP lightweight, 25-45 G |ISSUE
. 1/20/20101:4 JOHMSOM, JERA™ 000124 PLMP lightweight, 25-45 G | TRANSFER
. 1/22/2m08.C JOHMSOM, JERA™ 000124 PLMP lightweight, 25-45 G| TR&AMSFER

2. To view the history by resources and location, click the Resource/Location

button.

Request # Mame/Location Last Mamne First Mame Agency Kind Code Statuz Code
+ . 051 DELL, MA&RY DELL MARY F5 5TCR C
+ .D-‘IEIEI.‘I RUDD, TOM RUDD TOM BLM ICT2 E
+ . 0-100.7 STEIM, HARYEY |STEIM HARYEY F5 LsC2 _IC
B Y SR X SNPNTY "

T, e

3. To view the history by supply items, click the Supply Item button.

\&’\ ~ \.-ir

4. Click the plus sign (+) next to a resource, location or a supply item to display a list
of transactions.

5. When you have finished viewing the history, click the Close button to return to the
main Supply window.

Supply Revision History

Revision Date Revision Summary
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2013 -03-29
2011-03-01
2010-04-27
2009-05-01
2008-04-25
2007-07-25
2007-04-20
2006-12-04
2006-06-12
2006-05-01
2006-04-17

Revised instructions for the 13.01.00 version of I-Suite.
Revised instructions for the 11.01.00 version of I-Suite.
Revised instructions for the 10.01.00 version of I-Suite.
Revised instructions for the 9.01.00 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 I-Suite
Revised instructions by adding more detail and graphics.
Revised instructions for the 6.02 version of I-Suite.
Instructions for new features of the Supply module.
Instructions for new module of the new I-Suite 2006 application.
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Chapter 12

Injury/lliness

The Injury/Iliness section Manual explains how to use the Injury/lliness module to track injuries and illness for
resources during an incident.

Topics in this guide include the following:

Common Features (See Page 45)

Selecting Injury/lliness Options (See Page 405)
Adding an Injury/lliness (See Page 407)

Advanced Search (See Page 409)

Editing an Injury/lliness (See Page 410)

Deleting Injury/lliness (See Page 411)

View History (See Page 412)

Stats Base (See Page 414)

Injury/lliness Reports (See Page 415)

Creating an Injury/lliness Export File (See Page 106)

Selecting Injury/lliness Options

Follow the steps in this section to select the options to use in the Injury/lliness area of the 1-Suite application:
1. From the Tools drop-down menu, select Options to open the Options window.

2. Click the Injury/lliness tab.

'You can also click the Defaults button on the Injury/lliness window to open the
Options window with the Injury/lliness tab selected.
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General | Resources | Time | 1&P | Cost | Demob | Supply | Injurpflliness
FRezource Grid Columns Drop-Croven D efaulk:

Incident Murnber Move Up | _

Incident Mame Incident Type | wILDLAND FIRE -l
v| Request Mumber b ove Down |
v M ame Management Lewvel j
v Status
| Position S |
v| Home Unit Hide
| Confractor |

Statz Basze

v Agency
| P arent Position Estimated Average Hours Worked |5

Checkln Date per Day per Resource

Actual Releaze Date

ok I Cancel | | Save | |

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

4. If you want to remove the selected columns from the Resource grid, click the
Hide button.

If you want to display the selected columns in the Resource 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 next to the selected
column. When you click the Hide button, it removes the checkmark from the checkbox.
'You can also click the checkbox next to a listed column to either Show or Hide it.

5. To define a default Incident Type to display in the Incident Type box on the
Injury/lliness window, select one of the following options from the Incident Type
drop-down list:

e All Hazard
e Prescribed Fire
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e Wildland Fire
¢ Wildland Fire Use

6. To define a default Management Level to display in the Management Level box
on the Injury/lliness window, select a level (1-5) from the Management Level
drop-down list.

7. To define a default Est. Hrs Worked / Day on the Stats Base window, enter the
amount in the Estimated Average Hours worked per Day per Resource box.

8. Click the Save button to save your changes. Click the OK button to close the
Options window.

Adding an Injury/lliness

Follow the steps in this section to add an injury, illness or prevention record:

1. From the Modules drop-down menu, select the Injury/lliness option to open the
Injury/lliness window.

2. Inthe Resources grid, click the resource for which you are adding the injury,
illness or prevention record. The Manage Injury/lliness - Add Mode area at the
bottom of the window becomes active.

Manage Injuryflliness - Add Mode 3
Mate: kake all entriez based upon the conditions at the time of injury ocourence o ohzet of illhess, i__
C-10 | FISH. WILLIAM | CRWE |
& Iniuy [ PreEristing Loeation on [ncident |FIHELINE j Injury Tope [ EYE ?
" Ilness Incident Type |WILDL.t'—“«ND FIRE ﬂ * Achivity at Time of 1njury WALKIY
~ . '
Pyl Incident Management Level | 7vPE 2 - Section Assignment LDGIST?'
" Seen Dale|05/22/2008 Incident Phase ||_,.q|:;|3|.: FIRE j Sub Assighment
" Iniuy Date|05/22/2008 « | Incident Wwhere Injury Occured | FROG ﬂ Division / Group Mame
Injury Time [hh:mm] | [ Hes?
Remarks | MOTE: Identify known or suzpected factors that contributed to or cauzed the injury or ilness. r Trea.;
4
The resource you select must be a person. You cannot create an injury, illness or
prevention record for a non-person resource.

3. Click the Injury, lliness or Prevention option to identify whether this is an injury,
illness or prevention item.

The labels on the window will change based on the option you select. For example, if
you select Injury, the label Injury Date displays. If you select Iliness, the label changes
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to lliness Date.

4.

5.

9.

If the injury or illness was pre-existing, click to check the Pre-Existing checkbox.

In the Seen Date box, enter the date when the resource was initially seen for the
condition. You can either type the date or select it from the drop-down calendar.

In the Injury/lliness/Prevention Date box, enter the date when the injury or
illness first occurred. If this is a prevention item, enter the date when the resource
first needed the item. You can either type the date or select it from the drop-down
calendar.

In the Injury/lliness/Prevention Time box, enter the time when the injury or
illness occurred. If this is a prevention item, enter the time when the resource
needed the item.

From the Location on Incident drop-down list, select where the resource was
located when the injury or iliness occurred. If this is a prevention item, select the
resource's location when they needed the preventative item.

From the Incident Type drop-down list, select the appropriate type of incident.

If a default incident type was defined on the Options window, it will automatically
display in the Incident Type box. If needed, you can change this entry by selecting
another type from the drop-down list.

9.

From the Incident Management Level drop-down list, select the appropriate
management level.

If a default management level was defined on the Options window, it will automatically
display in the Incident Management Level box. If needed, you can change this entry
by selecting another level from the drop-down list.

10.
11.

From the Incident Phase drop-down list, select the appropriate phase.

From the Incident Where Injury/lliness/Prevention Occurred drop-down list,
select the incident where the resource was working when the injury or illness
occurred. If this is a prevention item, select the incident where the item is needed.

The entry in the Incident Where Injury/lliness/Prevention Occurred box automatically
defaults to the incident where the resource is assigned.

12.

From the Injury/lliness Type drop-down list, select the appropriate injury or
illness.

When Prevention is selected, the Injury/lliness Type box does not display on the
window. Enter any applicable information about the Prevention in the Remarks area.

[-Suite Version 12.01.00 Supply 408



Chapter 12:Injury/lliness

13. From the Activity at Time of Injury/lliness/Prevention drop-down list, select the
activity the resource was performing when the injury illness occurred. If this is a
prevention item, select the activity for which the item is needed.

14. From the Section Assignment drop-down list, select the appropriate section
assignment.

15. From the Sub Assignment drop-down list, select the appropriate sub-assignment.

The options available in the Sub Assignment drop-down list are based on the Section
Assignment that is selected.

16. Inthe Division/Group Name box, type the appropriate division or group name.

17. If there was restricted duty or lost time because of the illness or injury, click to
check the Restricted Duty/Lost Time checkbox.

18. If the resource was seen off-site for the injury or illness, click to check the
Treatment Off-Site checkbox.

19. Inthe Remarks box, enter any additional information about the injury or illness.
Use this area to identify any known or suspected factors that contributed to or
caused the injury or iliness. If this is a prevention item, type a description of the
item and any other applicable information in the Remarks area.

If your remarks will not fit in the Remarks box, click the Remarks button to display a
Remarks window where you can enter additional remarks.

20. Click the Save button to save the injury, illness or prevention record. Notice that
the saved record displays in the grid at the bottom of the window.

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

Advanced Search

Follow the steps in this section to perform an advanced search for an Injury or Iliness Type:

1. Inthe Manage Injury lliness area, click the Search button that displays next to the
Injury/lliness Type box to open the Injury/lliness Search window.
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& Injury ! lliness Search

Abbrerviated Type
MELIRM  BURN .5l
.EHEM BURN CHEMICAL BURMN

Search Far: |EUHN

ak | Cancel |

|Sear|:h Clear |

2. Inthe Search For box, type the name of the injury or illness that you want to find.

3. Click the Search button to limit the grid to only list those items with a search term.
(e.g. If you enter "Burn," only those items with burn in the name display in the

grid.)

4. In the grid at the top of the window, click the appropriate type.

5. Click the OK button to close the Injury/lliness Search window and insert the
highlighted type into the Injury/lliness Type box.

'You can also double click a type in the grid to close the Injury/lliness Search window
and insert the type into the Injury/lliness Type box.

Editing an Injury/lliness

Follow the steps in this section to edit an injury, illness or prevention record:

1. From the Modules drop-down menu, select the Injury/lliness option.

2. Inthe Resources grid, click the appropriate resource.
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3. Inthe Injury/lliness/Prevention grid at the bottom of the window, click the record
you want to edit. The record's information displays under Manage Injury/lliness -

Edit Mode.
Manage Injury/lliness - Edit Mode
Muate: Make all entries based upon the conditions at the time af injury Dccurrencet
& In|urys Location an Incident |FIF|ELINE j *
™ lliness Incident Type |WILDL.-'—‘-.ND FIRE j * Bctivity at T|$
™ Prevention : .-
Incident Management Level | TvFE 2 - Section
Seen Date [02,27,2007 Incident Phaze |L.-'-‘-.F|GE FIRE j Sul
Iniury Date [02/27/2007 * |« cident where Injury Decured [FROG ~| Diivision / I?
Injury Tirme [Rhram] 1300
Remarks | MOTE: ldentify known or suspected factors that contributed to or cauzed the injury or liness. {

|:| atedTime

2 I.-"'1_|:||:|_|:||:|Fr1 IHIIIF. E.IIF.H SUMNBLURMN
2272007 B:00:00 PR [ IMJURY BRUISE

al |

Cloze | Add | Delete | Save |

4. Make the appropriate changes to the injury/iliness or prevention information.

If you change the Injury, lliness or Prevention selection, the entry in the Injury/lliness
Type box is removed. You must select a new Injury/lliness type from the Injury/lliness
Type drop-down list. If you do not select a new type, an error message will display
indicating that you must define an Injury/lliness Type before saving the record.

5. Click the Save button to save the changes.

The record you are editing remains selected until you select another injury, iliness or
prevention record or select another resource.

To add a new injury, illness or prevention record, click the Add button at the bottom of
the window.

Deleting Injury/lliness

Follow the steps in this section to delete Injury/lliness records:

1. From the Modules drop-down menu, select the Injury/lliness option.
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2. Inthe Resources grid, click the appropriate resource.

3. Inthe Injury/lliness/Prevention grid at the bottom of the window, click the record
you want to delete.

4. Click the Delete button at the bottom of the window. A confirmation window
displays

Selected Injury/Tiness will be permanently deleted, Continue?

Yes Mo

5. Click the Yes button to remove the injury, iliness or prevention record.

View History

Follow the steps in this section to view a history of injury/illness records:
1. From the Modules drop-down menu, select the Injury/lliness option.

2. Click the View History button in the Injury/lliness toolbar to open the history
window.
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Injury A lliness p
Rezource / Prevention Cloze i

Fesources

EventType | Activiy | LostTime
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Request # Lazt Mame First M ame m
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EventType | Activiy | LostTime : m
. ILLMESS HEADACHES OTHER CabP AL [NO NO 5/21/2007 £:00.0(},
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3. Click the Resource button to sort the grid based on resources with injury, illness
or prevention records.

Activity

Lozt Time

When Managing Incidents Separately, the grid only includes those resources
assigned to the selected incident. If a resource was assigned to the selected incident,
but received the injury/illness/prevention while working on a different incident, the name
of the incident on which they were working displays in the Occurred Incident column.

When Manage All Incidents as One is selected, an Assigned Incident column
displays in the grid. This column identifies the incident to which the resource was
assigned. The Occurred Incident column identifies the incident on which they were
working when the injury/illness/prevention occurred.

4. Click the Injury/lliness/Prevention button to sort the grid based on injury, illness
and prevention records.

When Managing Incidents Separately, the grid only includes those injures and
illnesses that occurred for the selected incident. When you click the plus sign (+) next to
an Injury/lliness/Prevention record, a list of resources for which the records were
created displays. The Assigned Incident column identifies the incident to which the
resource was assigned.

When Manage All Incidents as One is selected and you click the plus sign (+) next to
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an Injury/lliness/Prevention record, an Occurred Incident column displays. This column
identifies where the resource was working when the injury/illness/prevention occurred.

5. Click the Close button when you have finished viewing the history.

Stats Base

Follow the steps in this section to define the Stats Base to use with Injuries and Frequency Report:

To Add or Edit Stats Base data, a Single Incident must be selected. You cannot Add
or Edit Stats Base data when in Manage All Incidents as One mode.

1. From the Modules drop-down menu, select the Injury/lliness option.

2. Click the Stats Base button in the Injury/lliness toolbar to open the Stats Base
window.

If the Manage All Incidents as One checkbox is checked, a message displays
indicating that you cannot Add or Edit Stats Base Data when Manage All Incidents As
One is selected. If you click Yes to continue, the Stats Base window opens in View
Only mode.

. Stats Base E|

® ' | | | |
Total People / Curnulative Hours Worked

I 5232007 | 20\ 15| 320 |

Stats Base - Add Mode

“Date | - *Est Hre'Worked / Day 15
* Total Pecple Curnrmulative Hrs ‘Worked
Cloge | Clear | |
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3. Inthe Date box, enter the appropriate date for the statistics. You can either type
the date or select it from the drop-down calendar.

4. Inthe Total People box, type the total number of people working on the specified
date.

5. Inthe Est. Hrs Worked / Day box, type the average number of hours each person
worked that day.

the Options window, that amount displays in the Est. Hrs Worked / Day box. If

If a default Estimated Average Hours Worked per Day per Resource was defined on
needed, you can change this amount by typing over the amount.

6. Click the Save button.

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

When you save the statistics, I-Suite automatically calculates the cumulative work hours
for that day. The statistics display in the grid at the top of the window

Injury/lliness Reports

Follow the steps in this section to print Injury/Iliness Reports:

1. From the Modules drop-down menu, select the Injury/lliness option to open the
Injury/lliness module.

2. Inthe Main toolbar, click the Reports button to open the Injury/lliness Reports
window.

3. Inthe Reports frame, click to select one of the following reports:

e Injury/lliness by Type (See Injury/lliness by Type on Page 415)

¢ Injury/lliness Prevention (See Injury/lliness/Prevention on Page 416)

e Injury/lliness by Date (See Injury/lliness by Date on Page 417)

e Injuries and Frequency (See Injuries and Frequency on Page 418)

e Medical Unit Daily Summary (See Medical Unit Daily Summary on Page 419)
e Injury/lliness Types (See Injury/lliness Types Report on Page 420)

Injury/lliness by Type
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This report identifies the total number of injuries, illnesses and preventions currently defined in 1-Suite. The

information is broken down by injury/illness type.

To generate an Injury/lliness by Type report, complete the following steps:

1. On the Injury/lliness Reports window, click Injury/lliness by Type to display the
Report Settings:

Repart Settings

(¢ Al Dates

" Date Range ﬂ | ﬂ

2. Click one of the following options to identify the dates to include in the report:

¢ All Dates - Includes all dates in the report.

e Date Range - Includes the date range defined in the Date Range boxes.
When you select this option, you must enter dates into the two boxes

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

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

4. When the Print window displays, click the Print button.

Injury/lliness/Prevention

This report includes detailed information about injury, illness or prevention records.

The Injury/lliness/Prevention report does not include resource names. It only identifies
the injury, illness or prevention information.

To generate an Injury/llIness/Prevention report, complete the following steps:

1. On the Injury/lliness Reports window, click the Injury/lliness Prevention option to
display the Report Settings.
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Report Settings
Sort Ewvent Categaory
Date/Time InjunyAliness _
Il Iness ,  Injury
Injur Type " |lness
Resztricted/Time Off )
Iejury Incident < £ Prevention
Location — |
Activity

2. Under Sort, double click each sort to use in the report. The Sort moves from the
left frame to the right frame. The sort order in the report is based on the order in
which you select the sort options.

3. Under Event Category, click one of the following options to identify the
information to include in the report:

e Injury - Only includes Injury records in the report.

e Illiness - Only includes lliness records in the report.

e Prevention - Only includes Prevention records in the report.

e All - Includes Injury, lliness and Prevention records in the report.

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

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

5. When the Print window opens, click the Print button.

Injury/lliness by Date
This report identifies the total number of injuries, illnesses and preventions that occurred on a defined date.

To generate an Injury/lliness by Date report, complete the following steps:

1. On the Injury/lliness Report window, click the Injury/lliness by Date option to
open the Report Settings.
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Report Settingz

(o Al Dates

" Date Bange ﬂ | ﬂ

2. Click one of the following options to identify the dates to include in the report:

¢ All Dates - Includes all dates in the report.

e Date Range - Includes the dates defined in the Date Range boxes. When you
select this option, you must enter dates into the two boxes.

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

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

4. When the Print window opens, click the Print button.

Injuries and Frequency

This report identifies the number of people injured as compared to the number of people working and the hours
worked on a defined date. It also identifies the cumulative injuries and frequency of injuries.

The Injuries and Frequency report uses the statistics defined in the Stats Base to
generate the data for this report.

To generate an Injuries and Frequency report, complete the following steps:

1. On the Injury/lliness Report window, click the Injuries and Frequency option to
display the Report Settings.
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Repart Settings

(v Al Dates

" Date Range ﬂ | ﬂ

Frequency Formula
(¥ QO5HA - [# of Injuriesdlinesses x 200,000] 4 [# of Howrs Warked)

" BASIC - [# of InjuriesAllineszes) / [(# of Hours \Worked)

2. Click one of the following options to identify the dates to include in the report:

¢ All Dates - Includes all dates in the report.

e Date Range - Includes the dates defined in the Date Range boxes. When you
select this option, you must enter dates into the two boxes.

3. Under Frequency Formula, click one of the following options to identify the
formula to use in calculating the data for the report:

e OSHA (# injuryl/illnesses X 200,000) / (# of hours worked)
e BASIC (# injuryl/illnesses) / (# of hours worked)

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

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

5. When the Print window displays, click the Print button.

Medical Unit Daily Summary

This report contains a summary of injuries and illnesses that were reported to the Medical Unit for each defined
date.

To generate a Medical Unit Daily Summary, complete the following steps:

1. On the Injury/lliness Report window, click the Medical Unit Daily Summary
option to display the Report Settings.
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Report Settingz

(o Al Dates

" Date Bange ﬂ | ﬂ

Click one of the following options to identify the dates to include in the report:

¢ All Dates - Includes all dates in the report.

e Date Range - Includes the dates defined in the Date Range boxes. When you
select this option, you must enter dates into the two boxes.

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

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

When the Print window opens, click the Print button.

Injury/lliness Types Report

This report contains a list of all Injury/lliness Types the medical or safety officer can select from the Injury/lliness
Type drop-down list.

To generate the Injury/lliness Types Report, complete the following steps:

1.

2.

On the Injury/lliness Reports window, click the Injury/lliness Types option.

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

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

When the Print window opens, click the Print button.

Injury/lliness Revision History

Revision Date Revision Summary

2010-04-27 Revised instructions for the 10.01.00 version of I-Suite.
2009-05-01 Revised instructions for the 9.01.00 version of I-Suite.
2008-04-25 Revised instructions for the 8.01.00 version of I-Suite.
2007-07-25 Revised instructions for the 7.01.05 version of I-Suite.

[-Suite Version 12.01.00 Supply 420



Chapter 12:Injury/lliness

Revision Date Revision Summary
2007-04-20 Added information for new Injury/lliness module.
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User Guide
Chapter 13

I-Suite Report Descriptions

This section contains an overview of all of the reports available in the I-Suite system.

Time Report Descriptions (See Page 422)

Cost Report Descriptions (See Page 426)

Plans Report Descriptions (See Page 430)
Demob Report Descriptions (See Page 432)
Supply Report Descriptions (See Page 434)
Injury/lliness Report Descriptions (See Page 435)

Time Report Descriptions

The following Time Reports are available in I-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:

e the person's name,

¢ the kind code or position assigned to the person,
¢ the hours the person worked on the incident,

e and any commissary deductions.
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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 unigue 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.

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:

¢ the request number,

e the person's name,

¢ 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,
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,
e ORIGINAL Invoice,
e or DUPLICATE ORIGINAL Invoice.
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Contractor Debits

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

e 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,

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,

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.
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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:

e 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.

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:

Time Posted

Assigned fax number

Employment code of FED or OTHER

An employment status that is NOT D (Demobilized)

The information in this report includes:

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

the accounting code to which time was posted,

the start and stop time that was posted,

the total hours posted,

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
e Only Contract resources without time posted after the defined date
¢ Only Non-Contract resources without time posted after the defined date
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Cost Report Descriptions

The following Cost Reports are available in I-Suite:

Sort Categories Cost Reports

On the Cost tab, click the Sort Categories option under Report Categories on the Select Reports window. When
you select this option you can print the following Cost Reports:

The information in the reports are separated into sections based on the option you
select in the box that displays under Report Categories. The following options are
available:

- Accounting

- Agency

- Payment Agency
- Division

- Home Unit

- Incident

- Accrual

- Section

Weekly Summary
This report contains a summary of the costs for each day of the defined week. The cost information is broken down
by Kind Group and Direct/Indirect. A Daily Total is included at the bottom of each date column.

Weekly Detail
This report contains detailed cost information for each day of the defined week. The cost information is broken
down by Kind Code and Direct/Indirect. A Daily Total is included at the bottom of each date column.

Weekly Detail O/H Personnel

This report contains detailed overhead personnel cost information for each day of the defined week. The cost
information is broken down by Personnel Resource, Kind Code, and Direct/Indirect. A Daily Total is included at
the bottom of each date column.

Daily Summary
This report contains a summary of the costs for the current system date. The information is broken down by Crews,
Line Personnel, and Camp Personnel.

Cumulative Cost Detail
This report identifies the Daily Cost for each day the incident has been open. The information is broken down by
Resource/Kind Codes.
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Cumulative Cost Detail O/H Personnel
This report identifies the Daily Cost for each day the incident has been open. The information is broken down by the
Kind Code and then the Personnel Resource.

Category Total
This report identifies cost totals based on the Category.

The name of the Category Total report changes, based on the Report you are printing.
For example, for an Incident report, this would be Incident Category Total.

People Weekly Summary

This report contains a summary of the people working on the incident for each day of the defined week. The
information is broken down by Kind Code and Direct/Indirect. A Daily Total is included at the bottom of each
date column.

People Daily Summary
This report contains a summary of the people working on the incident for the current system date. The information is
broken down by Crews, Line Personnel, and Camp Personnel.

Other Categories

On the Cost tab, click the Other Categories option under Report Categories on the Select Reports window. When
you select this option you can print the following Cost Reports:

Analysis - Resource Cost
This report can identify the average cost by Kind that exceeds the standard cost. It can also identify the individual
costs by resource that exceeds the maximum rate.

Analysis - Accountability

This report identifies the percentage of resource types (i.e. Aircraft, Crew, Equipment, Support, Direct) defined for
the incident and compares the Current Values with the Standard Values. The Difference and Standard Deviation are
listed for each resource type.

Analysis - Exception
This report identifies resources with actual time posted that also have three or more days of unposted time.

Resource Loss (Summary)
This report contains a high level view of the acres that were lost and the Net Value Change (NVC) resources that
were affected. The information in this report is based on values defined on the Acres Burned NVC/FIL window.

Resource Loss (Mid - Level)
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This report contains a mid-level view of the acres that were lost and the NV C resources that were affected. The
information in this report is broken down by NVC Subtotals for each date. The information in this report is based on
values defined on the Acres Burned NVC/FIL window.

Resource Loss (Detail)

This report contains detailed information about the acres that were lost and the NV C resources that were affected. In
addition to the information included in the Resource Loss (Mid-Level) report, this report includes information about
the Fuel Intensity Level (FIL). The information in this report is based on the values defined on the Acres Burned
NVC/FIL window.

Acres Burned
This report contains the information that was defined on the Acres Burned window.

Cumulative Air Costs
This report identifies the air costs based on those resources that were assigned Air kind codes (i.e. AT).

Cost Share Summary
This report identifies the Daily Cost for the Shift on the listed dates. It also identifies the Federal, State, and Other
percentage of the cost obligations for the Shift on the listed dates.

Cost Share by Shift and Kind
This report identifies the Daily Cost for the Shift and Kind on the listed dates. It also identifies the Federal, State,
and Other percentage of the cost obligations for the Shift and Kind on the listed dates.

Cost Share Detail
This report contains detailed Cost Apportionment information for listed Shifts and Resources. This information
includes Daily Cost, Federal Cost, State Cost, and Other Cost.

Cost Share Resource Worksheet
This report contains Cost Apportionment information for listed Resources. This information includes Daily Cost,
Federal Cost, State Cost, and Other Cost.

Resource Kind by Cost
This report identifies cost information based on kind and resource codes. The information in this report includes:

the kind code and requirement number for the resource,
the name of the resource,

the agency code for the resource,

the unit cost,

the rate type,

the rate units,

the local,
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¢ and the assign date.

Resource Kind by Cost O/H Personnel
This report identifies cost information based on overhead personnel resources. The information in this report
includes:

the kind code and requirement number for the resource,
the name of the personnel resource,

the agency code for the resource,

the unit cost,

the rate type,

the rate units,

the local,

and the assign date.

Underutilized Weekly Summary
This report contains a summary of the costs for each day of the defined week. The cost information is broken down
by Kind Group and Direct/Indirect. A Daily Total is included at the bottom of each date column.

Underutilized Weekly Detail
This report contains detailed cost information for each day of the defined week. The cost information is broken
down by Kind Code and Direct/Indirect. A Daily Total is included at the bottom of each date column.

Underutilized Weekly Detail O/H Personnel

This report contains detailed overhead personnel cost information for each day of the defined week. The cost
information is broken down by Personnel Resource, Kind Code, and Direct/Indirect. A Daily Total is included at
the bottom of each date column.

Underutilized Daily Summary
This report contains a summary of the costs for the current system date. The information is broken down by Crews,
Line Personnel, and Camp Personnel.

Underutilized Cumulative Cost Detail
This report identifies the Daily Cost for each day the incident has been open. The information is broken down by
Resource/Kind Codes.

Underutilized Cumulative Cost Detail O/H Personnel
This report identifies the Daily Cost for each day the incident has been open. The information is broken down by the
Kind Code and then the Personnel Resource.

Underutilized Category Total
This report identifies cost totals based on the Underutilized Category.
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Underutilized People Weekly Summary

This report contains a summary of the people working on the incident for each day of the defined week. The
information is broken down by Kind Code and Direct/Indirect. A Daily Total is included at the bottom of each
date column.

Underutilized People Daily Summary
This report contains a summary of the people working on the incident for the current system date. The information is
broken down by Crews, Line Personnel, and Camp Personnel.

Plans Report Descriptions

The following Plans Reports are available in I-Suite:

Aircraft Report

This report identifies the aircraft available for the incident. You can print the report for:

aircraft that is checked-in, pending, or in staging,
demobed or reassigned aircraft,

aircraft pending demob,

aircraft that was not demobed,

filled aircraft assignments,

or all aircraft resources.

Crew Report

This report identifies the crews available for the incident. You can print the report for:

crews that are checked-in, pending, or in staging
demobed or reassigned crews,

crews pending demaob,

crews that were not demobed,

filled crew assignments,

or all crew resources.

Equipment Report

This report identifies the equipment available for the incident. You can print the report for:

e equipment that is checked-in, pending, or in staging,
e demobed or reassigned equipment,
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e equipment pending demob,

e equipment that was not demobed,
¢ filled equipment assignments,

e or all equipment resources.

Overhead Report

This report identifies the overhead personnel available for the incident. You can print the report for:

overhead personnel that are checked-in, pending, or in staging,
demobed or reassigned overhead personnel,

overhead personnel pending demob,

overhead personnel that was not demobed,

filled overhead personnel assignments,

or all overhead personnel resources.

209 Resource List

This report contains 1CS-209 information for Block 29.

Qualifications Report

This report identifies the positions/kind codes defined in the I-Suite system and those resources that are assigned to
the positions. The information in this report includes:

¢ the position and kind code,

¢ the request number assigned to the resource,

¢ the name of the resource assigned to the position,
¢ identification of trainee resources,

¢ the code for the agency assigned to the resource,
¢ the section assigned to the resource,

¢ and the demobilization date for the resource.

Section Report

This report identifies those resources assigned to different sections (i.e. Command Staff, Operations Section, etc.).

ST/TF Report

This report displays the Strike Team or Task Force and all the components within that Strike Team or Task Force.
You can select one, multiple, or all Strike Teams and Task Forces.
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Crew Roster

This report displays the Crew(s) and all the components within that Crew. You can select one, multiple, or all
Crews.

Demob Report Descriptions

The following Demob Reports are available in I-Suite:

Demobilization Checkout Form

The Demobilization Checkout Form must be completed for a resource that is being demobilized. Demobilization
Checkout Forms are only generated for resources that do NOT have a checkmark in the Checkout Form Printed
checkbox.

Demob Planning Report

This report identifies resources and their current status for the incident. You can print the report for:

resources that are checked-in, pending, or in staging,
demobed or reassigned resources,

resources pending demaob,

resources that were not demobed,

filled resource assignments,

unfilled resource assignments,

or all resources

Mob/Demob Report

This report identifies those resources that were demobilized. You can print this report by:

e Section,
e Resource/Kind,
e or Demobilization Date.

Qualifications Report

This report identifies the positions/kind codes defined in the I-Suite system and those resources that are assigned to
the positions. The information in this report includes:

¢ the position and kind code,
¢ the request number assigned to the resource,
¢ the name of the resource assigned to the position,
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¢ identification of trainee resources,

¢ the code for the agency assigned to the resource,
¢ the section assigned to the resource,

¢ and the demobilization date for the resource.

Section Report

This report identifies those resources assigned to different sections (i.e. Command Staff, Operations Section, etc.).

Tentative Poster

This report identifies those resources that are tentatively ready to be released. Only those resources that meet the
following requirements are included in the report:

e The Resource Typeis C, E, O or A.
e The Resource contains a Tentative Release Date.
e The Tentative Release Date is within a specified date range.

Available for Release

This report identifies those resources that are available for release. Only those resources that meet the following
requirements are included in the report:

e The Resource Typeis C, E or O.
e The Resource Status is P (Pending).
e The Dispatch Notified checkbox is not checked.

Air Travel Request

This is a form that people can use to request commercial air travel. A form only prints for those resources that meet
the following requirements:

e The Resource Status is P (Pending).
e The Return Travel Method for the resource is A/R or Air.
e The Air Travel to Dispatch checkbox is not checked.

Last Work Day

This report identifies those resources with last work days within a defined date range. Only those resources that meet
the following requirements are included in the report:

e A Tentative Release Date or Demobilization Date is defined.
e The calculated Last Work Day falls within the defined date range.
e An Actual Release Date is not defined.
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e The Status is not D (Demobed).

Actual Demob

This report identifies those resources that have been released for demobilization. Only those resources that meet the
following requirements are included in the report:

e The Resource Status is not D (Demobed).
e The Resource contains an Actual Release Date and Time.
e The Dispatch Notified of Actual Release checkbox is not checked.

Ground Support

This is a form that people can use to request ground support transportation. A form only prints for those resources
that meet the following requirements:

The Resource Status is P (Pending).

The Resource contains a Tentative Release Date and Time.

The Return Travel Method for the Resource is A/R or Air.

The Is Ground Support transportation needed? checkbox contains a check.

Supply Report Descriptions

The following Supply Reports are available in I-Suite:

Supply History

This report is a history of supplies that have been issued. You can print this report for a specific Resource, Location
or Item or you can print it for all Resources, Locations or Items.

Current Inventory

This report is a listing of all of the items currently at the incident. Information about the following items is included
in the report:

Received ltems

Issued Items

Released Items

Returned Items

Items Transferred at the Incident

The report identifies the count for each listed item. Trackable items with property numbers are listed with their
assigned property number and item amount currently in the Supply tent. A Count Summary is included at the end
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of each NFES group where property numbers are assigned. Each property number has a count associated with it (1
or 0 depending on whether it is still in Supply or was issued or released). For example, if you have a count of 35 for
NFES # 000343 and 12 were issued, the summary would be 23. A Total displays at the end of the report. This is a
total count for all of the items currently in Supply.

Adjustment History

This report contains a history of all Inventory Adjustments by NFES#. Each time a manual inventory is completed
and adjustments made to the Supply System, a record is created that is included in the report. The report does not
include active inventory information. It only contains a history of adjustments made during an inventory cycle. The
information in the report includes:

NFES #

Property #

Date of Adjustment
Time of Adjustment
Amount of Adjustment

Inventory - Manual Count

This report is necessary for completing an Inventory Manual Count Cycle. The report contains a list of the current
inventory and inventory amounts. The report includes sections where you can write down the correct inventory if the
actual inventory is different from what is defined in the Supply system. You can then use the report with the
Inventory Form to make the necessary adjustments to the Supply Inventory system. Any changes made to the report

are recorded and included in the Adjustment History report. The data you record in this report should be the actual
count of the current inventory in stock as compared to the inventory defined in the Supply system.

Injury/lliness Report Descriptions

The following Injury/lliness reports are available in I-Suite:

Injury/lliness by Type

This report identifies the total number of injuries, illnesses and preventions currently defined in 1-Suite. The
information is broken down by injury/illness type for each date.

Injury/lliness/Prevention

This report includes detailed information about injury, illness or prevention records.

The Injury/lliness/Prevention report does not include resource names. It only identifies
the injury,illness or prevention information.

This report includes the following information:
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e Event Date/Time

e Date Seen

e Section Assignment
e Remarks

e Event Category

e Activity at Time of Injury
e Event Type

e Incident Type

e Sub-Assignment

e Restricted/Lost Time
e Location at Incident
e Management Level
e Division/Group

¢ Incident Number

e Incident Phase

¢ Incident Name

e Treatment Offsite

Injury/lliness by Date

This report identifies the total number of injuries, illnesses and preventions that occurred on a defined date.

Injuries and Frequency

This report identifies the number of people injured as compared to the number of people working and the hours
worked on a defined date. It also identifies the cumulative injuries and frequency of injuries.

The Injuries and Frequency report uses the statistics defined in the Stats Base to
generate the data for this report.

Depending on the option selected on the Injury/Iliness Reports window, the Frequency formula is based on either
OSHA (# injuryl/illnesses X 200,000) / (# of hours worked) or BASIC (# injury/illnesses) / (# of hours worked)

The information in this report includes:

e Seen Date

e Total Personnel
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e Hours Per Person/Per Day
e Hours Worked

e Cumulative Hours Worked

Injuries by Date

Injury Frequency by Date

Cumulative Injuries

Injury Frequency Cumulative

e Lost Time for Injuries by Date

¢ Lost Time for Injuries Frequency by Date
e Cumulative Lost Time for Injuries

e Lost Time for Injuries Frequency Cumulative

Medical Unit Daily Summary

This report identifies injury and illness issues that were reported to the Medical Unit at an incident for each defined
date.

The information in this report includes:

¢ Incident where Injury/lliness/Prevention Occurred
e Date Seen

e Resource Position

e Unit/Crew

e Government or Non-Government

¢ Nature of Injury/lliness

e Remarks

Injury/lliness Types

This report identifies injury and illness types medical or safety officers can select from the Injury/lliness Type
drop-down list. The information in this report includes:

e Injury/lliness Type
e Abbreviated Type
e Nature Code
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