Getting help
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Setting up your IAP

To define shift names and times

You must define shift names and times before you can

create | AP forms. You can define as many color-coded
shifts as you need, so that you won't confuse day shift

formswith night shift forms.

From the Shifts menu on the lAPwindow, select Define
Shifts.

Onthelncident Action Plan - Define Shiftswindow,
completethefollowing:

- Shift - Shift End Time

- Shift Start Time - Shift Shade.

To save the new shift, click the Save button.
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Master Frequency List

Click theMaster Frequency List optioninthe TreeView.
Add the frequencies that for the incident to the list.

Click the Show option next to each frequency to includeit
inthe Frequency drop-down list onthel CS 205 form.

Click the Save button to save any changes.

Common Form Features

|APautomatically entersthelncident Name, Date, and
Time.

The current date and time are automatically defined as
the Dateand TimePrepar ed onanew form.

The Operational Period displaysthe current date and
day.

You can manually edit the Oper ational Period, if needed.
You must save aform after editing it. IAP does not
automatically save your forms. If you closeaform
without first saving it, IAP prompts you to saveit.

You can manually edit or override almost every entry ina
form.

Common Form Features Cont.

To create a new form

1. Click thearrow onthe New For m buttoninthe | APtoolbar.

2. Select the form you want to create from the drop-down list
that displays.
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To show multiple page numbers on a form

1. Usethescroll bar to scroll to the bottom of the new form.
2. InPage___ of __, enter the page numbers.

For example, for a two-page form, enter Page 1 of 2 on the
first page, and then enter Page 2 of 2 on the second page

of theform
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To finalize a form

Until you mark it as“final,” a formis automatically
marked “ draft” at the top and bottom of each page.

1. ClicktheMark Final buttoninthel APtoolbar.
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Selector Options

1. Click aSelector button next to arow. From the menu that
displays, you can select to: Delete Row, I nsert Row, Move
Row Up, MoveRow Down, Cut Row or Paste Row.

Highlight informationin aform and then right click your
mouse. From the menu that displays, you can select to:
Cut, Copy, or Paste the highlighted information.
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