-)uick Reference

Getting help

@ Access the I-Suite website at: http://isuite.nwcg.gov
@ Contact the [-Suite Helpdesk at: (866) 224-7677
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Working with incident information

Working with personnel data

To edit personnel data (continued)

6. Complete the information on the Payment Information tab
(for AD personnel) and on the Personnel Mailing Address
tab as appropriate.

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

el Contracts PostTine Debks Reparts Tooks Hep
cidort [ COCOS-00001 =] Inider Name | DENVERTEST B NiEieais
Personnel Add / Edit
4dd | Edit 7 Lookup |
SelectPersonnel [BERRY, DOROTHY (39559.3599) 067 B
“Fequesthumber [057 “Kind /Pasiion [ORY ~|
*LastName. [BERAY *Staus [Checkedn ] =
“FistName [DORDTHY P |
SocialSecurty Nunber [395.335959 Contracted Resouce =
T | g [ ]
Remaks [

To review and edit incident data
On the tool bar, click the Incident # drop-down arrow, and
then click to select the incident of your choice.
On the Incident Data menu, click Incident Add/Edit.
On the Incident Add/Edit screen, add or modify the
information as appropriate:
To save your changes, click the Save button.
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To manage all incidents as one

Remember, when working in this mode, you must select an
incident to post time to for each resource.

@ Fromany ITS screen, click to select the Manage All
Incidents as One check box.
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Working with personnel data
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To create/edit a crew

On the Crew/Operator Roster screen, click the Add/Edit
Crew/Operators button, or, from the menu bar, select
Personnel / Crew/Operator Add/Edit, and then click the Add
or Edit tab as appropriate.

2. Onthe Crew/Equipment tab, complete the crew information
as appropriate, and then click the Save button.

To add/edit a member/operator

1. Click the Crew/Equipment to Add To or Select Crew/
Equipment drop-down arrow, select the primary resource —
Crew or Equipment — of your choice, and then add or select
member/operator information on the Member/Operator tab
as appropriate.

2. Complete the information on the Payment Information tab
(for AD personnel) and on the Personnel Mailing Address
tab as appropriate.

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

4. Add or edit the remaining crew members or operators as
needed. Click the Save button after each new entry.

To assign all members/operators to Fed or Other

To edit personnel data

On the Personnel Add/Edit screen, click the Edit/Lookup tab.
Click the Select Personnel drop-down arrow, and then click
to select the Person of your choice.

For AD personnel, type the person’s Social Security
Number in the Social Security Number box, in the format
123456789.

Click to select the Account Code and Employment Code of
your choice.

To specify a contracted resource, click to select the
Contracted Resource check box.

This procedure only assigns the Fed or Other code to
members/operators that do not have an AD/Fed/Other
payment code.

To set the AD/Fed/Other code for all members/operators
assigned to the selected resource — Crew or Equipment — to
Fed or Other, click the drop-down arrow, select Fed or Other,
and then click the Members to... button.

On the Warning screen, click Yes to save.

tembers o Fed

Fed
Other
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Understanding the relationship
@ Contractor. A business entity that has available resources.

@ Agreement. An OF-294 — Emergency Equipment Rental
Agreement (EERA) — attached to a contractor. A contractor
may have multiple agreements.

@ Specifications. Conditions specified on the EERA that the
resource must meet to fulfill the agreement.

Specifications

Contracted
Resource

Contractor Agreement

Working with contractor data

oreements, and resburees—5

Attaching an agreement to a contractor

To create an agreement and attach it to a
contractor

Before proceeding, verify that the correct Contractor is
displayed in the Contractor Name box.

To review the list of existing contractors

Determine if the contractor already exists before creating
a new one.

Click the Contracts button.

On the Contracted Resource Add/Edit screen under Select
Type, click to select the appropriate Type.

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

If the contractor does not appear on the drop-down list,
then create one.

Contracted Resource Add/Edit

Select Resource B

Select Type Irf-' Mame " Request Numbsr | Unigue Name =
¥ Contract Equipment
Contractor Narme: - Select or Add the Contractor
® Gt s I =l and Agresment for the
" Other Contracts Agresraent Hundber: I - Selected Resource

Cnnllactul] Agreement ] Fesource ]
Add | Edt |

Mote: Uniqgue Name shows ALL contracted
resources of the selected type.

* M [TEC EQUIPMENT

* EIN 1350 |39-9399399

Address |34 CASTLEBROOK AYE

City [LOVELAND ST [co =] Zip [s0537-

Phone I[H?U] 962-2537

On the Contracted Resource Add/Edit screen, click the

Agreement tab, click the Add tab, and then complete the

following information as appropriate:

- Agreement Number

- Beginning and Expiration Date (of the agreement)

- Point of Hire (location at the time of hire).

Click the Administrative Office for Payment drop-down

arrow, select the Administrative Office of your choice, and

then click the Save button.
Contracted Resource Add/Edit

Note: Unique Name shows ALL contiacted
resources of the selected type.

Select Resourcs B :

Select Type % Name (" Reguest Number Unieue Name -
' Contract Equipment

£ Cortract Craws

" Dther Contracts

Contractor Harme I TEC EQUIPMENT j Select or Add the Contractor
and Agreement for the:

Agreerent Hurdber: hd Selected Resource

Conactor | Agreement | Resource |
Add | Edi |
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Beginuing Date [02/14/2004
Expiration Date IT 2/31/2006
IF you add a new Administrative
Office fior Payment, be sure to
Paint Of Hire IESTES PARK. CO also save the agreement.
Admminstrative Office for Payment [ COLORADD DEPT OF FOREST v CEREA e ETE S
. Dffice for Payment

To create a contractor

1. Onthe Contracted Resource Add/Edit screen, click the
Contractor tab, click the Add tab, and then complete the
following information as appropriate:

-Name - Address -ST - Phone.
-EIN/SSN - City -Zip

Click the Save button.

Proceed to the next task, Attaching an agreement to a
contractor.

To create a new adminstrative office for payment

1. Onthe Contracted Resource Add/Edit screen, click the Add
New Administrative Office for Payment button, complete
the office information as appropriate, and then click Save.

Linking resources to a contractor/agreement

To link a resource to a contractor/agreement

In the integrated environment, resources are added in
IRSS.

On the Contracted Resource Add/Edit screen, select the
appropriate Type, the Resource, and the Contractor/
Agreement of your choice.

On the Resource tab on the Edit tab, edit the resource
specifications as appropriate, create a Unique Name for the
resource, complete the Rate Type(s) and Unit(s) of
Measure, and then press TaB to advance the cursor to the
next Rate Type box.

Verify that the correct Request Number, Contractor Name,

and Agreement Number are displayed on the upper portion
of'the Contracted Resource Add/Edit screen, and then click
the Save button.

On the Warning - Check for Correct Agreement/
Contractor dialog box, click Yes.
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Posting personnel time

To post personnel time
Click the Post Time button.

On the Incident Post screen on the Personnel tab, select
the Person of your choice.

Select the Account Code of your choice.
Complete the Date, Start Time, and Stop Time.

Current Date, type =
Yesterday s (decrement) Date, type -
Tomorrow's (increment) Date, type +.

5. Select the Special code of your choice.

6. To commit the posting, click the Commit Posting button.
Incident Post Posting Personnel Fiinl OF 288
Personnel |  Ciews & Operators | Contiact Equipment, Crews and Other |

™ Check here to Post Retun Travel Day Commit Posting

Select Parsarnel Checked-In = Agcount Code *Date = Gtart Tims = Stap Time  Special Hours

[BLBEE. GiNA =] [Fawess = ——— = = =] |

Personnel Post Detail

5720/ 200 0:00

[Date Stat__[Stop _[KindCods| Special Hours AccountinglD
£/19/2004 |06 B30 [SEC2 ¥ 5 PZWESS
0 P2WE
=
F
F

E:
/214200 07! 700 [SEl
5/22/200: 05. 7.00 [SEl

Posting crew time

To post crew time
Click the Post Time button.

On the Crews & Operators tab, select the Crew Name or
Equipment Unique ID of your choice.

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

To select all Crew Members, click the Select All button.
1o select more than one Crew Member, press and hold
Crri, and then select the Crew Members of your choice.
1o select a range of Crew Members, press and hold Shirr,
and then click the starting and ending Crew Members for
that range.

Complete the Date, Start Time, Stop Time boxes.

Select the Account Code and Special code of your
choice.

Click the Commit Posting button, and then click OK.

#_ Incident Time System
Fle IncidentData Persornel Cortracts PostTime Debits Reports Tooks Help

5/23/2004 |08 2000 |SE
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'I.I' Incident Post Posting Crews Pint0F2e8

el | Crews & Operators | Contract Equipment, Crews and Other |

I Use Enter Kep s Tab for Posting

To post return travel time
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i
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Posting a return travel day sets the Special code to TVL
and the number of Hours to 0 (zero).

On the Incident Post screen on the Personnel tab, select
the Person of your choice.

Click the Check here to Post Return Travel Day check box.
Complete the Date and Start Time boxes.
To commit the posting, click the Commit Posting button.

Locked postings

I Check here ta Post Retun Travel Day = Account Code LMOND ‘TERESA ‘Ehscked\n ‘sassseass ‘FED
™ 5 STEVE Checkedin (939993999 |FED'

BASTIAN, NATISHA | Checked-I PZWESS K oeein | sasasuom  |reb

35 FED
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(Eh p [A0STIN o 5
b [DEBRA |Checkedin |33393999:
Commissary’
Debis &

9 |FeD
9 [FeD

Addiions

To identify locked postings

When an Original Invoice (OF-286 or OF-288) is printed,
all postings for that period are locked to prevent adding
or editing of posts. No postings for dates prior to or equal
to the End Date of the latest invoice are allowed. To post
time for a locked period (shaded rows), the invoice for
that period must be corrected.

Incident Post Posting Personnel P OF268
Personnel | Crews & Operators | Contract Equinment, Crews and Other |

™ Check here to Post Retum Travel Day Commit Posting

Select Persomnel Checked-In " fecount Code “Date = Statt Time * Stop Time Special Hours

|!ALEEE,G\NA | |P2WESS | |_f_/_ | | | | | | |

Personnel Post Detail

Date KindCode | Special AccountinglD

05/15/2004 SEC2 ¥ P2ZWESS

05/20/2004 SEC2 P2WESS

06/21/2004 SEC2 P2WESS

05/22/2004 SEC2 = P2WESS

05/23/2004 SEC2 P2wWESS

Incident Time System: Error Adding Post

Etror(s) adding post:

Cannot hawe an activity date prior to or the same as the End Date For the latest INVOICE!
Activity Date: 05/20/2004
Invoice Date: 5/20/2004

Posting time for contracted resources

To post time for contracted resources

Click the Post Time button.

On the Contract Equipment, Crews and Other tab under
Select Type, select the equipment type of your choice

Select the Contractor Name of your choice.

Select the Equipment Unique ID or Request Number of
your choice.

Select the appropriate Primary and Special rates.
Select the Account Code.

Under Post Options, click to select the appropriate option,
complete the Rate Type, and if appropriate, click to select
the 1/2 Rate check box(es).

Post the appropriate required information for the Rate Type
and Unit of Measure.

To commit the posting, click the Commit Posting button.

To post Do this

Complete Start Date and End Date.
Complete Date and Start and Stop times.

Daily rate
Hourly rate
Mileage Complete Date and Miles.

Each Complete Date and Each.
For equipment being used on any given day, but still under hire,
enter a minimum of 15 minutes and 1 mile.
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Posting deductions and additions

To post debits/additions to a personnel resource
Click the Commissary / Debits & Additions button.
On the Personnel tab, select the Person of your choice.
Enter the Activity Date.

Working with invoices

To print an original 286

Be sure to set the Last Date Included on Invoice to
include ALL of the time that has been posted.

On the Incident Post: Posting Equipment screen, click the

Print OF286 button.

On the OF-286 dialog box under Select Type, select the
appropriate type.

Enter a description of the Commodity.
Enter the Purchase Amount of the commodity.

To post an addition, enter the Purchase Amount as a

. Select the Contractor Name, Agreement, and Equipment of
negative number.

your choice.

To save the charges, press TAB to advance to the next line. .
£S5, P Select the Last Date Included on Invoice for payment.

#_ Incident Time System
File Incident Data Personnel Contracts Post Time Debits Reports Tools  Help
B | & @ ¥ | [2] incident [ C0-COS-000001 | incident Hame [DENVERTEST =] T Manage AllIncidents 23 One

Select the Release Date/Time, and then click Save.

If this is a partial payment, DO NOT complete the Release
Personnel | Contactor | Date/ﬁme .

P Checkettin Personnel Debits Under Print Options, select Preview/Print ORIGINAL

ACKLER, RON
e — P Invoice.
= ‘ Under Report Options, click the report option of your
Commissany

Bt choice.

Personnel

To preview and then print the report, click the Preview/
Print Invoice button, and then click the Print Report icon.

Emergency Equipment - Use Invoice

[Eu— andior
Itemized Deductions

- - Select Type Contractor. [ T&C EQUIPMENT = Release Date/Time
To post debits/additions to a contractor resource & Conbiact Equipment l =

" Cortract Crews

Click the Commissary / Debits & Additions button. C Ot Contracts | Areement [C0-0214:31552 |

On the Contractor tab under Select Type, select the Ecuionnt [TANYAS COMM TRAILER =] Do |
appropriate type.

. Last Date Included an Invaice: |05/20/2004 - T — -
Select the Contractor Name of your choice, and then select il el | Sl e Jm b Encriiny
the Contract Resource of your choice. — S

LR Py /Print DRAFT o ¢ OF-286 with Itemized Deductions
Enter the Act1v1ty Date. 'ev_‘ew r_m nvmce_
% Preview/Frint ORIGINAL Irvoice ) OF-286 Only

Enter a description of the Commodity.  Preview/Pint DUPLICATE ORIGINAL Invoice € Itemized D esuctions Grly

Enter the Purchase Amount of the commodity.

Delete Last Invoice For

1o post an addition, enter the Purchase Amount as a Selooted Resource

negatlve numben Send Invoice Dirscty
Ta Printer

To save the charges, press TaB to advance to the next line.

Previev/Print Invoice

#, Incident Time System
File IncidertData Personnel Contracts PostTime Debis Reports Tools Help
B am x| Inaident # | C0-COS-000001 | Incident Name | DENVERTEST =] T Manage Al Incidents as One

To correct an original 286 that has already been
printed

Persornel

Personnel | Contractor |

Contractor Debits To correct an Original OF-286 Invoice that has already
Select Type . . ) K
 Contact Eqr been printed, delete the old invoice, make appropriate

Contractor Name | BRIAN CONNOFR: = Conlract Crews

Cortract Resource [BRIEN CONNER PU, E-325 =] | © Other Contracts COrreCtiOnS, and then create and prlm‘ the new invoice.

= Activity D ate = Commadity * Purchase Amount

05/20/2004|FIRE RESISTANT BOOTS $200.00) 1 On the Repﬂrts menu. CliCk OF'_286
. . .

Commissay/ * [ Additions

Debits &
Addiions i .

‘ anssaive o ot On the OF-286 dialog box, complete the Contractor,
b o e OF 585 Agreement, and Equipment boxes.

Block 27 Additions.

Click the Delete Last Invoice For Selected Resource
556” button, and then click Yes on both Warning screens.

Equipment

Personnel

Tt [T On the Delete Reason screen, enter a reason for deleting
the last invoice, and then click OK.
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Working with invoices

To print an original 288

On the Incident Post screen on the Personnel or Crews &
Operators tab, click the Print OF288 button.

On the OF-288 dialog box, select the person or crew of
your choice.

Select the Last Date Included on Invoice for payment.

Working with invoices

To correct an original 288 that has already been
printed

To correct an Original OF-288 Invoice that has already
been printed, delete the old invoice, make appropriate
corrections, and then create and print the new invoice.

The Last Date Included on Invoice will default to the last
post date. Be sure to set the Last Date Included on
Invoice to include ALL of the time that has been posted.

Under Print Options, sclect Preview/Print ORIGINAL
Invoice.

5. Ifapplicable, click the Final Invoice check box.

For partial pay, DO NOT select Final Invoice..

6. To preview and then print the report, click the Preview/
Print Invoice button, review the invoice, and then click the
Print Reporticon.

(<o

Emergency Firefighter Time Report
T e o v
Cre Mams - [l
(= Select a Speciic

Persor: [ALMOND, TEFESS =], Person
~ Select al
Last Date Included on Invoice: | 05/25/2004 B Personnel

Print O
© Preview/Print DRAFT Invoice
& Freview/Piint ORIGINAL Invaize s wil print 10 yout windows]
 Preview/Piint DUPLICATE ORIGINAL Invoice(s) efault Printer.

¥ Final Invaice

Delete Last Invoice For

oo Rocourcs | Preview/Print Invoice

Send lnvoics Directly
to Prinker

T aticns Fmber
. 2004-CO-COS-000001-000407F
AMY'S CAMP CREW ORIGINAL OV2V2004 - 024200 | Offieial # 01

2 z il Buployment. (X cne) 4. Type of Enploymen. (X one)
O e H [ Bl Regular fort Enplryee O Oer

53 Emergency FireFighter Time Report, OF-288 r‘, e

i Tapeier Lo,
O Discurmed O 0w | O ¥es o
I CASE OF ACCIDENT NOTIFY

N ZIP CODE MUST BE ENTERED BELOW
10. Home (Ficet, biadle, Lust) 15 Home
TERESA ALMOND

16 Simeet Address

‘13 E™ T+ 2 Code 7ty |m St ‘w Teteohons o

20. FIRE LOCATION IDENTIFICATION
» Cobmn 4 3 Cobmn B Cobmn C Cobmn D
1.7 Hu TFm Hom L P Hom
DENVERTEST DENVERTEST DENVERTEST
 Fom o, Rcn o o T TR o o T TR
CO-COS-000001 |P2WIES CO-COS-000001 |P2WIES CO-COS-000001 |P2WIES
T Locaton, - tnn Fim Locaton,

[DENYER. CO_ [DEWVER
. Fom ik U lriiatin. T . P fighn: Clrifiatin.
ce ‘ ce

2004 Datacd lma
T " o (B [ e | S
T Pl il i

500 5| 241230 | 12:00
300
400
550
400
530
400

3600 |summwm  ——» 550 |ommmw  —p

ey r—
T o

ey r—
» T Tz 3

e bisoa -so4 R »
T T O B 7 T Ol T

3 Dok Sigmd EErwr—y

Only the last column of posted time requires a signature;
signature boxes for all other columns with posted time
are grayed out. When Final Invoice is selected, a blank
column for travel time is included on the invoice.

On the Reports menu, click OF-288.
On the OF-288 dialog box, select a person or a crew.

Click the Delete Last Invoice For Selected Resource
button, and then click Yes on both Warning screens.

On the Delete Reason screen, enter a reason for deleting
the last invoice, and then click OK.

Faxing time reports

To fax a Personnel Time Report

Requirements:
- A fax modem properly installed and correctly configured (see

Fax Setup QRC).

- A fax/printer device set as the default printer.

Criteria for generating a Personnel Time Report:
- A person with time posted, an assigned fax number, an

employment code of FED or OTHER, and NOT demobilized.

Personnel Time (Fax/Print) [oee. e sopioment code of FED"
e Fos Number

[e0j7792075.

1. Under Reports, click Personnel Time Report (Fax/Print).

alid 10-digit Fax i
- Employees have time posted within the dates
shown.

e o e agency orphone pumber. oothjgfos Derotessac
Noe: Selecing s nchedalpeson,wilslct ol
people assined o the same fics o payment

' O
=
& Cl20807555
[ CHaRLES ZEEk

=0

£ F 302880727 RSN - s
I DUSTIN LAFFAERIERE. 32
EIFRED JASPER “Enddate 472772005 <)
[EIHEIDI BARALAS . ; =
B UEssich 6o00E Tine Unit Leader’s Name [John Rancock
EIVOEL FISCHER Time UritLeaders Phone # 4015552211
RICK COWELL
EITCGHISLETTA
WILL BOGDANOFF

& 302390727 Preview/Pi Repost
[CILISA KEWMAN

& REs27S —
[EIGAIL ROBERTS e

- [ TR | 5
[EIMARY T ANDERSON I L

Th b e st s . kbl

Focpari . Pt T ]
Check Al ClearAl i

T o

2. Onthe Personnel Time Report screen, select a Start Date

and End Date, and then enter the Time Unit Leader’s
Name and Phone.

As the date range is selected, the treeview box on the left
will be populated. If it does not populate, then one or
more of the criteria detailed above has not been met.

Click to select the offices to which the report will be sent,
and then click the Fax Report button.

A warning message will appear; DO NOT click OK on
the warning message screen until the Fax Printer has
been set as the default printer. The fax number for each
report will appear in the Current Fax Number box on
the Personnel Time Report screen. The Send Fax Wizard
screen will appear for each selected fax number.

Each time the Send Fax Wizard screen appears, enter the
appropriate information using the fax number in the
Current Fax Number box.
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