I-Suite Administrator’s Guide

This I-Suite Administrator’s Guide explains how to download and install
I-Suite and use the AdminTool to manage your incident databases. Topics in
this guide include:

e QGetting started

*  QGetting help

* Installing I-Suite

* Managing security

»  Setting up the server and client personal computers
* Managing your incident databases

* Exporting files to the data repository

* Importing ROSS data files.

Getting started

This section outlines the basic system requirements to install and use the I-
Suite application and provides an overview to the I-Suite AdminTool. Topics
in this section include:

¢ Understanding the basic I-Suite system requirements
*  Using the I-Suite AdminTool.

Understanding the basic I-Suite system requirements

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

* Internet Explorer version 5.5 or higher
*  Microsoft Windows 2000 or higher, with administrator privileges.

Using the I-Suite AdminTool

Admintool.exe is a program that allows you to perform a variety of
administration functions for [-Suite. The types of functions you can perform
using the AdminTool include:

e changing your AdminTool password

* changing your ITS password

* create, attach, and detach your incident database
» backup and restore your incident database

» convert the incident database to MS Access.

When working in the server/client environment, remember these key points
when using the AdminTool:
e Use the AdminTool only on the server machine.

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

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

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

For specific information about using the AdminTool to set up personal
computers for an incident, see “Setting up the server and client personal
computers” and “Managing your incident databases,” later in this chapter.

This section explains how to access and locate help information. There are
three basic ways to obtain help information for I-Suite applications:

*  Access the I-Suite website. This site contains a wide array of I-Suite
information, including software downloads, updates, and user
documentation.

e Contact the I-Suite Helpdesk. If you are unable to answer your question
using the [-Suite website, contact the [-Suite Helpdesk at (866) 224-7677.

To locate help information on the I-Suite website
1 Start your Internet browser.
2 In the Address box, type http://isuite.nwcg.gov, and then press ENTER.

3 On the Welcome to I-Suite webpage, click the application icon of your
choice, and then click to select the topic of your choice.

The following diagram shows the ITS application icon on the Welcome to
I-Suite webpage.
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The following diagram shows the ITS webpage and a list of available topics.

2} ITS - Microsoft Internet Explorer provided by USDA Forest Service P [ 55
Fle Edt View Favortes Took  Help |
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Incident Time System
The Incident Time System (ITS) is a product component of the I-Suite Incident System. The functions of the ITS are related to the collection
and tracking of incident time for Federal, Casual (4D), miscellansous persannel, also for Emergency Contracted Equipment.
home
Description Date Format
s LTS Bugs/Tips Page 7/19/03 HIML
[TS version 3.18 Changes 74103 PDF
TS User Guide 75103 EIFPED FILE
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To display help information within an I-Suite application
*  On the menu bar, click Help, and then click Support.
The following diagram shows the ISuite Support dialog box.

For 1Suite suppor, gquestions, problems, and suggestions:

Email: inc_help@dms.nweg.gov
24-Hour Phone: 916-7/99-3586
Softeeare Updates: waww ts fed usfrBffirgfincident

Effective July 7. 2003
Email: inc_help@dms.nwog.gov
24-Hour Phone: 866-224-7677
Software Updates: hitp:/fisuite @nwog.gov
(Do not use wiwn)

To contact the I-Suite Helpdesk

The I-Suite Helpdesk schedule is based on fire season, Eastern Time:
November 1st - March 31st 0800-2000
April 1st - October 31st 0700-2300.

e Call (866) 224-7677, or email inc_help@dms.nwcg.gov.
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To obtain a copy of I-Suite user guides

1
2
3

Installing I-Suite

Start your Internet browser.
In the Address box, type http://isuite.nweg.gov, and then press ENTER.

On the Welcome to I-Suite webpage, click the application icon of your
choice, and then click to select appropriate User’s Guide.

This section explains how to download and install the I-Suite application,
including the I-Suite application and the update patch. The I-Suite application
is comprised of the following software application:

Admin Tool

I-Suite Merge/Split (IMS)

Incident Resource Status System (IRSS)

Incident Cost Accounting and Reporting System (ICARS)
Incident Time System (ITS)

Incident Action Plan (IAP).

To download and install software on an agency personal computer, you must
follow that agency’s regulations and requirements. You may also need
Administrator access granted before starting this process. For more
information, contact your agency System Administrator.

To download the I-Suite application from the I-Suite website

1
2
3

Start your Internet browser.
In the Address bar, type http://isuite.nwcg.gov and then press ENTER.

Click the download link that corresponds to downloading
I-Suite2004.exe.

On the File Download dialog box, click Save this program to disk, and
then click OK.

On the Save As dialog box, save isuite2004.exe to a location of your
choice, and then click Save.
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The following diagram shows the File Download dialog box.

File Download x|

r'ou have chosen to download a file from this location.

15uite2004. ee from 166.6.4.75

what would you like ta do with this file?

™ Run thiz pragram from its curent location
' Save this program to disk

¥ &lways ask before opering this pe of file

]9 I Cancel | Morelnfnl

The following diagram shows the Save As dialog box, In this example,
ISuite2004.exe is being saved to the desktop.
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My Documents
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This process takes several minutes. Please be patient!

To install I-Suite2004 on your personal computer

Be sure to exit all software applications before starting the installation
process. Once ISuite2004 installs, your personal computer automatically
restarts.

1 On your desktop, double-click isuite2004.exe.

This process takes several minutes. Please be patient!

2 On the ISUITE2004 - InstallShield Wizard dialog box, click Next.
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3 Once the installation is complete, click Finish on the ISUITE2004 -
InstallShield Wizard dialog box.

Once your personal computer restarts, you can delete the ISuite2004.exe file.

The following diagram shows the ISUITE2004-InstallShield Wizard dialog
box.

ISUITEZ004 - InstallShield Wizard

Wwelcome to 1-Suite Yersion 2004.00.01. installation [Installer Yerzion10.05.43
(06/18/2004) FULL)

The InstallShield® \wizard will update the installed version [3.01.023] of |-5uite 04.00.01 instaling
an WIN2000 with Administratar Priviledges to wersion 04.00.00. Ta continue, click Next.

Managing security

This section identifies some security measures and precautions available in
the AdminTool. Topics in this section include:

*  Maintaining passwords
*  Clearing out Social Security Numbers.

Maintaining passwords

Your AdminTool and I-Suite passwords are to be kept confidential. You must
abide by the following rules when determining and changing your passwords:
» Change your passwords every 90 days.

*  Specify a combination of at least six but no more than 30 letters and
numbers.

*  Use both upper and lower case characters.
* Do not share your passwords with anyone.

For example, while “mi1kDUD” is a valid password, “milkdud” is not!
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To change your AdminTool password

Changing your password is performed using the Administrative Tool that is
located on your personal computer.

1
2

On your desktop, double-click the AdminTool icon.

On the Login dialog box, click the Server drop-down arrow, and then
click to select the Server name of your choice.

The Server name consists of your personal computers Full computer
name and the folder name \ISUITE. For example, PC9778\ISUITE is a
valid Server name.

To locate the Full computer name for your personal computer, on your
Desktop, right-click My Computer, click Properties, and then click the
Network Identification tab.

In the Password box, type the current Password, and then click OK.

On the I-Suite Administration Tool screen on the Security menu, click
Change AdminTool Password.

On the Change Password dialog box in the Old Password box, type the
current Password.

In the New Password box, type the New Password.

In the Confirm New Password box, type the New Password, and then
click OK.

The following diagram shows the Login dialog box.

=101

Servers:

Pazsword: I
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The following diagram shows the Change Password dialog box and the I-
Suite Administration Tool screen.

[ E—— . ' .
il 7 1-Suite Administration T [
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To set or change your ITS password

Changing your password is performed using the Administrative Tool that is
located on your personal computer.

1 On your desktop, double-click the AdminTool icon.

2 On the Login dialog box, click the Server drop-down arrow, and then
click to select the Server name of your choice.

3 In the Password box, type the current Password, and then click OK.

4  On the I-Suite Administration Tool screen on the Security menu, click
Set ITS Password.

5 On the Set ITS Password dialog box in the Old Password box, type the
current Password.

6 In the New Password box, type the New Password.

7 In the Confirm New Password box, type the New Password, and then
click OK.

The following diagram shows the Login dialog box.
(ol x|

Servers:

Pazsword: I

ar LCancel
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The following diagram shows the Set ITS Password dialog box.

. Change ITS Password -0l x|
General Instructions

Fasswords must be lefters or numbers, and can be
1-12 characters long.

Old Pazzwaond: Il

Mew Pazsword: I

Corfirn Mew Pazzword: I

(]9 I Cancel |

The following diagram shows the Set ITS Password dialog box that displays
when a previous password did not exist.

=10l x|

%, Set ITS Password 3
General Instructions

Passwords must be letters or numbers, and can be
1-12 characters long.

Mew Pagswaord: ||

Canfirmn Mew Pazzwond: I

Ok LCancel

To clear your ITS password

1 On the ITS menubar, click Exit ITS, or click Exit on the File menu.

2 Start Windows explorer, and then locate C:\isuite\program files\admin.
3 Double-click Admintool.exe.
4

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

9]

In the Password box, type the current Password, and then click OK.

6  On the I-Suite Administration Tool screen on the Security menu, click
Clear ITS Password.

Clearing out 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 [-Suite database.
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To clear SSNs and EINs from the I-Suite database

1

4

On the I-Suite Administration Tool screen on the Security menu, click
Clear SSN/EIN.

On the first warning message on the Clear SSN’s and EIN’s dialog box,
click OK.

On the second warning message on the Clear SSN’s and EIN’s dialog
box, click OK.

On the Complete dialog box, click OK.

The following diagram shows the first warning message on the Clear SSN’s
and EIN’s dialog box.

Clear 55K's and EIN's =]

Q You are about ko set all of the S5K's and EIM's to 9's

in the 'TSuiteTest421' Dakabase.

Are you SURE wou want bo do Ehis?

Yes o

The following diagram shows the second warning message on the Clear
SSN’s and EIN’s dialog box.

Clear 55N's and EIN's |

Q Once done wou CAMMOT recover the overwritten data.

‘ou musk be YERY positive about what wou are about ko da,

S0 again ARE ¥OU SURE vwou want ko overwrite all 35M's and EIN's in the Database?

Yes Mo |

The following diagram shows the Complete dialog box.

Complete x|

@ |pdate Complete

Setting up the server and client personal computers

This section explains how to set up server and client personal computers for
an incident. Remember these key points when running I-Suite in fire camp:

Remove all DNS and WINS addresses from the Advanced TCP/IP
settings.

Verify that the personal computer has Internet Explorer version 5.5 or
higher before installing I-Suite. Otherwise, you must uninstall I-Suite,
upgrade Internet Explorer, and then reinstall I-Suite.

10
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* If McAffee virus protection is running, stop it before installing I-Suite.

* For Forest Service A31 laptops, ignore the .dll error messages during the
installation. These errors do not affect performance.

* Use an empty database whenever you start a new incident. Keep an empty
database available for your next incident.

*  Backup the incident database many times during the day, especially after
significant data entry. Save it to another location other than the server
machine, such as a compact disc, zip disk, or thumb drive at least once
daily.

* To avoid a hanging connection when you shut down IRSS, or when
running a backup or compact and repair, map to the snap server IP address
instead of a drive letter.

To stop the MS SQLServer on a client machine - for Windows
2000

Stop the MS SQLServer on your client machines to enhance server
performance.

1 On the Windows taskbar, right-click the MS SQLServer icon, and then
point to MS SQLServer - Stop.

2 On the SQL Server Service Manager dialog box, click Yes.

The following diagram shows the SQL Server Service Manager dialog box.

S0L Server Service Manager

@ Are you sure wou wish ko STOP the MSSQLEISUITE service on YWPCI9620ISIITE?

Yes Mo

Managing your incident databases

This section explains how to use the AdminTool to create, attach, and detach
incident databases to your I-Suite applications. This section also explains how
to backup and restore an incident database, and outlines two methods for
accessing the database from MS Access.

To access the administrative tool

1 On your desktop, double-click the AdminTool icon.

September 22, 2004
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2 On the Logon dialog box in the Server box, type the name of the Server,

in the format [computername N SUITE.

The server name consists of your personal computer’s full computer
name and the folder name \isuite. For example a valid computer name is
pc9962\isuite.

To locate the full computer name for your personal computer, right-click
My Computer on your Desktop, and then click the Network

Identification tab.

3 In the Password box, type the admin tool password, and then click OK.

The following diagram shows the Login dialog box.

+{ Login

Servers: IF'ESSE2\ISLIITE

Paszword: I

LCancel |

The following diagram shows the I-Suite Administration Tool screen.
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To create an incident database

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

1 On the I-Suite Administration Tool screen on the Action menu, click

Copy database.

12
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2 Onthe Copy Database dialog box, click the Master Data File Source of
Database drop-down arrow, and then click to select
C:\isuite\database\isuite.mdf.

3 In the Name of the Copy box, type the Incident Name, and then click
OK.

The File Path of New Database box displays the complete file location of
the new incident database.

The following diagram shows the Copy Database dialog box.

4 Copy Database =10l

td aster Data File Source of D atabasze:

| |

Mame of the Copy:

File: Path of Mew Databaze:
IE:\ISuite\Databaxe\

Ok I Cancel

To attach the incident database

1 On the I-Suite Administration Tool screen on the Action menu, click
Attach database.

2 On the Attach Database dialog box, click the MDF File of Database to
attach drop-down arrow, click to select C:\isuite\database\[incident
name].mdf, and then click OK.

The following diagram shows the Attach Database dialog box.

4. Attach Database 1Ol =l
MOF File of database to attach:

IE:'\Isuite'\Database\ |

LOF File Found:

Attach az I
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To detach the incident database

Before you can copy, move, or rename an incident database, you must first
detach it.

1 On the I-Suite Administration Tool screen under Database, click to
select the database name you want to detach.

2 On the Action menu, click Detach Database.

To access the attached incident database from a client machine
1 Double-click the I-Suite application of your choice.

2 On the dialog box that appears, click the Server drop-down arrow, and
then click to select the Server of your choice.

If the server name does not display as a choice, type the name of the
server in the Server box.

3 Click the Database drop-down arrow, click to select the Database of
your choice, and then click OK.

If the incident database name does not display as a choice, type the
name of the incident database in the Database box.

The following diagram shows the IRSS Server and Database Selection dialog
box.

#: IRSS Server and Database Selection x|

Serser |Database  [LastConnect [ =erver
[PCaseysUTE |

Database:
ISuite Testd2

0K I Cancel

To backup the incident database

To recover a backup incident database, you must know the logon password.

You do not need to log off or close applications during this process.

1 On the I-Suite Administration Tool screen on the Action menu, click
Backup database.

14
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2

On the Backup Database dialog box, click the Database drop-down
arrow, and then click to select the database name of your choice.

The backup name is automatically created in the Name box, in the format
[filename]_date_time.

Click the Backup to drop-down arrow, click to select the file location of
your choice, and then click OK.

The following diagram shows the Backup Database dialog box.

4 Backup Database 10| x|
D atabaze:

Marne: ILDmat_l.JpeSITS_D3‘| 704_080413

|' Destination Folder

Backup ta: IC:'\Isuite'\B ackup |

Ok I Cancel |

To restore the backup database

Restoring the backup database overlays your current incident database with
the backup database. Before starting this process, create a copy of the
current incident database.

1

On the I-Suite Administration Tool screen on the Action menu, click
Restore database.

On the Restore Database dialog box, click the Restore as database
drop-down arrow, and then click to select the database of your choice.

Click the Restore from drop-down arrow, click to select the file location
of the backup database, and then click OK.

September 22, 2004

15



I-Suite Administrator’s Guide

The following diagram shows the Restore Database dialog box.

+_ Restore Database =10l x]
Festore az databaze: ILomatype3|T5 j
Restore fram: IE:\Isuite'\Backup'\ |

¥ {Force restore over existing databass

Restore Az | Original File

1| | ]

ok LCancel |

Accessing the database from MS Access

This section explains two methods for accessing an [-Suite database from MS
Access.

To access a database from MS Access - preferred method

This method allows you to create queries and reports in the same manner as
if you were directly in MS Access, but also allows you to perform limited
editing of the database tables.

1
2
3
4
5

9

Start Windows Explorer, and then navigate to c:\isuite\database.
Double-click ISuiteMSDE.adp.

On the Login dialog box, click Cancel.

On the File menu, click Connection.

On the Data Link Properties dialog box under 1. Select or enter a
server name, click the drop-down arrow or type the server name.

For example, type ISUITEVSUITE.

Under Enter information to log on to the server, click Use a specific
user name and password, and then type ctspctso in the User name box.

In the Password box, type the AdminTool password.

Click to select 3. Select the database on the server, and then click the
drop-down arrow or type the database name.

Click the Test Connection button.

10 On the Data Link Properties dialog box, click OK.

You can now display all tables in the database window. Queries are linked as
tables and display on the tables window, not the queries window.

16
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The following diagram shows the Login dialog box.

Ictspctsp

Zancel |
Password:

The following dialog shows the Connection option selected on the File menu.

Microsoft Access - [ISuiteMSDE (disconnected) : Database]
J File Edit Wiew Insett Tools ‘Window Help

|00 e, Ctrl+h §| ) |& -
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™ R Chrl5
Save As..,

Expart, ..
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@, Primt Prewview
&= Brint... CErR

Send Ta 2
Database Properties

1 Crhisuiteidatabase) ISuiteMSDE
£ Morthwind Sample Database
3 Contacts Sample Database

4 Address Sample Database

Exit

The following diagram shows the Data Link Properties dialog box.

B3 Data Link Properties |

Connection | Advanced | &1 |

Specify the following to connect to SOL Server data:
1. Select or enter a server name:

|ItD1 Fisuite \isuite x| Bsfresh |

2. Enter information to log on to the server:
" Use Windows NT Integrated security

% Use a specific uzer name and password:

Uzer hame: Ictspctsp

Pazsword: I“"“"’“‘ﬂ
[ Blank password [ Allow zaving password
3 1% Select the database on the server:
Imsdetraining408 j

(™ Altach a databaze file as a database name:
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zing the hlename:

| .
Test Connection |

ak I Cancel | Help |
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To access a database from MS Access - use with caution
1 Start Windows Explorer, and then navigate to c:\isuite\database.

2 Right-click ISuiteMSDE.dsn, click Open, and then click to select
Notepad on the Open With... dialog box.

3 In Netepad, change the following information

- DATABASE=your database name
- SERVER=the name of your server with \isuite
- WSID=your computer name.

4  When finished, click Save on the File menu, and then close Notepad.
5 Start MS Access, and then create a new blank database.

6  On the File menu, point to Get External Data, and then click Link
Tables.

7 On the LINK dialog box, click the Files of type drop-down arrow, and
then click to select ODBC Database().

8 On the Select Data Source dialog box, click the File Data Source tab,
click the Look in drop-down arrow, click to select
c:\isuite\database\ISuiteMSDE.dsn, and then click OK.

9 On the SQL Server Login dialog box, type ctspctso in the Login ID,
type the AdminTool password in the Password box, and then click OK.

10 On the Link Tables dialog box, click the Select All button, and then click
OK.

Yo may also click to select only those tables you want to access, and then
click OK.

11 For each table that displays on the Select Unique Record Identifier
dialog box, double-click the first field on the top in the list.

You can now display all tables in the database window. Queries are linked as
tables and display on the tables window, not the queries window.

The following diagram shows the ISuiteMSDE.dsn database as displayed in
Notepad.

& ISuiteMSDE.dsn - Notepad
Eile Edit Format Help

[oDEC]

DRIVER=5QL Serwver

UID=ctspctsp

DATABASE=ASPER

WSID=pcl7 53005

APP=MIcrosoft® AcCcCess
SERVER=pPCLl753005r%ISUITE
Description=ISuite MSDE wia MsSAcCCess
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The following diagram shows the Microsoft Access dialog box where you can
create a new database.

Microsoft Access

ASPENTEST

Kt dwadminpersonnelipersonnel
E:t2a0ze1MoClellan_Supply
CADOCUME=1dtate). . \MeClellan_Supply

The following diagram shows the Link Tables option selected under Get
External Data on the File menu.

Ed Microsoft Access
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The following diagram shows the options under the Files of type drop-down

arrow.
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Iy eBooks
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Cuklook(y

Select Data Source

File Data Source I Machine Data Source
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DSH Marne: MNew...
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You can uze any file data source that refers to an ODBC driver which iz installed
ar yaur maching.
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The following diagram shows the SQL Server Login dialog box.

50L Server Login

|

The following diagram shows the Link Tables dialog box where you can
select the table(s) of your choice.

Link Tables

The following diagram shows the Link Tables dialog box where you select the
unique record identifiers.

Link Tables

dba, ~TMPCLP192151
dbo, 203 _Assignments
dbo,203_Template
dbo, 204 _Zam
dbo.204_Resources
dbo.204_Template
dbo.205_Channels
dbo.206_Medical
dbo.220_Helicopters
dbo,220_PersFreg
dbo.220_Task

dbo. AccountingCodes
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The following diagram shows the database window in Microsoft Access that
displays all tables.

Microsoft Access
JEiIe Edit Yiew Insert Tools Window Help

DFEHEZEY =R
s=test : Database
B Open B Design & New | X | LY

Objects ( table in D | @ dbo_eeo_Task
& Tables Create table by using wizard 0@ dbo_accountingCodes

Create table by entering data 0@ dbo_pcres

#@ dbo_203_Assignments +® dbao_AdminDffice

& Forms »@ dbo_203_Template +® dbao_Agreement

| »@ dbo_204_Com 0@ dbo_airDay

0@ dbo_Z04_Resources 0@ dbo_Conkrackor

#@ dbo_204_Template 6@ dba_Contractoradjustment:
#@ dbo_205_Channels +® dbo_ContractorPost

»@ dbo_z06_Medical 0@ dbao_CustomReparts

»@ dbo_Z20_Helicopters 0@ dbo_Daily

#@ dbo_220_PersFreq 6@ dba_Defaults

ol |

=t Queries

Groups

Exporting files to the data repository

This section explains how create and then export I-Suite data files to the data
repository. At each team transition and at the end of an incident, upload all
I-Suite database files to the data repository.

Save repository files in your isuite/Repository folder on the C: drive of your
personal computer.

You must know your team’s DMS username and password to access the
repository site. Contact your Incident Commander or the I-Suite helpdesk for
more information.

To create a data repository file

1 On the I-Suite Administration Tool screen on the Action menu, click
Create Repository file.

2 On the Create Repository File dialog box under Managed As, click to
select one of the following

- Incident
- Complex.

3 Under Incidents, click to select one or more incident name check boxes
to export that incident data to the repository.

4 Under Source File, click to select the database file of your choice.

5 On the End of Incident dialog box, click Yes or No, as appropriate.
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6 On the Repository Files Created dialog box, click OK.
The following diagram shows the Create Repository File dialog box.

. Create Repository File o ] 1|

Source File

—Managed Az
f* Incident = Complex

IC:\isuite\D atabazehl Suite T extd 20, mdf |

r Incidents
[~ DENWVERTEST Host | Application

[ SLIDE IMCIDENT
[~ TREE FIRE

Cancel |

The following diagram shows the End of Incident dialog box.

End Of Incident |

@ Is this the end of the incident?

The following diagram shows the Repository Files Created dialog box.
Repository Files Created E x|

@ Created the following repositary file(s) in the repositary direckory
CO-COS5-000001_DEMVERTEST 200406221240

CCO-NTF-000002_SLIDE _IMNCIDEMT 20040622 1241
CC-ROF-000001_TREE_FIRE_Z0040622_1241

To upload the data repository file
1 Start your Internet browser.

2 Inthe Address bar, type https://isuitetest.nwcg.gov/ and then press
ENTER.

3 On the first Security Alert dialog box, click OK.
4 On the second Security Alert dialog box, click Yes.

5 On the Enter Network Password dialog box, type your team’s DMS
User Name and DMS Password, and then click OK.
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6 On the ISUITE Upload Form dialog box, click the Browse button for
File 1, navigate to, and then click to select the data repository file of
your choice.

Remember, the default folder location to save data repository files is
C:\isuite\Repository.

7 Repeat step #6 for every data repository file of your choice.

You can upload up to three data repository files at a time.

8 Click the Upload button.
The following diagram shows the second Security Alert dialog box.

Security Alert x|

rio 'ou are about ko view pages over a secure connechion.
a

A information youw exchange with thiz site cannot be
wviewed by anyone elze on the *Web.

[T Inthe future, do not show thiz warning

i Morelnfo |

The following diagram shows the second Security Alert dialog box.

Security Alert x|

rir“l Information you exchange with this site cannot be viewed or
?. changed by others. Howesver, there is a problem with the site's
* zecurty certificate.

0 The security certificate iz from a trusted certifving authority.

e The zecurity certificate date is walid.

The name on the security certificate does not match the
name of the zite,

Do you want ko proceed?

Yes | Mo I Wiew Certificate
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The following diagram shows the Enter Network Password dialog box.

Enter Metwork Password i 2=l

Fleaze type your user name and paszward.

Site: isuitetest. g, gov
Realmn ISLITE Lagin
Lszer Mame ||

Password I

[ Save this password in your password list

=101

J File Edit Wew Favorites Tools  Help ‘
J Back ~ = - () ot | iQsearch [EfFavorites & BHistory ||%- S HE
J.ﬁ.gldress@ i j G0 |JLinks *
-
ISUITE Upload Form
File 1: | Browse... |
File 2: | _Browse..|
File 3: | _Browse..|
Upload! |
[
|&] Dore |_|—é_|ﬂ Inkermet 4
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The following diagram shows the Choose file dialog box that shows the
default folder location for your repository files.

Choose file

2%

] Repositary j & i E5-
Hiztaom
:ﬁ Dezktop el
5 My Documents i
Q. tdy Computer
=4 3% Floppy &)
= Local Dizk [C:)
] isuite
‘a R epositon
@ Compact Dizc (D)
iy Metwork Flaces
[ backup & drive

Laok in:

[ lsuite2004
] zalt lake
File name: IEID-EDS-DDDDD‘I_DENVEHTEST_2DDdDE23_Fj Qpen I
Files of tpe: I,-“.\ll Files [*.%) j Cancel |
g

Importing ROSS data files

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

ROSS data files are updated every two hours.

ROSS data can be imported into an I-Suite database as many times as needed.
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 [-Suite data fields affected are:

- Incident Name: limit 20 characters

- Incident Number: limit 13 characters

- Agency: limit 4 characters

- KindCode: limit 4 characters

- HomeUnitCode: limit 6 characters

- Resource Name: limit 53 characters

Important Note: The IRSS Add/Edit screen only allows the first 20
characters to be displayed and saved. When you save a ROSS
imported resource in IRSS, you must rename the resource to 20 or fewer
characters.

Contracted overhead resources are not identified during import. You must
change the agency code to PVT when these resources check in.
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The following diagram shows the Data Length Change screen.

x|

The Incident Mame 'FREEZEQUTWILDFIRECOMPLE
for FREEZEOUTWILDFIRECOMPLEX

Wt - F-000777 1z longer than 20 characters. Cancel |
Fleaze re-enter.

Freezeout

You must know your DMS username and password to access the ROSS data file site.
Contact your Incident Commander or the I-Suite helpdesk for more information.

To download a ROSS data file
1 Start your Internet browser.

2 In the Address bar, type https://datadraw.ross.nwcg.gov/, and then
press ENTER.

3 On the Security Alert dialog box, click OK.

4 On the Enter Network Password dialog box, type your DMS User
Name and DMS Password, and then click OK.

5 On the Index of / screen, click on the Isuite/ link.

6 Navigate to your incident file by incident number — Incident Number, date
and time, file extension .txt.
(e.g. UT-CCD-000043_20040813_085929.txt)

7 Right click on file name, and then click Save Target As.

8 On the Save As dialog box, navigate to the desired folder on your local
computer and then click Save.

9 On the Download Complete dialog box, click Close.

To access the administrative tool
1 On the computer being used as the server, open the AdminTool module.

2 On the Logon dialog box in the Server box, type the name of the Server,
in the format [computername NSUITE.

The server name consists of your personal computer’s full computer name
and the folder name \isuite. For example a valid computer name is
pc9962\isuite.

To locate the full computer name for your personal computer, right-click My
Computer on your Desktop, and then click the Network Identification tab.

3 In the Password box, type the admin tool password, and then click OK.
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To import a ROSS data file into an I-Suite database

1 On the I-Suite Administration Tool screen under Databases, click on
the database to which you will be importing the ROSS data file.

The following diagram shows the I-Suite Administration Tool screen.

<[ I-Suite Administration Tool - CRAIGYISUITE : - (O] x|
File Action Security Help
Databases————— [~ Process Information - 14 ltem
Process [ | Status I Host Name I Program Mame I Command I [1atabase I CFPU I Memory Usage
Fasl orkt 1 background LaZy WRIT master 0 1}
feezeo 2 sleeping LOG WRITER  master 0 i
3 background SIGMAL HA..  master 20 5
4 background LOCK MONL...  master 0 12
5 background TASK MAMN...  master 0 5
B background TASK MAMN...  master 0 2
7 sleeping CHECKPOIL. master 0 0
8 background TASK MAMN...  master 0 27
9 background TASK MAMN...  master 0 2
10 background TASK MAM...  master 0 2
1 background TASK MAM...  master 0 2
12 background TASK MAN...  master 0 2
13 background TASK MAN...  master 0 4
51 runnable CRAIG SOLDMO_1 SELECT master 0 7
| |

2 In the I-Suite Administration Tool screen on the Action menu, click
Import Data.

The following diagram shows the Action menu.

+ I-Suite Administration Tool - CRAIGYISUITE N [m] 23]
File | Action Security Help
Attach Database
Detach Database
L Backup Database ation - 14 Ikem:
i Deidinge | Statug | Host Mame | Program Name Command | D atabaze | CPU | Memary Usage
Copy Database backgraund LAZY WRIT master 1] 1]
Rename Datshase sleeping LOGWRITER  master 1] 1]
backgraund SIGHAL HA. master 20 5
" backgraund LOCK MOMI master 1] 12
Create Re itary Fil
s e backgraund TASK MAN...  master 1] ]
Import Data backaround TASK MAN...  master 1] 2
sleaping CHECKPOI..  master 1] 1]
Update Statistics backaround TASK MAM...  master a 27
+ Update Statistics Automatically background TAZKMAN... master a 2
Refresh F5 background TASKMAN..  master 0 2
background TASK MAM...  master 1] 2
12 background TASK MAM...  master o 2
13 background TaSK MAMN...  master o 4
51 runhiable CRAIG SULDMO_1 SELECT master 1) 7
4 | |

3 On the ROSS Import screen, type or browse to select the Import File
Name (ROSS data file) to import, and then click OK.

4 Click Load Data.

September 22, 2004



I-Suite Administrator’s Guide

The following diagram shows the ROSS Import screen.

. Ross Import

_loix|
| oate of Impart: [E/21 72004 Load Data

Impait File: Name: |C:hisuite\Databaset Freezeoutiwia-DwF-000248_20040817_183751. TAT

—Impart Step: Instiction: Incident Information Fo%s o
Suite

Incident Mame:

Imcident Murmber:

Incident State:

Incident Start Date:

ROSS Incident 1S uite Incidents

| | | ;l | | |
|

ROSS data is first displayed on a grid. User chooses which ROSS data to add
to the I-Suite grid. User also compares ROSS data with I-Suite data and
matches data when appropriate. All ROSS data moved onto the I-Suite grid is
then imported (saved) into I-Suite when the user clicks Next.

ROSS Import Buttons:

L]

L]

Selector — selects/highlights the row to the right of the button

>> (add 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 has been added to the
I-Suite grid back to the ROSS grid

<< (remove all) — moves ALL data that has been 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 I-Suite incidents or
resources

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

Next — imports (saves) into [-Suite all added/changed data currently in the
I-Suite grid

The remove buttons only remove data from the I-Suite grid that hasn’t already
been imported (saved) into the I-Suite database. Data previously entered or
imported into the I-Suite database cannot be removed using the ROSS Import
function.
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The following diagram shows the ROSS Import screen buttons.

ROSS Incident |-Suite: Incidents
ROSS Inc (D | Incident Hame: Incident Number | State | Start Date ROS5 Inc |0 |Incident Mams Incident Mumber |State [Start Date
12342 FREEZE OUT ft-OwF-000248 ['wh [06/25/2004 FREEZE OUT Wa-OWwWF-000248 [wis | 06/25/2004
Match Remove Selected Button
Urmalch Remove All Button
K i T [S— il
Restart Step et

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

database:

L]

Importing incident data into a blank [-Suite database or adding an incident

to an I-Suite database that contains other incidents.

Importing incident data into an [-Suite database that already contains

manually entered data and/or previously imported ROSS data for that

incident.

Instructions for each scenario are listed below.

To import an incident into a blank database

1

To add a ROSS incident to a blank I-Suite database, on the Add Incident

screen, click the >> button to move the ROSS Incident to the I-Suite
Incidents grid, and then click Next.

The following diagram shows the Add Incident screen.

. Ross Import

Imnpait File Name: |C:\isuite\Databaseh Freezeout \wd-DwF-000248_20040818_143840.TAT

Date of Import: [09/22/2004

Incident Information

Instruction:

rl t
TR EieR AOSS I5uite
Add Incident Add Incident: Incident Name: FREEZE OUT
You can add an incident ta the |-Suite [ncident grid by .
Add Resources pressing the > bulton of by selecting the incident in the Ineident Number: — ['wA TwF-000248
Impoit Complete ROS% Incident grid and then selecting the » button. Press Incident State: WA
the next buttan when you are completely finished adding an .
incident forthis step. Incident Start Date: [06/25/2004
ROSS Incident |-Suite Incidents

12342

ROSS Ine (D | Incident Mame:

FREEZE OUT

Incident Mumber | State  [Start Date 33
oA OWwEF-000248 Wi [0E/26/2004

>

|HEISS Ihc 1D |Inc|dent MName

| Incident Mumber _ [State | Start Date

To import an incident into a database that contains other

incidents

1

To add a ROSS incident to an I-Suite database that contains other

incidents, on the Add Incident screen, click the >> button to move the
ROSS Incident to the I-Suite Incidents grid, and then click Next.
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The following diagram shows the Match/Add Incident screen.

&.Ross Import i ]
Impoit File Mame: [C:AisuitehD ot abasehFreszeautwid IwF-I00245_20040818_143540.TAT Dists, of Impent: [U/Z272004 Load Data
- Import Step: Inetrction Incident Information

ROSS 1 Suite
Match/tdd Incident | | Match/Add Incident Incident Name: FREEZE OUT
You can ither updats an incident by typing diectly in the )
Resourse Processing | | |.5uite Incident grid or add an incidert by selecting the Incident Number: [\ OwF-000248
iy Byt incident in the ROSS Incident aiid and then selecting the add| | Incident Stale: — [wa
button. Press the next bulton when you are completely )
finished updating or adding an incideri for this step. Incident Stait D ate: [0/25/2004
ROSE Incident |-Suite: Incidents
RO5S Inc 1D [Incident Hame Incidert Nunber_|Stale [StetDate 3 RO5S Inc 1D [Incident Name Incident Number_[State_|Start Dale
2342 FREEZE OUT Wit Tw/F-D00248 'Wie, | 06/25/2004 DENVERTEST __[CO-COS-0D00D1 |CO | 05/15/2004
5 0 SLIDEINCIDENT _[CO-NTF-000002_[C0 [ 05/20/2004
0 [TREE FIRE CO-ROFO0000T |00 [05/21/2004

To match a ROSS incident to an I-Suite incident

1 To match a ROSS incident to an I-Suite incident, click the Selector button
for the ROSS incident and for the I-Suite incident, click Match, and then
click Next.

The following diagram shows the Match/Add Incident screen.

&, Ross Impork (=]
oot File: Mane: [C:\isuitehD ot abase™FreezeautwiaDwF-I00245_20040818 143660 TXT Diate of Import: [T8/22/20104 Load Data
i~ Import Step: Instruction: Incident Information
ROSS |-5uite:
Matchédd Incident | | Match/Add Incident, Incident Name:  [FREEZE OUT
.| | You can either update an incident by typing directly i the
Resourcs Processing | | |.6jie Incident grid o add an incident by selecting the: Incident Number: [ DwWF-000243
s B incident in the RO Incident grid and then selecting the add| | Incident State: s
buitan. Fress the nest button when you are complelely
finished Updating or addling an incident for this step. Incident Start D ate: [06,25/2004

ROSS Incident |-Suite: Incidents
ROSS Inc (D | Incident Hame

R03S IncID |Incident Mame Incident Mumber |State [Start Date

b33

> 1] SWIFTCREEK WAMSFO0121 |'wih 07/25/2004
<

<<

FREEZE OUT

Match
Unmatch

The system matches resources in the ROSS data file with resources in the

I-Suite database using ROSS IDs. One or all of the following steps will be

used depending on resource matches:

*  Previous Matches — shows previously matched ROSS and I-Suite
resources

e Validate Matches 1 — shows ROSS and I-Suite resources matched by
request number and name

*  Validate Matches 2 — shows ROSS and I-Suite resources matched by
request number

*  Manually Match/Add — shows ROSS resources that have not be matched
to I-Suite resources; ROSS resources can be manually matched or added
to [-Suite resources

Instructions for each step are listed below.
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To import ROSS Resources into a blank I-Suite database

1 On the Add Resources screen, to add all resources from the ROSS
Resources grid to the I-Suite Resources grid, click the >> button; or to
add individual resources, click the Selector for each ROSS resource, and
then click the > button.

The following diagram shows the Add Resources screen.

Ross Import i ]
Imnpait File Name: |C:\isuite\Databaseh Freezeout \wd-DwF-000248_20040818_143840.TAT Date of Impart: [09/22/2004 Load Data
~ Import Step: Instructior Incident Information oo o
Site
+ diddncident 2:: H"esnumes M o Incident Name: FREEZE OUT FREEZE OUT
&l resources from the esources grid bo the X
AaRmaes I:5uits Riesources gid by selecting the >> bution or IEEF Rl | I SR
Impoit Complete individually select resources in the ROSS Resources grid and| | Incident State: WE WE,
press the > button. All resources can be removed from the: .
ISuite Rresounces grid by selecting the << bulton ar individual| | e3ent Start Date: [06/2672004 U5/25/2004
resources may be removed by selecting the < button. Press
the next buttan when completely finished adding resources.
ROSS Resources |-Suite Resources
F0SS Res 10 | Fieguest Number | Resource Name Agency Co =
b |209117 A1 HELICOPTER - 324w/N PuT
209334 A1 FIXED WING - TURBIME CL|PYT
209658 A FREQUENCY - 134.260 - B
209857 A2 Fl -169.180-C
209352 A2 Fl -122.750-E
216068 AeF HELICOPTER - 18Hx T <
216353 A3 HELICOPTER - 91158 T
224196 43 80630 P
207383 E1 GE CAPITOL F5
210082 E-13 2002 DODGE 374 TON x4 |FS
210307 E-14 TRACTOR, MIDLAND TRUI[FS
210664 E15 FORD BAONCO 454 5 Match
211238 E17 FORD RANGER 4%4 BILL °|FS
211233 E-18 NISSAN PICKUP - VIC BOEI[FS Urrnateh
211240 E-13 CHEVWY BLAZER - DON PEF|FS —
211251 E-2 TENDER - 2-Wi0LF CREEHPYT
211263 E-22 HERTZ RENTAL WENATCI|FS
213278 E-24 1967 TOVOTA £34 PICKUP|FS
214332 E-27 CHEVY 44 SILVERADD  |F5
218337 E-30 PICKUP - LIEBY - 005 T
221067 E-32 BACHMAN FIRE SUPPORT [F5 &~
] [l
Restart Step | |£
| Importing to fsuiteblank database | Cunen Step: Add Fiesources 4.

The following diagram shows the Add Resources screen with individual
ROSS resources selected.

oss Import o (] 5
Innpt File Narie: [ Nisite Database' Freezeaut WA OwF-000248_20040818_143640.TXT Date of Inport: [F872272004 Load Data
[~ Import Step: Instruction: Incident Information

ROSS |Gt
+ AddIncidsnt Add Resources Incident Name:  [FREEZE OUT FREEZE 00T

Add Resources e Ll Incident Number:  [Wia-QwWF- 000245 Wt W 00248
Import Complate individually select resources in the ROSS Resources arid and Incident State: WA, W,

presss s » bt Al escurces can bs renove fo the

5uits Ressoutces grid by selecting the << button or individual| | "Meident Start Date: [06,/25/2004 06/25/2004

1e0urces may be temoved by selecting the < button. Fress

the nest buttan when completely finished addling resources

FiD3S Resaurces |Svite Fresources

5 ROSS Res D IHeguast Number | Resource Name Agency Cods

>
[add Selected Resources|

_<
-

ateh
FORD RANGEF 44 BILL [FS
155AN PICKUP - vIC BOEI|FS Unmatch
CHEVY BLEZER - DO PEF[FS =
TENDER -2 WOLF CREEFFVT
HERTZ RENTAL WENATCIFS

| 1967 TOYOTA 444 PICKUP[FS
CHEWY 4xd SILVERADD

P
BACHMAN FIRE SUPPORT |FS

Bestart Step

Importing to isuitsblank database Curent Step: Add Resaurces Y
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2

After all desired ROSS resources have been added to the I-Suite
Resources grid, click Next to import the ROSS resources into the [-Suite
database.

To import ROSS resources into an I-Suite database that already
contains data either manually entered or previously imported
from ROSS

1

2

On the Previous Matches screen, compare the ROSS Resources to the
I-Suite Resources. If matched resources that should not be matched are
found, click the Selector button for the I-Suite resource, and then click
Unmatch; or to edit [-Suite resources, type directly into the I-Suite grid.

When you are finished editing I-Suite resources, click Next.

The following diagram shows the Previous Matches screen.

. Ross Import
Imnpait File Name: |C:\isuite\Databaseh Freezeout \wa-DwF-000248_20040818_161044.TAT Date of Impart: [09/22/2004
- Import Step: Instruction: Incident Information
ROSS |-5uite:
o Matchadlncident Previous Matches: i X Incident Name: FREEZE OUT FREEZEQUT
P s || IO S ey e PN | e unber [V [WAOVROER
Validate Matches 1 Resources grid by by tpping directly in the grid. When there Incident State: WE WA
b letely finished edit

Validate Matches 2 | | cgources. s the et buton t conie o tre e step | | IodentStai Dales 0672572008 Te72Ar200E

Manually Match/Add

Import Complete

ROSS Resources |-Suite Resources
F0SS Res 10 | Fieguest Number | Resource Name Agency Co & 33 |ROSS Res ID |Reguest Number [Fiesource Name Agency Cora |
209443 0124 JENSEM, TODD FS 2094439 0124 JENSEM, TODD PS
209450 0125 BUNM, WMDY FS > 209450 0125 BUNN, WINDY PS
209634 0127 HAMMER. JIM R FS 209694 0127 HaMMER, JAMES F!
210082 E12 2002 DODGE 3/4 TOM 44 |FS 0o=2 E1 PUBATCHELDER i
210307 E-14 TRACTOR, MIDLAND TRUI[FS 0307 E-14 TRACTOR CACHE P
210482 0128 GROSS, RON FS ¢ 0482 0128 GROSS, RON P
211251 E-21 TEMDER - 2 -%0LF CREEHPYT 1251 E-21 wOLF CREEK. P
211938 0132 DUNN, HARRY L F5 << 1998 0-132 DUNN, HARRY FS
213278 E-24 1987 TOVOTA 444 PICKUP|FS 213278 E-24 GROSS PICKUP T
214032 0-135 QUEEM, LLOYD 214092 0-135 GQUEEN, LLOYD MT
214932 E-27 CHEWY 44 SILVERADD  |FS 214932 E-27 DOLLAR RENTALWHITE [PVT
216068 A-31 HELICOPTER - 18Hx% P¥T Iatch 216068 A-31 MN1BH> ASTAR 350 B3 T
216433 0141 HAMKIN, Jay 216433 0141 HANKIN, JAY MT
216535 0142 BRADLEY. JEANNE Unmatch 216535 0-142 BRADLEY. JEANME 18]
216573 0-143 KILGORE, KELBY BLM — 216573 0-143 KILGORE. KELEY BLM
216574 0144 DUNTEN, BRAD BLM 216574 0-144 DUNTON, BRAD BLM
216575 0-145 MARTINDALE, TRACY FS 216575 0-145 MARTIMNDALE, TRACY FS
216552 0-146 BISTRYSKI JOESEPH FS 216592 0-146 BISTRYSKI, JOSEPH FS
216534 0-147 WALKER, CHARLES "BOOD' 216534 0-147 "WALKER, CHARLES ™
216330 0-143 REBA, MARINA FS 2165930 0-143 REBA, MARINA BLM
220481 0164 ARCHAMBEALILT, JAMES FIFS [ 220481 061 ARCHAMBEALILT, Jitd FS =2
4 3 L] 3
Restart Step Mext
{Importing to Freezeots ample database Curent Step: Frevious Matches 4.

To validate resources matched by request number and name

1

On the Validate Matches 1 screen, compare ROSS Resources that have
been matched to I-Suite Resources by request number and name.

If matched resources that should not have been matched are found, click
the Selector button for the I-Suite resource, and then click Unmatch; or
to edit I-Suite resources, type directly into the I-Suite grid.

When you are finished editing the I-Suite resources, click Next.
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To validate resources matched by request number

1 On the Validate Matches 2 screen, compare ROSS Resources that have
been matched to [-Suite Resources by request number.

2 If matched resources that should not have been matched are found, click
the Selector button for the I-Suite resource, and then click Unmatch; or
to edit [-Suite resources, type directly into the I-Suite grid.

3 When you are finished editing the I-Suite resources, click Next.

To manually match/add resources

1 Onthe Manually Match/Add Resources screen, to manually match a
ROSS resource to an I-Suite resource, click the Selector button for the
ROSS resource and for the I-Suite resource, and then click Match; or to
edit I-Suite resources, type directly into the I-Suite grid.

The following diagram shows the Manually Match/Add screen with
manually matched resources.

%, Ross Import o[]S
Import File Wame: [C:visuite\Database' Freezeaut\wa-OWwF-D00245_20040818_143640.TXT _I Date of Impaort: [09/22/2004 w
i~ Import Step: Instruction: Incident Information

ROSS I-5uite:
¥ Matchadlnoident Manually Match/Add: Incident Name: FREEZE OUT FREEZEOUT
Either update & resavrce by typing directly in the -Suite X
& Resources grid or add a resource by selecting one or more Incident Number:  [wia.OwF-000248 WA OWF-00248
V Yalidate batehas 1 resources in the ROSS Resources grid and pressing the add Incident State: WA Py
button. Press the next button when you are completely
o Waldate-taiches2 finished updating and adding resources for this step Incident Start Date: [06,25/2004 06/24/2004
Manually Match/Add
Import Complete
ROSS Resources |-Suite Resources
Matched| ROSS Res 1D | Request Mumber | Resource Name | 3 R0SS Res ID | Request Number |Resource Mame: Ageney Cona
= 207123 07 BUSSE, KATE F a 0-27.1 GALE, JOHN FS
218070 0140 TEAM - FIRE USE, COOK > a 0-22 SELIROBERT FS
217153 01401 ZIEL,ROBERT H a 0-29 RaSKOVICH, DEANMA FS
7194 0-140. ALLEN, CANDACE W F 0-20 SULLMAN, JI F
7195 0-140. KURTZ.ERIC 0-: GROGAN, CHARLES T F |
719 0-140. JaKaLs, STEPHEN G F < 0- CATHCART, SHARON F
7197 0-140.! SMILEY, MARCIA F 0- DS, TOMMY
217 01406 STEPHEN, PATRICIA L[TE << 1] 0- DELLINGER, BOE Ps
217199 01407 COOK, WaYNE F 1] 0- SHADDOX, TROY F!
2172 01408 BECKMAN, SID 1] 0- MARCOLIN, CHRIS WA
2172 01408 KING, ALLEN F 1] 0- BAUER, GLYNIS FS
217202 0140.10 STAMLEY, DALE T F Match ] 0- IFUFP, MARK 14
216936 - SCHEID, GREG M 1] 0- CULP, BERENT FS
216944 HELMERECHT, DONALD | Fiil T 207123 0- BUSSE. KATHRYN Fs
217011 0153 GRANIGER, CAROLYN F — [1] 0-48 CULP, BERENT FS
218237 0155 HANEY, JOSHUA C F
218238 0-156 R&W/LINGS, TOM F 1] 0-53 SEXTON, GARY F5
219156 a-160 FRIBERG, BILLYE F 1] 0-54 MCHEMRY, MARC F5
219573 0-163 GRAHAM, TERRY R F 1] 0-55 RICE, TERRY F5
= 220481 0-164 ARCHAMBEAULT, JAMES HF 1] 0-56 HOLBRODK, SAX0M MT
222083 0-165 BIXLER, DONNA Fx [ 0-57 BERNS, SARAH F5 =2
4 » 4 »
Bestart Step
| Importing to FreszeoutS anple database | Curert Step: Manuall MatchiAdd o

2 On the Manually Match/Add Resources screen, to add all resources
from the ROSS Resources grid to the I-Suite Resources grid, click the >>
button; or to add individual ROSS resources to the [-Suite Resources grid,
click the Selector button for each ROSS resource, and then click the >
button.

An “X” will appear in the ROSS Resources grid next to each ROSS resource
that has been manually matched to an I-Suite resource.

3 When you are finished editing the I-Suite resources, click Next.
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The following diagram shows the Manually Match/Add screen with a
resource ready to be added manually.

oss Import o[]S
Import File Wame: [C:visuite\Database' Freezeaut\wa-OWwF-D00245_20040818_143640.TXT Dats of Import: [03/22/2004 Load Data
i~ Import Step: Instruction: Incident Information

ROSS 15uite
 Matchasidant Manually MatchAadd Incident Name:  [FREEZE OUT FREEZEOUT
Either update a 1esaurce by typing directly in the |-Suite .
7 Piesources arid or add a resource by selecting one o more Incident Number: [ DwF-000248 W OwF-00248
V Yalidate batehas 1 resources in the ROSS Resources grid and pressing the add Incident State: WA Py
button. Press the nest buttn when you are completely
¥ Maldatetdatohes2 | | finished updating and adding resouices for this step Incident tart D ate: [06/25/2004 06/24/2004
Manually Match/add
Import Complete
ROSS Resources 1-Suite Resources
Matched[RO55 Fes D | Request Number [Resouce Name ba] s FROSS Fes ID | Fequest Number | Fesource Hame: Agency Cora
217201 0140.3 KING, ALLEN F N EGFE] |47 EUSSE, KATHRYN F§
217202 0-140.10 STAMLEY, DALE T F N 1] 0-43 CULP. BERENT F5
216936 0180 SCHEID, GREG M B 051 HELMERECHT, DON MT
% 6344 0151 HELMBRECHT.DONALD |F  [add Selected Resources] 05 SEXTON, GARY F
7011 015 GRANIGER, CAROLYN __|F T 05 MCHENFY, MARC F
i 0155 HANEY. JOSHUAC F ¢ ] 05 RICE. TERRY
g 0- RilWw/LINGS, TOM F 1] 05 HOLBRODK. SAX0N
219186 0- FRIBERG. BILLYE F « 1] 05 [BERNS. SERAH
21973 0- GRAHAM, TERRY H F 1] 053 EHMEL. CONNIE
®__ 220481 0-164 ARCHAMBEAULT, JAMES F[F 220481 (] ARCHAMBEAULT. JIM
5 £ 1] 0E: LIND, RICK.
1 Match 0 06l ROMAINE, TOM
222643 KELLT-AKKER, MAUREEN [F 1] 071 SPRAGUE, ANN
223260 NOBLES. JOHN G Urmatch 1] 07 COONALD, MAGGIE
223261 POWELL, RICHARD — 0 -7 [SCOTT. LEwWRENCE
223252 TURNER, THOMAS J 0 0-71 GAYNOR, KENNY
224333 MEANS, ROBERT E 0 0771 PACIFIC, JANICE
224402 MILLER, DAVID L 0 0772 MILLS, BILL
224377 BLAKE, TIW 0 0773 [BURDICK, JiM
225256 COMSTOCK, CRAIG 0 0774 |PENNELL, SHARI
o 0-77.5 |ANGEHRN, JASON
K T [
Bestart Step
| Importing to FreszeoutS anple database | Curert Step: Manuall MatchiAdd o

4 When the ROSS Import process is finished, the ROSS Import complete
screen will appear, click OK.

The following diagram shows the ROSS Import complete screen.

The impark process is complete,
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Revision History
REVISION DATE
2004-09-22

REVISION SUMMARY

Added instructions for importing ROSS data files into I-Suite.
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Incident Action Plan User’s Guide

The Incident Action Plan (IAP) is part of the [-Suite group of software
programs. IAP, along with the I-Suite database, allows you to produce the
Incident Action Plan for an incident. Using IAP, you can produce the
following Incident Command System (ICS) forms:

* ICS-202 Incident Objectives

* ICS-203 Organization Assignment List

» ICS-204 Division Assignment List

» ICS-205 Incident Radio Communications Plan
» ICS-206 Medical Plan

e ICS-220 Air Operations Summary.

You can also produce the Master Frequency List, which lists radio frequencies
from the ICS-205 Incident Radio Communications Plan.

Topics in this guide include the following:

* About this guide

*  Getting Started

e Setting up your IAP

*  Understanding form navigation basics
*  Creating new forms for your IAP.

For information about installing IAP, please refer to the “I-Suite Administrator’s
Guide,” which is available for download on http://isuite.nwcg.gov.

About this guide

This Incident Action Plan User’s Guide is organized into sections, based on
the types of tasks you will commonly perform. At the beginning of each
section you will find an overview of the topics explained. Where appropriate,
diagrams are shown immediately following each task. Topics in this section
include:

* Before you begin
* Conventions.

Before you begin

Before using IAP, you must be feel confident that:
*  You are familiar with your personal computer and function keys and
understand personal computer concepts.

¢ You are familiar with Windows 2000, Windows XP, or Windows NT and
can log on and log off.

September 9, 2004 1
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Conventions

The following conventions are used within this guide:

* Button names, option labels, screen names, tab names, and text box
names appear in bold, in the same case as on your keyboard or screen. For
example, the fist step in a procedure might instruct you to

1  On the Tools menu, click Master Frequency.

» Topics of special interest or hints that will help you perform a specific
task show a line before and after the text. The text appears in italic type.
For example, the following note appears in the section, “Setting up your
IAP.”

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

Getting Started

This section explains the basic concepts and information you need to begin
using IAP. Topics in this section include:

e Terms and concepts

* Logging on and logging off

*  Getting help

*  Understanding the stand-alone and integrated environments.

Terms and concepts

This section outlines some of the screens, toolbars, and menus that you will be
using in IAP. If you aren’t already familiar with IAP or have forgotten a few
things since training, review these terms and concepts before proceeding with
the remaining sections in this guide.

The following diagram shows the IAP toolbar and a brief explanation of the
toolbar buttons.

Copy Last Form

menubar

toolbar\ -
\

_/ | i 5 T B Z U |[2 Incident Name: [FROG COMPLEX g EEaEE
/S.ave Spell Check EiMark Final

Display By Form

NI

Print Preview
Print Display By Plan

2 September 9, 2004



Incident Action Plan User’s Guide

Incident Action Plan User’s Guide

Logging on and logging off

This section explains how to log on and log off of IAP.

Shortcut to 1

IAP.exe

To log on to IAP

From your Desktop, double-click the IAP icon or click Programs from
the Start menu, point to I-Suite, and then click IAP.

If you have trouble logging on to IAP, please refer to the “Handling installation
problems,” in the “I-Suite Administrator’s Guide,” which is available for
download on http.//isuite@nwcg.gov.

To log off IAP

L]

Getting help

On the File menu, click Exit.

This section explains how to access and locate help information. There are
three basic ways to obtain help information for ITS:

Access the I-Suite website. This site contains a wide array of I-Suite
information, including software downloads, updates, and user

documentation.

Contact the I-Suite Helpdesk. If you are unable to answer your question
using the [-Suite website, contact the [-Suite Helpdesk at (866) 224-7677.

Review this Incident Action Plan User’s Guide. This guide is available
in Acrobat format. To locate topics of interest, click to select the
Bookmark of your choice. Bookmarks are listed along the left-hand side
of the Acrobat document. When you click the Bookmark, you will

advance to that topic within the document.

To display help information within IAP

On the IAP menubar, click Help, and then click Support.

The following diagram shows the [Suite Support dialog box.

ISuite Support

For ISuite support. guestions. problems, and suggestions:

Email: helpdesk@nweg.gov
Fhaone: 866-224-7677

Software Updates: hitp:/fisuite.nwog.gow
(Do not use v

Core Hours Eastermn Time
1 Apr- 31 Oct 0700 - 2300
1 Now - 31 Mar 0800 - 2000

Uze only for Emergency support after hovrs.

September 9, 2004



Incident Action Plan User’s Guide Incident Action Plan User’s Guide

To locate help information on the I-Suite website

1 Start your Internet browser.

2 In the Address box, type http://isuite.nweg.gov, and then press ENTER.
3 On the Welcome to I-Suite webpage, click the IAP application icon.

4 On the IAP webpage, click to select the topic of your choice.

The following diagram shows the IAP application icon on the Welcome to
I-Suite webpage.

The following diagram shows the IAP webpage and a list of available topics.

2} 1AP - Microsoft Internet Explorer provided by USDA Forest Service TR
Fil= Edt View Favortes Tools Help |
Back - = - (@D (3] & Qoearch [Favorites (HHstory | By~ S - 5

adcess [ ] heep: w5 Fed usiriffire1-suiapfincex il = @ H“”“ ”H @ '|
=

=

Incident Action Plan
The 1AP enables a user to utilize the data in the I-Suite database to produce the Incident action Plans for the incident.

home

Description Date Format
Iap TAP Bugs/Tips Page 7/29/03 LITE
LAT Users Guide ACCESS 03/26/03 [WCORD
LAP Users Guide MSDE 07/17/03 [WCRD
privacy contact web manager
. . . -
€] [ [ | intemet

To contact the I-Suite Helpdesk

The I-Suite Helpdesk is available 24-hours per day, seven days per week.

» Call (866) 224-7677, or email helpdesk@dms.nwcg.gov.

To obtain a copy of this Incident Action Plan User’s Guide
1 Start your Internet browser.

2 Inthe Address box, type http://isuite.nweg.gov, and then press ENTER.
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3 On the Welcome to I-Suite webpage, click the IAP application icon.
4 On the IAP webpage, click to select IAP User’s Guide.

5 In Acrobat Reader, save the file to your personal computer in a folder
location of your choice.

Setting up your IAP

This section explains how to create your [AP database and define the shift
names and times.

To create an IAP database
1 On your Desktop, double-click the IAP icon.

2 Onthe IAP Server and Database Selection dialog box, click the Server
drop-down arrow, and then click to select the Server Name of your
choice.

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

The following diagram shows the IAP Server and Database Selection dialog

box.
# 1AP Server and Database Selection x|
Datahase Last Cannect Server
JSUITE MSDE Training 04/13/2004 1:18:31 Ph |PC3g62SUITE =
PCI9E2ASUITE Lomatype3ITE 03417/2004 11:06:31 Ak
Database:

[MSDE Trainingd0s_te ~|

Cancel

To define shift names and times

You must define shift names and times before you can create IAP forms. You
can define as many color-coded shifts as you need, so that you won'’t confuse
day shift forms with night shift forms.

1 Logonto IAP.
2 On the Shifts menu, click Define Shifts.

3 On the Incident Action Plan - Define Shifts dialog box, complete the
following

- in the Shift box, type the name of the Shift
- in the Shift Start Time box, type the starting time of the shift, in the
format 0000
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- in the Shift End Time box, type the ending time of the shift, in the
format 0000

- under Shift Shade, click to select a shade to help identify the shift.
4 To save the new shift, click the Enter button.
5 When finished creating all shifts, click the Close button.
The following diagram shows the Incident Action Plan - Define Shifts dialog

box.
i, Incident Action Plan - Define Shifts -0l =|
Inciclent: IWALL j
Enter: |
Shift (Ex: Day):l Shift Shade: [yriie
Wery Lt Gray Update |
i i I Lt Gra
Shift Start Time (05007 Gray I3 Deleie |
Dk G
it End Time (1300} | Ve DF Grap Clear_|
Shifts Ertered:
Maime StartTime | EndTime Shadle |

Understanding form navigation basics

Remember the following key points when creating a new IAP form:

* IAP automatically enters the Incident Name, Date, and Time.
*  The Date and Time Prepared boxes display the current date and time.
*  The Operational Period box displays the current date and day.

* Ifpreparing a form for a different date other than the current date, you can
manually edit the Operational Period box.

*  You must save a form after editing. IAP does not automatically save your
forms. If you close a form without first saving it, IAP displays a prompt.

*  For the most part, you can manually edit or override almost every entry in
a form.

To create a new form

¢ On the File menu, click New Form or click the New Form icon on the
IAP toolbar, and then click to select the form of your choice.
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The following diagram shows the New Form icon and the drop-down menu of
available forms.

% Incident Action Plan

File Edit “iew Shifts Tools ‘Window Help

DING & & ¥ & el X |G- [als 7 0@
Mew ICS202 - Objectives
Mew IC3203 - Organization
Mewy IC5204 - Division &ssignment
Mew IC5205 - Communications
Mew IC5206 - Medical
Mew IC5220 - Ajr Operations

To show multiple page numbers on a form
1 Using the scroll bar, scroll to the bottom of the new form of your choice.

2 Inthe Page _ of __ boxes, type to replace the page numbers of your
choice.

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

The following diagram shows the bottom portion of a form.The arrows point
to the boxes where you can type page numbers.

5. Date Prepared G. Time Prepared
073103 1943

P _IICS 205

To resize a text box on a form

The up and down arrows are located on the right-hand side of text boxes on a
form.

» To resize a text box, click the Up arrow or Down arrow.
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The following diagram shows some up and down arrows on a portion of a 204
form.

7. Contral Operations

-t
E Speciallnctniction -y
g, DivisioniGroup Communications Summary
Function Freguency - R¥ | Freguency - T4 Tone System Channel System Channel
Commanc b
Tactical Div/Graup v

To format text on a form

*  Click to highlight the text of your choice, and then click the text format
icon of your choice.

The following diagram shows the location of the text format icons on the IAP
toolbar.
underline
italic
bold

% Incident Action Plan
File Edit “iew Shifts Tools ‘Window Help

v|ﬁ|]§l1l'ﬁ|¢- Inc

OD-Bl&aY | Bd X | CE

To finalize a form

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

¢ On the Tools menu, click Mark Final, or click the Padlock icon.

The following diagram shows the a portion of a 205. The arrow points to the
location of where the form is marked “Final.”

IR N BN R S m I S T (N INEIGENLINAME! | MHL LAVIELEA Jal | % for all incidents. £

Tz ooy =1 1Ol x|
“erify Frequencies
. B B _. [1.Incidert Mame [ 2. Cperational Period |

To edit a finalized form

Once you mark a form as “final,” you must first unlock it before you can edit it.

¢ On the Tools menu, click Mark Draft, or click the Padlock icon.
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To display the tree view of forms

You can open more than one form at a time and click to switch between
forms.

*  Perform one of the following

- on the View menu, click Form

- from the IAP toolbar, click the Display by Form icon

- on the View menu, point to Individual Form, and then click to select
the form of your choice.

To display the tree view of plans

*  Perform one of the following

- on the View menu, click Plan
- from the IAP toolbar, click the Display by Plan icon.

To copy any form

You can create new forms by copying forms from previous operational
periods.

1 From the Tree View, click to highlight the form of your choice, and then
click the Copy Form icon.

2 On the Copy [form name] dialog box, click to select the Form you wish
to copy, and then click OK.

The following diagram shows the Copy [form name] dialog box.
w. Copy ICS205 -10| x|

Select a Form to Copy From:

712512003, Dey i’
712512003, Dary
712502003, Day d

Ok I Cancel |

To copy the last form created

You can copy the last form you created, not the last form edited.

e On the IAP toolbar, click the Copy Last Form icon.
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To change the order entry for first name and last name

This option allows you to toggle between entering First Name Last Name or
entering Last Name, First Name.

Before creating forms in IAP, determine the order in which you wish to enter
first names and last names. Once you begin entering names, previously
entered names are not retroactively changed.

1 On the Tools menu, click First Name Last Name.

2 To toggle back to the previous setting, click Last Name, First Name on
the Tools menu.

To enable the exporting of IAP forms to HTML

Performing this task allows you to post a form on a website.

¢ On the File menu, click HTML Export.

Creating new forms for your IAP

This section explains how to complete the following forms:

*  Master Frequency List

* ICS-202 Incident Objectives

» ICS-203 Organization Assignment List

e ICS-204 Division Assignment List

* ICS-205 Incident Radio Communications Plan
* ICS-206 Medical Plan

» ICS-220 Air Operations Summary.

Topics in this section include:

*  Working with the Master Frequency List (MFL)
e Creating ICS forms.

Working with the Master Frequency List (MFL)

This section explains how to create the database of frequencies to be used on a
specific incident.

You must add every frequency you need for the incident to the MFL.

To enter frequencies into the MFL
1 On the Tools menu, click Master Frequency.

2 Click the System drop-down arrow, and then click to select the System of
your choice.
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3 Complete the remaining boxes in the row

- Group

- Channel

- RFunction

- TX

- Tone

- Assignment
- Remarks.

4 When finished, click to select the check box in the Show column for that
new Frequency, and then click the Propagate Changes button.

The following diagram shows the Master Frequency List.

2% Master Frequency List _;'
Show System Group | Channel |RFunction RX LS Tone |Assig Remarks
4 King 1 1 168.050 | 168.050 Divigion LW X Branch | Blackwall

King 1 2 165.200 | 168.200 Divigion % Branch | Blackwall
King 1 3 168.600 | 168.600 Division A Branch Il Frog Pond
King 1 4 169.200 | 169.200 Blackwall &/G Helo Buct
King 1 5 164.8625 | 170.250 Blackwall Fireline to ICP |Sheep Mountain
King 1 G 173.150 | 173.150 Frog Pond A/G Helo Buc
King 1 7 171.975 | 1739375 Frog Pond Fireline to ICF|Lost Trail Pass Ski Hill
King 1 g 166.725 | 166.725 Structure Protection Branch | & Il
King 1 9 1685.075 | 170.425 Blackwall Fireline to ICP |Sheep Creek
King 1 10 166775 | 16B.775 Division B, C Branch Il Frog Pond
King 1 1 165.475 | 173.8125 Branch Il Frog Pond Andergon Mountain
King 1 12 163.100 | 163.100 Helibase Deck
King 1 13 172,275 | 164.500 | 146.2 |Fireline to Central Idaho
King 1 14 168.625 | 16B.625 Air Guard Emergency Airto Groul
O NIFC 2 1 186.675 | 1B66.675
[m] WIFC 2 2 169.150 | 189.150
[m] NIFC 2 3 169.200 | 182.200
[m] WIFC 2 4 170.000 | 170.000
[m] NIFC 2 5 167.950 | 167.950
[m] NIFC 2 10 165.550 | 168.550
[m] WIFC 2 1 168.350 | 168.350
O NIFC 2 12 163.100 | 163.100
[m] WIFC 2 14 168.625 | 16B.625

! O NIFC 3 1 1686.725 | 1686.725
[m] WIFC 3 2 1686.775 | 1686.775
[m] NIFC 3 3 168.250 | 168.250
[m] WIFC 3 4 166.6125 | 166.6125
[m] NIFC 3 5 166.6125 | 168.400
[m] NIFC 3 5 167.100 | 167.100

Propagate Changes Help |
iTacticaI D AGroup i 3‘ I ‘ I I I i-_I
o | |

To delete a frequency on the MFL

This process only deletes the frequency you select, not the entire MFL.

1 On the Master Frequency List, click the Show column to select the
Frequency you want to delete.

2 Perform one of the following

- click the Delete Form icon
- on your keyboard, press DELETE.
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The following diagram shows a selected frequency and the Delete icon on the
Master Frequency List.

% Incident Action Plan == x|
File Edt View shifts Tools Window Help
OD-HEeky|melxC=-|als 7 o] ncident Mame: [FROG COMPLEX -] e e
Master Frequency List B o =
g0 Delete Form |
£5203 | | ow_|System Group| Channel RFunction RX T Tone ig
1C5204 = King 1 1 168.050 | 168.050 Division U W X Branch | Blackwall
Jul 25, Day Alpha - Priorit: o] King 1 2 168200 | 168.200 Division % Branch | Blackwall
15205 King 1 3 168.600 | 168.600 Division A Branch Il Frag Pond
B8 Ju 25, Day King 1 4 169.200 | 165.200 Blackwall A/G Helo Bucl
Jul25, Day H |Kking 1| s 164.8625 | 170.250 Blackwall Fireline to ICP |Sheep Mountain
[ B _ King 1 & 173.180 | 173.150 Frog Pond &/5 Helo But
m QE:DEY | | 2] King 1 7 171.975 | 1738375 Frog Pond Fireline to ICF|Lost Trail Pass Ski Hill
Jul 26, Mgkt | | M [king 1 i) 166725 | 166725 Structure Protection Branch | & 11
[ 27, Day o] King 1 a 168.075 | 170425 Blackwall Fireline to ICP |Sheep Creek
Jul 27, Might King 1 10 166.775 | 166.775 Division B, C Branch Il Frag Pond
Jul 28, Day King 1 11 168.475 | 1738125 Branch Il Frog Pond Anderson Mountain
-8 Jul 28, Dsy H |Kking 1 12 163.100 | 183.100 Helibase Deck
Jul 28, hight _ King 1 13 172.275 | 164.500 | 146.2 |Fireline to Central ldaha
" Ju 28, Day | M [King 1 14 168.625 [ 188.625 Air Guard Emergency Air to Graul
B8 Jul 29, Night
30 M O niFc 2 1 BB.675 | 186675
B w31, Dy O [uFc 2z 169.150 | 169150
Jul 31, Night |m] NIFC 2 3 168200 | 168200
Aug 1, Might [m] NIFC 2 4 170.000 | 170.000
-8 mug 2, Day [] 2
Aug 2, Night U 2 168.550 | 188.550
#ug 3, Day O [uFc 2 1 168350 | 168350
“ ::gfg‘::" . O [uFc 2 12 163100 | 163100
« : LI— [m] NIFC 2 14 168.625 | 168.625
m] NIFC 3 1 166.725 | 166.725
m] NIFC 3 2 166.775 | 166.775
[m] NIFC 3 3 168.280 | 188.250
O NIFC 3 4 166.6125 | 1666125
[m] MNIFC 3 5 166.6125 | 168.400
[m] NIFC 3 5] 167.100 | 167.100
Fropagate Changes Help

e
0l I

|Server = PC38B2YSLITE Database = MSDETrainingd08_fest

To refresh data on the MFL
¢ Click the Refresh Data icon.

Creating ICS forms

This section explains how to complete the ICS forms you can create in IAP.

To create an ICS 202 Incident Objectives

1 On the File menu, point to New Form, and then click New Form 202 -
Objectives.

2 In the 4. Operational Period box, click the drop-down arrow, and then
click to select the Shift of your choice.

3 Complete the following information

- 5. General Control Objectives for the incident (include alternatives)
- 6. Weather Forecast for Period
- 7. General Safety Message.

12
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4 Under Attachments, click to select all that apply

- Organization List - ICS 203

- Div. Assignment Lists - ICS 203

- Medical Plan - ICS 206

- Air Operations Summary - ICS 220
- Incident Map

- Safety Message

- Traffic Plan

- Weather Forecast.

5 To add an additional attachment, click to select a check box next to a
blank line, and then type the appropriate attachment next to that check
box.

6 Inthe 9. Prepared by (Planning Section Chief) box, type the Planning
Section Chief Name.

7 Inthe 10. Approved by (Incident Commander) box, type the Incident
Commander Name.

8 When finished, click the Save icon.
The following diagram show a blank ICS 202 form.

42 Incident Action Plan =] x|

File Edit Wew Shifts Tools ‘Window Help
OD-H SRy 2 X|[CE-|a|s 7 u| Incident Mame: [FROG COMPLEX R S

EEIES (A Ty ek IS 5% Form 202 - 04/14,/04, Day Shift 0700 - 1900 _ ol =

1C5202 1. Incident Mame Z. Date Prepared |3, Time Frepared ks
125203

Ics204 Incident Objectives FROG COMPLEX 0471404 1044 | Blackwall
Jul 25, Day Alpha - Priorit | Blackurall
105205 4. Operational Period Il Frog Pond

Jul 25, Day _ - -
Jul 25, Dy 04/14/04 Wednesday Day Shift 0700 - 1900 J

Jul 25, Day 5. General Control Objectives for the incident (include alternatives)
Jul 25, Might I —
Jul 26, Dy fail Pass Ski Hill
Jul 26, Night L&l

Jul 27, Day Creek

Jul 27, Might Il Frog Pond

ul 28, Day on Mountain

Jul 28, Day 7
Jul 28, Might
Jul 29, Day
Jul 28, Night
Jul 30, Might
Jul 31, Day
Jul 31, Night
Aug 1, Night

Mountain

Ency Airto Grou

£ug 2, Night
Aug 3, Day
Aug 3, Night 6. Weather Forecast for Period +
Aug 4, Day =
| [ —

o]

-+

-+

7. General Safety Message +

I;I
It

S

|Server = PCIBEZUSLITE Datakase = MSDETraining406_test
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To create an ICS 203 Organization Assignment List

The ICS 203 identifies which positions are filled and by whom. People
qualified for each position mnemonic are identified in the I-Suite database.
However, if a name does not display in the drop-down list, you may manually
type in that name. Keep in mind that some position boxes display more than
one position mnemonic

1

On the File menu, point to New Form, and then click New Form 203 -
Organization.

For each position, click the drop-down arrow, and then click to select the
Person of your choice.

Under 6. Agency Representative, type the Agency for each agency
representative.

In the Prepared by box, type the Resource Unit Leader Name, and then
click the Save icon.

The following diagram shows a blank ICS 203 form.

4 Incident Action Plan = x|
File Edit Wiew Shifts Tools Window Help
Shows resources
D-HE&ky B¢ X COa-la B 7y Incident Name: [FROG COMPLEX ~| e resnie:
I"g"sz‘g; IR =T L I=I1 5% Form 203 - 04/14,04, Day Shift 0700 - 1900 I [=] 553 =
i ORGANIZATION ASSIGNMENT LIST 8. Operations Section ks _
1C5204 1. Incidert Mame: = « | ! Blackwall
B8 Ju1 25, Day Alpha - Priorit FROG COMPLEX _ | Blackwall
125205 2. Date Prepared |3 Time Prepared e Il Frag Pond
- Jul 25, Day 04/14/04 133 a Branch | - Division/Groups
B8 Jul25 Day 4. Operational Perio Mountain
1125, Day 04/14/04  Wednesday |Day Shift 0700 - 1800 = [Pransh Director =]
-8 Jul 25, Night Position Matme IDeput TR —————
e D:V i il Pass Ski Hill
B8 Jul 28, Night 5 Incident Commander and Staff [Division/Grovp pren
-8 Jul 27, Day incident Commander + [Division/Grous « || Creek
Jul 27 Night — —D = =i Il Frog Pond
|8 Jui 28, Day fiitid ~ msenroue " Akon Mountain
Jul 28, Day [Safety Officer + [Division/Graup b3
U5, Mt Iinformation Off T+ [prvisionso B
| 8 i 20 Day A information Officer ~[prisonirou - o
Jul 29, Might [Lisison Officer b Branch Il - Division/Groups R
B8 Jul 30, Night S Trr—
B8 Jul 31, Day B. Agency Representative ranch Director ]
Jul 31, Night Agency Tlame Deputy .
B Aug 1, Night R
£ug 2, Night + [Division/Group -
B8 fug 3, Day oo —
Aug 3, Might + [Division/Group -
8 Aug 4, Day i v [Division/Group V|
4 »
]| w [Divizion/Group v
T Planning Section C Branch Il - Division/Graups I
(Chiet + [Branch Director P | —
Deputy  [peputy -
IResources Unit + [pivision/Group v
[Situation Uit + [pivision/Group -
[Documertstion Unit + [Division/Group - A

1 |

Eerver = PCHIEISLITE Databasze

= MSDETraining4 08 _test

To customize your mnemonics (kindcode) filter

1
2

On the Tools menu, click Form 203 Template.

For each section, click in the appropriate box, and then type additional
Mnemonics as needed, separated by a semi-colon.

To save your additions, click the Save button.

14
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The following diagram shows a sample ICS 203 template.

2%.1C5203 Template ] 3]
ORGANIZATION ASSIGHMENT LIST - 1C5203 Template |9. Cperations Section
1. Incidert kame Day OSC1; 0SC2 —
20 T e Night 0SC1; 0802 v
— ‘ a. . Branch 1 - Division/Groups
Branch Director OPBD; DS, OSCT; OSC2 «
Position | Mame Deputy OPBD; DS, OSCT, OSC2 «
9. Incident Commander and Staff Division/Graup DS =
Incident Commander ICT1; ICT2: ICT3: ICT4: ICTS; OF + |Division/Group oS =
Deputy DPIC + |Divizsion/Group oS -
Safety Officer S0OF1; S0OF2; 30F3 » | Division/Group DS v
Infarmation Officer |IOF1; IOF2; 10F3 » | Division/Group 05 -
Ligison Offizer LOFR v|h Branch Il - Division/Groups
B Agency Representative Branch Directar CPBD; DS, OSC1; 0SC2 «
Agency MName Deputy OPEBED; DS, OSC1; 03502 «
AREP v |Division/Group [WIR¥ -
AREP » | Division/Group Ors v
AREF v |Division/Group RIS v
AREP » | Division/Group Drs A
AREP v | Division/Group OivE v
7. Planning Section cC. Branch Il - Division/Groups
Chief PSC1; PSC2 v |Branch Director CPBD; DS, OSCT, 0SC2 «
Deputy PSC1; PSCZ v [Deputy OPBD; DNWS; OSCT; 0SC2 «
Fesources Unit RESL + |Divizsion/Group oS -
Situation Unit SITL » | Division/Group DS v
Documentation Unit DocL » | Division/Group OMNS =
Demabilization Unit 1% (0] » IDivigion/Group RIAT -

To create an ICS 204 Division Assignment List

1

On the File menu, point to New Form, and then click New Form 204 -
Division Assignments.

In the 1. Branch box, type the Branch Name, and then press TAB.

In the 2. Division/Group box, type the Division/Group name, and then
press TAB.

Under Operations Personnel, click the drop-down arrow for each
Position, and then click to select the Person of your choice.

Under 5. Resources Assigned this Period, click to select the option of
your choice

- All, to display all resources

- Crew, to limit the drop-down list to display only hand crews

- Engine, to limit the drop-down list to display only engines

- Equipment, to limit the drop-down list to display dozers, water
tenders, tractor plows, and other heavy equipment

- Line Overhead, to limit the drop-down list to display individual line
overhead such as Strike Team Leaders and Field Observers.

September 9, 2004
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10

Complete the following boxes for each resource, as appropriate

You can complete the drop off and pick up locations and times for the first
resource, and then click the Auto-Fill buttons to fill-in the remaining
locations and times for all other resources. Edit the remaining drop off and
pick up locations and times as appropriate.

- Strike Team/Task Force/Resource Designator
- Leader

- Number of Persons

- Trans Needed

- Drop Off PT./Time

- Pick Up PT./Time.

Complete the following boxes as appropriate

- 7. Control Operations
- 8. Special Instructions.

Under 9. Division/Group Communications Summary, complete the
following boxes as appropriate for each Function

This section allows you to import frequencies from the ICS 205 Radio
Communications Plan, if one exists for that operational period. If the
Frequency - RX drop-down list does not contain any frequencies, an ICS
205 has not yet been created for that operational period. To display
frequencies added to the ICS 205 since the last time you started IAP, click
the Refresh Data icon.

- Frequency - RX
- Frequency - TX
- Tone

- System

- Channel

- System

- Channel.

In the Prepared By box, type the Resource Unit Leader Name, and then
press TAB.

In the Approved By box, type the Planning Section Chief Name, and
then click the Save icon.

16
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The following diagram shows a blank ICS 204 form.

47 Incident Action Plan
File Edit “iew Shifts Toals ‘Window Help

=l

D-Hl ey B4 X O

|alB zu|@

Incident Mame: |FROG COMPLEX

" |

(Shows resources
for all incidents

Aug 4, Day
4

Master Frequency List
Ics202

165203

105204
B8 Jul 25, Day Alpha - Priort:
105205
B8 Jul 25, Day
B8 Jul 25, Day
Jul 25, Day
B8 Jul 25, Might
Jul 26, Day
B8 Jul 28, Night
B8 Ju 27, Day
Jul 27, Night
B9 Jul 28, Day
Jul 28, Day
B8 Jul 28, Might
B8 Ju 29, Day
Jul 29, Might
B8 Jul 30, Might
Jul 31, Day
B8 Jul 31, Might
B8 Aug 1, Night
Aug 2, Day
B8 Aug 2, Night
Aug 3, Day
B8 Aug 3, Night

hForm 204 - 04,

4, Day Shift 0700 - 1900

Division Assignment List

DRAFT
Branch

| 2. Division/Group

=101 x|

3. Incidert Name

4. Operational Period

FROG COMPLEX Q4A 48 Wednesday IDay Shift 0700 - 1900 [ il
5 Operations Personnel Pond
Operations Chiet = DivigioniGroup Supervisor = in
Operations Chiet | Air Attack Supervisor v
Branch Dirsctor z Satety Officer z s Ski Kl
B " Al ¥ crew ¢ Engine { Equipment { Line Overhead Resources Assignedthis Feriod
Strike Team/Task Force Resource Designator Leader um of [Trans Drop Off PT.Time Pick Lip PT./Time
Pers. | v Auito Fill | Auita il Fond
ntain
tto Groul

RN [

7. Control Operations

|

[Server = PCISENSLITE Database = MSDETraining08_test

To customize your mnemonics (kindcode) filter

1
2

3

On the Tools menu, click Form 204 Template.

Under Operations Personnel, click in the appropriate box, and then type
additional Mnemonics as needed, separated by a semi-colon.

To save your additions, click the Save button.

The following diagram shows a sample ICS 204 template.

IC5204 Template i ] |

Division Assignment List - ICS204 Template | !- Branch 2. Division/Graup

3. Incident Mame 4. Operational Period
&, Operations Personnel
Operations Chief 0SC1; O5C2 | DivisioniGroup Supervisor (DS -
Cperations Chief 03C1 0302 v | Air Attack Supervisor AAGS: AQBD; ATGS v
Branch Director QSC1, 05C2; OPBD; DIWS v | Safety Officer SOF1, S0F2; S0F3 v
B. Resources Assigned this Period

Strike Team/Task Forcel Resource Designator | Select the data and the order that will be displayed in the resource designator box.

ResourceM arme

=

Add Resource Hame |

Add Kind Code

Add Request Mumber

Clear

IC% 204 Template

September 9, 2004
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To edit the 204 template

You can change the order of the resource, kind code, and resource name
fields on the 204 template. This change affects all newly created ICS-204s,
but does not affect ones already created.

1 On the Tools menu, click Form 204 Template.

2 Click one or more of the following buttons, in the order of your choice, to
customize the 204

- Add Resource
- AddKind Code
- Add Resource Name.

3 To save your changes to the 204 template, click the Save icon.

To manipulate rows on the 204 form

You can cut, copy, paste, and delete rows on the 204 form.

1 To cut a row, click to select the row of your choice, right-click in the left-
most column of that row, and then click Cut.

2 To copy a row, click to select the row of your choice, right-click in the
left-most column of that row, and then click Copy.

3 To paste the cut or copied row, click to select the target row of your
choice, right-click in the left-most column of that target row, and then
click Paste.

The following diagram shows a sample row of the 204 and the cut/copy/paste
options available when you right-click the mouse.

LA AL I L LA Lt [ MV ILLISIYLD
B. = al o crewe © Engine © Equipment f
Strike TeamiTaszk Force! Resource Designatar
CROWY 23 _TLE
JCROW 25 =]
—% Zuk =
T oy i
4+— Paste =
-

To spell check the 204 form
*  On the Tools menu, click Spell Check.

18 September 9, 2004



Incident Action Plan User’s Guide

Incident Action Plan User’s Guide

%2 Incident Action Plan
File Edt Wiew Shifts Tools Window Help

To complete the ICS 205 Incident Radio Communications Plan

The Communications Leader completes the ICS 205. All frequencies on the
ICS 204 are also on the approved ICS 205 for that operational period.

1 On the File menu, point to New Form, and then click New Form 205 -
Communications.

2 For each frequency, click the Radio Type/Cache drop-down arrow, and

then click to select the Frequency of your choice.

Once you select the frequency, the remaining data from the MFL auto-fills
on the form.

3 Click the Verify Frequencies button.

The Verify Frequencies button verifies the following:

- All frequencies on the ICS 204 and ICS 205 are approved
frequencies on the MFL.
- All frequencies for that operational shift are assigned on at least one
of the ICS 204s for that operational period.
- Any frequency on an ICS 204 is also on the approved ICS 204 for that
operational period.
If there are any discrepancies between the ICS 204, ICS 205, and the

MFL, IAP displays a notification message.

The following diagram shows a blank ICS 205 form.

b

]

D-H &Ly | Be XO=-ale 7yl

Incident Name: [FROG COMPLEX% -]

(Shows rEsouUrces’
for all inciderts

Master Frequency List

125202
152035

(=] Ics204
Jul 28, Day Alpha - Pric
(=] Ics205

-8 Ju 25, Day

Jul 25, Day

B8 Jul 25, Day
-8 .l 25, Might

Jul 26, Day

-8 Jul 28, Night
-8 Jul 27, Day

Jul 27, Might

-~ E8 Jul 28, Day
-8 Jul 28, Day

Jul 28, Might

B8 Jul 28, Day
-8 .l 29, Might

Jul 30, Might

B8 Jul 31, Day
-8 Jul 31, Might

Aug 1, Night

~E8 sug 2, Day
-8 Aug 2, Might

fug 3, Day

B8 sug 3, Might

Aug 4, Day

- il .

Verify Frequencies |

2% Form 205 - 04/14,/04, Day Shift 0700 - 1900

=101

Radio G

1
Plan

- Incidert Mame

FROG COMPLEX

2. Operational Period
04/14/04

Wednesday

Day Shift 0700 - 1900 -

g

Basic Radio Channel Utilization

Readio Type/Cachs

Channel

Function

Frequency/Tone

Lssignment

Remarks

L4

=
=
o)
=
=4

v

1 |

|Server = PCISEZSUITE Database = MSDETrainingd08_test

B
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To create an ICS 206 Medical Plan

The ICS 206 is a narrative, fill-in form.

1 On the File menu, point to New Form, and then click New Form 206 -
Medical.

2 Complete the following sections as appropriate
- Incident Medical Aid Station
- Ambulance Services
- Incident Ambulances.

3 In the Paramedics column, click to select the Yes or No check boxes, as
appropriate, to designate the available Paramedics for each type of
medical service.

4 Complete the Hospitals section, and then click to select the Yes or No
check boxes, as appropriate, to designate if a Helipad and/or Burn
Center is available.

5 Inthe Medical Emergency Procedures box, type a description of the
medical emergency procedures, as appropriate.

6 Complete the following boxes
- Prepared by (Medical Unit Leader)

- Reviewed by (Safety Officer).
7 When finished, click the Save icon.
The following diagram shows a blank ICS 206 form.
4 Incident Action Plan =1=)x]
File Edit Wiew Shifts Tools Window Help
D-H SRy me X Oa- a8 70| Incidert Hame: [FROG COMPLEX. =] (v e
Ll EEUL LA | 5 £orm 206 - 04/14,/04, Day Shift 0700 - 1900 I [=] 53 _:I
:ggigi Medical Plan 1. Incident Name 2. Operstional Period lm rks
(2] icsa04 FROG COMPLEX i | D{Hfiﬂﬁl Wednesday | Blackwall
T8 Jul 25, Diay Alpha - Pric 3. Incident Medical Aid Station L) Blackwall
(=] ics208 Medlical Aid Stations Locstian Paramedis | || Frog Pond
~E8 Jul 25, Day wes| Wo [
~E8 Jul 25, Day - Maountain
Jul 25, Day -l
j:: ii:gf\;ﬁ [T | T |pail Pass SkiHill
~E8 Jul 28, Might |l L&l
~E8 Jul 27, Daw rlr Creek
Jul 27, Night T Transportation Il Frog Pond
~E8 Jul 28, Day on Mountain
Jul 28, Day A Ambulance Sewvices L L
Jul 28, Might A wame ress ane Paramedics
B = i e 2 [oney A7 ta Grou
~E2 ul 30, Ni
80 ooy i
Jul 31, Might -
~E8 Aug 1, Night -l
a2, bay = | —
::; ; g::“ B Incident Ambulances I
Aug 3, Night Mamme Location Paramedics
P - - ves | Mo
. Aug 4, Day I =
|-
|-
|-
r|r
5. Hospitals
Name AcldressiLatitudel ongitude :?E';’”Dzn | ProneFrequency v::h E:D 1’2 CT;'
ol _LI
A |

Eerver = PCYIENISLITE Database = MSDETrainingd 05 _test
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To create an ICS 220 Air Operations Summary

The ICS 220 is mostly a narrative, two-page form

1 On the File menu, point to New Form, and then click New Form 220 -
Air Operations.

2 Complete the following sections as appropriate

- Sunrise Hour

- Sunset Hour

.REMARKS

. MEDEVAC AIRCRAFT
TFR

. PERSONNEL

. FREQUENCY

. FIXED WING

- 9. HELICOPTER.

1
<IN B NV NN

3 To advance to the next page of the form, click the Go to Page 2 button.

4 Complete section 10. TASK, MISSION, ASSIGNMENT, as
appropriate.

The following diagram shows a blank ICS 220 form.

43 Incident Action Plan (=1

File Edit Yiew Shifts Tools Window Help
D-Haely | =exEaE- a B 7 0 Incidert Name: [FROG COMPLEX EEEEEEES
WL | = £ 220 - 04,14/04, Day Shift 0700 - 1900 —

=)
. . Goto | Prepared by Date Prepared
=) 1C5203 Air Operations Summary o0 041404
IC5204

: Jul 25, Day Alpha - P 1. Incident Mame 2. Operational Period §
= |c325||‘5 oy SR FROG COMPLEX 04/14/04 Wednesdar Day Shift 0700 - 1900 -

il 25, Dy 3. REMARKS (Safety Notes, Hazards, Air Operalions Special EqUipment, etc.) 4. MEDEWAC ARCRAFT 5 TFR
~E8 Jul 25, Day
B8 Jul 25, Day
Jul 25, Night —
~E8 Jul 25, Day
~E8 Jul 26, Might
Jul 27, Day
~E8 Jul 27, Night
Jul 28, Day
B8 Jui 78, Dy 6. PERSONNEL Phone # 7. FREQIUENCY AMIRH PO &. FIRED-WING # AvallTypeMake
B8 Jul 28, Night AIRIIR P
Jul 29, Day
8 Jul 29, Night
Jul 30, Night ARIGROUND
Jul 31, Day COMMAND:

B8 Jul 31, Might
Aug 1, Might
~E8 Aug 2, Day DECK FREQ:
~E8 Aug 2, Might
£ug 3, Day
~E8 Aug 3, Night
Aug 4, Day | [ 9. HELICOPTERS (UUse adiditional Sheets As Necessary)
J —’l_ Faamm#  [Tv [MAMEMODEL BASE  |AYAL [START REMARKS FamMg  [TY [MAMEMODEL BASE  |AwalL [ST#

Sunrise

Airtankers

AIRIAIR R

Leadplanes
Base FAXH

COMMARND RPT: ATGS Alrcratt

TOLC FREQ: Other

afafafafafa]a]n

0 |G

|Server = PCI9BSUITE Database = MSDETraining408_test
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CHAPTER 1 Introduction

The Incident Cost Accounting and Reporting System (ICARS) is designed to allow you
to easily track individual resources in a database format. The system creates a line for
every resource for every day. The ICARS user can then analyze, manipulate, and create
outputs of this information in a variety of report formats.

ICARS has been integrated into the I-Suite of applications and is now capable of
running networked with many PC’s all working from the same database. [-Suite also
includes the Incident Resource Status System (IRSS), Incident Time System (I'TS) and
Incident Action Plan (IAP). All of these programs now function oft the same set of
common tables. Thus common data only needs to be entered one time and can be used

by all programs.

The system is designed to track any and all incident resource costs that are assigned to
that particular incident. The INCIDENT table contains basic incident information and
the RESOURCE table is where header record information for all resources assigned to
the incident are input. ICARS ties the RESOURCE table to a variety of lookup tables,
which contain acceptable entries for the fields in the RESOURCE table. These lookup
tables include the AGENCY, KIND, DIVISION, HOME UNIT, OBLIGATION and
RATES tables.

The system involves the daily creation of records in the DAILY and AIRDAY tables,
for each RESOURCE table record. At the end of the incident the combined records of
the DAILY and AIRDAY tables will contain a line for every resource for every day.



What’s New With ICARS

ICARS-04 Updates

e Obligations

o
o
o

Update Obligation buckets to remove lines 3 Fixed Wing and 7—M isc.

Allow reversal of current day finalization.

Split AD's out of mixed crews, so only the AD personnel will be included in the

obligation bucket for AD's.

Correctly identifies Rural, County and City resources to the correct STO or STL
category based on the Home Unit.

Correctly identifies PVT resources based on the contracting agency.

Adds Cost Share category, which can be manually used to identify resources that
should not be obligated because they are covered under a cost share agreement.

e Projections

o
o

Allow updating of prior days projections to the current day.
Allow editing of per unit costs.

Add flow down of data entry in lower section.

Corrects error in support calculation

Corrects graphing error for projections over 46 days

Add Business Ratio/Analysis reports

Add Fire characteristics to acres burned table for future use in calculating
weighted costs per acre.

Add weekly/monthly rate type, which will only allow daily cost to be created
once a week/month.

Fixed Incident End date in Incident table so it will stop the creation of daily
records.

Added function to pick up an AD crew rate from the rates table if the crew is
>50% AD's.

Corrects error in add screen.

Added ability to drag and drop resources into the add resources screen

ICARS-03 Updates

e Addition of an Obligations module used to track and report expenditures, by
obligation categories.
e Changes ITS updates to:

O 0 0O

Interpret R&R, travel home and COP as 8 hours of work time.
Lock feature in ICARS will lock out ITS updates

ICARS will ignore deductions in ITS where commodity=Partial Pay.
The Assign date is equal to the hire date in ITS.



o Updates from ITS for crews is changed to only bring in average hours.
The dollars will be left as the default rate from the rates table. This
corrects a problem where AD crew rates were not functioning correctly.

An Incident Start date has been added to the Incident table. Dates prior to that
date will not be allowed in any I-Suite applications.

Fixed bug where costs auto generate to incident start date.

The Creation of Daily records and ITS updates have been placed in the database
as procedures, thus dramatically improving performance times.

Modifications to reports screen to summarize as either sort categories or other.
Request Number is now required.

You can now export a graph as a .jpg file.

Various new Kinds were added to the Kind table.

Added OAS agency, to track costs for Office of Aircraft Services.

Replace Access, as the database engine, with Microsoft Database Engine
(MSDE)

Where to Get ICARS

The ICARS application is available for Downloading, as a part of the [-Suite software from the
Internet at: http://www.fs.fed.us/r6/fire/i-suite.

How to get help

There is a National ISuite helpdesk, which should be your first call for support 916-799-3586.
Support for bugs, etc. can also be obtained from the websites listed above. Other support can
be obtained from other ICARS users. Any comments or questions not answered by those
sources can be directed to Jeff Park at the Region 6 Regional Office in Portland, Oregon.

Phone: 503-808-2978
Fax: 503-808-2467
e-mail: jgpark@fs.fed.us
Mailing Address:

Jeft Park

c¢/o Financial Management

333 SW First Avenue, Box 3623
Portland, OR 97208-3623




CHAPTER 2 Installing and Starting ICARS

This chapter contains instructions for installing and starting ICARS. Preferably, installation
and a quick start-up test should be done prior to a call to an incident, but can be done once
arriving at the incident.

Running Setup

Obtain [-Suite Final Release CD and follow the instructions on the CD or use the one step
network install from the download site. The advantage of the network install is that the
installation wizard will first look to your PC, to see what files are already there. It will only
download files that are not already loaded on your PC.

Set Date/Time

You will want to be sure that the date and time is properly set for any PC running ICARS. You
can change the date and time from within ICARS menu options (UTILITIES | SET SYSTEM
DATE/TIME) or from the Window’s Control Panel. Some computers have dead batteries;
thus, the correct date and time are lost when the computer is turned oft. The correct date is
critical to the proper running of the ICARS application.

Starting ICARS

At the conclusion of the install, there will be an ICARS icon placed on your desktop. To use
ICARS in the MSDE environment it is necessary to use the admin tools provided to attach a
database. Please see the Administrators Guide for these instructions.




CHAPTER 3 General Cost Collection and Analysis Techniques

This chapter discusses what to do before leaving your home unit. It also talks about cost
collection and analysis techniques.

Prework

What to bring

The following equipment should be available when arriving on an incident:

IBM-compatible computer (computer rentals are readily available).

Printer (May not be necessary if networked to a printer).

Blank disks for backups and sharing information.

[-Suite application on a CD-ROM.

Surge Protector Power strip and extension cord.

Office supplies—-paper, stapler, highlighters, pens, pencils, clipboard, folders and envelopes.
Calculator.

Boise Interagency Fire Center (BIFC) contract rates manual.

ICARS manual and Quick Reference Guide

Field Operations Guide (FOG) Handbook (Definitions).

Computer Site Preparation

1. As dust free an environment as possible to reduce computer wear and tear.

2. Electricity availability. An extension cord will afford you more flexibility.

3. Since you may need to network to computers and information from personnel time,
equipment time and IRSS, proximity to the finance unit and the IRSS unit will be necessary.

Empty tables

If you are using an I-Suite database that has been previously used it will be necessary to assure
the data from the previous incident has been removed. The best approach is to start with a
clean database, which is loaded when you install the software, or is available from the web site.
[f you want to re-use a database you can simply Delete All the Incident records in the Incident
Table. Because of the built-in relationships, deleting an Incident record will delete all records
associated to that Incident. This essentially, empties the I-Suite database"




Data Collection

Evaluate Sources

Upon arriving on a fire, one of your first tasks is to evaluate the sources of cost data you will be
using in your cost analysis. You must determine what sources are available and decide what
data appears to be the most accurate. Following are some sources of data that will be used both
to build your RESOURCE table and to use for daily updating.

1. T-Cards from Resource Unit to verify resources, names and assignments.

Resource Orders from Ordering Manager or Supply Unit Leader; also Expanded

Dispatch.

Check In - Has anything new come in during the last 24 hours?

DEMOB - What left yesterday, today and is planned for tomorrow?

ICS-209 - Previous day numbers used for overhead and total personnel for supplies.

IRSS Reports - Some IRSS reports or RESOURCE.DB file can help fill ICARS gaps.

LA.P. (Incident Action Plan) - Used to verity resources on the ground; especially critical

in a Cost Share agreement where division assignments play a part of the agreement.

8. Equipment rental agreements and use invoices from Equipment Time for identification
of contract resources and actual rates.

9. Time sheets from Time Unit for actual crew hours worked.

10. Air Cost - Summaries from Air OPS for previous day. Also used to estimate current day.

11. Caterer - Costs from Food Unit Leader for previous day. Also used to estimate current
day.

12. Bus - Count from Ground Support

13. Pickup - Count from Equipment time, Equipment Manager or Ground Support.

14. Crew - Updates from Time Unit.

15. Claims - From Claims (Comp/Claims normally list all injuries).

16. Unit Logs for other misc records.

to

Nk

Initial Data Entry

The table called INCIDENT contains Incident information and should be updated to reflect the
basic information about this incident. You can track multiple Incidents within a single database
by assigning different numbers in the incident table (IE: 1,2,3). Another option is to store
different Incident information in two separate ICARS database files.

The table called RESOURCE is where all basic information on resources assigned to the
incident will be entered. If you are using ICARS as a stand-alone application you will have to
enter all resources. If using ICARS, in a networked Isuite setup, resources will be entered into
the RESOURCE table through IRSS and I'TS as explained below.

If IRSS and/or I'TS are being used on the Incident then you will need to work with the
Computer Technical Specialist to get networked with the other PC’s. Once you are networked
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you will use the same I[-Suite database, as IRSS and I'TS and all your ICARS tables will be filled
with the data entered through check in by IRSS, and Time System through I'TS. The
IRSS/ITS data can be supplemented and verified by data from the other sources as listed above.
Of course you will need to enter all cost information not supplied by I'TS.  You will need to
work closely with the IRSS/ITS personnel and communicate on any changes to the common
database. Generally IRSS will be the owner of the resource information and any changes will
be either entered by or communicated to the IRSS personnel. This may vary from incident to
incident depending on the working relationship that is built. See Chapter 12 for a further
discussion of I-Suite.

General Data Input Information

Level of detail

When inputting information different levels of detail may be used, depending on the incident
size, predicted length, management needs, etc. Of course if IRSS is entering the data you
will not need, or have the option to summarize, as all individual records will be entered
into the system through check in. Examples of different levels of detail are:

1. Summarize overhead personnel into support and direct instead of entering every person.
Direct overhead are defined as the Incident Commander and direct staft as well as any
individual that has direct duties on or around the fire line. This information can be
generated from the shift plan, T-cards, or ICS-209

2. Summarize crews into hotshots, regulars and ADs as opposed to entering crews by crew
name.

3. Summarize buses into cost categories as opposed to entering every bus by name.

Use of actual vs. estimates

Included in ICARS is a standard rates table, which includes estimated rates for most resources
that will be found on an incident. ICARS will automatically enter these rates into the DAILY
table, when you enter a resource.

Since these rates are only estimates they can be updated to actual rates at any time. If no rate is
available in the rates table, it is best to enter estimates at the outset with the plan to update to
an actual cost later. This is usually the case with costs such as aircraft and caterers. The
current day's cost will be entered as a projection based on the prior day's cost (or other
information, if available) and then updated with the actual cost when it becomes available. Such
updates are accomplished by editing the DAILY and AIRDAILY records for a particular resource.
When entering actual costs, you can use the Locked field to flag that entry as an actual cost and
locking edit access to that particular Daily record.
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Strike Teams

A strike team will be entered in IRSS as a Parent record (the strike team name) with various
children records (individual crews or engines). The parent record will show in ICARS, but you
will not be able to add costs to it. The costs will show with the individual children records.
This process allows strike teams to be built and dismantled. All the daily records will be
maintained with the strike team element.

Quantities and Units

The Quantity and Units tields in the DAILY table are also important for calculating a resource's
daily costs. A resource's daily cost is calculated by multiplying the resource's unit cost,
quantity, and units together to determine the total cost of the resource. The Units tield can be
handled various ways. You can use a standard number of hours like 14, assuming that on
average everyone is working a 14 hour day or you can enter the actual hours or you can enter a
1 if the rate you are using is a daily not hourly rate. It is preferable to enter hourly rates
because this allows a direct comparison of resource cost (daily costs are not always based on the
same number of hours so comparisons where daily costs are used, may be misleading). Some
examples of quantities to use are as follows:

Crew Strike Team = Quantity of 2
Engine Strike Team = Quantity of 5
Backing Up

By default, as you enter data into ICARS it is automatically saved into the database. It is
always wise to make a copy of the database and that is what we refer to as "Backing Up".
Backing up is usually handled by the CTSP on the incident. If you are running stand alone
refer to the Administrator Guide for instructions on backing up.

Cost Share Apportionment

Cost share apportionment capabilities are built into ICARS. Cost sharing is provided for
incidents where there is more than one jurisdictional agency involved and costs are to be shared
between agencies. The Cost apportionment section functions through the assignment of
resources to divisions, with those divisions potentially having unique percentage breakdowns
per division, per day. The DIVISION table is where you set up divisions and shifts and cost
sharing percentages by agency. For example the day shift on division A would beA1
(A=division, 1=day shift). Once a division is set up you may assign resources to that division in
the DAILY table. Only resources with the division and shift fields filled in, in the DAILY table,
will be included in the cost share.
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About Cost Sharing an Incident

The information developed in the Cost Share reports can be used in two ways depending on the
agencies involved and the cost share agreement for the incident:

1. To develop a percentage split between agencies, which will then be applied, at a later date,
against the actual expenditures as determined by agency financial statements.

2. To develop each agency’s dollar share of the incident cost so billings can be produced
immediately by the appropriate agency.

If you are using ICARS to determine the actual dollar responsibility of each agency then you
must also deal with how support costs will be allocated. Support costs will usually be allocated
based on the direct cost percentages. This can be accomplished by adding a division code of S1
to all support resources in the DAILY table (it some support resources will not be shared leave
the division field blank on those resources) or creating separate allocation lines with S1 in the
division field (see below). Follow this by adding division S1 to the Division table for all days.
You can then enter into the division table the direct cost split by agency from report R1 for
each day. This will create some extra complexity in the daily process because you don't know
the direct cost split for the current day until you have completed steps 1-3 below for that day.
Thus to do this you must complete steps 1-3 below first, then update the division table with the
S1 percents for the current day and then complete step 3 again and step 4.

An alternative to putting an S1 in for each resource is to determine the support costs each day
that will be allocated and enter two allocation lines into the DAILY table with the kind ALL.
The first line would be a minus number with the division field blank. The second entry would
be a positive number with a S1 in the division field. These entries will not atfect the total cost
but will allow you to show support dollars in the cost share module.

When using ICARS to determine each Agencies actual dollar responsibility you will also want
to know how much each agency spent, so you can determine who owes whom. Under menu
option Reports is 1) cost summary by agency 2) cost detail by agency report, which will give
you the amount spent by each agency.

Daily Steps for Cost Apportionment
The daily steps when doing cost apportionment include the following:

1. Finish normal daily processing and updating of the Resource, Daily and AirDay Table,
including the assignment of divisions to the resource that are involved in the Cost
Apportionment for the particular incident.

2. Edit the Division table to enter the current day percentages by division.

3. Print "Cost Share Summary" report CAT R1.
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4.  Print detail reports:
Cost Share By Shift and Kind (CAT R2) and
Cost Share Resource Worksheet (CAT R3).

Alternative Cost Sharing Approaches

1. Variations to the basic structure above can be made, by being flexible, with the division
assignments. FFor example if the determined method of cost sharing were to identify
specific resources that are the responsibility of each agency without regard to what
division they are working on a modified approach would be to designate a division for each
agency and proceed accordingly. For example A1 could be designated to represent Federal
costs and division B1 to represent State costs. Under this scenario you would assign a
status of A1 or B1 to all resources identified, regardless of where they actually worked.

2. Since only those resources with the status field filled out will be included in Cost
apportionment reports, another modification is to only include a status entry for specific
resources. For example on a Predominantly Federal fire you might have six engines and
one hand crew supporting the State portion of the fire. You could chose to identify those
resources with an A1 in the status field and leave the status on all other resources blank.
You would then fill out the Status table showing 100% State for A1. This would just pull
in the resources with state responsibility and the cost share reports would determine the
state portion of the fire based on those resources alone.
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CHAPTER 4 ICARS File Menu

This chapter deals with all File menu options from within ICARS. The ICARS menu is broken
down into different modules of the program (i.e.) Editing, Reporting, Graphing, Projecting, etc.
Similar to any Windows application you may use your mouse to click on a menu item or use a
common keyboard combination of the “ALT” key and the underlined letter of the menu option
(ie) Alt-F to activate the File menu. This manual will now describe each menu option and its
tunction. Below is an image of the ICARS main menu.

IMAGE 4-1 ICARS Main Menu

LA et L A e e e e e i G B E=  Under the File menu is where all basic
‘File Edit Reports Graphs Projections Obligation  Utiities  Help Open, Printer Setup, and Exit
Functions are located. When you start
ICARS for the first time it opens a
default database called ISuite.mdf.

Mew Incident. .,
Cpen Database, .,

Cptions. .. . .

F'rl?nt Setup Using the file menu options you can
Open or Reopen an existing database

Exit

or create a new incident using the

[Suite.mdf. Each menu option is discussed below.

NEW INCIDENT

The NEW INCIDENT menu option is used for adding a new incident to an existing ICARS
database. You may have many different databases, each potentially storing a single or multiple
incident. By default, the ISuite.mdf file is the default database.

IMAGE 4-2 ICARS Incident Screen

€+ Incident Cost Accounting and Reporting System {ICARS) I-Suite vers: ;|g|5|
£ File Edit Reports Graphs Projections  Obligation  Utiities  Help =18 x|

Murnber  |Mame Location otart Date  |End Date  |State

OR-DEF-S [Green hdtn. Redmaond 5A/2003

Mode: Update  Records: 1
Number [OR-DEF-3959 Start Date [05/01/2003 [+

Marne IGreen hdtr. End Datel E;l
Location |Hedmund State I@R vl

Exit | I e | Qeletel Save | Befreshl Surt,.fEiIterl

| Incident | Databaze Path = LTI]?BHI]El]3"t|5UITE\"tE:"hisuite"\Datahase"hisuite_EJE.mdf| o0 =

If you open a database without an incident ICARS will take you to this screen immediately.
Because the ICARS application uses a relational database, you must first create a new incident
betore adding any resource. If you wish to remove an incident, you may delete the incident from
the Incident table. Because of its relationships with the other tables all resource records and
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their accompanying daily records will be deleted.

The image above shows the Incident Screen, where you can ADD, DELETE or MODIFY
Incidents. To add a new incident, simply press the “NEW” button and fill out the fields below
the grid. Once you have filled out all the fields, press “SAVE” to save that incident’s
information. You may have multiple incidents within any ICARS database. Press “Exit” to close
the incident Screen. See Menu option Edit | Incident for greater detail of the fields.

OPEN DATABASE

IMAGE 4-3 Open Database Screen

The OPEN
menu option
will prompt
the user with
a dialogue
box that will
display
current
databases
(*.mdt) that
have been
attached
through the
Admin Tool.

Cancel |
You must the

. ICARS Server and Database Selection x|

Server Database Last Connect SErar

LTO78R0OG03YE isuite_3.20 _te: 06/02/2003 7:26:14 Al [LTO78ROBOMSUITE  +|

LTOPEROBOME isuite_3.20 06/02/2003 7:25:43 Akd Datahase:
Iisuite_S.EEl_testing j

select the appropriate server, which may be your PC or another PC, operating as a server, and
database. For further instructions on attaching databases see the I-Suite Administrators Guide.

OPTIONS x
IMAGE 4-6 ICARS Options Screen I G D DT

By choosing Options, you may customize

the colors of all the grids in ICARS. ICARS Display Data

grids are commonly referred to as "Even" ez dlzsiilailon

and "Odd" rows. You can change colors for A C_Dmmand

the row backgrounds, font foregrounds, and F Flna.nu:.e

grid columns. These new settings are saved L Logistics

automatically and are used until they are © Cperations

changed again. h A=

After first installing ICARS, a default set of — Click Color To Change
colors for the grids and column headers will —

be installed. You may change colors at [Bsck. Colr = r
anytime. These color settings are

independent of any Windows color settings
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you have set previous to changing ICARS colors.

PRINT SETUP
IMAGE 4-7 ICARS Printer Setup Screen
— Select Printer Th? Prlpt Setup menu
— option simply calls up a
H Window's Printer Setup.
F-.l:h:lt = " F This will differ depending
. e mra=ER I on the version of Windows
1 | i you are using.
Statuz; Cioor Dpen [~ Print to file
Location: : :
Camment: Fird Printer... |
—FPage Range

Al MNumber of copies: |1 3:

i Selection © Curent Fage
= Pages I

EXIT

The EXIT menu option exits the ICARS application. This is always the preferred method of
exiting any Windows application.
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CHAPTER 5 ICARS Edit Menu

E— IMAGE 5-1 ICARS Edit Main Menu
Divisions This chapter deals with all Edit menu options from within ICARS. From
Acres Burmned. . the E.:dlt. Menu, you can edit gll ICARS tables necessary to run the
e, application. The ICARS application is based on a relational database and
Accounting... one table has relationships to other tables and so on and so on. For
Rates ¥ | instance: The Incident table is the master table; you must have an Incident
Kind ¥ | in the Incident table before entering Resources in the Resource table.
Agencies » | Taking this a little further, you must have a resource in the resource table
Home Lini... before you can create daily records for that resource. One table works off
MY C * | the other.
Marrative, ..
IMAGE 5-2 ICARS Resource Input Screen With Display Daily Turned On
€+ Incident Cost Accounting and Reporting System (ICARS) I-Suite version 3.015 - [Resources] - |Elli|
@ File Edit Reports Graphs Projections ©Obligation Utiities  Help _Iﬁllﬂ
|ncident Regq # |Resource Mame |Kind Agency |Cont Agence| Unit | Azsign Date| Check In | Feleasze | Status | Obligation |5/T |Description
p [OR-DEF-12 ~|0-0001 |PARK, JEFF COST F= FS 05/20/2003 iz |FS
OR-DEF-1234 |E-0001 |STRIKEBACK, EMiS YT F& PT |05/20/2003 2 [CONT
OR-DEF-1234 |C-0000 |REDRMOND HS HCA F= FS 05/20/2003 iz |FS
OR-DEF-1234 |S-0001 |CACHE CACH F= F& 05/20/2003 2 |CACHE
OR-DEF-1234 |A-0001 |COLUMBILA HEL1 PYT FS 05/20/2003 2 |HELI
CR-DEF-1234 |E-0000 |ODF EMNGINE EMiS R CF 05/20/2003 o |STL
OR-DEF-1234 |3-0002 | Ok CASCADE SHy PYT FS 05/20/2003 2 [CONT
_|OR-DEF-1234 |A-0002 | ARTANKERS AT YT Fs 05/20/2003 Lo L
[aily BQuantity] Unit Cost Units| Rate Tupe Cost) CL| Division | Shift | Under Utilized | Locked |Acct. Code -
p |5:20/2003 1 29 14 |HR 406 |E L] [ |pes1z34
512172003 1 29 14 |HR 406 |E [ T |pes1z34
512212003 1 29 14 |HR 406 |E [ T |pes1234
512312003 1 29 14 |HR 406 |E [ T |pes1z34
5/24/2003 1 29 14 |HR 406 |E [ ™ |pesiza4 |
Iv Display Daily [~ Sum Fi“ETSIAIIHesources j IAIIHesources j Search I Search I Rate Area
¥ Flaw Down [ Disabled [~ MotRelzazed Progress| | Column IAgenu:_l,l 'l IDefauItStandard =l
Exit | Add | Copy | Delete | SDTU"Ei"Efl LDCkaNDCkl ErintGridsl Hefresha"UpdateIHeflesha’Create DailyATS Update j Bun
| Connected | Database Path = LT078ROG03\SUITEAC: Visuite\D atabase\isuite_3.20_testing mdf | 1.4823999| 6/2/2003 [8:49 AW

The Resource/Daily screen is the primary ICARS screen. The Resource screen contains all the
Resource header information for each resource (i.e.) Crews, Engine, Dozers, Aircrafts, Toilets,
Caterers, etc. The Daily records, can be displayed by toggling on and oft the “Display Daily”
check box at the bottom of the Resource Screen. This is where daily entries for that particular
resource are kept. The relationship between a single Resource and its charges to the incident is
a one-to-many relationship (i.e.) for a single resource there may be one or many Daily records,
more commonly, one for each day the resource is charging to the incident.

Required fields for a Resource record are: Incident Number, Req #, Kind, and Assign Date.
Daily records are auto created and can be edited. Daily’s Cost field is calculated and can only
be changed by adjusting the Quantity, Unit Cost, and Units.

A user may rearrange the order or column width of any and all fields in the Resource and Daily
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tables and those settings will be saved.

Buttons, and their function, found at the bottom of the screen are:
I Display Daily [~ Sum Fi"BfSI.t’-‘-.IIFiesnurces j I.t’-‘-.IIF!esnurces j Search I Search I Rate Area
¥ Flow Down | Disabled [~ Mot Released Progress Column IAgency 'I IDefauItStandard [~

Euit | Add | LCopy | Delete | Sort.f'EiIlerl Lockx’UnIockl ErintGridsl Refrezh/Update

Fefiesh/Create Daily/ TS Update

Enable Flow down — When checked the flow down features of the daily table will function.
When unchecked all flow down in the daily table will stop.

Add — Add a resource record. Will bring up the add resource screen which can be filled out and

saved as a new resource. Resources in the resources table can be dragged and dropped into the

input screen, and then edited for quick creation of like resources.

IMAGE 5-3 ICARS Data Input Screen

— Add Mew Resource
Incident Reguest |Resource Mame Kind |Agency |Cont Agency|Unit |Azsign Date | Releaze Dezcription
OR-DEF-1234 [C-0002  |UMPQLA, #1 HZZ2 |FS FS 054202003
*
Cloze | Save |

Copy — Copy a resource record. Will bring up the add resource screen, pre-filled with the
information of the resource record currently highlighted. Changes can be made to the record
and the record can be saved as a new resource.
Delete — Delete a daily or resource record.
Refresh/Update — Use to update the
database. Select the type of update you Hefreshs’LlpdatelHefreshs’Ereate D-EII|_|,|.-"|T5 Update J 4

want in the dropdown box and then W

) . : Hefresh[lnl_u -
click on the Run button. The choices of Create Daily
update types are: ITS Update Only

Refresh Only — Refresh the database to reflect any changes made by I-Suite partners.
Create Daily Only — Daily records are created from the check in through release dates.
Apply ITS Only — Updates daily records with postings from the Incident Time System.
Refresh/Create Daily/Update I'TS — Will do all of the above.

Sort/Filter — To sort and filter based on multiple criteria. See detail in Chapter 11.

Lock\Unlock — Lock or unlock all daily records for a resource.

Print Grids — Print the Resource or Daily screen as seen.

Incident Filter — Filters on all incidents or only the incident you select.

Resource Filter — Filters based on the first letter of the Request # field (E=Equipment,

A=Aircraft, C=Crews, O=Overhead, S=Supplies, or just filters out Overhead)

Not Released Filter — Filters based on only currently assigned (not demobed) resources.

Search — The search routine will search for an entry in the column selected.

Rate Area — If you have set up a custom rate area, you can choose to activate it here.

Daily Sum — When checked the total cost will display for the resource selected.

Flow Down — Can be unchecked to turn off the flow down feature in the Daily table.
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Below is a brief description of each field found in the Resource table.

Incident: This value is a lookup value to the Incident table. Only values that pre-exist in the
Incident table are valid here. Note: You will not be able to add resource records unless you have
already added an incident record to the Incident table. This field is a pull-down box that allows
you to either pick from the list of valid Incident numbers or simply type in it in. The Incident
tield is a required field.

REQ Num: This value is the Request Number. This number is found on the Resource Order
Forms and is used on various other incident related documents to identity the specific resource.
This field required and so if you are not sure, at the time of entering the resource, what the
number is, just enter the identifier A=Aircraft, C=Crew, E=Equipment, O=Overhead and
S=Supplies with a zero for the number. The actual number can be entered later.

Name: This value is the name that you wish to use to identify that particular resource. (ie)
Engine 2395 or Redmond Hotshots, or Duncan Toilets. Consistency is important when you are
naming the resources. This will facilitate using the SORT function. For example, Engine 555
vs Eng 8. Be consistent. Note: Since the kind of the resource you are entering is typically in the
kind field, you do not need to include the kind in the name.

Kind: This value is a required field and plays a very critical role in ICARS. Each resource must
be assigned a Resource Kind (ie) ENG3 = Engine Type-3, TLT = Toilets, HC1 = Hand Crew
Type-1. The Kind selected will affect where the resource groups on the reports and what
default rate is picked up from the Rates table.

Agency: This value is the Agency this resource belongs to (ie) USFS, BIA, NPS, or PVT. All
contract equipment should use the PVT agency value. This value could potentially be very
important in a cost apportionment scenario. Though this field is not required the Agency value
helps to determine the default Unit Cost for a particular Resource. Every ICARS user is
strongly encouraged to assign an Agency to each Resource.

Contracting Agency: This field is optional. When used, it will track the agency that is actually
responsible for payment of the resource. Always use in cost apportionment situations. This field
uses the Agency lookup table. It will be filled with FED, STATE, COUNTY, RURAL, BLM,
BIA, NPS, FWS, DOD, FS.

Unit: This field is optional and can be left blank. Similar to Agency, is a more specific value for
which a resource belongs to. (i.e.) If the Agency was USFS, the Unit might be a particular
Forest: DES for Deschutes NF. The main use of the Unit field in ICARS is to track local
resources. There is a field in the Unit lookup table where you can identify which units are local.
Reports can then be run identifying local resources.

Obligations: Obligations can now be tracked and reported through ICARS. This field will be
auto filled with values from the Obligation table. These values are based on the Request #,
Agency, Kind, Incident State, Contracting Agency and AD identifier. A new obligation module
is present on the menu, to extract certain obligation categories into obligation reports that can
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be reported to the incident unit.

Assign Date: This field is optional if'a check in date is entered. Otherwise this is a required
field and plays a critical role in ICARS. The assign date for a particular resource is the date the
resource first started charging to the incident and determines how many days of cost
information is created in the Daily table. This date overrides the check in date and allows for
the creation of cost information before a resource checks in.

Check In Date: The Check In date is a field used by IRSS and can’t be changed in ICARS. If a
check in date is not entered, you must enter an assign date.

REL Date: This value is a release date for a particular Resource. This also plays a critical role
in ICARS. The release date is used similar to the assign date, and there can never be charges in
the daily table prior to the assign or check in date or after the release date. If a release date is
prior to the current date, ICARS will not insert daily records for that resource for that day.
When resources are released, it is critical that a release date is entered.

Status: Display for information only. This record is entered and used by IRSS to track the
status of a resource. C = Checked In A = Assigned, D = Demobed, P = Pending Demob.

S/T: Strike Team identifier. A strike team parent record will show as P-xxx. All component
records will show as C-xxx. Daily costs will be created for the components but not the parent
record, since the parent is not a real record but just a placeholder in the database for IRSS and
IAP to use for assignments of the strike team.

Description: This value is used to better describe a particular resource or add relevant
information.

DAILY

The Daily table is where the detail records for each resource are kept. A detail or Daily record
stores information about a single day's activity and its cost relation to the incident.

When initially placing Resources in the Resource table, ICARS will create daily records from
the check-in or assign date to the current date. This automatic Daily record is generated only
as an estimate and is based on a lookup from the Rates table based on the Agency and Kind that
you have entered. If you know the actual rate for a resource you may replace the estimate,
generated by ICARS with the actual rate for this particular Resource. If I'TS is inputting actual
time, clicking the Apply I'TS button will enter Actual time and/or costs. There is a cost unit
tield which will show a E for the original estimate, a U for user updated or an A for actual costs
from I'TS.

Built into ICARS is an automatic flow down function, which allows a user to change the Daily
table’s Quantity, Unit Cost, Units, Rate Type or Division and that information will change
(flow down) to all the daily records below it, that are not locked. The flow down can be turned
off using the checkbox on the resource table screen.
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Below is a brief description of each field found in the Daily table.

Daily Date: This value is a required field. This value is the date for this particular resource’s
charges for that day.

Quantity: This value is a required field. This field indicates the number of items assigned to the
resource. For example, a strike team is a quantity of five.

Unit Cost: This value is a required field. This value is the dollar amount that is associated with
Quantity and Unaits and represents the unit cost of the resource.

Units: This value is a required field. This value is commonly associated to the Rate Type. For
example, the units will equal "1" if a Daily Rate Type is used or possibly 14 if an hourly rate
type is used.

Rate Type: This value is a required field. An example of values might be Hourly, Daily,
Guaranteed, Gallon, etc.

Cost: This value is a calculated field. The calculation is derived from three fields: Quantity
multiplied by Unit Cost multiplied by Units. When Quantity, Units, or Unit Cost fields are
changed, the Cost field is automatically re-calculated, after leaving the record.

Cost Level (CL): Will show an E for the original estimate, a U for user updated or an A for
actual costs from ITS.

Division: This value is the division the resource is assigned to for that day. The Division field
can be either blank or can be filled in with a valid Division, which is stored in the Division
Table. The lookup table for this field will only display Divisions, for that particular day of the
daily record you are editing (i.e.) If you are editing a Daily record for 7/11/98, the division
pull-down will only show the division assignments for 7/11/98.

Shift: This value represents the shift that a particular resource is being worked. “D” for Day or
“N” for night. This will allow you the option of sorting for cost based on day versus night.

Underutilized: This field is a check box that’s toggles on or off. On is represented with a check
mark in the box. This field is used for reporting potential resources that might not be currently
used.

Locked: This field is a check box that’s toggles on or oft. On is represented with a check mark
in the box. When the locked field is checked, the entries in the record can’t be changed by the
user or the I'TS update process. This is often used when you have entered the actual amount
for a resource and don’t want it to be changed. If this field is not locked the Flow Down method
can and will change all daily records below the changed value for Quantity, Unit Cost, Units,
and Rate Type.
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Accounting Code: This value is used to reflect the accounting code that the incident is being
charged to. The accounting code may be changed on a daily basis and is limited to entries in
the Accounting Code lookup table.

AIRDAILY

See Aircraft Analysis in Chapter 12

DIVISIONS

The Division table is
where division
information 1is stored
for an incident. This
is a critical piece
when on a cost
apportionment
incident. The
division table is
where you enter the
percentage break
down of a particular
division by Federal,
State, and Other
responsible parties.
The combined three
columns (Fed %,

IMAGE 5-4 ICARS Division Input Screen

€+ Division

Diwizion | Incident Shift | Date
05/20/2003

=10l x|

Fed % |State & |Other % | Description A|
50 A0
50 A0

A OR-DEF123|D 05/21,/2003 1]
A OR-DEF123|D 05/22/2003 1]
A OR-DEF123|D 05/23/2003 |50 50 1]
A OR-DEF123|D 05/24/2003 | 50 50 1] ;I
Mode: Records:
Division IH Fed & IEEI
lncidert [OF-DEF-1234 | State [50
Shift ID "I Other & IEI
Date IDEHEDHEDDS ELI D escription I
Exit | Mew | Delete | Copy | Save | Refrezh | Su:urta’EiIterl

State %, and Other %) must add up to 100%. The Fed %, State % and Other % tields represent
percentage of their cost obligations to that division for that specific date. For example, if
Division A for June 1 has a 60-40 split, this is shown as 60 % Fed and 40% State.

Using Division assignments on an incident is totally optional, unless required for cost
apportionment. The values in this table are used as lookup values to the Daily Table. The
values that a user will see from the Daily table are only the divisions for the particular day that
the resource is charging to the incident. Similar to Daily records, divisions will automatically be
duplicated each day if there are divisions for the prior day. The records themselves will be
copied and use the current computers date as their date. If the percentages are different for that
next day, the ICARS user will be required to change the percentages for that particular day. If
there are no division records for the prior day the replication of the division records will not
occur and will require the user to insert them. There is a copy at the bottom of the division
screen, where you can copy one division record and then go back in and change the date and
potentially the percentages.

Below is a brief description of each field found in the Division Table.
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Incident: This value is a required field. It is a lookup to the Incident table.

Division: This value is a required field. Normally this value would be a “A”, “B” or a “17, “2”
type value. This value would be the letters or numbers that the Incident is calling these
divisions

Shift: This value will be a “D” for day or a “N” for night. If costs are not being apportioned by
shift a “D” may still be used.

Date: This value is a required field. This value is the date associated with the cost
apportionment percentages.

Fed %: This field is a required field. This field represents the Federal percentage of their cost
obligations to that division for that specific date.

State %: This field is a required field. This field represents the State percentage of their cost
obligations to that division for that specific date.

Other %: This field is a required field. This field represents the Other percentage of their cost
obligations to that division for that specific date. Other represents any other agency or group
that is not either Federal or State (ie) County, City, etc. ICARS has the capability to divide the
cost obligations into a maximum of three entities.

Description: This field is an area where you could place additional information about that
division.

ACRES BURNED
IMAGE 5-5 ICARS Acres Burned Screen

€* Acres Burned The acres
Incident Date FIL Acres Fuel Type | Potential Haines Index| Bes Yalus burned is
m OE/10/2004 | 2 1500 Tirnber Other 4 tied to the
CO-CO5-000f 061042004 |1 1000 Tirnber Irban 4| Powerline Net Value
Change
“NVC”
module
Mode: Records:
where you
Incident [TNNINE ~ | Fuel Tope | = can
] - calculate
FIL I— Fotertial I J the dollar
Acres I— Haines Index I— loss for
Date I E;' Fes Value I various
types of
Exit | Mew | Delete | Save | Riefresh | Sort/Filter | predefined
resources.

Similar to the division table, you would insert new acres burned records for each day on the
incident (just the new acres...not the total). Then in the NVC FIL(Fire Intensity Level) table
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you can assign the cost per acre for each type of resource for each FIL.

As a future enhancement the acres burned now also includes fields to track fire characteristics.
These will eventually be used to calculate the cost per a weighted acres, with the weighting
being based on the potential and risk of the fire.

INCIDENTS @+ Incident _I— _II:I EI
The Incident table contains all Start Date

the basic information for the OF-DEF-T TESTING _|BEND
incident including the incident
number, name, location, and
Start & end date.

Mode: Update  Records: 1
Below are briet descriptions of Mumber m Start Date |I]5,.’2EI,-“2EIEIS EILI

faﬁleﬁeld found in the Incident Narma [TESTING End Datel P
able. |EI_I
Location IBEND State IDH -l

Number: This should be the

actual#assigned to the fire. Exit | Il e | Qeletel Sawe | Befreshl Surt,-“EHterl

IMAGE 5-6 ICARS Incident Input Screen
Name: This will be the Common name of the incident (ie) “Canyon Fire”

Location: Usually represents a city but can be a more specific location.
State: Must be the two letter state code. This is critical to the obligations reporting.

Start Date: All Dates entered in [-Suite will verify against this date. This will stop keypunch,
etc. errors where check in and I'TS posting dates are prior to the start date.

End Date: The End Date is used for stopping ICARS from creating daily records, if opened
after the end of an incident. No daily records can be created after the Incident End Date.

RATES

Standard rates are included for single resources such as crews, engines, overhead, fallers,
pickups, and fuel tenders. The RATES tables main function is to determine a default rate for a
resource entered into the Resource table. There are numerous types of rates for a number of
different groups. When you choose Rates from the Edit menu you will see that there are three
different tables to edit. Those are Rates, Rate Type, and Rate Group. All three tables are tied

together. Below is a brief description of each of the Rates ¢+ Rate Areas _|ol x|
tables Diezcription Status Standard
p |Default Standard [Default Yes
Region 10 Inactive| Mo
Region B Active Mo
Description |
Status I.-i‘-.cti'-.fe - I
Bit | el | Mew |




Rate Area

IMAGE 5-8a ICARS Rate Area Input Screen
The Rate Area table contains a default rate identifier and specific rate areas set up by the user.
After setting up a rate area in this table you then make that rate are active and utilize that rate
area in the rates table to set up specific rates for that area. In the Resources screen you can
then specify to use your new rate area as the first rate to pick up. If you do not set up rates for
a certain Kind, the default rates will then be used.

Rate Type

IMAGE 5-7 ICARS Rate Types Input Screen

¢ Incident Cost Accounting and Reportin O] x|
@ File Edit Reports... Graphs Projections Obligation Ltilities

Help  Window List == x|
Rate Type |Monetary | Description

DAY v Daily Single Shift

D™ W Daily Mon Hazard Rate

AL v Gallons

GlAR v Guarantee A ate

HR W Hourly B ate [Aye-Haz]

HRMH W HourlyR ate [&yve-Mon-Haz]

kILE W hileage

kISC W kizc Suppaort

aT v Owertime

RT W Regular Time

TRAM v kob/Demobilization

FERS v Perzon

IMIT W | nits

DaY2 v Daily Double Shit

EA v Each

hd ode;
Rate Type |EN=

Records:

Manetan [w

Week |y

b bkl

Dezcription IWEEkI_l,I

Exit | Hew

| Save | Eefreshl Scurta"EiIterl
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The Rate Type table stores
information about the different
types of rates that are available
in the Rate Type pull down
combo box in the Daily table.
Rate types for Weekly and
Monthly rates have been added.
These rate types only allow the
creation of daily records every
week or month. So if you know
resource is only paid weekly or
monthly use these rate types.
Otherwise ICARS will try to
create a cost for every day, which
would be incorrect.



Rate Group ¢+ Rate Groups _|o] x|

[Eroup

Dezcription

IMAGE 5-7a ICARS Rate Group Input Screen Gl P
. . COMT | Contract
The Rate Group field is used in the Rates FED  |Faderal
Table to allow different rates for the same kind OTH | Other
of resource, but for different agencies (Fed, ST [State
State, Contract, etc).
Mode: Records:

Group EI T

Description IEit_lrl

Exit | Hew | Save | Eefreshl Su:urt.-"EiIterl

Rates

The Rates Table stores rate information about each Kind of resource within ICARS. These
rates may be negotiated prior to Fire Season or simply rough estimates so that [CARS has
something to use as a default rate for any kind of resource that is used on an incident. All Daily
rates for any resource may be over-written by changing the rate inside the Daily table for a
particular resource. If you want to set up a specific Rate Area, first enter the new Rate Area in
the Rate Area table, and then select that rate area from the box in the upper left corner of the
Rates screen. Rates can be entered in the grid and then saved by clicking on Apply.

IMAGE 5-9 Rates Table Input Screen
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Rate Areas

IDefauItStandard j [+ Standard Rate
Rate Kinds Rates
Kind |Description ] CITY CHTY CONT FED OTH 5T
GIST GIS TECHMICAL SPCL DAY 5300 7500 5300 7500
GMEC GEMERAL MECHANIC DAYZ
GRD  GRADER DM
GSUL GROUND SUFPORT UL 73
HAND CREW TV 1 GAL
HCZ  HAND CREW TY 2 GUAR
HC3  HAMD CREW-AD
HCIN - HAND CREW INMATE — :ENH 37 EL 37 EL
HCMI  CREW-MILITARY
HCS1 HAND CREW 5/T T¥ 1 MILE
HCS2  HAND CREW S/T T 2 MISC
HCSC  HANDCREW S/T COMPOMENT oT
HCSU  HAMD CREW 54T T UMK PERS
HCU  HAMD CREW TY UNE RT
HEE1 HELIBASE MGR T 1 TRAN
HEEZ HELIEASE MGR TY 2 UNIT
HECHM HELICOPTER CREW MMER
HECF HELITACK CREW MEMBER |
Euit | Spply | [Eatice] |

KINDS OF RESOUCES

The Kind table is a lookup table containing a two to four letter abbreviation for all acceptable
kinds. Every resource added to the resource table requires a Kind to be assigned. The Kind
table should contain all the Kinds you will need. However, there may be times when you will
need to add a new Kind to the Kind table. The best way to add a resource, is to find an existing
resource that is similar to the one you want to add. Click on this resources which will populate
the edit fields at the bottom of the screen. Then change the KIND and any other information
that is difference. Then click SAVE AS, which will save the KIND with the new name that you
gave it. You can also just choose NEW from the KIND screen and enter all the fields from
scratch. If you do add new KINDS be aware of all the fields in the Kind table as they play a
critical role in the Reporting and Graphing of ICARS data. Minor changes in the Kind table can
significantly change the way ICARS data is reported and graphed. The KIND table also
includes fields used by IRSS, which you do not see in ICARS, so if you are adding kinds
coordinate with your IRSS partners, so they can assure that their fields are also filled in.

IMAGE 5-10 Kind Table Input Screen
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Kind | Quantity| Units | Rate Type | People | Direct | Aircraft | Form Drescription Like Group Graph Catla
DOZER TY 2 MEDIUM
1 12 HR 1 v
1 v

DOZ3 0 -AllOthers  |DOZER TY 3LIGHT D - DOZERS |E - EQUIPMENT |E - EQUIPMEE - CREWS & E
LOZB 14 HR 1 0 -AllOthers  |DOZER BOSS [SINGLE RES) |OD - DIRECT|L - LINE PERSOM O - PERSOM| O - SUPPORT-|S - SUPPORT-OW
Dozl (1 14 HR 1 v 0 -AllOthers  |DOZER OPERATOR (14) 0D -DIRECT|L - LINE PERSOM O - PERSOM] O - SUPPORT-| S - SUPPORT-0%
L
Mode: Records:
Kind Cade [D0Z2 Kind Like [0 - DOZERS =]
DalyForm [0-alOthers =] Kind Group [E - EQUIPMENT El
Quantity |-| Graph Group IE - EQUIPMENT j
People [1 Cat 14 |E - CREWS & EQUIP =
Units [12 Cat 18 |0 - OTHER EQUIPMENT =]

BateTvpe |HR -

Description |DDZEH T 2 MEDILM
Direct v Aincraft [~

Eit | Mew | Save | Savegsl Eefleshl Sorts’EiIterl

Below are brief descriptions of each field found in the Kind table.

Kind Code: This value is the Kind Code that is used in the Resource Table. Before adding a
Kind to the Kind table you should be sure and see that no other Kind in the Kind table will suit
the need.

Description: This value is a more descriptive word to the Kind Code.

Quantity: [s the value that is used as the default Quantity for a particular Kind that is inserted
into the resource table. Quantity is the number of that Kind.

Units: Is the value that is used as the default Units for a particular Kind that is inserted into
the resource table. Units correlate closely to Rate Type. A “Daily” Rate Type would most likely
have a Unit value of 1 (one day), where a “Hourly” Rate Type might have a Unit value of 12 or
14.

RateType: Is the value that is used as the default Rate Type for a particular Kind that is
inserted into the resource table. Rate Type correlates closely to Units. A “Daily” Rate Type
would most likely have a Unit value of 1 (one day), where a “Hourly” Rate Type might have a
Unit value of 12 or 14.

Direct: The Direct Check box is a toggle for a Direct Cost or an In-Direct Cost. Examples of a
Direct cost would be an engine directly on the fire line. An example of an In-direct cost might
be Showers that support the Incident in a In-direct means.

Aircraft: This Aircraft check box is a toggle to determine if the Kind is an aircraft or not. It is
used for reporting purposes throughout ICARS. Examples of aircrafts would be air tankers,
helicopters, lead planes, etc.

Daily Form: This value is used to determine what kind of Daily form to use. If you notice, the
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Daily form is much different for an air tanker than it is a dozer. On the same note, you'll notice
a helicopter is different from a lead plane. The majority of the Kind of resource on an incident
will fall under the “O” category of “All Other”. Helicopters and Aircraft have their own daily
form and that is primarily when you will see different Daily Form codes used.

Like Kind: This value is used to group very similar kinds together for reporting on the daily
and weekly cost summaries. For instance ENG, ENG1, ENG2, and ENGS are all engines, just
different types. There are times when we wish to know just how many engines, irrelevant to
the type of engine they are. Following are the current Like Kind groupings that are set up.

Group Code | Kind Like Description
C CREWS

D DOZERS

E ENGINES

H HELICOPTERS

T TRACTOR/PLOWS
w WATER TENDERS
oD LINE PERSONNEL
0s CAMP PERSONNEL
VE MISC. VEHICLES

F MISC. FACILITIES
EQ MISC. EQUIPMENT
H1 HEAVY HELI

H2 MEDIUM HELI

H3 LIGHT HELI

H4 OTHER HELI

CC CAMP CREW

SUP SUPPLIES

MC MILITARY CREW
LO LOWBOY-TRANSP.
MiI MISC. SUPPORT
FW FIXED WING AIR
AT AIRTANKER

RET RETARDENT

BUS BUSSES

CAT CATERER

SHW SHOWER

TLT TOILETS

RES RESCUE MEDICAL
TRA MOB/DEMOB

TRC TRASH COLLECTOR

Kind Group: This value further breaks down the cost group from within the Direct or Support
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Cost Sections. Under the Direct section there are four groups, those are: “A” (Air), “C” (Crews),
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“E” (Equipment), “L” (Overhead-Line). For the Support section there are three groups, those
are: “M” (Camp Support), “O” (Overhead-Support), “S” (Supplies).

Graph Group: This value determines where the cost of this particular kind falls into place, in
the graphs. All the graphs for ICARS are broken up into six groups, those are: “A” (Air), “C”
(Crews), “E” (Equipment), “M” (Camp Support), “O” (Overhead), and “S” (Supplies).

Function Group: This value is used in a few ICARS reports for breaking down costs into the
[.C.S. functions, those are: “F” (Finance), “L” (Logistics), “O” (Operations), “P” (Plans), “M”
(Other-Support Costs)

Cost Group A: This value is used in the cost apportionment reports to break down costs into
“A” (Aircraft), “E” (Equipment) and “O” (Support-Overhead).

Cost Group B: This value is used in the cost specific apportionment reports to break down
costs in greater detail than the COST APP group. Categories are “A” (Fixed Wing and
Retardant), “C” (Crews), “E” (Engines), “H” (Helicopters), “Q” (Other Equipment), and “S”
(Support - Overhead).

Report Z1: In ICARS, there has been an additional fields left blank for each kind. This will
allow you to group ICARS kinds into any grouping you wish for reporting purposes.

AGENCIES

Agency IO x|
Agency |Agency Group | Rate Group| Contracting Dezcription

The Agency table stores the FUR |0 - Other CHTY Y Fiural and/or County

information about every DOD  |F - Federal FED ' Dept of Defense

agency used by ICARS. For FwS | F - Federal FED iy Fizh & ‘wildlife Service

each Agency listed there is M, O - Other aTH M Mot Applicable

an abbreviation and O T =

description If you wish to

M ational Parl

. dode: Records:
group all Federal Agencies,
you may choose FED. At Agency Code [1175
any time, you may add an Agency Group IF - Federal j
ency to the AGENCY
?fblr;. y Hate Group IFED vI
Below are briet descriptions Contracting b
of each field found in the Ciezcription INatiu:unaI Park Service
Agency table.
Exit Hew Save Hefresh Sart/Eilker

Agency: This value is the
Agency the resource IMAGE 5-11 ICARS Agency Table Screen

belongs to (ie) IS, BIA, NPS, or PVT. All contract equipment should use the “PVT” Agency
value. The values in the Agency field are the values seen when looking up an Agency from the
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Resource Table.

Agency Group: This value is Federal, State, or Other.

Rate Group: This value of the Rate grouping that particular Agency falls under. (IE) Federal,
State, County, Contract, etc. Used for determining the default rate in the Rates Table.

Contracting: A “Y” in this field allows you to use that agency in the Resource table to identify
the agency that has contracted and will pay for the resource.

Description: This value is a description of the Agency

Agency Groups

Agency group table is strictly a look-up table and only has 6 values in it. (Federal, State,

County, City, Private and Other)

HOME UNIT

IMAGE 5-12 Home Unit Table
The values found in this table are "sub"
agency codes. With the example of the
Forest Service these values would be
Forests. The Local box can be checked to
identity a local resource, which when used
in the Resource table will allow the
tracking and reporting of local resources.

NVC

This section of [CARS will estimate Net
Value Change (NVC) which is derived
from the number of acres burned, the Fire

%+ Incident Cost Accounting and Reporting .::.:.- - |I:I|1|
@ File Edit Reports Graphs Projections Utiities  Help - |E’|5|
Unit Code Agency Local | Description
IDSTF F5 M | Sawtooth Mf
MMNSLIF FS M | Superior NI
ORSUF F5 M| Siuslaw N
CASZA FS M | South Zone Air Unit
CASZF FS M | South Zone
Mode: Fecords:
Unit Code I
Agency I vl
Local [
D ezcrption I
Exit | Hew | Save | Refrezh | Sart/Filker |
| Home Unit | cxAisuitevdatabase\isuite.mdb | 3/2/2001 |3:16 2

Intensity Level (FIL) of the acres burned and the NVC categories affected. This area involves
three tables, NVC categories, NVC values by FIL and acres burned. Acres burned has been
defined, so below are NVC categories and NVC by FIL.

NVC Categories

The values in this table are predefined upon
installing ICARS. These are the categories that are
often affected by Fire related incidents. Examples

are Timber, Wildlife, Water Usage, etc.
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IMAGE 5-13 NVC Categories Input Screen
8 NYC Categories M= &3

| [ welbeserpton
» 1| Mature Timber

2| Immature Timber
3| Forage

4 |"water Use

5 | water Storage
E

7

a

Fizh
“wildlife
Recreation

hdode: Records:

MW Categary I

Description IMature Timber

Exit | New | Lelete | Save I




NVC Values by FIL

The values in this table represent the Cost per Acre for el [0
each NVC Category for each Fire Intensity Level ’ _WC Sk Foifoie) =
(FIL). Normally as the FIL increases, the cost per acre 1
increases. By default, the Cost Per Acres field has been 1
left blank, as this value differs greatly from one area to 1 - Mature Timber
the next. You will have to obtain these values from the S Immature
area the incident is on. The reports for this section of g"mmatu'e

2

2

2

2
=

» I ature Timber
- Mature Timber
- Mature Timber
- Mature Timber

- Mature Timber

L D]

ICARS will only report categories that have a Cost per :::::3:2
Acre value in that field.

- Irnrnature
- Imnmature

O N B L0 P (= 00T e DO =

Mode: Recards:

Per &cre IEI

Exit | Hew | Delete | Sawve I

IMAGE 5-14 NVC FIL Input Screen

Narrative

The Narrative file is a text document where you can create and print text documents for Unit
Logs or other documentation purposes.

33




CHAPTER 6 Reports

This chapter discusses the different menu items or reports located under the Reports main
menu. The Reports in I[CARS are built with Crystal Reports. There is one main menu for the
reports. This chapter will first review the report categories and report filters and formats.

Available Reports

There are a variety of Available reports in the reports menu as displayed in the left column of
the screen print above. When you select a report category the report options for that report
will display to the right.

Sort Categories
The first set of reports is displayed by selecting the Category Sort Categories. These reports
are all split out by specific categories. After you select the sort category, you can then select
the Incident, Date Range, Specific Report and whether you want to see all occurrences, or just
selected ones.

IMAGE 6-1 Report Main Menu

¥+ICARS Reports _{ol

V]

|Prirater: fro2dps [ 2

Categories Report Filters and Formats Other Filters

Sort Categories Incidert I OR-DEF-1234 j

Accounting {~ Selected Date Range ¢ Entire Range

Agency Start Date End Diate ol

* |nclude all

S EEEERIE [o/m2z003 2]+ [o6/02/2003 2]

Harme Uit " Selective Kinds

Incident £ weekly Summary — Select Kind

Obligation o . )

Sechon wieekly Summary-kulti Incident Kind
" Weekly Detai AIRTAMKER: x| aad
= wWeekly Detail 0/H Personnel
£ Dl Selected

aily Surnrnary Remove
" Daily Summarg-tulti Incident _I
£~ Curnulative Cost Detail Dfeerdd]
= Cumulative Cost Detaill 0/H Personnel
" Incident Category Tatal
" People ‘Weekly Summary
" People Daily Summary
Exit | Print Setup | Freview | Frrint |
Accounting

Reports split out by Accounting Code.

Agency
Reports split out by specific Agencies.
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Contracting Agency
Like the Agency report but, allows for the tracking of who pays the resource, regardless of who
it belongs to.

Division

Using the division reports allows the user to expand the use of the division field. It can now,
not only be used to track costs by an actual division, but also be used as a cost center-tracking
tool, where each division represents a cost center. For example if you had a quick response
base, where resources would go from incident to incident and you want to track the costs to
each accounting code. In this scenario each division would represent an accounting code.

Home Unit

Includes an additional feature to select a check box for local resources. This will then display in
your reports only the Home Units that you have selected as local in the Home Unit table (you
did this by going to EDIT—HOME UNIT and editing the local field).

Incident

Includes an additional feature to select kind of resources you want to display in the report. For
example you can select Engines and then run the Weekly detail report. This will give you a
listing of all the engines. The most typically run reports are the Daily and Weekly Summaries
under Incident reports.

Obligation
The obligation module should be used for basic obligation reports. This section may be used
tor more detail report to be used for analysis and documentation.

Section
Splits the reports out by the Incident Team sections of Operations, Logistics and Finance.

Other Categories Cateqories
IEIther Categaries j
In the Other category are all other reports that are not based on a
sorting category as described below. iﬁ;?:;i“”':
Cost Share
Acres/NVC E?E:rup Tables

Three levels of reports, from a summary level to a detail by resource
level, to display the Net Value Change information as described in
Chapter 5.

Resource/find

Aircraft
This report is used for reporting cumulative air costs for a particular incident. It will display
all the data entered into the AirDaily table.

Cost Share
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The Cost Apportionment reports are a series of reports that are used to show the break down
of the incident's costs by agency involved. There are currently four reports, commonly referred
to as CAT-1, CAT-2, CAT-3, and CAT-4 reports. CAT-1 starts our very broad and CAT-4 is
down to the single resource per day detail. These reports are building blocks to each other.
CAT=-3 supports CAT-2, which supports CAT-1.

Lookup Tables
Ability to print all lookup tables as described in Chapter 5. When becoming familiar with the
data in ICARS, it is sometimes useful to print out these lookup tables as a resource.

Resource Kind

This report shows all Kinds currently on the Incident sorted by Cost. It is very useful during
demob to identify the release of costlier resource first. It will also display local resources as
identified in the Home Unit table. See the Home Unit table for a description of how to
designate local resources.

UnderUtilized

For tracking of resources that are underutilized. Based on the check box in the Daily table.

Standard Reports Options

Weekly Summary & Weekly Summary-Multi Incident

This report is one of the more common reports used in [CARS and provides supporting data for
the Cost by Date graph. The multi incident option will show a section for each Incident.

IMAGE 6-3 ICARS Weekly Summary Report

SalemTower
Weekly Incident Report
Cost Summary
62103
4/8/98 410198 4/10/98 41198 4/12/98 4/13/98 4/14/98
AIR TANEER i] ] 5,000 53,000 58,500 i] 0
Subtotal 0 0 38,000 53,000 58,500 0 0
MEDIUM TYFE 2 HELI 1] 75,000 55,000 22,000 27,500 24,000 24,000
Sub total 0 75,000 56,000 92,000 87,500 94,000 94,000
HAND CREW.TY 1 4,706 4,596 4,596 4,706 4,796 4,750 4,59
HAND CREW.TY 2 5,040 5,040 5,040 5,040 5,040 5,040 5,040
Sub total 9,436 9,436 9,436 9,436 9,436 9,436 9,436
DiOZER u} 400 400 400 400 400 400
ENGINE 3612 3,612 4038 4 055 417 4178 417
FALLER 1] 2128 1,054 1054 1054 1,064 1054
LoWEBOY o 1,250 450 o o o u]
WaTER TENDER 1] 1,050 1,050 1,050 1,050 1,050 1,050
Sub total 3,612 8,440 7,002 6,552 6,692 6,692 6,692
FERSONNEL DIRECT 1,560 cL=r.1] 5,50 7,054 7,540 10, 1552 10,152
Sub total 1,960 3,920 5,880 7,056 7,840 10,192 10,192
36 DirectIndirect Subtotal 15,008 96,796 116,318 168,044 169,968 120,320 120,320



Daily Summary and Daily Summary-Multi Incident
This is ICARS most popular or used report. This report is used on a daily basis to get an
estimated cost of resource on the incident for the current day and cumulatively.

IMAGE 6-4 ICARS Daily Summary Report

SalemTower

Daily Incident Report
Cost Summary

41498

Resource Kind Oty People Daily Cost Cumulative To Date
AIR TANKER 1 1 ] 149,500
DEER ] 1 L] ERLIL
ENGINE 4 12 4,178 48,724
FALLER 1 1 1,064 12,768
HAND CREW-TY 1 1 {1} 4306 52,752
HAND CREW-TY2 ] I .40 55440
LOWEOY ] il I} 1700
MEDIUM TYFE 2 HELT 2 2 LERT PER, S
PERSONMNEL DIRECT 26 16 10,192 QN
WATER TENDER | 1 1,050 10,500

Direat Cost 84 120,320 1,400,554
BLS L] 5 3,000 28,200
CATERER 1 1 9, R, Gl
PERSCMNNEL SUPFORT a0 il 16,5 145,152
POTABLE WATER TRUCK 1 1 1,150 11,500
TOILET 2 0l Re L] . TN
TRUCK 14 14 9,500 K120

Support Cost Hill A0 G5 357,432

Crrand | odals: 164 160,970 1,759,316

Weekly Detail and Weekly Detail-O/H Personnel

The same format as the Weekly Summary, except shows detail to the level of each resource.
There are two reports in this format. The Weekly Detail does not include line and support

overhead personnel. There is a separate report just for these personnel.

Cumulative Cost Detail & Cumulative Cost Detail-O/H Personnel
Lists each resource with all detail. This will print all Resource and daily detail.

This report is normally going to be one of [CARS longer reports. This is sometimes printed at

the end of an incident to have hardcopy of all the resource and their costs for every.
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IMAGE 6-5 ICARS Cumulative Cost Detail Report

SalemTower
Incident Cumulative Detail

61598
Resoairee Kind Req Assign Prj Releme Resource
Wime L Agency Tlmit Date Releass Dt Description
AlR TANKER
Tamker 202 Al CONT 4710
Ltz Shift v Oay Unit Cost Units Rate Type Diily Cost
4 TR I A 1 1 IR.000
4119 I A 1 1 S3, 000
41198 (B] A | | %500
113098 I B l 1] l 0
41498 I B 1 L] 1 1]
471508 (] B 1 [1] 1 ]
4 TR (K] 5 | 1] | n
1 LT9E I B l 1] l 0
4TRGE I B 1 L] 1 1]
4108 (] B 1 L] 1 ]
Subitial: 149 Simb
Kind Subtotal: 149 5(mM)
Category Total
Across the top are the categories BACHELOR BUTTE
. Agency Catagony Total
depending on the category of With Agency Assignments
report you are running (ie:
3 N1 o e
agencies, divisions, etc). On the
side are the cost categories. non Fs WP PuT &T Tata
RETARDENT n 25000 i} i} i} B i)
WEDIUM HELI n n n 1733000 n 138,000
LKZHT HELI 1] 1] o FEN i} e o)
HEMY HELI 1] 1] o 216000 n 216,000
FIXEDWING IR n n i} 12000 i} 18,0300
AIRTANEER 1] 1] 1] 0,000 1] 20,00
Klrd Graup Subdalal q 36,000 q 1214600 q 1250800
EHGINES ] Jaiz 0 AT k] 167 266
Klred Graug Subdatal ] amz q H3 M6 51,988 LT ]
WILITARY CREW G000 n i} i} i} o0 000
CREWS [1] ot Ayl | 1] 1] 1] piy™ e
Klkd Gralg Suktatal 66000 o e | 4 4 4 Bl ]
YWATER TEWDERS 1] 1] o [ =) n 5,560
Lo BOYV-TRAKNSP . n n [} pa =1 0 360
DOZERS 0 12 H9d 1] priiei) 1] q291d
Klkd Gralg Suktatal q 12494 4 H5,K 4 R T
DIRECT PERSOHWEL n 272 1] 1] 1] 27
Klred Graug Sukdatal ] P v qQ [} [} g v
Dircciindre ol Sukidaial BE 000 00,118 [} 17554 006 51,958 1502112
RESCUE WEDICAHL 1] 1] o 2E000 n 36,000
STHER WEHICLES i} 1400 0 and 0 2700
OTHER EQUIPMENT n n i} i} i} 4
MOEDEMOE n 1HE30 i} i} i} 133850
IHODIRECT PERSOHHEL n T 2 b | 2450 n ad7an2
FaCILITIES i} . 0 0 0 TI.200
CATERER 1] n 0 125 0 1235
BUSSES 0 0 0 143,00 0 148,000
Klkd Gralg Suktatal q 550414 8428 158,655 4 A
SUFRPLIES 1] T TED 1] 1] 1] TR TEQ
Klred Graug Sukdatal ] THA PEQ qQ [} [} THA,TEQ
Dircciindre ol Subdaial Il 150174 b il 158680 il 1536207
Srand Tadal 66,000 179920 i F. ] 1,572 661 51,5988 3478,568

Specialized Report Options

Analysis Reports
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There are several reports which will present analytical cost information. These can be accessed
through the reports screen by selecting “Other Categories” and then “Analysis” as shown in the
image below. Follows are descriptions of the reports and their usage.

IMAGE 6-6 ICARS/Analysis Reports Menu
@ File Edit Regpdrks/., | Graphs Projections  Obligakion  Ukilities  Help  wWindow Lisk

|Frirter: fr2
Categafies Fepaort Filters and Farmatz
Incident Selection

. C0-CO5-000001 4
Acres/NVC & Specific Incident ¢ All Incident
Aircraft
Cozt Share
Lookup Tables & e
Resource/Kind " Accountabilty i+ Average Cost by Kind Exceeding Standard
Undenutiized (" Exeeption " Individual Costs by Besource Excesd Max Bate

Exit Print Setup Freview Errirk Expart C5% | Export Excel

Resource Cost report.—-There are two report options as follows:

Average Cost by Kind Exceeding Standard—This report displays the average cost of

all major kinds of resources, like Engine, Type 8 and Dozer, Type 1, compared to a standard
rate table.

Individual Costs by Resource Exceed Max Rate—This report displays individual
resources that exceed the maximum rate contained in a standard rate table.

Accountability Report—This report displays a number of ratios and comparable costs. An
example of the report follows the description and uses of the contents below:

Percentages breakdown of resources—The Upper section of the report shows how
the fire breaks out cost wise with percentages for each type of resource (Aircraft, Crews and
Direct Equipment) and for total Support and Direct costs.
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Support cost per person—The middle section of the report displays the support costs
per person. These costs are broken down into the support cost categories.

Ratio of support costs to direct costs—This is an indicator of the level of support
costs. The standard is set at 47% meaning that support costs and direct costs are typically
about equal. As support costs rise above this level it is an indicator that support costs are to
high and should be evaluated for cost savings.

Ratio of support personnel to direct personnel--The standard is set at 35% meaning
that approximately 1 out of every 3 persons on a fire are considered support personnel. As the
percentage increases it may indicate that the fire is overstatted with support personnel.

Total Support Cost Per Direct Person—This cost can be used when sharing costs
with other cooperators like the State Fire Marshal protecting structures, that are being
supported out of the fire camp. This support cost includes all support services and equipment
as well as all support personnel (Incident Team Members, etc)

Cost Per Acre—This report will only display cost per acre if the acres burned are
entered into the acres burned table, which is found under the Edit tab on the main menu. A
weighted average cost per acre burned is being discussed, but until that is developed, keep in
mind that the cost per acre is not always a relevant comparable, due to factors such as urban
interface and timber type and values at risk.

IMAGE 6-7 ICARS Aircraft Cumulative Summary Report

Incident Cost Accounting and Reporting System {(ICARS) Fage 1 of 1
G8,/2004 2:44:00P M

Analysis - Accountability

Current value Standard Walue Cifference  Std. Deviation.

Aircraft % 0 20 -20 10
Crew % 75 26 49 10
Direct Equipment % T 15 -8 10
Support % 11 32 -21 10
Direct % 89 68 21 10
Hon-Personnel Support Cost Per Person 10
BUSSES 1 il

CAMP CREW G il
FACILITIES 1 il
OTHER EQUIPMEMT A il
OTHER SUFFORT G il
OTHER WEHICLES A il
RESCUE MEDICAL 2 il
SHOWERS 5 il

32 133 -101 10

Support CostDirect Cost 13 17 -3 10
Ratio of Support Fersonnel to Direct Personnel 29 38 -6 10
Total Support Cost Per Direct Person 110 244 -139 20
Caost Per Acre 11,863,727 il 11,863,727 il

Exception Report—The exception report aids the Cost Unit Leader in determining it there
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are costs in the database that are not accurate. The user can determine which options to
include in the report by clicking on the options button on shown on the reporting screen below.
If the user clicks all the options, then the resulting report will include all options. The options
can be used as follows:

Resource Status is D, But no Release Date Entered—Costs will continue to accrue
on a resource until it has a release date. But if a resource status is D, it indicates that the
resource was release, but a release date was never entered. Check these resources out with
plans and/or time to determine if they have been release and have plans either change the
status or remove enter a release date.

Resources With No Actual Time Posted—Most resources will have time posted to
them in I'T'S. This will include all personnel and contracts. This report will display all
resources with no actual time posted and tell you how many days of unposted time there are.
This can be an indicator of duplicate resources or resources that never checked in. In both
these cases the resources are accruing costs and should be deleted from the database. Some
resources will never have actual time posted, like supplies, caterer, etc.

Resource Daily Cost Exceeds $x,xxx—This report will show resources with costs
over a user defined limit. The default is $10,000 but that limit can be changed. The purpose of
this report is to analyze high value cost items. This could identify errors in your data, where
maybe you have a daily cost with an hourly rate, but it can also identify items that may be
worth more analysis, due to the expense of the item.

Resource with Actual time posting but x or more days of unposted time—
Sometimes resources will leave the incident, but either they never check out or the release date
never gets entered. This report will display those resources that we know have checked in,
because there is actual time posted, but have multiple days with no posting along with the
number of unposted days. The user can define how many days of non-posting it takes to get on
the report. This report may also be of use to the time unit for identifying resources that are not
turning in their time.

There is an additional feature on the main ICARS menu under Ultilities and Tools to remove all
estimates from time postings. This feature will change all estimates to zero. Of course when
you re-run the create daily routine estimates will again flow down to all days following the last
actual posting. However this is a good tool to remove estimates in the middle of a person or
contracts time as those estimates will not be re-generated with create daily. So for instance a
resource might have actual posted time from 6/1 to 6/5. But then leaves the incident and has
no time posted from 6/6 to 6/10. The resource comes back and has time from 6/11 on.
Currently ICARS will include estimates for 6/6 to 6/10 based on whatever time was posted on
6/5. You can manually change the hours for those days to 0, or you could run this routine
which would do it for you.

IMAGE 6-8 ICARS Aircraft Cumulative Summary Report
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@File Edit Reports... | Graphs Projections  Obligation  Utilities Help  ‘Windows Lisk

|Frirter: frm2dpx

Categoniesz Report Filters and Formats

[nzident Selection

| co-Cos-000001 =l
Acrez/MNYC f+ Specific Incident &l Incident
Aircraft
Cozt Share
Lookup Tables " Resource FPSt
Resource/Kind 7 Accountability

— Options
¥ Resource Status iz D, But Mo Felease Date Entered

Inderutilized

¥ Resources With Mo Actual Time Posted

¥ Resource Daily Cost Excesds $10,000.00 I 10000

Resources With Actual Time Posting But 3 I
e or More Dayz of Unposted Time 3

Exit Frint Setup Prewview Brrirt Export C5% | Export Excel

Aircraft Cumulative Detail

IMAGE 6-9 ICARS Aircraft Cumulative Summary Report

SalemTower
Cumulative Air Costs
B/15/98
. . Total Tot & & Ihs —

Date Div Name Kind  yerat  Hro  Trips PAX  Cargo  Retand Water [etordS$
1 1wveg A Tanker 202 Al 5000 7.50 12 12 45,000 SX.000 L W] 20,000
11198 A Tanker 202 Al A3 000 Q.50 18 15 [ RN O Q0 TO_00G 24000
11298 A Tanker 202 Al SE.500 Q.50 18 423 1 ASOOGG L0, GO0 T G0 2E_AN0G
111398 B Tanker 202 Al 0

Resource Kind By Cost
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IMAGE 6-10 ICARS Resource Kind By Cost Report

Resource Kind By Cost

4014798
Kind Unii Rate Rarte Assizn

™ e Apency Cpsl Ty Units bt
AIR TANKER

Tanker 202 CON L] | 471005
Bl5

Marion Co. School CONT fiiH] DAY 1 A7R9R
CATERER

elia Care r'irlt' CONT XL WIS | RN R
MIFER

Joshimesom Dvsrer 1IsksS 4dMD 134y | BRI

Cost Share Summary (CAT-1)

This report is broken down by the Cost Apportionment Type (Aircraft, Crews & Equipment,

and Support & Overhead) and then by Day and Shift

IMAGE 6-11 ICARS Cost Share Summary Report (CAT-1)

Operational Period Consolidation Worksheet
Cost Share Apportionment

6/15/98
Dhate Shift Traily Cost FED Cost FEDY % ST Cost 5T % OTH Cost OTH %2
AITRCRAFT

4R Dy Shaft T, MM 30,0060 A 45,000 il i I
40098 Dray Shaft LERITT 0 1 {Wy 1] 0 i ]
41198 Dray Shifi 145 (WM} 53, 00K} ir 42,000 i3 L] n
4288 Dy Shift 146, 0HH} 1402, 20up Tl 21,400 15 21, 15
AN3/9%8 Tk Shafit LER[I] (00 1101] i i} 0 0

Cost Share By Shift and Kind (CAT-2)
This report supports the numbers found in the CAT-1 report. This report is once again
grouped by Cost Apportionment Type, Day and Shift, and then by Kind Type.

IMAGE 6-12 ICARS Cost Share By Shift and Kind (CAT-2)

Detail By Shift and Resource Kind
Cost Share Apportionment

'13/98
[t Shift Hesource Kind iy Daily Cost FEIY Cost - FELY ' ST Cost ST % OTH Cost OTH %

AIRCRAFT

498 D MEDIUM TYPE 2 HELI 2 TE.000 30,000 Al A3 0 (1] i il

4Mus Dy Shift Subtotal: T, MMy 200, MbR 4 ERR UL il [ L[]

410098 I AIR TANKER 1 8,000 38,000 1(Hp o 1] i il

A0 T MEDIUM TYPE 2 HELL 2 S, 000 L, 000 1Hk I L] 0 il

A100R Day Shift Subtofal: 94, (MM) LRI 1Mk 1] 1] 1] 1k

AT1EE [ AIR TAMKER | 53,000 53000 10 i 1] 0 il

411 I MEDMUM TYPE 2 HELI 2 92,000 0 o 92,000 10K (4 {0

41198 Day Shift Subtotal: 145,000 53,000 3 92, Mmy 63 ] ]
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Cost Resource Worksheet (CAT-3)

This report supports the numbers found in the Cost Share or CAT-2 report. This report is
once again grouped by Cost Apportionment Type, Day and Shift, Kind Type, and then by
individual resources.

IMAGE 6-13 ICARS Cost Share Resource Worksheet Report (CAT-3)

Detail Report
Cost Share Apportionment

/15/98
Deee Blufi Div - Rame Apeney Kind a Dy Coe Fed Cost Fadl % STCon St% OTHCeet OTH ™
AIRCRAFT
L1058 [ A Tanker 202 CONT AT 1 L8 KK LT o] a a a a
41098 Dy Shift Subeoul 000 4,00 T [ [ [ [
41088 13 A Tanker 200 CONT AL 1 £3.00K) 430K L0 0 0 i i
A711DE Moy Shif) Subectal 3,000 &3, b il LI L] L]
41288 10 A Tanker 207 COMT AT 1 S8, 5K 4015 ey 5775 15 RIS 15
AN 20E Nay Shif) Subbctal ER,500 40,950 ™ BITE 15 B,TTS s

Cost Share Detail Report (CAT-4)

This report is the last of the Cost Apportionment reports within ICARS. This report reports
the Cost share amounts at their lowest level. This report is slightly difterent from the first
three CAT reports, in that it is not grouped by any of the fields. This report is simply sorted by
Kind Code and then by Day. This one doesn't support the CAT-3 report like the other CAT
reports have, though it is the same data, just presented differently.

IMAGE 6-14 ICARS Cost Share Resource Worksheet Report (CAT-4)

Resource Worksheet
Cost Share Apportionment

6/15/98
i Ageiey Kimil [ Date  Apiy Dhadly Cest FEDCost FED % Sl Cost 51 % O st (FTH %
Tonker 202 COHNT Al A A R 1 KR IR D6 (L E] 0 ] 0 0
Tanker 202 CORT AT A AL LME 1 53aME £30HK) Lo [ il [ i}
T'nnker 202 CORT AT A A1 1M [ LR ] T 5775 15 4,774 15
Tanker 202 TR Al (L] A 35k i [] i 15 ] 5 i i
Tanker 202 CORT Al B A 498 1 L 1 L1 Q ] I 0
Timker 212 ] AT B Ar'| 55K 1 1] I 1] 0 1K1 I i}
Tanker 202 CTHT Al (L] A &R i [] | i i 1461 i ]
Tanker 202 CORT Al (1] A1 TE 1 [ ! o Q 14K & a
Tanker 202 COENT Al B Ar| &=k 1 [} i (L] 1] [[14] I 1]
Tanker 202 CONT AT 15 LR L= 1 1 [1] I 1} 1] 1K1 [ 1]
Bulnercdt Ui Sahonod CORT [EN A AR 1 [ AR a0 120 ki [ i}
Belamon Co. School TR (£ (L] Ak 2 el ] | i 131 1461 i ]
Pl D Sched CURYT RLE B AR ] 1 Sl 1 1] 1,50 1K1 [ 0
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Other Reports (Currently disabled)

Another feature within the Reports section is the ability to run additional reports that might
have been added since the release of the ICARS application. This feature is executed from the
"Other Reports" option in conjunction with "Utilities | Edit Graph/Report Query. You must

first add the new report through the
Utilities menu before you can run the )
Queries Query Name

report from the Other Report Menu AL ansC st ||

. Curmdi
option. Because ICARS allows you to |gscumot -
rename, save as, and run multiple g:ﬁE,'ﬁ'iggnm =
ICARS databases, running ad-hoc Eiﬁgjfn'é:ii;t
ICARS reports requires you tell AL

ICARS the query name and the SQL
statement that you wish to have run.
The query you are entering is the
query the new Crystal Report needs
in order to run. Press "New" enter [
the query name and the SQL 7 R EE S T

statement for that query and press
"Save"

IMAGE 6-15 ICARS Edit Graph / Report Query Screen
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CHAPTER 7 Graphs

There are a variety of graphical presentations that are pre-designed including Pie, Area and
Stacked Bar graphs. The two most common graphs are the Total Cost and the Cost to date.
These graphs are typically run on a daily basis. There are also graphs when tracking costs by
division to display the splits between divisions. Aircraft graphs are discussed under the
Aircraft Analysis, Chapter 11.

Graph Setup and Printing

IMAGE 7-1 Graph Main Menu
This chapter deals with the different menu choices located el Frojections  Utlities  Help
under the Graph menu of ICARS. The graph section of Total Cost
ICARS uses a third-party graph control, so the limitations (Bl iy Dt _
to ICARS graphs are the limitations of this third-party Cost Per Gallon Delivered
control. Flight Cost

Gallong Delivered Per Hour
Toatal Gallans Dropped

After selecting a graph you can customize the graph prior
to printing. There are several ways to do this. The easiest
is to select the options button at the bottom of the screen to adjust the fonts and labels.
IMAGE 7-2 Graph Print Options

Itilization

Graph Options
Font Size [Range 50 to 500] Graph Titlesz

Label Top |T|:|ta| Cost Graph
Legend I‘I a0 B atham I

Title [200

O | Eancell

Print Graph Setup
Then select the print button at the bottom of the - Options Layout Print Stle

. " Fit To Page " Monochrome
screen, where you can set the rest of the print layout.

. {~ Size of Screen " Calar
-3 Gr Prin :
IMAGE 7-3 G aph t " Custarn " Partrait " Monochrarne Yfith Border
% Full Page " Colar "ith Border

= Custom Settings

Left Margin |1 vI inch tadidth I'l "'I inch
Top Margin I'I "I inch Height I'l 'I inch
I:|:||:|i8$|1_

Frint | Qancell
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IMAGE 7-4- Graph Control Button Bar

| [ | | e | B2 | B[ | o] | || 0|c5| /| 2]Q

If you wish to do more complex editing of the graph, anytime a graph is presented to the
screen, you will see the graph control button bar across/the top. From there you can modity
many aspects of your graph. The question mark button will activate the graph control helps
tile, where you can get detailed information about each tab and option on the graph control.

Graph Control

Fu:untsl b arkers | Trendsl Orerlay | Error Bar | Background |
20 Galley | 3D Galley | Style | Data | Tiles | wis | 30 |

Labels | System &bout | Bound Data
~Piinting——— - Expart Image

v Border — Farmat

& Mona & WwiF C BMP ¢ JPEG ¢ PNG

" Colar — Target

¥ Landscape " Clipboard Ernwsel

¥ Eull page = File I

Copy |

— Export Map File———— [~ Graph Template

Format IEIient vI [T SaveData
£ = Browsze |
Tag | File |

HefString&..I Eruw&el M ame I j

File I Load I Save I

Ok | Cancel | Apply Nu:uwl Help |

IMAGE 7-5 Graph Control Properties
The options now available in ICARS
graphs are quite extensive. You can
get to the graph control by selecting
any of the buttons on the button bar.

The graph control (seen to the left) has
many tabs with options to many to
name here. Some of the main tabs are:
"System", "Titles", "Fonts", "Style",
"Background", "Markers" and “Data”.

One nice feature is the graph template.
You may make customized settings for
a particular graph and then use those
each time that graph is used. Again,
using these new features may take
some time in learning all of its
functionality.

Please use the Graphics Control Help
tile for further information about the
graphics control and it’s features.
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CHAPTER 8 Projections

IMAGE 8-1 Projection Main Menu
Selgctir}g the Projection menu option'will bring up the ‘three—.gric'l Proiections (N EETA
projection module screen seen below n Image 8-2. This section is for wéork ‘Wit Projection
projecting costs for future dates of the incident. There are actually I—I
two methods of accomplishing this. One is by using this projection module and the other is to
set your computers system date ahead and let the daily records be created and then edit those

daily records to reflect what is predicted for those future days.
IMAGE 8-2 Projection Screen

Frojection [Enter projection information. First Day Usually = Tormorrow)
|hcident First Diay of [ays Projection Mame
CO-COS-000001 GrR2004 5] Direct Attack

Summary of Projection Kinds [Click line to zee rezource detail)

Kind [uantity] Average Cost Tatal Cost People
Cs 2 114873 52,297 .50 2
D2 1 F1,300.00 $1,300.00 1
ErIG4 1 5 750,00 8, 750.00 3
ErGS 1 ¥1.,470.00 147000 2
EMGE 10 1,735 60 17 386.00 20
EXCA 1 $1,400.00 $1,40000 1
HiZ1 9 %4 201 11 %44 109.99 180
HiZ2 13 F30,740.77 §399,630.00 260
Projection Detail For Selected Kind [Change quantities to change projected dollars]
[ate [uantity Peoplel  —Graphs
3 /872004 3 3 " Cost By Date
£ 002004 3 3 £ Total Proj. Cost Graph |
E1172004 3 3
B 252004 3 3 — Repaortz
6132004 3 3 & Projection Print
B 412004 3 3 s weekly [Froj .
7 Total Costs Fliste |

Setting Up the Projection

To create a projection, go to the first of the three grids and select an Incident value from the
Incident Field Combo-box. Only current Incidents will be available to choose from. The
program will then enter a Start Date for the projection to begin of the next day. This is
because today's costs are already accounted for in the Resource and Daily tables, so usually you
want your projection to begin the next day. The third field is the number of days you wish to
project out. In the last field of the top grid, you can name the projection. You may create an
unlimited number of projections. After you have successfully entered in information into the
upper grid you should see the second and third grids fill up with information.
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The second grid works from the first grid and will have the sum of all "Direct" Kind types that
are currently on the Incident today, their quantity, average cost, the total cost, and the total
number of people on the incident for those direct resources. The values found in the second grid
are values that are generated when the projection in the header record is first created. The
average cost field can be edited, if you feel that the average cost created by the program is not
accurate for future days.

Similar to the second grid, the third grid works off the record that is highlighted in the second
grid. The third grid is where users change the quantity of resources for that resource kind for
tuture days. The fields found in the third grid are: Date, Quantity, and People. Of those three
fields only the quantity field can be edited. As the quantity number increases or decreases, so
should the number for people. These two fields have a direct correlation.

A flow down feature has been added to the quantity field so as you change the quantity for a
given day, all future days will change to that same quantity. This should save significant time
when editing projections for many days.

Reports & Graphs
IMAGE 8-2 Projection Screen

A variety of Graphs and Reports that mimic the other basic Graphs
reports in ICARS are available for projections. " Cost By Date

" Tatal Proj. Cost Bepshy

— Feparts

f* Projection Eririt

= ieekly [Prail -

" Tatal Costs L

Support Cost Calculation

Support costs are generated in a pre-determined method and users have very little control over
projected support costs. If you need greater control over projected support costs, it is
recommended that you do projections the second method which is to set your computer's
system date to a date in the future and then adjust the Daily table to reflect what future
resources will be charging to the incident.

The algorithm that is used to generate support costs for a particular projection is to:

1. Sum up all "In-direct" costs for the current day. That number is used as a maximum
number or 100% of the support cost pie.

2. All the people are then added up for all the "Direct" resources.

3. A per person support cost is then generated by the amount in number 1 divided by the
amount from number 2. This will be a support cost dollar amount per direct person on the
incident.

4. The total support cost for any particular day is derived by the number of people still left on
the incident multiplied by the amount in number 3 (per person cost).

As the number of direct resources decreases, so will the number of people. When the number of
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people decreases the amount of support costs will also decrease in direct proportion to the
number of direct resource people still left on the incident.

You will not see any support costs in the 3 tiered projection grid. The only place you will see
the support costs for a projection will be in the projection reports.

Updating Projections

Once a projection is completed you can now come back to that projected days or weeks later
and update the projections with new information. There is a button at the bottom of the

o Ilpdate Projection w/Current D'aps Costz ) ) )
projection screen. When this button is clicked the

following actions will automatically take place. You will be asked to update the projection
days, meaning how many days you want to project? Then the program will automatically
change the start date of the projection to tomorrow, cut off all days prior to tomorrow and
project out for as many days as you tell it. For days that you previously projected, the
quantities that you entered in the projection will remain. So lets say you did a projection for
6/1 to 6/10 and indicated that you had 5 dozers from 6/1 to 6/5 and 2 dozers from 6/6 to
6/10. If on 6/3 you updated the projection, and said you wanted it to go 10 days, the
projection would now show 5 dozers from 6/4 to 6/5, 2 dozers from 6/6 to 6/18.

You can come back and update a projection as many times as you want, or if your assumptions
totally change, you can just start over with a totally new projection at any time.
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CHAPTER 9 Obligations

Obligation Basics

The obligations module in ICARS, which is accessed from the main menu, is set up to track
obligations and creates reports that can be sent to the home unit for daily obligation reporting.
The basis of the module is the auto filling of the obligation field in the Resources table. This
takes no direct input from the user as the values automatically populate this field based on the
Request #, Agency, Kind, Incident State, Contracting Agency and AD identifier (FFedCode in
I'TS). The values entered by the application can be overwritten by the user, however when any
of the above information is changed in [-Suite. The application is designed to re-evaluate the
obligation field to determine if it needs to be changed, and then change it accordingly.

As data is changed that affects the obligation category or the accounting code, the obligation
module is designed to track those changes. Daily there is a change amount tracked, which is
the daily change. If a resource category or the accounting code used for the resource, changes,
the change amount will adjust up or down to reflect this.

Since the obligation field auto populates, it is critical that the fields mentioned above are
accurate. If they are not, the obligation field may be populated incorrectly. Thus verify for
each resource being tracked that the following information is correct:

1. The Agency field is accurately entered based on who will pay the resource
a. Paid by a Forest Service EERA Agency=PVT.

b. Paid by a state government Agency=two letter state identifier.
c. Paid by a govt agency-exc. EERA’s Agency= The Govt agency
d. Aircraft paid by OAS Agency=0AS

e. National Weather Service Personnel Agency=NWS

2. AD Crews paid by other federal or state agencies must show an agency of the federal
agency or state. Only show the agency as FS if the Forest Service will process the AD
payment at the EFF Payment Center.

3. Time is being posted to ITS on a current basis (within 72 hours of the completion of a
shift).

4. Accurate Check In and Release dates are being entered and Release dates are entered
within 24 hours of the resource demobilization.

5. The incident state is accurately entered in the Incident table as the two letter state
identifier (i.e. OR, WA, CA)

6. Local Aircraft and National contracts have the correct Obligation category identified.

7. For state resources, that will be paid by the state, confirm that accurate rates are being
used.

8. The Kind field is accurately entered.

9. There is an accounting code for each daily record.
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Obligation Categories

Extract data is captured into 8 categories, by accounting code. The eight categories are:
1. CONT—EERA'’s and National Contracts-(Excluding Aircraft)

HELI—Helicopters (Local and National)}—exclude OAS

AD—Casual Hires

STL—State Costs from the Incident State

STO—State Costs from Other States

OAS—Office of Aircraft Services (OAS) aircraft.

NWS—National Weather Service Personnel

A el

Additional obligation categories that are not included in the extract are as follows:
1. FW—Fixed Wing Aircraft (Local and National)—exclude OAS
2. FS—AII Forest service not identified elsewhere
3. FED—AII other federal agencies
4. CACHS—AII Cache supplies

The application determines obligation categories using the following sequence of if statements.
The obligation resulting categories are highlighted. This is provided for enquiring minds
only.

If Agency =OAS OAS
If Agency-NWS NWS
Else IF Agency=CITY, RUR or CNTY
Then If Home unit first two characters = Incident—>Incident State STL
Then If Home unit first two characters not equal Incident—>Incident State STO
Else If Agency—>RateGroup=FED
Then If Agency=FS
Then If Kind=CACHE CACHE
Then If Persons>FedCode=AD
Then If ContratorPost>Amt =0 AD
Else ADMIX
Else FED
Else If Agency—>RateGroup=ST
Then IF Agency=Incident=>IncidentState STL
Else STO
Else If Agency=PVT
Then If ContractingAgency=Incident—>IncidentState STL
Then If RequestCat=A
Then if Kind=HEL1, HEL2, HEL3, HEL4, HELU HELI
Else FW (**retardant excluded from this number)
Then If Persons>FedCode=AD ADMIX (split in the extract routine)
Else CONT
Else Leave blank
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Daily Extract

IMAGE 9-1 Obligation Extract Screen

@+ Dbligation Extract ;IEIEI
Capture Date Finalized Taotal Amount| Change Amaunt -
B6/9/200417:03:09 A $8.625,670.13 $2.226,159.25
B/3/2004 9:29:20 Ak onong $b.599.510.88
B/21/2004 4:14:43 Fid aoal $G35.626.53 $635.626.83
5
Exit Fun Extract Finalize | Feport | Feport Detail Feport Detail All |

Daily there is an extract that can be run to capture and summarize obligation data. The extract
can be run multiple times in a day. However each day, before transmitting the information you
must run the finalize process. This is accomplished by clicking the Finalize button. The result
of this is to post a sequential number in the Finalized field and close obligation postings for that
day. Any future changes to the obligations will be reflected in the next days extract. Once you
have run the finalize process for a day, the Finalize button will be immobilized until the next
day, thus preventing you from running the finalize process more than once a day.

It is possible, for the current day only, to Re-Extract the data and finalize again. This should
only be done if there are significant errors, and the obligation extract has not yet been
submitted to the Incident Unit (Forest) for input into the accounting system. It is critical that
the data for each sequential obligation number in the database matches what is sent to the
incident Unit (Forest). To do this, if you highlight the current day extract, you will notice that
the Run Extract button changes to Reextract. Clicking it will remove the finalized sequential
number and allow you to finalize again.

Obligation Extract Reports

Once the extract is run there are three reports that can be viewed and printed. The report you
will see, will be for the extract line that you have highlighted in the Obligation Extract grid.
The first is a summary report, for submission to the home unit. The second is a detail report by
specific vendor and the third is the Report Detail All, which will provide all the individual daily
detail reports in one report file. The detail reports should either be provided to the home unit
daily or at the end of the incident for audit support. If running at the end of the incident use
the Report Detail All, instead of running the daily reports individually, as this will produce the
same data.

The summary and detail reports are displayed below.
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IMAGE 9-2 Obligation Summary Report

Incident Cost Accounting and Reporting System (ICARS)
Obligation

Capture Date: 06/05/2003
Sequence: 00003
Expart Date:

Accounting Code

Fage 1 of 1
GIA00E S25E2AN

RC Line # Chligation Tatal Arnount Previous Amournt Change Armount
PG51234
a0t All non-air contracts $123,652.00 $62,080.00 $61,578.00
002 Contract Helicopters §0.00 §0.00 §0.00
003 Fixed Wing Air £0.00 $0.00 §0.00
005 Incident State Resources $20,230.00 $19,040.00 $1,190.00
006 State Resaurces Fram Out of State $20,230.00 $15,040.00 $1,190.00
$164,118.00 $100,160.00 $63,958.00
Grand Total: $164,118.00 $100,160.00 $63,058.00
IMAGE 9-3 Obligation Detail Report
Incident Cost Accounting and Reporting System (ICARS) Page 1of 2
. . . G002 Q:A0o0sh
Obligation Detail
Capture Date: 06/05/2003
Seguence: 00003
Export Date:
Accounting Code Obligation
Fesaurce Request# Kind Total Amaunt Previous Amaunt Change Amaunt
PG51234
All non-air contracts
STRIKEBACK E-0001 EMG1 §28,560.00 §26,880.00 §1,680.00
QK CASCADE 5-0002 SHYY §37.400.00 §35,200.00 §2,200.00
JOMES E-0010 WA T $28,560.00 §0.00 $28,560.00
WILLIES WATER: E-0011 WA T $28,560.00 §0.00 $28,560.00
ARBIES E-0012 TLT §a78.00 §0.00 §578.00
All non-air contracts Total: $123,658.00 $62,080.00 $61,578.00
Contract Helicopters
COLUMBA A-0001 HEL1 $0.00 §0.00 $0.00
Contract Helicopters Total: $0.00 $0.00 $0.00
Fixed Wing Air
AIRTAMKERS A-0002 AT §0.00 §0.00 go.00
Fixed Wing Air Total: $0.00 $0.00 $0.00
Incident State Resources
COF ERGINE E-0000 EMG3 §20,230.00 §149,040.00 §1,180.00
Incident State Resources Total: $20,230.00 $19,040.00 $1,190.00
State Resources From Out of State
CkR EMGINE E-000G EMG3 §20,230.00 §19,040.00 §1,180.00
State Resources From Out of State Total: $20,230.00 $19,040.00 $1,190.00
P651234 Total: $164,118.00 $100,160.00 $63,958.00
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Chapter 10 Utilities

IMAGE 10-1 Utilities Main Menu

[ Ukilties Help This chapter deals with the difterent menu items located under the

| . : Utilities main menu. Under this menu, you'll find extra ICARS
Daily Record Locking, . "o . d .

| utilities", such as setting the computer's system clock and locking

Database Tools 3 )

Security. .. daily records.
Set Swskem Dake)Time, .

Tools >

Set System Date and Time

Date/Time Properties 2IX) [MAGE 10-2 Date / Time

Date: & Time | Time Zone | Property Screen = ,

The ICARS application relies

heavily on the computers

IW vI |1E|EIB :I e system date. It is important that
B ' E you know what your computers

date is and how to change it.

—Date — Time

There are other means of
34 85 6B 7 8 9 getting to this same Date /
m 11 12 13 14 15 16 Time Properties window in
17 18 19 BT 2122 23 Windows 95, but we chose to
24 25 26 27 28 23 30 add a menu option for ICARS
3 | 3:57: 41 FM :I users to run it from within

ICARS. From this window you
can select a new date and time

Current time zone: Pacific Daylight Time -
for your computer.

(1] I Cancel ] [

LockDaily Records
IMAGE 10-3 Daily Record Locking Screen

There are times when you may wish to "freeze" ICARS Daily

) : . : : & Daily Record Locking |3
records for a particular period of time. This new feature in ICARS 4 o E

allows a user to do this very easily. Locking or unlocking daily Start Datel 0542041992 Eﬂ
records are as easy as picking a start date and an end date. End Dale| 0572071555 23]

o Lock ) Unlock

Ok | LCancel |
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Database Tools

SQL Query

Using the SQL Query language you can use select statements to view the actual data in tables.
Editing of tables is disabled from this tool. To view the data in a table enter a select statement
into the sql query box like the following:

Select * from resources

IMAGE 10-4 SQL Query Screen

Q" SOL Query

Select*from resources
IncidentlD | Resourcell| Mame AgencyCode | ContdgencyCode |HomelnitCode | KindCode | Trainee | NeededDa MeededTime| AssignDate| CheckinD ate
» 1 1| P&RK.JEFF FS FS COST 5/20/2003
1 2|5TRIKEBALCK. YT FS el ENG3 5/20/2003
1 3| REDMOND HS FS FS HC1 5/20/2003
1 4| CACHE F& F& CACH 5/20/2003
1 5| COLUMBILA T FS HEL1 5/20/2003
1 6| ODF ENGIME aR aR ENG3 5/20/2003
1 7| 0K CASCADE T FS SHw 5/20/2003
1 2| AIRTANKERS T F& AT 5/20/2002
Ii I
Exxit Execute Seript Records:0 Query Mode
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CHAPTER 11 SORTING & FILTERING

Sorting

Sort Description

The sort function allows the user to display the data in descending or ascending order.
The user sets the order of display by selecting column headings in a specific order. The
Sort tab includes a Columns lists, a Sort lists, and several buttons, that will be identified
in this section.

IMAGE 11-1 Sort Screen

Sort/Filter Grid Display |

Sart | Fiker |

Columng Sart
Kind ASC

a Rate Type DESC
Drezcription
Diirect Asc 0

Form

Function Desc 0
Graph

Group
Like

People o
Cluantity

RptZ1

ritz o

Ok | Eancell Elearﬁurtl ElearEiIterl

Sort Tab Basics

Lists in the Sort tab

Within the Sort tab are two lists labeled Columns & Sort. The Columns list contains the
heading of each column on the grid. The Sortlist contains the ordered heading titles
transferred from the Columuns list.

Moving the cursor inside a list
To move the cursor inside the Columns or Sort box, use the ? button to move the
cursor up-wards or the ¢ button to move the cursor down-wards.
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Moving a selected heading within a list

To move a heading within a list, select the heading and hold the Ctrl key while moving
the cursor. The heading will move with the cursor movement. At the desired position
let go of the Ctrl key and the heading will no longer move with the cursor.

Choosing Ascending or Descending order

Both buttons transfer the selected heading from the Columns lists to the Sortlist but the
way the information is listed varies according to the selected button. To choose
ascending order, select the Asc button. To choose descending order, select the Desc
button.

Ascended headings will be listed from first to last alphabetically (A-Z). The information
within each heading may also be listed from first to last alphabetically or numerically
smallest to largest, when there is no conflict with the heading order.

Descended headings will be listed from last to first alphabetically. The information
within each heading may also be listed from last to first alphabetically or numerically
largest to smallest, when there is no conflict with the heading order.

Moving a heading from the Sort list to the Columns list

To move a heading from the Sort list to the Columns list, select a heading from the Sort
list. Select the <« button. The selected heading will appear in the Columns list.

Sorting headings

Select the desired heading in the Columns list and choose ascending or
descending order. The selected heading will appear in the Sort list. Multiple
headings can be selected by repeating above steps. Select the OK button at the
bottom of the dialog box and the data will be displayed sort order chosen.

Filter

Filter Description
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The filter function allows the user to display data according to specified criteria. The
user specifies the criteria by using one or more of the filtering options. The Filter tab
includes a Column dropdown list, a Filter Type dropdown list, two Specifications boxes,
and a Filter Display box. The Filter tab also includes several buttons that will be
identified in this section,

See Figure 11-2.



IMAGE 11-2 Filter Tab Screen

Sort/Filter Grid Display |

Sort Filter |
Colurmnz Filter Types Values
IFEate Type j |= j DAy Add |

AND Into Filterl OF Into Filter | Add]

[Kind] = 'DOZ"
AMD [Fate Type] = DAY

L

)3 | Eancell Elearﬁnrtl ElearEiIterl

Filter Tab Basics

Choosing a column
The first dropdown list at the top right of the Filter tab is the Column list. When the
drop arrow at the right of the box is selected, all the available column titles appear.
While still holding the mouse button, move the cursor to the desired column title.
Release the mouse button to select the desired column title. This column will now be
the primary column in the filter. The column titles may vary with each display grid
selected and filter.

Choosing a filter type
The second dropdown list box at the top of the Filter tab lists the filter types when the
drop arrow at the right of the box is selected. While still holding the mouse button,
move the cursor to the desired filter type. Release the mouse button to select the filter
type. The filter type options are: =, >, >=, <, <=, <>, LIKE, and BETWEEN. The
selected filter type will now be the primary method of filtering. The filter types will
remain the same with every display gird but may change with each filter. For specific
filter type information, see Figure 3.
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SPECIFIC FILTER TYPE INFORMATION
SPECIAL
SYMBOL HOW SYMBOL WORKS INFORMATION
= Signifies the filter results will be | Can be used with words
an exact match to the or numbers
specification. Case sensitive.
> Signifies the filter results will be | Use only with numbers
greater than the specification
>= Signifies the filter results will be | Use only with numbers
greater than or equal to the
specification
< Signifies the filter results will be | Use only with numbers
less than the specification
<= Signifies the filter results will be | Use only with numbers
less than or equal to the
specification
<> Signifies the filter results will Use only with numbers
exclude only the specification
LIKE Signifies the filter results will be | Can be used with words,
similar to the specification numbers or % (wilcard)
BETWEEN | Signifies the filter results will be | Use only with numbers
between two specifications

Figure 3

Choosing filter specifications

The two parallel boxes towards the left of the Filter tab are for the Filter Specifications.
The specific filter information is inputted into these boxes. This information may be
words, numbers, or a combination of both. To input this information, select the top box
and type the specifications in the box. The second box may only be used with the

BETWEEN filter type.

Viewing the Filter
The large box in the middle of the Filter tab shows the current Filters to be applied to

the display grid. All the current filters will be applied to the data.

Filtering Information

Creating a Filter

By selecting the Add Filter, the And into Filter, and/or the Or Into Filter button, the
information input into the Column, Filter Type, and Filter Specifications boxes is displayed
in the Filter Display box. Select the OK button to apply the filter to the data.
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Using the Add Filter

The Add Filter button should be chosen when adding the first filter to the Filter Display box
but can be used for any and all additional filters.

Using the And Into Filter

The And Into Filter button can be used for any filter after the first filter is added. The
“And” signifies that in addition to the first filter specification, this filter specification
must be met as well. This filter will only show data that meets both specifications.

Using the Or Into Filter
The Or Into Filter button can be used for any filter after the first filter is added. The
“Or” signifies that this filter specification can be substituted for the first filter
specification. The filter will show all the data that fits either filter specifications.

Grouping Multiple Filters
The Add[ and Add] buttons allow brackets to be placed around a group of filter
specifications within the Filter Display box. Placing brackets around a group will
separate that group from any other filter specifications.

Examples
[Kind] = ‘DOZ’
AND [Rate Type] = ‘DAY

Select only the data where the Kind Code is equal to DOZ and the Rate Type Code is equal to
DAY

[Kind] Like ‘DOZ%’

Select only the data where the Kind Code starts with DOZ

Clearing, Deleting and Saving

Clearing information

To clear the sort information, select the Clear Sort button at the bottom of the dialog box.
New information can be sorted now. This button will clear the information even if the Filter
tab is selected. To clear the filter specifications, select the Clear Filter button at the bottom of
the dialog box. New information can be filtered now. This button will clear the information
even if the Sort tab is selected.

Cancel

To cancel the sort or filter modifications select the Cancel button at the bottom of the dialog
box. The sort/filter screen will disappear and the original screen where the sort/filer button
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was selected with no changes to the data displayed.

Saving information

To save and apply the current sort/filter select the Ok button at the bottom of the dialog box.
The display grid on the original screen where the sort/filter button was selected will not be
refreshed with the selected sort and filters applied.
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CHAPTER 12 AIRCRAFT ANALYSIS

The aircraft analysis function in ICARS allows you to compare difterent types of aircraft. You
can look at the aircraft summarized by kind or by individual aircraft. The analysis tool is based
on graphical presentation. The following types of graphical presentations can be used:

1.

Cost per gallon of retardant/water dropped.

2. Total Gallons dropped and gallons dropped per hour.
3. Total flight hours and flight cost.

Aircraft analysis involves the following functions:

1.

You must be receiving the daily aircraft information sheets from air operations. If you
are not receiving this information it should be available if requested. When you get the
air information review it for reasonableness and completeness. Enter each individual
aircraft into the Resource table.

Fill out the AirDaily table as described below.

Run the graphs which are provided under the GRAPH item on the main menu. The
AIRDAILY table is like the DAILY table except it is used for Aircraft records. There
are two views of the AIRDAILY table. One is for entering daily information on
Airtankers and the other for Helicopters. The information you enter into these tables
determines what the aircraft graphs display so there are some specific ways you need to
enter the data in these tables.

Some analysis tips to be aware of:

1.

For the analysis to be useful and accurate it is sometimes necessary so split helicopter
flight hours and costs between water/retardant drops and other assignments. This is
only necessary if the helicopter is doing a mix of activities.

There are typically mobilization and demobilization costs associated with ferrying
(flight time) an aircraft to the fire. These costs can be ignored, included in the first day
of costs or allocated based on the expected days that the aircraft will be assigned. How
you deal with these costs will aftect the outcome of your analysis. If you are doing a
post analysis, after the fact, or need additional aircraft and are trying to decide what
type of aircraft you are going to order then I would allocate the costs. If you are doing
a use analysis to see which type of aircraft is the most cost eftective, once it is there, I
would exclude the ferry costs because they are really irrelevant to a day to day decision.

IMAGE 12-1a ICARS Resource Input Screen for Helicopter with Display Daily On
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€+ Incident Cost Accounting and Reporting System (ICARS) I-Suite version 1.25 - [Resources]
@ File Edit Reports Graphs Projections  Utiliies Help

I [F-nnnz [=piTH Inors Iper [ [zezriznm | [ [ [ |
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Exi | Add | (B | Delete | Fieresh | Sorh’EiIterl ankx’UnIockl e Dailyl Apply ITS | ErintGridsl
| Resources [ ez\isuite\databasehisuite.mdb | 3/13/2001 [3:38 PM

IMAGE 12-1a ICARS Resource Input Screen for Airtanker with Display Daily On

@+ Incident Cost Accounting and Reporting System (ICARS) I-Suite version 1.25 - [Resources]
@ File Edit Reports iGraphs  Projections  Ukilikies Help

Incident |Req# |Rezouce Mame |Find Agency | Cont Agency] Unit |Azzign Date| Check In |Release | Statuz | Description

1 A-0001 [HELI4 HEL1 P T 2r20020M

1 u A-0002 | &IRTAMKER 53 2520520

Air Date | Divigion | Shift Fetd| ‘wWater/Fet Fltg Total| ‘Water/Ret Hrz| Gal Water| Gal Ret

22052001 000 2000 Fooo 5 Fooo

25 r2om 10000 4000 14000 10 14000
b |2r22020m 1] 1] 1]

v Display Daily [~ Sum Filters|1 j I.l'-\ircraft j Searchl Search I
[ Flow Dan I Digabled [~ Mot Relzased Progress Colurnn I.-'l'n.ger'uc:}I 'I

Eit | 4dd | Comw | Delte | Rehesh | Somsfier | Lockilnlock| CreateDaly | ApplyiTs | i Giids

Resources | c:Misuite\databasebisuite.mdb | 341372001 | 3:46 PM

The fields in the helicopter and airtanker view of AIRDAILY are:

Incident, Division and Shift: The use of these fields is consistent with the DAILY table.
Retardant $: If you are dropping retardant you can show the cost here.

Water/Ret Flt $ and Water/Ret Hrs: Use these fields to enter Flight dollars and
hours associated with dropping water or retardant. For helicopters, if the helicopter is also
doing other things like moving equipment or people. Then the flight costs and hours for those
activities should be included in the other fields (see next field).

Other Flt $ and Other Hrs: For use with helicopters only. Use these fields for flight
dollars and hours associated with activities other than dropping water or retardant. If an
aircraft is dropping water/retardant as well as other activities, it will be necessary to have air

64



ops split the time between the activities. If air ops can’t do this then treat all the flight time and
hours as other. This is because the analysis graphs will include all aircraft $ and hours shown.
If you do not have accurate dollars and hours you do not want to include these aircraft in your
analysis. In the above example, for helicopters the first day was split between activities,
whereas the second day was all water and the third day was all passengers and cargo.

Total $ and Total Hrs: Calculated fields.

Num Trips, Num Passengers and Num Lbs Cargo: These fields, for helicopters
only, are not used in the air graphs but do show on the air report. They are mainly
informational.

Gal Water and Gal Ret: Enter the actual gallons dropped. If the aircraft was involved in
multiple activities and you were unable to get a split from air ops on how much time was spent
dropping water/ret then leave the gallons fields blank. Only lines with gallons on them will be
included in the aircraft analysis graphs, so leaving the gallons blank will have the eftect of
removing that line from the analysis.
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Chapter 13 I-SUITE

ICARS is distributed as a part of the I-Suite of applications. Most Computer Technical
Specialists should be able to set up incident networks that will allow ICARS users to be
networked into the I-Suite application. I-Suite includes the Incident Resource Status System
(IRSS), Incident Action Plan (IAP) and the Incident Time System (ITS). What does this mean to
you?

Data Sharing

When ICARS is being used in a network environment with I-Suite you will need to
clearly establish working guidelines with the other users of the database. These guidelines will
include:

1. How to update the data,

2. Who is authorized to make what changes,

3. When will backups occur.

Data & Data Standards

Data entered into [-Suite will come for the most part from the check in sheets. Most resources
will be entered so you will have a line for every overhead person, pickup, bus, etc. While this
does simplify your data entry, you will have a database that looks different than you might build
yourself. You may have 400 lines of overhead personnel instead of two summarized lines for
Support and Direct overhead.

To reflect total costs in ICARS the data that comes in from IRSS will have to be supplemented.
All resources will initially either reflect the estimated costs from the Rates table or will show a
zero costs. Where the costs are zero, like for all aircraft, you will have to get and enter a cost.
Where an estimate is being shown, you will have to assess the reasonableness of that estimate
and change it if necessary, to an actual cost or a better estimate. IRSS will bring in all direct
firefighting resources and all personnel, but may not include the following resources or cost
areas:

1. Mobilization/Demobilization travel costs.
Supplies, both from the cache and buying team.

3. Some support equipment and services trash collection, caterer, telephones, cell phones,
copier, land use, etc.

4. Some, or all, Aircraft.

Off incident costs, like expanded dispatch and buying team personnel.

6. Actual costs for all contract equipment.

9]
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Data Manipulation

There are a variety of data standards to be aware of when changing data. Samples of these are
listed below.

1.

2.

Before deleting a record, make sure that it is ok with all users. One application may
have additional information attached to that record like manifests, or daily cost records.
A new feature, added in 2002, is the handling of strike teams. A strike team will be
entered in IRSS as a Parent record (the strike team name) with various children
records(individual crews or engines). The parent record will show in ICARS, but you
will not be able to add costs to it. The costs will show with the individual children
records. This process allows strike teams to be built and dismantled. All the daily
records will be maintained with the strike team element.

Adding Kinds to the kind table. Make sure all ICARS fields are completed if someone
else adds the Kind and make sure to notify other partners if you are adding the kind.
Check in and Release dates. If resources are mobilizing prior to the check in date
either include additional costs in the cost of mobilization or move the check in date back
to the order date. Use the same methodology for demobilization.

Make sure that when release dates are entered, that the resource actually demobs,
because costs will stop accruing based on the release date.

If the Agency, Kind and Check in Date fields are not filled out, no daily costs will be
created for resources.

Changing the check in date will delete ICARS daily cost records if changed to a more
current date. Thus if a resource checks in, is released, and then comes back...either
check it in twice, or leave the original check in date. DO NOT just change the check in
date on the original record, as you will lose all costs generated between the first and
second check in.
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APPENDIX A

ICARS Individual Table Structures

Table: AccountingCodes

Columns

Table:

Columns

Table:

Columns

Table:

Columns

Table:

Columns

68

Name Type Size
AccountinglD Number (Long) 4
IncidentID Number (Long) 4
AccountingCode Text 20
AgencyCode Text 4
Acres

Name Type Size
AcresID Number (Long) 4
IncidentID Number (Long) 4
AcresDate Date/Time 8
NVCID Number (Long) 4
Acres Number (Double) 8
Fuel Type

Potential

Haines Index

Res Value

L_Agency

Name Type Size
AgencyCode Text 4
AgencyGrouplD Number (Long) 4
RateGrouplID Number (Long) 4
Agency Desc Text 35
Contracting YIN 1
L_AgencyGroup

Name Type Size
AgencyGrouplD Number (Long) 4
AgencyGroupCode Text 1
Description Text 40
AirDay

Name Type Size
AirDayID Number (Long) 4
ResourcelD Number (Long) 4
DivisionID Number (Long) 4
ShiftID Number (Long) 4



Table:

Columns

Table:

Columns

Table:

Columns

Table:

Columns

AirDate Date/Time 8
DolTotal Number (Long) 4
DolRet Number (Long) 4
DolWater Number (Long) 4
DolOther Number (Long) 4
HrsTotal Number (Single) 4
HrsWater Number (Single) 4
HrsOther Number (Single) 4
NumTrips Number (Long) 4
NumPasg Number (Long) 4
NumLbsCargo Number (Double) 8
GalRet Number (Long) 4
Loads Number (Long) 4
GalWater Number (Long) 4
L_Cost
Name Type Size
CostID Int
ltem nvarchar
StandardValue money
MaxValue money
CostType nvarchar
FireType nvarchar
StandardDeviation money
Daily
Name Type Size
DailylD Number (Long) 4
ResourcelD Number (Long) 4
DailyDate Date/Time 8
Quantity Number (Single) 4
UnitCost Number (Single) 4
Units Number (Single) 4
CostUpdateLevel Text 1
DivisionID Number (Long) 4
ShiftID Number (Long) 4
RateTypelD Number (Long) 4
UnderUtilized Number (Integer) 2
Locked Number (Single) 4
AccountinglD Number(Long) 4
L_DailyForm
Name Type Size
DailyFormID Number (Long) 4
DailyFormCode Text 1
Description Text 20
Division
Name Type Size
DivisionID Number (Long) 4
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Table:

Columns

Table:

Columns

Table:

Columns

Table: NextNumber

Columns
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IncidentID Number (Long) 4
DivisionCode Text 1
ShiftID Number (Long) 4
DivisionDate Date/Time 8
FedPct Number (Integer) 2
StatePct Number (Integer) 2
OtherPct Number (Integer) 2
Description Text 25
Incidents
Name Type Size
IncidentID Number (Long) 4
IncidentNumber Text 13
IncidentName Text 20
IncidentLocation Text 15
Incident State Text 2
StartDate Date/Time 8
EndDate Date/Time 8
L_Kind
Name Type Size
KindCode Text 4
Direct Number (Integer) 2
DailyFormID Number (Long) 4
Aircraft Number (Integer) 2
Quantity Number (Single) 4
Units Number (Single) 4
RateTypelD Number (Long) 4
People Number (Long) 4
KindLike Number (Long) 4
KindGroup Number (Long) 4
GraphGroup Number (Long) 4
CAT1A Number (Long) 4
CAT1B Number (Long) 4
Rptz1 Text 5
KindDescription Text 25
L_KindGroupRpt
Name Type Size
KindLUID Number (Long) 4
KindRptGroup Text 20
GroupCode Text 3
KDescription Text 50



Table:

Columns

Table:

Columns

Table:

Columns

Columns

Table:

Columns

Name Type Size
TableName Text 40
FieldName Text 25
Description Text 150
NVC
Name Type Size
NVCID Number (Long) 4
NVCTypelD Number (Long) 4
FIL Number (Integer) 2
NVCPerAcre Number (Single) 4
L_NVCType
Name Type Size
NVCTypelD Number (Long) 4
NVCTypeCode Number (Integer) 2
Description Text 25
L_Oblig
Name Type Size
ObligCode Text 5
ObligDesc Text 40
SumReport Bit 1
RCLineNumber Text 5
BOC Text 4
Table: Projection
Name Type Size
Projectionld Number (Long) 4
ProjectionGroupID Number (Long) 4
ProjectionDate Date/Time 8
KindCode Number (Long) 4
Quantity Number (Single) 4
AverageCost Number (Single) 4
People Number (Long) 4
ProjectionType Text 1
ProjectionGroup
Name Type Size
ProjectionGroupld Number (Long) 4
Incidentld Number (Long) 4
StartDate Date/Time 8
Days Number (Integer) 2
Description Text 30

Table: L_RateArea
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Columns

Table:

Columns

Table:

Columns

Table:

Columns

Table:

Columns
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Name Type Size
ContAgencyGroup Text 4
Description Text 35
Status Text 4
L_RateGroup
Name Type Size
ArealD Number (Long) 4
Description Text 30
Status Text 4
L_Rates
Name Type Size
RatelD Number (Long) 4
KindID Number (Long) 4
RateTypelD Number (Long) 4
ArealD Number (Long) 1
RateGrouplID Number (Long) 4
UnitCost Number (Single) 4
Comment Text 50
UpdatedDate Date/Time 8
L_RateType
Name Type Size
RateTypelD Number (Long) 4
RateTypeCode Text 4
Description Text 30
Monetary Number (Integer) 2
Resource
Name Type Size
ResourcelD Number (Long) 4
IncidentID Number (Long) 4
RequestNum Text 6
Name Text 20
AgencyCode Number (Long) 4
ContAgencyCode Number (Long) 4
HomeUnitCode Number (Long) 4
KindCode Number (Long) 4
ObligCode Text 5
AssignDate Date/Time 8
CheckinDate Date/Time 8
ReleaseDate Date/Time 8
Status Text 2
Description Text 255
AccountinglD Number(long)



Table: L_Shift

Columns
Name Type Size
ShiftID Number (Long) 4
ShiftCode Text 1
Description Text 50

Table: L_HomeUnit

Columns

Name Type Size
HomeUnitCode Text 8
AgencyCode Number (Long) 4
HomeUnitDesc Text 35
Local Y/N 1
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Incident Resource Status System User’s Guide

The Incident Resource Status System (IRSS) is part of the I-Suite group of
software programs. IRSS is an automated resource tracking system that
allows you to collect and manage incident resource information. IRSS
minimizes the time and effort you need to enter and track these resources by
reducing the paperwork and potential for data entry errors.

IRSS provides a standardized way to check-in resources when they arrive at
an incident. In the integrated environment, the information entered in IRSS is
then shared with the other I-Suite programs, including:

* Incident Time Reporting System (ICARS). For tracking incident
resource costs assigned to an incident.

* Incident Time System (ITS). For collecting and tracking incident
resource time.

* Incident Action Plan (IAP).For producing Incident Action Plans.
Topics in this guide include the following:

e About this guide

e Getting Started

* Adding and editing an incident name and number

* Adding, editing, and deleting resources

*  Working with databases, T-card labels, and Checkout Forms
*  Working with Index Lists and table views

e Running and printing reports.

For information about installing IRSS, please refer to the “I-Suite
Administrator’s Guide,” which is available for download on
http://isuite@nwcg.gov.

About this guide

This Incident Resource Status System User’s Guide is organized into sections,
based on the types of tasks you will commonly perform. At the beginning of
each section you will find an overview of the topics explained. Where
appropriate, diagrams are shown immediately following each task. Topics in
this section include:

*  Before you begin
¢ Conventions.

Before you begin

Before using IRSS, you must be feel confident that:
*  You are familiar with your personal computer and function keys and
understand personal computer concepts.

*  You are familiar with Windows 2000, Windows XP, or Windows NT and
can log on and log off.
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Conventions

Incident Resource Status System User’s Guide

The following conventions are used within this guide:

1

Getting Started

Button names, option labels, screen names, tab names, and text box
names appear in bold, in the same case as on your keyboard or screen. For
example, the second step might instruct you to

2 On the Tools menu, click Options.

Topics of special interest or hints that will help you perform a specific
task show a line before and after the text. The text appears in italic type.
For example, the following note appears in the “Working with tables”
section.

The percent sign (%) is a “wildcard” that allows you to perform searches
without specifying the entire filter criteria. You can use one or more
wildcards in any combination to locate records that match your search.

This section explains the basic concepts and information you need to begin
using IRSS. Topics in this section include:

Terms and concepts

Terms and concepts

Security

Logging on and logging off

Getting help

Understanding the stand-alone and integrated environments
Working with tables.

This section outlines some of the screens, toolbars, and menus that you will be
using in IRSS. If you aren’t already familiar with ROSS or have forgotten a
few things since training, review these terms and concepts before proceeding
with the remaining sections in this guide.

The IRSS toolbar identifies thirteen buttons that allow you to perform
common tasks, including:

Print. Print the current screen, form, or report.

Edit Resource. Edit an existing record in form view.

Add Resource. Open a blank form to add a new record.

Demob Resource. Navigate through selected records in form view.

Changes the status code to D for “demob” and positions the cursor on the
Release Date field.
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-

Delete Resource. Delete the selected records form the database. Prompts
you to verify that you want to complete the delete action.

Do not delete records without first conferring with the Finance and Cost
groups!

Reassign Resource. Changes the status of the selected records to R for
“reassigned.” Creates a second record and duplicates all fields except
Incident Order Number, Request Number, and Kind/Position. Allows you
to track resources over time with multiple assignments. The record retains
the original Order Request Number, no matter how many times you
reassign it.

Add/Edit Incident. Add records to or edit records in the Incident table.
Run Reports. Open the report module and run existing reports.

Design Reports. Create new custom and advanced reports.

Print Barcode. Print a barcode label for the selected record(s).

Print T-Card Labels. Print a T-card label for the selected record(s).
Print Checkout Form. Print a checkout form for the selected record(s).

Refresh Data. Refresh the Table View screen.

The following diagram shows the IRSS toolbar and the toolbar buttons.

maximize
Demob Print window
Resource . Barcode button Close
. Reassign Labels
Edit ) L button
Resource Resource Print minimize
Checkout window
Form button
toolbar
\ IRSS - [Table View] =100 x|
5. Fil Edit Regforts Tools =&
fIDIDIXIRI;?jl'&IT\IJIEJ ‘
Print / \ Print Refresh
Add Add/Edit\ T-Card Data
Resource Incident | Labels
Delete Design
Records Reports
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The following buttons that display along the left-hand side of your screen
identify the types of resources you can view:

Aircraft. Display only those resources with the “A”
*}%‘ request category.

&

Aircraft

. Crews. Display only those resources with the “C”
w ? request category.

Crews

Equipment. Display only those resources with the
@) “E” request category.

Equiprment

= Overhead. Display only those resources with the “O”

w request category.
Cwverhead

All Resources. Display all resource categories.

Al Resources

5 All Personnel. Display an alphabetical list of all

personnel on an incident, including names of crew

AlPersonnell members and personnel with equipment and aircraft
records that have been rostered.

All Vehicles. Display a list of all vehicles that have

&P | been rostered and the resource they are attached to.
Alllehicles
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The following diagram shows screen elements and screen terminology used
throughout this guide.

maximize
window
button Close
L button
title bar C?h‘mn minimize
itles window

menu menu names
bar button
toolbar /‘k

FAIRSS - [Table View] o\ x(/window
fi|ter bar & File Edit Reports Tools Help 8] x| name
T~ 2[00 [x[R] = R I TN >N\ -~
buttons
table oy /{ ‘ \\ ‘ ou
2|l
|_Arcref—_|
| o \_ FReguestNumber I [Name [KindDesc_* [Status AgencyCode HomelnitCade
Fﬁl * 40007 HELICOPTER 2051 HELI TY 2 MEDIUM D YT YT 8177, pa—— == || scroll
lhw |00z |EVERGREEN 707 |HELITY 1 HEAVY |D VT YT 9720/, e !
40013 HELICOPTER, 312K, HELI TY 1 HEAVY |D T 917/:
buttons 40014 HELICOFTER 502 |HELIMODULE D T T 9722/, % bar
L 40014 HELICOPTER 502 _|HELI T 2 MEDIUM D AT VT 9722/, eSS B
Equipment 40015 CHESTER HELITAC|HELIMODULE D FS CALNF o2
° [ |a0015 HELICOPTER 510 _|HELI TY 2 MEDIUM D FVT T /207, rater Tencers 9
40031 HELICOFTER 794 |HELI TY 1 HEAVY |D YT 87217,
s I 0] |HELICOPTER NS03 |HELI TY 3LIGHT D T T 9722/,
40041 LEAD 56 LEAD PLANE i} VT 9715,
40043 HELICOFTER N223 |HELI TY 3LIGHT |D T AT 9/22/,
40048 HELICOPTER 507 |HELI T 2 MEDIUM D VT YT 8722/,
I S HELICOFTER N573 HELI TY 3LIGHT D YT YT 9722/, =~
AllResources 40339 085 AIRTANKER Ic 045 Number of Persafinek: 119
4-11.112.222.222.2:|MOKI HELI 2 HELI T 2MEDIUM | C AT VT
. [ [co000 [SHF E-32 [ENGINETY3 _ |C cA YT 97157 lﬂﬁ*
. 0000 SHFE-32 ENGINETY3 | ) YT 9715/, Mgk /C 2m
ODtIOHS Al 1 [ |c-oo0i | TRINTIY RIVER 3_|HAND CREW TY1 |D A 9720/, /T
SIOmne | |coo2 KNF FSF 5 HAND CREW T 2 |D FS CAKNF /201 Cew/ C 8
& 0003 FIRES TORM CREW|HAND CREW TY 2 |D YT YT 919/, o 1
| |coo04 MNF CREW 43 |HAND CREW TY 2 |D FS CAMNF 9722/, s R
Al yehicles 0005 TALLAC HOTSHOT! HAND CREW TY 1 |R FS CATMU 9721/, Ee— W 2
[ pemobs— | |C-0008 LOST RIVER 1 C6_|HAND CREW TY 2 |D T VT 9/21/; Equoment © 26
e 0007 SAWTOOTH HAND CREW T71 |D FS IDSTF e e
2 [ |cooos |SHFCREWS _|HAND CREWTY1 |D FS CASHF 922/, [ Equpmert D96,
N o 0003 FIRESTORM CREW|HAND CREW TY 2 |D VT VT 8720/, [Eaupment BT
by Il AR
C-0010 u Equipment X 1
ST, T/ — 0011 DALTON HOTSHOT/HAND CREW TY 1 |R FS CAANF 87227, \Gvethead © 1
C: c012 FLAGSTAFF HOTSH HAND CREW TY 1 |D FS AZCOF 9720/, P p— |
¥ Show 0013 LAGLINA HOTSHOT/HAND CREW TY 1 |D FS CACNF 9/23/, Total Orders: 389
\(~ Hide —|coots CRANE VALLEY HO/HAND CREW TY1 |D FS CASNF 9/217.| | Commited Resources: 45
Released Resources: 341
| Database Path = PCI778MSUITEYC: \new_lsuite\database\Lomatype3I TS. mdf 4

Logging on and logging off

This section explains how to log on and log off of IRSS.

To log on to IRSS

é}ﬂ\ 1 From your Desktop, double-click the IRSS icon or click Programs from
the Start menu, point to I-Suite, and then click IRSS.

If you have trouble logging on to IRSS, please refer to the “Handling
installation problems,” in the “I-Suite Administrator’s Guide,” which is available
for download on http.//isuite@nwcg.gov.

To log off IRSS

¢ On the File menu, click Exit.
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This section explains how to access and locate help information. There are
three basic ways to obtain help information for IRSS:

Access the I-Suite website. This site contains a wide array of I-Suite
information, including software downloads, updates, and user
documentation.

Contact the I-Suite Helpdesk. If you are unable to answer your question
using the [-Suite website, contact the [-Suite Helpdesk at (866) 224-7677.

Review this Incident Time System User’s Guide. This guide is
available in Acrobat format. To locate topics of interest, click to select the
Bookmark of your choice. Bookmarks are listed along the left-hand side
of the Acrobat document. When you click the Bookmark, you will
advance to that topic within the document.

To display help information within IRSS

On the Help menu, click Support.

The following diagram shows the [-Suite Support dialog box.

Far |Suite suppart, questions, problems, and suggestions:

Email: helpdask@Enwog.gow

Fhaone: 866-224-7077

Software Updates: hitp:fisuite. mvcg. gow
(Do nat use www)

Core  Hours Eastern Tirme

1 Apr- 31 Oct 0700 - 2300
1 Now - 31 Mar 0200 - 2000

Usze only for Emergency support after hours.

To locate help information on the I-Suite website

1

2
3
4

Start your Internet browser.

In the Address box, type http://isuite.nwcg.gov, and then press ENTER.
On the Welcome to I-Suite webpage, click the IRSS application icon.
On the IRSS webpage, click to select the topic of your choice.

To obtain a copy of this Incident Resource Status System User’s
Guide

1
2

Start your Internet browser.

In the Address box, type http://isuite@nwcg.gov, and then press ENTER.
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3 On the Welcome to I-Suite webpage, click the IRSS application icon.
4 On the IRSS webpage, click to select IRSS User’s Guide.

5 In Acrobat Reader, save the file to your personal computer in a folder
location of your choice.

Understanding the stand-alone and integrated environments

This section explains the difference between working in the stand-alone
environment or the integrated environment. While you may only be using
IRSS for your work, it is important to understand how the information you
enter in IRSS affects other I-Suite programs.

As a team working in the integrated environment, establish guidelines and
standard operating procedures (SOPs) that will accommodate all functional
groups.

» Integrated environment. Using IRSS, enter resources, crews, and
operators. This data is then shared between the Resource Planning and
Finance groups. Maintain data standards. Changes, additions, and/or
deletions to data affect all functional groups.

e Stand-alone environment. While data from IRSS populates other I-Suite
programs, data ownership issues are eliminated.

Working with tables

In IRSS, resource information display in tables. Using the filtering function in
IRSS, you can locate and display specific records or subsets of records based
on your own criteria.

You can filter resource information by three different levels:

* Incident level. Display records associated with one incident at a time.

* Resource type level. Display records based on the resource type:
Aircraft, Crews, Equipment, Overhead, or all records.

* Selected fields level. Display records by specific field and filter criteria.

To display all resources associated with one incident at a time
1 Click the All Resources button.
2 On the Tools menu, click Options.

3 On the Options dialog box under Manage Multiple Incidents, click As
One.
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The following diagram shows the Options dialog box.

-lojx

General ] Labels \] Active Fields \] Field Sizes \] Checkout Form

~ Mode ———— Default Table Yiew Columns oK
" Dispatch Colurn 1 Fequestbumber | a pply
& Incident Calumn 2 N_ame
Column 3 KindDesc — B |
Calumn 4 Statusg
Calumn 5 Anenculode ;I

— Manage Multiple Incidents -

% AsOne "'Other” Colurnn Titles
" Separately Other 1: Firgt Day
Other 2 T4tk Day
Other 3 Fieaszszignable™
— Default Checkin Date Ta —

' System Date

Additional Kinds used for QuickStats
 Blank

L[>

Default Printer:

= [

The following diagram shows all resources with incidents managed as one.

EAIRSS - [Table view] =(o] x|
5. Fle Edt Reports Tools Help 1= x|
Z2lole [X[r] =] £ T[]
Tuick Stats X
= | ! ! ! ! ! ! e | i
Aircraft
0 ReguestNumber ame KindDesc Status gencyCode HomelnitCode Felea o | |13
lw w [ | 50007 HELICOPTER 204 HELI TY 2 MEDIUM|D T YT 517/, 5 -
A 0012 EVERGREEN 707 |HELI TY 1 HEAYY |D T T 5720/, @
Crews I E RELICOPTER 3126 HELI T 1 HEAYY D T gr7— | [EraneST !
[ |a0m4 HELICOPTER 502 |HELIMODULE _|D T YT a/22r, Feeaplen T
A.0014 HELICOFTER 502 |HELI T 2 MEDIUM |D FT FuT /2, [ —
Equipment [ |a0ms CHESTER HELITAC HELIMODULE  |D FS CALNF oty
— s | [laoms HELICOPTER 510 | HELI T¥ 2MEDIUM |D T YT 5720/, [Walet Tenders 3
[ |aanz HELICOFTER 734 |HELIT¥ 1 HEAYY |D P Al
arfler [ |00 HELICOPTER N303 HELI T¥ 3LIGHT _|D T YT a/221,
| verhead | 50041 LEAD 5 LEAD FLANE D T 5715/,
40043 HELICOPTER N223 HELI T¥ 3LIGHT |D T YT 57224,
[ |a004s HELICOPTER 507 | HELI T¥ 2 MEDIUM |D T YT /22,
40033 HELICOFTER 573 HELI T¥ 3LIGHT |D T T 57227, =
Al Resources 40959 045 AIRTANKER: c 045 Number of Personnel: 118
A1111 | MOKT HELI 2 HELI T 2 MEDILM |C T T
. [ |coom0 SHFE32 ENGINE T 3 c [ YT 57154
[ |coom0 SHFE32 ENGINE T7' 3 c ) YT EL P T —T
R C-0001 TRINTIY RIVER 3 _|HAND CREW 17 1 |D ch /207, T N
AL S I [N KNF FSF 5 HAND CREW T¥ 2 |D FS CAKNF 5720/ [ e C—
- [BE] FIRES TORM CREW| HAND CREW Tv 2 |D T i 5719/, Tows D 40
[ |coond MMNFCREW 43 | HAND CREW T 2 |D FS CAMNF 8722/, Cews R E
Al vehicles [ |coos TALLAC HOTSHOT! H, Gl S CATMU a2/ Crews U 2
I — 0008 LOST AVER 1 C6_|H T FuT AN Fouprent & 26
B [ |com7 SAWTOOTH H. S IDSTF _ [Eqipment D 2
(& L o008 SHF CREW S H. S CASHF 722, Fauprert b %_|
P [|coms FIRESTORM CREW|H, T YT 8720/ Fqupment A 1
I [ u _ Equpment X 1
5T T coot DALTON HOTSHOT/H Gl < A B Overhead € 1
Components [ |cam2 |FLAGSTAFF HOTSF H, s AZCOF 5720/ e —
@ Show | |com3 |LAGUNA HOTSHOT|H g CACNE 92, Total Orders: 389
 Hide [ |coome |CRANE VALLEY HO|H S CASHF 58/21/x| | Commited Resouces: 45
Fieleased Resources: 341
Dalabase Path = PLa778WSUITE - new_lsuilehdatabasehLomalyped T 5.m 4

To display all resources separately
1 Click the All Resources button.
2 On the Tools menu, click Options.

3 On the Options dialog box under Manage Multiple Incidents, click
Separately.
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The following diagram shows all resources with incidents managed
separately.

Ed1RSS - [Table Yiew] I [

B File Edt Reports Tools Help =13 x|

J|D|D |X| R | EI £|-§~|ﬂ| T|J|2||LDMA =] [ce-sHF-002m2

0 s %
a5 | e T | I I | G| e
Aircraft _I
0 Fequestlumber | MNams KindD s [5tatus AgencyCore HemelIritCods: |
w w A-0007 HELICOPTER 205 HELI T 2 MEDIUM | D PYT T 917
50012 EVERGREEN 707 |HELI TY 1 HERVY |D T T /207 @
e 0013 RELICOPTER 3126 HELI T THEAWY |D T 317/ Eranesl_ 1
B0014 RELICOFTER 502 |HELIMODULE  |D T T azp || (Heleoptes 1
50014 HELICOPTER 502 |HELI TY 2 MEDIIM|D T T oy || (Herdmenbl 1
Equiment 50015 EHESTER HELITAC HELMODULE  |D Fs CALNF Harden 22
. | 2,015 RELICOPTER 510 |HEL T7 2 MEDIIM D T FT A | | EEECEEEE
50031 RELICOPTER 734 |HELITY 1 HERVY |D T 7217,
.- 50038 HELICOPTER Na03 HELI TY 3LIGHT |D T T 8722/,
50041 LEAD 56 [EADFLANE D T BN
50043 RELICOPTER NZ23 HEL T 3LIGHT |D T T 322/,
50048 HELICOPTER 507 |HELI T ZMEDIIM|D T FT 9722/,
[ |a-0ss HELICOPTER N573 | HEL T 3LIGHT |D T FT 8722/, =l
AiResources | |A0399 oas HRTANKER E A5 o e T8
1111 0K HELI 2 HELI T 2 MEDIUM] T T ’
. o HF E32 ENGINETY3 |G e T ez | (e
& HF E-32 ENGNETYE [ e T A5/, TS
T & RINTIY RIVER 3 _|HAND CREW TV 1 A 720 it 513
o FERS5 HAND CREW T7 2 S CAKNF 2V | (Eaipmei X
= o RESTORM CREW|HAND CREW TV 2 FVT FT GEA T
o FCREW 43 |HAND CREWTY2 F5 CEMNF 22/ e
Al vehicles o TALLAC HOTSHOT! HAND CREW TY 1 |R s CATMO 721/ Trous 3
Py o LOST AVER 1 C6 | HAND CHEW TY 2 PoT T r21r. Fasmet F 1
ke o SEWTOOTH HAND CHEW T 1 s DSTF e 1
) lncue + o SHFCAEWS [HAND CREW TY] 5 CasHF 2, e 3 |
& o o FIRESTORM CREW|HAND CREW T 2 PYT T 20, Tt TE
C- u Crews R B
— ST, TR C-0011 DALTON HOTSHOT HAND CREW TY' 1 |R FS CAANF 97224, E quipment 95
Cormponsrts C-0012 FLAGSTAFF HOTSE HAND CREW TY' 1 |Dv FS A7CO0F 9720/, [ T dLI
£+ Show C-0013 LAGUNA HOTSHOT HAND CREW TY' 1 |Dv FS CACNF 97234 Total Orders; 389
£ Hide __|coo14 CRAME WALLEY HO HAND CREW TY' 1 |Dv FS CASNF ElElAg Committed Resources: 45
Released Resources: 341
D atabase Falh = PL77aNSUITEWE new,_|suileh database\LomatypedTa mel %

To display records based on the resource type

1

Click the resource type button of your choice

- to display aircraft, click the Aircraft button

- to display crews, click the Crews button

- to display equipment, click the Equipment button
- to display overhead, click the Overhead button.

On the Tools menu, click Options.

On the Options dialog box under Manage Multiple Incidents, perform
one of the following

- to manage incidents as one, click As One
- to manage incidents separately, click Separately.
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The following diagram shows crew resources with incidents managed as one.

: =[]
B3 Fle Edit Reports Tooks Help & x|
Zlofe x| R | =] £« 87|
BL | relr T T T T T T
Aircraft
S| e || Aequesthumber Name KindDesc Status AgencyCode HomeUnitCode Relear &
w w 0000 SHFE-32 ENGIME T 3 C CA YT 9154
C-0000 SHF E-32 EMGIME T 3 C C4 PYT 94154
Crews C-0001 TRINTIYV RWER 3 |HAND CREW TY' 1 |D Ca 97204
@) C-0002 KNF F5R 5 HAND CREW TY' 2 |D FS CAKNF 97204 Handerew b1 -
C-0003 FIRESTORM CRE'W | HAND CREW TY 2 |D PYT PYT 94197 W
Equipment. C-0004 MNF CREW 43 HAND CREW TY 2 |D FS CAMNF 9/22/ Wdyersﬁ
. C-0005 TALLACHOTSHOT!HAND CREW TY' 1 |R FS CATMU 9217 e
C-0008 LOSTRIVER 1CE |HAND CREW TY 2 |D T PYT 924
Overhead C-0007 SAWTOOTH HAND CREW TY 1 FS IDETF
C-0008 SHFCREW & HAND CREW TY 1 FS CASHF 97227,
C-n003g FIRESTORM CREW | HAND CREW T 2 T (i 9720/
C-0010 U
C-0011 DALTON HOTSHOT/HAND CREW TY' 1 |R FS CAANF 9/221, LI
All Resources C-oo12 FLAGSTAFF HOTSF HAND CREW TY' 1 |D FS AZC0F 97204 Mumber of Personnet 119
C-0013 LAGUNA HOTSHOT|HAND CREW TY' 1 |D FS CACNF 97237
o caonia CRANE YALLEY HO|HAND CREW TY 1 |D FS CAHSHF 37217
015 PENASED 100 CREW REP D FS NMCAF NV | o T 2=
P 016 JICARILLA S HAND CREW TY 2 |D BIA NMJIA 31137, Gioat D 13
| CErEene co0i7 TRINITY RIVEFR 5 |HAND CREW TY 1 |D [ /207, Cews @
& C0018 HAVAJD SCOUTS 3 HAND CREW TY 2 [D BI& AZHOA 919/, Cews O 40
c0019 HOF1 10 HAND CREW TY 2 BI& AZHOA 19 Cews B €
All Yehicles C-0020 OLUNTAINEER FIF|HAND CI Y2 T Py 16/ 0] 2
| —— 0021 0RA 4 HAND CREW T 2 F NMSNF 1197 ST
C-00z2 COBRAS 3 HAMD CREW TV 2 5 CASUF 207, D 2
B C-00z2 COBRA SAW B3 CZ|MISCELLANEOUS T Py V207, D 95_|
 Onlp= C-0022 PEREZ S/ C22 | CHAIN 5w PYT 1£20/ A 1
C-0023 |SCORPIONS S&w M MISCELLANEOUS |D PYT PT 97204 ¥ 1
— ST, THF — 0023 SCORPIONS SAW 2| CHAIN SAW C PvT BT 9207, Tvethoad C
Companents C-0023 SCORPIONS 2 HAND CREW TV 2 |D FS CASOF 9720/ Aoimdemed 1 ) LI
' Show C-0024 SLIDE MOUNTAIN |HAND CREW TY 2 |R CNTY CATMU 94137 Total Orders: 329
 Hide | |co025 MNOR CALCREW 1 [HAND CREW TY 2 |D |BLM CasUD 9f22f.L| Committed Resources: 45
Released Resources: 341
Database Path = PCI77EASUITE WWE: new_lsuitehdatabase\Lomatype3I TS mdf 3

The following diagram shows crew resources with incidents managed

separately.
Fd1RSS - [Table View] —1ol x|
B Fle Edit Reports Tools Help == x|
200 x| | = )] BT oo =] [casnF-onzmz
% Fitzr ([ T T T T T
Aircraft
A [ [Fequestumber [Name indDese Stalus AgencyCode HomelnitCode
rw w = SHFE-32 ENGINE 17 3 C Ch FVT 157, e
[ SHFE32 ENGINE Tv 3 c ca, T 1/, Ee .
el T TRINTIY RIVER 3 |HAND CREW 1Y 1 |D CA /207 R g
@ KNF FSA & HAND CREW TY 2 |D FS CAKNF 7207, H;z?;i ; 7
FIRESTORM CAEW| HAND CREW TY 2 D T T 919/, R
Equipment MNF CREW 43 |HAND CREWTY 2 |D FS CAMNF 9722/, e 2
. TALLAC HOTSHOT:HAND CREW T¥ 1 | FS CATMU 8721/,
LOST AVER 1 C6 |HAND Cl V2 YT T 721/,
el SAWTOOTH HAND Cl 1 Fs IDSTF
SHF CREW & HAND CREW TY 1 S CASHF 9722/,
FIRESTORM CAEW HAND CEW Tv 2 YT T 57207,
u
DALTON HOTSHOT|HAND CREW TY 1 R FS CAANF 9722/, =l
all Resources canz FLAGSTAFF HOTSH HAND CREW TY 1 |D FS AZCOF 5720/, Number of Personnel: 119
ik LAGLINA HOTSHOT HAND CREW TY 1 D FS CACNF 8/23/,
. o0l CRANE VALLEY HOHAND CREW T 1 FS CASNF 5217, | (T
[ |coms FENASCO 10 CREW REF FS NMEAF 319/ — | [Equpment e
- CO06 JICARILLA HAND CREW Tv 2 14 NHLA EEl Bacraft 3
TRINITY RIVER 5_|HAND CHEW TV 1 ca 97207, e 7
MAWAID SCOUTS 3| HAND CREW TY 2 |D B AZHOA 97197, Supply 5
HOPI 10 HAND CREW TY 2 |D £ AZHDA 5719/, Tvernead 5
Al fekicles MOUNTAINEER: FIF|H&ND CREW TY 2 |D AT T 9716/ Troms i
| —— MOFiA 4 HAND CREW TY 2 D FS NMSNF 19/, 7
R COBFAS 3 HAND CREW TV 2 Fs CASQF 720/, ]
COBRA 54W B3 C2 MISCELLANEOUS T T /207, Dvethoad D 7|
® T PEFEZ 54w/ £22 CI| CHAIN 58w/ VT 7207, Tvarhoad 17
CORPIONS 54w HMISCELLANEOUS YT T 7207, Tews  F 5
— 507, T — CORPIONS SAWw 2| CHAIN Saw/ t BT T 97207, e %
Components SCORPIONS 2 |HAND CREWTYZ D FS CASOF 5720/, T—r— |
O Gl SLIDE MOUNTAIN |HAND CREWTY 2 | CNTY CATMU 5719/, Total Drders: 389
 Hide NOF CAL CREW 1 |HAND CREWTY 2 D BLM CAsUD 9/22/,>| | Commited Resources: 45
Ficleased Fresouces: 341
[Database Path = PLA778YSLITE AL new_|sutshdatabassiLomatyped TS mdl 4

To display records by specific field using a wildcard

The percent sign (%) is a “wildcard” that allows you to perform searches
without specifying the entire filter criteria. You can use one or more wildcards
in any combination to locate records that match your search.
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Click the resource type button of your choice

- to display aircraft, click the Aircraft button

- to display crews, click the Crews button

- to display equipment, click the Equipment button

- to display overhead, click the Overhead button

- to display all resources, click the All Resources button
- to display all personnel, click the All Personnel button.

On the filter bar, click in the box above the column title of your choice.

In that box, type the filter criteria of your choice and then click the Filter

button.

For example:
- type MA% to search for records beginning with the letters “MA”
- type %MA to search for records ending with the letters “MA”

- type %MA% to search for records containing any instance of the letters

“MA.”

The following diagram shows a sample wildcard search for personnel records
with last names containing the letters “MA.”

EIRSS - [Table Yiew]
B3 Fle Edt Reports Tools Help

=10l x|

=l x|

ZlofoX|r| =l & BT/~

=] [ca-sHF-002m2

Equipment:
L]

Overhead

S

All Resources

All Personnel

&

Al Vehidles

Pl | [zHacz I [ I I I
| [Name Request Number _[Resource Kind/Positon |
CAMACHO. JOHN_|0-0082 CAMACHOJOHN | GROUND SUPPOI_|
ACHADD, MARIE | C-0035 PRINEVILLE HOTSHHAND CREW Tv °
ACHADD, RAYMU|C-0023 CORPIONS 2 |[HAND CREW 1Y ;
ACHADD, SERAFT E-0032 |SHFE-32 ENGINE T7 3
BCHLER, IV, FRAM C-0033 ILEW\S & CLARK IHI[HAND CREW TV °
MACK, TODD C-0008 SHF CREW & HAND CREW T °
MACKENSON, JIM | 0-0080 MACKENSOMNJIM | DY GROUP SPY
MACKO, CHRIS  |C0005 TALLAC HOTSHOT:[HAND CREW TY -
MACPHEE, RICHAR|C-0013 LAGUNA HOTSHOT HAND CREW TY -
SCHUMACHER:, &4 C-0052 DIAMOND MT SHO'[HAND CREW TY -
SPARKS.MAC  |C0044 FULTON HOTSHOT|HAND CREW Tv -

Database Path = PCIF7EMSUITE WC:\new_lsuitedatabase\Lomatype3I TS mdf

Update Print :
R

Engines 11 =
Engine 5T 1
Helicopters 1
Handerew ty 1 1
Handerew ty 2 2
‘ater Tenders 5

Number of Personnel: 113

Aircraft
Aircraft
Crews

Crews
Crews
Crews
Equipment C 28
Equipment D 2

[={E: =]l =]
.
5

Equpment D 95|
Equipment A I
Equipment I
Overhead C L.

(AT

Total Orders; 383
Committed Resources: 45
Released Resources: 341

To deactivate the Filter button, clear the filter criteria from the filter bar, and
then click the Filter button again. The table will redisplay in its original form.
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Adding and editing an incident name and number

This section explains how to add an incident name and number.

To add an incident name and number

1
2

On the IRSS menu bar, click the Add/Edit Incident button.

On the Incidents dialog box, click in the first available blank row, in the
cell to the right of the 4

In the Incident Name box, type the name of the new Incident, and then

press TAB.

In the Incident Number box, type the Incident Number, and then click
the Save button.

The following diagram shows the Incidents dialog box.The arrow points to
the first blank row where you can begin to add an incident.

. Incidents i ] 4
* Incident Mame Incident Mumber Location State Start Date | o
DENVERTEST CO-COS-000001  |DENYER Co 5/18/2004
SLIDE IMCIDEMT  |CO-WTF-000002 GOLDEM Cco 5/20/2004 o
TREE FIRE CO-ROF-000001 | LAKEWOOD o 5/21/2004 ose |
Accounting Codes | |Tosave information entered in
P ESS either grid, move off the cument

row of press the save button,

* Required [tem

To edit an incident name and number

1
2

On the IRSS toolbar, click the Add/Edit Incident button.

To change the Incident Name, click to highlight the Incident Name of
your choice, and then type to replace the Incident Name.

To change the Incident Number, click to highlight the Incident Number
of your choice, and then type to replace the Incident Number.

To save your changes, click the Save button.

12
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Adding, editing, and deleting resources

This section explains how to add and edit resources, demobilize resources,
and delete resources. Remember these key points when working with resource
information:

» Data is organized and presented according to the ICS-211 form.

*  Before saving a resource, you must complete the following required fields

Request Number
Resource Name
Configuration
Kind/Posiiton
Status.

Before rostering members or adding additional qualifications, you must
complete the mandatory fields and save the resource.

It is better to edit an existing resource than to delete one and then add it

back to the incident database.

When you choose a type of resource, the data entry screen options may
change. Be sure to look over the data entry screen.

Once you demobilize a resource you can no longer post time to it.

You can delete resources and/or rostered members of a resource. If there
are any dependencies attached, IRSS displays warning messages. Be sure
to read all these warning messages before committing to the delete

request.

To add resources using an ICS-211 and/or optional check-in form

1 On the IRSS task bar, click the Add Resource icon.
2 On the Add Resource dialog box, complete the following information as
required or appropriate
- Request number Kind/Position
- Contracted Mobilization Date
- Person Length of Assignment
- Resource Name Demobilization Date
- Agency Status
- Configuration Other (1)
- Check-in Date Other (2)
- Check-in Time Other (3)
- Num Personnel Vehicle ID
- UnitID Release Date
- Demob City Release Time
- Demob State Original Order/Req Number
- Jetport Remarks.
- Travel Method
3 Click the Save button.

September 9, 2004
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The following diagram shows the location of the Add Resource icon.

{1055 - [Table view] ' =laix
[B-F\\e Edit Reports Took Help Jilﬂ

AR E] e
| | AﬁdRTslource i ‘ T \ [ \

N | o |

The following diagram shows the Add Resource dialog box.
&, Add Resource 10l =]
* Incident Name: [WALL =] *Number: [[D-5CF-000000
S/T. T4F Parent: |
* Request Mumber: || * kind/Position: Traines
Contracted: I j | r
Perzon:

* Resource Mame:
Agency:

nk

* Configuration:

Check-in Date: 05/24/2004

Add Buals |
Check-in Time: 11:63

Enter leader information in the roster area. tobilization Date: I

Murn Personnel: I Length of Assignment (D ays]:
Demobilization Date:
Ulrit 1D =l
Demob City: * Stabus: ﬂ
Demaob State: ﬁ Other [17;
Jetpart: j Other [2];
Travel Method: ﬁ Other [3]:
Wehicle |0
Releaze Date:
Releaze Time:

Original Order/Fequest

MHumber;

Femarks:

* Required Items

Clear Save Close EQII:I 54T, TR
ompoHent

i‘? ﬂ Fh:uster>>|

Creating strike teams

This section outlines two basic examples for creating a strike team.
Whichever method you choose, remember these key points:

*  Follow the numbering structure set up by the dispatch organization that
sent you the strike team.

* Add and designate the strike team leader last.
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The following diagram shows the basic process for creating a strike team,
adding crews, rostering crew members, and adding a strike team leader.

Create
strike team
resource

2.
Add S/T
component
(add crew)

3.
Roster
crew
members

4,
Create
SIT
Leader

To create a strike team resource - example 1
1 On the IRSS task bar, click the Add Resource icon.

2 On the Add Resource dialog box, complete the following information

in the Request Number box, type the Request Number of the strike
team

click the Agency drop-down arrow, and then click to select the
Agency of the strike team

click the Configuration drop-down arrow, and then click to select
S/T

complete the Check-in Date and Check-in Time.

in the Num Personnel box, type the total number of strike team
members

3 Complete the following information as required or appropriate

Unit ID
Demob City
Demob State
Jetport

Travel Method

4 Click the Kind/Position drop-down arrow, and then click to select the
strike team type.

September 9, 2004
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- Lenght of Assignment (Days)
- Status

- My food

- Pet Names

- Menu Options

- Vehi
- Rele
- Rele

cle ID
ase Date
ase Time.

Complete the following information as required or appropriate

The following diagram shows a sample Add Resource dialog box for adding a
strike team. Here, a Type 3 Engine Strike Team is created.

im. Add Resource I [m] 3
* Incident Name: I DEMVERTEST j * Mumber: |ED-EDS-DDDDD1
84T, T/F Parent: |

* Request Mumber: IE-?DD * Kind/Position: Trainee

Contracted: I [Ess | [5/T.ENGINE. TYFE 3 I

Person: r

* Resource M arne: |ST J240C

Agency: FS -

* Configuratian: ﬂ Bt |

Check-in D ate: [615/2008

Check-in Time: 1142

Enter leader information in the roster area. Mobilization Date: [6/15/2004

Mum Perzonnel: |25— Length of Assignment (D aps): e

Dremabilization D ate: IW

Llrit 1D

CATNF vI

Dremab Ciky:
Dremob State:
Jetport:

Travel Method:

CAMPDENVILLE

Ch vl
SMF vl
AV vI

Original Order/Fequest

* Shatug: ] vl

My food:

Pet Mames:

tenu Options:

Yehicle 0
Release Date:

Releaze Time:

MNumber:  |CO-COS

-000001 E-700

Remarks:

* Required Items

Clear | Save

LClose

AddS/T, T4
Component

i"* & Hoster>>|

To add a crew to the strike team
6 Click the Add S/T, T/F Component button.

7  On the irss dialog box, click the Yes button.

16
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8 On the Add Strike Team, Task Force Component dialog box, complete
the following information

in the Resource Name box, type the name of the crew

click the Agency drop-down arrow, and then click to select the
Agency of the strike team

click the Configuration drop-down arrow, and then click to select C
complete the Check-in Date and Check-in Time.

in the Num Personnel box, type the total number of crew team
members

9 Complete the following information as required or appropriate

Unit ID
Demob City
Demob State
Jetport

Travel Method

10 Click the Kind/Position drop-down arrow, and then click to select the
crew type for the strike team.

11 Complete the following information as required or appropriate

Mobilization Date

Lenght of Assignment (Days)
Status

My food

Pet Names

Menu Options

Vehicle ID

Release Date

Release Time.

The following diagram shows the irss dialog box.

To add a strike teamjtask force component, the resource must be saved,
Save now?

September 9, 2004
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The following diagram shows a completed Add Strike Team, Task Force
Component dialog box. Here, a Type 3 engine crew of 4 members is being

added.

. Add Strike Team, Task Force Component — |E||i|

Incident Name: [ DENVERTEST =] *Number [E0-E05-000001

S4T, TJF Parert: IST 3240C

Agency:

Number:
Remarks:

* Request Mumber: IE-?DD * Kind/Position: Trainee
Contracted: - |EMGZ  ~| ENGINE. T'PE 3 I
Persom: "

* Resource Mame: IST J240CCATHF E3

* Configuration:
Check-in D ate: [6/15/2008
Check-in Time: (147
Enter leader informatian in the roster area. Mobilization D ate: [6/15/2004

MNum Personnel: |4— Length of Assignment [Days): |14
Demobilization D ate: IW

Uit 10 CATNF = I

Demob City: DOWNIEVILLE * Status: E -

Diemob State: ﬂ Wy food:

Jetport: m Pet Mames:

Travel Method: AN - I tdenu Options:

Original Order/Request

* Required Items

Add Quals |

i e
1
4

Wehicle 1D:
Releaze Date:

Felease Time:

CO-CO5-000001 E-700

Clear Save Cloge 'édd ST T/
amponent

Fﬁ“? g Roster »»

To roster crew team members on the strike team
12 Click the Roster button.

13 On

the irss dialog box, click the Yes button.

14 In the Roster section of the Add Strike Team, Task Force Component
screen, complete the following boxes, pressing TAB after each entry

Request Num
Leader

Last name
First Name
Kind

Status.

After adding the last crew member, be sure to press TAB to advance the
cursor to the next available blank row. Otherwise, you will not save that
last entry!

15 When finished rostering that crew, click the Add S/T, T/F Component
button.

18
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16 Add additional crews and crew members to the strike team as appropriate.

The following diagram shows the irss dialog box for saving the crew before
rostering members.

irss X

To roster a person, the resource must be saved,
Save nowy

The following diagram shows a completed Roster for a strike team crew.
Here, a Type 3 engine crew of 4 members is added.

&, Add Strike Team, Task Force Component =1o]x|
*|cident Name: W * Number, {CO-COS-000001 | |Request Num Leadsr | Last Name First Name: Kind | Status ;I
.1 TS0 e AT —

* Fiequest Number, IEBDU— * Kind/Position Tranee || —{E2003 RUBLE EETW ENG3 |

Contracted I IENGS j |ENG\NE, TS r - lE-EUM RUBBLE IBAM BaM ENG [T

Person: [

Other Quals: Trainee

* Resource Name: |ST 3340CATNF E31 Eq

Agency: F5 =

* Canfiguratio: ﬂ

CheckinDale:  [BE/004 j

CheckinTine:  [0337

Enter leader information in the oster area Mobilization Date: 52000

Num Persornel: ,4_ Length of Assignment (Days). o

Demcbization Date 6/23/2004

LritID CATHF ]

DemcbCty  DOWNEVLE ‘S [T 3|

Demab State: ﬂ My food

Jetport m Pet Names:

Travel Method: m Menu Optians:

Yehicle D:
RelaseDate |
RekaseTine [

(riginal Drder/Request

Nuriber IW

Hemalks:| ﬂ

*Regied lems Number Rostered: 4

ASITTHE | .
Save | Close Camponert w# g ¢ Hide

To add the strike team leader

17 On the Add Strike Team, Task Force Component dialog box, complete
the following information

- click to select the Person check box

- in the Last Name box, type the Last Name of the strike team leader

- in the First Name box, type the First Name of the strike team leader

- click the Agency drop-down arrow, and then click to select the
Agency of the strike team

- click the Configuration drop-down arrow, and then click to select C

- complete the Check-in Date and Check-in Time.
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Complete the following information as required or appropriate

Unit ID
Demob City
Demob State
Jetport

Travel Method

Click the Kind/Position drop-down arrow, and then click to select STEN
to designate the strike team leader.

Complete the following information as required or appropriate

Mobilization Date

Lenght of Assignment (Days)
Status

My food

Pet Names

Menu Options

Vehicle ID

Release Date

Release Time.

When finished adding all strike team crews, crew members, and the strike
team leader, click the Save button.

On the irss dialog box, click Yes.

20
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The following diagram shows the strike team leader being added to the strike

team.
i, Add Strike Team, Task Force Component =l
* Incident Mame: | DENYVERTEST j * Mumber: |C0-CO5-000001
S/T. T/F Parent: |ST 3240C
* Request Mumber: IE-?DD * Kind/Position: Trainee
Contracted: Il [STEN =] [STRIKE TEAM LDR ENG I
Person: v
* Last Mame: FLINTSTOME
* First M ame: FRED
Agency: Fs5 vl
* Configuration: ﬂ Rt Bl |
Check-in Date: [6/15/2004
Check-in Time: [1156
Enter leader infarmation in the roster area. Mobilization D ate: [6/5/2004
Murm Personnel: I‘I Length of Assignment [Days): [14
Demobilization D ate: IW
Unit 1D: CATNF vl
Demab City: DOWNIEVILLE * Status: B |
Demob State: ﬂ My food:
Jetport: m Pet Mames:
Travel Method: ADY - Menu Optians:
Wehicle |D:
Release Date:
Release Time:
Original Order/Request
Mumber: |ED-EDS-DDDDD1 E-700
Remarks: |
* Required Items
Clear Llose EE%JEF 'ﬁ”? g Baster > |

The following diagram shows the irss dialog box. Here, you can click Yes to
finished or click No to continue adding additional strike team components.

Are wou finished adding strike beam components?

I wou select ves, this will return wou bo add resource mode.

To continue adding components, select no and select the ‘Add 5/T, T/F Component’ button.

Yes Mo

To create a strike team resource - example 2
1 On the IRSS task bar, click the Add Resource icon.

2 Complete the Add Resource dialog box as appropriate, and then click the
Save button.

3 On the Edit menu, click Strike Teams/Task Forces.

4 On the Edit Strike Team/Task Forces dialog box, click the Select a
Strike Team or Task Force drop-down arrow, and then click to select the
Strike Team you created in step 2.

September 9, 2004
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5 Under Resource List, click the Equipment button, click the Kind drop-
down arrow, and then click to select the Equipment for that Strike Team.

6 Click to select the Equipment of your choice, and then click the Add
Component button.

7  Click the Overhead button, click the Kind drop-down arrow, and then
click to select the Overhead of your choice for that Strike Team.

8 Click to select the Overhead of your choice, and then click the Add
Component button.

9 When finished adding all components for the strike team, click the Close
button.

The following diagram shows the Edit Strike Team/Task Forces dialog box.

&, Edit Strike Teams / Task Forces 10| x|

Select a Stike Team or Tazk Force:

M|

Strike Team/T azk Force Components:

Remove Component |

To add & resource to a stike team:

1. Select strike team from list above,

2. Highlight rezource frarm lizt on right

and prezz "Add Component'.
Toremowe a resource from a strike team:

1. Select strike team from list above.

2. Highlight component from ligt above
and press "Remove Companent™.

Resource List

= | ¥

Ajrcraft Crews

¥ | @

¥

Equipment | Owerhead

Kind: | =
Hame KindDesc ﬂ
GRIPF BARBARA |CMPTR TECH SPCL
RED HOTZ 1 HAND CRE'W M4

ESCOTT, PALIL

HELICOFPTER CREY

TARWATER.CLARE

STATUS/CHECKIN

BEVER.CARL

FIELD OBSERVER

ORCUTT.DELIA

INFO OFFCR T 2

WILCOCK.BOISE

HELICOPTER CREY

PEARSOM CLARK

HELICOFPTER CREY

CLEAR NEZ REGS -

HAND CREW T 2

BLAND BRIAMA DRMNER/OPR
KAIMSCOTT HELICOPTER CRE
CHAMP.FRED HELICOFTER CREY
WALACE ARMOLD [INCIDEMT MED SPI
T50N,GENE CAMP CREW
PLEASANT WALLEY | HAND CREW T 1

GICKLERJEREMY

SECURITY MGR

GATZOLN SERE

Add Component |

CTRIKE TEAK | MR

To edit a resource

1 Click to highlight a resource of your choice.
On the IRSS task bar, click the Edit Resource icon.

2
3 On the Edit Resource dialog box, edit the data as appropriate.
4

When finished making your changes, click the Save button.

22
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The following diagram shows the location of the Edit Resource icon.

FlIRSS - [Table view] =10j x|
B File Edi Reports Todls Help =12 %]

Zlnlo x| r| = -5 T[] o~

%E Resource| | | :
TFTET; I
Update Erirt
irceaft | _I _I

The following diagram shows the Edit Resource dialog box.

. Edit Resource =10l x|
* |ncident Mame: IW.'—‘-.LL j = b mber ||D-SEF-EIEIEIEIEIEI
ST, T/F Parent: |
* Request Number: ":.7‘ * Kind/Pogitior: Trainee
Contracted: r [cc =] [CAMFTREW r
Person: r
Other Qualz:  Trainee
* Resource Mame: |TYSDN,GENE E3| | I = lgrf:;;
Aagency: FS - — Inove off
* Configuration: ﬂ rcouh:\lrent
Check-in Date: W ll
Check-in Time: zo0
Enter leader information in the roster area. Mobilization D ate: IW
Murn Personnel: I'I'I Length of Assigrmert (Daps): [
Demobilization Date:
Uit 1D [MTBRF  +|
Demab City: DARBY * Statuz: ﬂ
Demob State: MT - Other [1]:
Jetport: ﬁ Other [2]:
Travel Method: a0y - Other [3]:
Wehicle 1D:
Releaze Date:
Releasze Time:
Original Order/Request
Murnber:  |ID-SCF-000010 C-7
Remarks: [COHEMN, COLERMAMN, BANKS & MCCALLUM-ARR.7M7:7/24
* Required [tems
Previous Mext Save Cloze 'ég?ﬂg:;ér;l;ﬂ: 'ﬁ‘? & Roster |

To add qualifications to a resource
1 Click to highlight a resource of your choice.
2 On the IRSS task bar, click the Edit Resource icon.

3 Onthe Edit Resources dialog box under Other Quals, click the box, and
then click the drop-down arrow to select the Code/Description of your
choice.

4 To designate the qualification as trainee acceptable, click the Trainee
check box.
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5 Edit the remaining data as appropriate.

6 Click the Save button.

The following diagram shows the Other Quals drop-down arrow on the Edit

Resources dialog box.

i, Edit Resource

* Incident Mame: IW’ALL

S/T. T4F Parent: |

* Reguest Mumber; |I:-?
Caontracted:

an

Perzan:

* Resource Mame: ITYSDN,GENE
Agency:

* Configuration:

Check-in Date: TM4/2003
Check-in Time: 2200

.

Mum Persannel: 11

il

Enter leader infarmation in the roster area.

=13l
j = M umber: I|D'SCF'UDDDDD
* Kind/Position: Trainee
[co ] |EaMP CREW r—
Other Quals:  Trainee I
] T a|[Tosave | [|——
| #|Code W Description ||
Ay AlR ATTACK —
AAGS AlR ATTACK, GROUP 5P
AbL AGENCY av14 MIL LIAISON
ABRO AlR BASE RADID OPR
ACAC ARES COMMAND - AWIATIOM
Muobilization Date:| ACCT ACCOUNTING TECH
Length of Assignn] 2E0R ARES COMMANDER
_— ACLLC AREA COMMAND - LOG LI
Demobilization 0a:-

Unit D MTBRF =
Demob City: DaRBY
Demob State: T

I

Jetpart:
Travel Method: A W

Original Qrder/Request

= Status: C vI

Other [1]:

Other [2]:

Other [3]:
Yehicle [D:
Releaze Date:
Releaze Time:

Murnber:  |ID-SCF-000010 C-7

* Required tems

Femarks: |[COHEM, COLEMAN, BAMKS & MCCALLUM-ARR.7/17.7/24

Ereviousl Hest | Save

Add =47, T/F
Component

Cloze

'ﬁ‘% & Flostel>>|

To demobilize a resource

1 Click to highlight a resource of your choice.
2 On the IRSS task bar, click the Edit Resource icon.

3 Click the Status drop-down arrow, and then click to select D to demob the

resource.

4 Complete the following information

- Release Date
- Release Time.

5 Click the Save button.

24
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The following diagram shows the Edit Resource dialog box. The arrows point
to the Status, Release Date, and Release Time boxes.

. Edit Resource o ] 5
* Ineident M ame: IW’ALL j * Number: II-D-SEF-DDDDDD
ST, T4F Parent: I
* Request Mumber; IC-? * Kind/Position: Trainee
Contracted: r [cc ~]| [caMPCREW r
Persan: N

Other Qualzs:  Trainee

* Resource Name: |TYSON.GEME oy gl O = lgn?c:\‘tlil
Agency: F5 vI move: off'
* Configuration: S VI [Colﬂent
Check-in Date: [Frasaong LI
Check-in Time: 2200
Enter leader information in the raster area. Mobilization Date: 741442003
Mum Personnel; |11— Length of Aszsighment (D ayz]: [
Demobilization D ate:
Uit ID: [MTERF =]
Ererrrab-Site: BrishErs = Shatus—{ [ vl
Demab State: MT - Other [1]:
Jetport: - l Other [2]:
Travel Method: ADYV Other [3]:
Wehicle |D:
Release-Dae{7/15/2003 |
ReleaseFrl1z00

Original Order/Request
Number: [ID-5CF-000010 C-7
Remarks: |EDHEN, COLEMAN, BANKS & MCCALLUM-2RR.717.7./24

* Required [tems

Add 5/, T/E
Comporient

Fﬁ"% & Hoster>>|

Previous Mext | Save LCloze

To delete a resource

1 Click to highlight a resource of your choice.

2 On the IRSS menu bar, click the Delete Records button.

3 On the Delete Resources dialog box, click the Proceed button.
4

On the ISuite Warning dialog box, click Yes to confirm or click No to
cancel.

The following diagram shows the location of the Delete Records button on the
IRSS menu bar.

Ed RS - [Table view] =10l x|

£5. Fle Edt Reports Tools Help ===

Zlnfo x| r| =] £ BT[] >
% M toRecords | | | Update Frint; I

Aircraft
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The following diagram shows the Delete Resources dialog box.

'« Delete Resources I=TEY

Thiz process will delete all the records
attached to the selected resources.

Cancel |

The following diagram shows the ISuite Warning dialog box.

ISuite Warning il

& This resourcefMHS) has dependencies in the Following tablels). ..

BirDay,

D wou wank to delete this resource and all dependencies?

Yes Mo |

Working with databases, T-card labels, and Checkout

Forms

The IRSS File menu allows you to perform the following functions:

L]

Open and close a specific IRSS database. You can have only one
database open at a time. When you open a database, the previous one is
automatically closed.

Select a printer and printer options.

Print a T-Card label. T-Card labels identify individual resource
information. These labels are put on T-Cards, which replaces the hand-
written header information.

Print a Checkout Form. The Checkout Form keeps track of an
individual resource that demobs from an incident before actual demob has
started for the incident. This allows you to print out one checkout form
without running the checkout form report.

To open another IRSS database

If the database you want to open does not appear on the IRSS Server and
Database Selection dialog box, you must use the AdminTool. For more
information see, “Managing your incident databases,” in the “I-Suite
Administrator’s Guide.”

1

On the File menu, click Open Database.

2 Onthe IRSS Server and Database Selection dialog box, click the server

drop-down arrow, and then click to select the Server of your choice.

26
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3 Click the Database drop-down arrow, click to select the Database of
your choice, and then click the OK button.

The following diagram shows the IRSS Server and Database Selection dialog
box.

# IRSs Server and Database Selection x|

Last Connect Server.
PCA9E2YSUITE MSDE Training 04/30/2004 12:23:38 PM |P09952\|SU|TE =
PCAAE2ISUITE MSDETraining 04/19/2004 3:52:49 Al
PCAEZSUITE Lomatype3lTE 03/22/2004 3:57:62 Al

Diatabase:
[MSDETraining411 ~|

R Cancel

To close the current database

¢ On the File menu, click Close Database.

To print T-Card labels
¢ On the IRSS task bar, click the Print T-Card Labels icon.

The following diagram shows the location of the Print T-Card Labels icon.

HED1Rss - [Table Yiew] g =3

| & Fle Edi Reports Tools Help =l81x]|

& 2[00 x| 7] = 215 BT/ o |
[ - [__diice ]

To print a Checkout Form
1 On the IRSS task bar, click the Print Checkout Form icon.

The following diagram shows the location of the Print Checkout Form icon.

e 1Rs5 [Table view] g [ =[ 3]
5. Fle Edt Reports Took Hep ==l
G Zolox[r| =] £ BT~

<
| | Flier || I ‘ IMM Update | pint |

Working with Index Lists and table views

The Tools menu allows you to modify Index Lists and customize the layout of
your IRSS windows and screens.

Modifying Index lists can negatively impact other I-Suite programs and
adversely affect your reports. Change an index list only after you have
followed appropriate agency channels and have obtained proper approval.
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To add a new code to an Index List

1 On the Tools menu, click Index Lists.

2 On the Index Lists dialog box under Select Index List, click to select the
Index List of your choice.

3 Scroll to the bottom of the table, and then click in the first available blank

row, in the cell to the right of the k.

4 Type the new data as appropriate for that Index List.

5 To save your entries, press TAB to advance the cursor to the next available

blank row.

You must advance the cursor to the next available blank row or your entry
will not be saved!

6 When finished, click the Close button.

The following diagram shows the Index Lists dialog box. In this example, the

Index List for agency is selected

&, Index Lists -0 x|
Select [ndex List: Agency
209 AgencyCode |AgencyGrouplD |RateGrouplD |Age «
] . AK 3 [ Alas
ot TE— —
Jetpart APHS 1 4 Anir
Kind/Pasition AR 3 E Ak,
Request Categomy AL 3 g Az
Section Bla 1 4 Bun
State BLM 1 4 Bun
Status EOR 1 4 Bun
ohr TN R—
CCC 3 5 Cali
CITY 2 2 City
Add | Close | CNTY 2 2 Cov
Co 3 5 Cole
CT 3 B Cor
DC 3 5 Dist
DE 3 5 Del
DES 1 4 Def
DoD 1 4 Dep
DOE 1 4 Der
FED 1 4 Fed
FL 3 5 Flar >
[l | | »
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The following diagram shows the Index List for Status. The arrow points to
the first available blank row.

i, Index Lists -3 x|

Select Index List: Statuz
209 Code | Description ITS Postable
Agency C Checked-In - -
Canfiguration D Demobed 3 il
ot F_|Fillzo/Nat Checked4]0 0
Kind/Position M Mat Able ta Fill 1] 0
Request Categany F Pending Demob -1 -1
Section R R eazzigned -1 -1
State S Staging -1 -1

. 1] Urfilled 0 a
Subsection X |Cancelled 0 0
Travel Method

A

Add Cloge |

Working with the Options dialog box

The Options dialog box lists five tabs that allow you to set parameters and
define what is available to you in many IRSS screens. These tabs include:

*  General. Change Other Column Titles, change the Table View to display
only a certain set of records, add additional Kinds for QuickStats.

* Labels. Print barcode and T-card labe.s

e Active Fields. Display new field names on your screen.

* Field Sizes.Change the size of fields on your screen.

*  Checkout Form. Customize the Checkout Form.

To change Other Column Titles

Changing Other Column Titles will reflect on the Add Resource/Edit Resource
forms. Column titles in the table view, Report Design field names, and report
titles are not affected and remain as “Other 1,” “Other 2,” and “Other 3.”

For more information about changing report titles, see “Working with Custom
reports,” in the section, “Running and printing reports,” later in this IRSS
User’s Guide.

1 On the Tools menu, click Options.

2 On the General tab under Other Column Titles, type to replace the
existing text in the following boxes with the Titles of your choice

- Other1
- Other2
- Other 3.
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3 When finished, click the Apply button and then click the OK button.

The following diagram shows the General tab on the Options dialog box.

%, Options B ] 1

General ] Labels 1 Active Fields ] Field Sizes 1 Checkout Form

— Mode Default Table View Columnsg 0K |
" Dispatch Calurin 1: Requesthlumber «| o Apply |
& Incid Column 2: Marne
geient Column 3: KindDesc — Camec] |
Column 4: Status _I
— Manage Multiple Incidents - Febarnr, 5 Anenrculinde
% A5 One "Other' Columnn Titles
" Separately Other 1: test 1
Other 2: test 2
Other 3: test 3
r— Default Checkin Date To —
% Syztem Date - . .
Additional Kinds uzed for QuickStats
™ Blank
-
1
Default Printer:
<] -
To change the Table View

Use caution when changing your default table view columns.

1
2

On the Tools menu, click Options.

On the General tab under Default Table View Columns, click to select
the box of your choice, and then click the drop-down arrow to select the
Title of your choice for the following boxes

- Column 1
- Column 2
- Column 3
- Column4
- Column 5
- Column 6
- Column 7.

When finished, click the Apply button and then click the OK button.
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The following diagram shows the General tab on the Options dialog box. The
arrow points to the Default Table View Columns.

w. Dptions : _ 1Ol x|
General \l Labels ] Active Fields ] Field Sizes ] Checkout Farm
— Maode Default Table View Columns 0K |
it P | Colurnt 1: Fiequestlumber  ~ [« Apply |
& Incid Colurmn 2 Mame
een Colurnn 2 KindDesc — Eameel |
Colurnin 4: Status
Cnlurme B Anenrulnds LI

— Manage Multiple Incidents

* Az One "Other"' Column Titles

' Separately Other 1: best 2
Other 2: test 4
Other 3: best 3

— Default Checkin Date Ta —

& System Date

 Blank Additional Kinds used for QuickStats

L[>

Drefault Printer:

| =l [ |

To add additional Kinds for Quick Stats
1 On the Tools menu, click Options.

2 On the General tab under Additional Kinds used for QuickStats, click
to select the first box, and then click the drop-down arrow to select the
Kind of your choice.

3 Add additional Kinds as appropriate.
4 When finished, click the Apply button and then click the OK button.

The following diagram shows the General tab on the Options dialog box. The
arrow points to the Additional Kinds used for QuickStats columns.

. Options i =]

General ] Labels ] Active Fields \I Field Sizes ] Checkout Form

— Mode Default Table View Columns 0K |
" Dispatch Column 1: FRequestlumber  ~|a Apply |
& Irid Column 2 Name
feitond Column 3 KindDesc o Bl |
Column 4: Status _I
— Manage Multiple Incidents [olron 5 Aneneulnde
% fizOne "Otker’ Colurnt Titles
' Separately Other 1: test 2
Other 2: test 4
Other 3: test 3
r— Default Checkin Date To —
& System Date - . .
Additional Kindz used for QuickStats
" Blank
L -
1
Default Printer:
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To change field sizes

1
2
3

4
5

On the Tools menu, click Options.
On the Options dialog box, click the Field Sizes tab.

On the Field Sizes tab under Field Sizes to be used for Custom Reports
click the Field Size box for the corresponding Field Name that you want
to change, and then type to replace the existing Field Size with the new
Field Size number.

Change additional Field Sizes as appropriate.
When finished, click the Apply button and then click the OK button.

The following diagram shows the Field Sizes tab on the Options dialog box.

i, Options =]
General ] Labels ] Active Fields ] Field Sizes ] Checkout Form
Field Sizes to be uzed with Custom Reports 0K |
Field M ame Field Size | Standar | « Apply |
AgencyCode 7 ¥
AgreementM um 1B ¥ Cancel |
CheckinD ate 11 y
CheckinTime 11 ¥
Configuration 3 ¥
Contractort arme 16 y
DrernabCity 20 y —
DemabState 5 ¥
HomelnitCode ] y
IncidentM ame 20 Y
IncidentM umber 14 ¥
Jetport T y
KindCode 4 ¥
KindDesc 25 y
Leadertame 20 ¥
Name 20
Kaadadh ata 11 y LI

To display a new field name

1
2
3

On the Tools menu, click Options.
On the Options dialog box, click the Active Fields tab.

For each Field and for each resource type (A, C, E, O), click to select or
click to clear the appropriate check boxes of your choice.

When finished, click the Apply button, and then click the OK button.
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The following diagram shows the Active Fields tab on the Options dialog box.

. Options

General

Labels

| Active Fields |

rFields Inactive on Edit Screen [not working] |

Field Sizes

Field

C

E

0=

AgencyCode

Agreementt um

CheckinD ate

CheckinTime

Configuration

Contractor ame

DemobCity

DemobState

HomelnitCode

Incidentt ame

Jetpart

KindCode

FindDesc

Leaderh ame

M ame

1O AR AR )=
HOoPpoPooPEROOARA
1] O I I O

OO AOREA AR

H‘I ,-In.-la.-ln -k

s

1ol

\| Checkout Farm

Apply

Cancel

il

To customize a Checkout Form

1 On the Tools menu, click Options.

2 On the Options dialog box, click the Checkout Form tab, and then click

the Customize Checkout Form button.

3 On the Checkout Form dialog box under Logistics Section, click to
select one or more of the check boxes of your choice

Supply Unit

Communications Unit
Facilities Unit
Ground Support Unit.

4 Under Planning Section, click to select the Documentation Unit check
box, as appropriate.

5 Under Finance Section, click to select the Time Unit check box, as

appropriate.

6 Under Other Section, click to select the Security Unit check box, as
appropriate, and then complete the following fields as appropriate

To add an additional unit in the Other Section, click to sclect the
check box, and then type the unit name of your choice in the text
box.

Complete the second check box and unit name as appropriate.

September 9, 2004
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7 When finished, click the OK button on the Checkout Form dialog box,
click the Apply button and then click OK on the Options dialog box.

The following diagram shows the Checkout Form tab on the Options dialog

box.
. Options i ] 3]

General \| Labels \| Active Fields \| Field Sizes 1 Checkout Form |

Apply

Cancel

U

Cuztomize
Checkout Farm

The following diagram shows the Checkout Form dialog box.

i, Checkout Form = 10| x|

Cuztarnize Checkout [IC5-221] Form

Logistics Section: |
fals [} ||:s e ||:ur1. K

(- rié

[~ Communications Lnit
[~ Facilities Linit

[ Ground Support Uit

Cancel

Planning S ection:

[ Documentation Lmit

Finance Section:

[~ Time Unit

Other Sectioh:
[~ Securty Unit
]
]
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Running and printing reports

The Reports menu allows you to run and print standard reports and to create
custom reports. Topics in this section include:

Understanding queries, wildcards, and date ranges
Working with standard reports
Working with custom reports.

Understanding queries, wildcards, and date ranges

This section briefly introduces how to efficiently create queries, use
wildcards, and specifying a range of dates when running standard and custom
reports. Remember these key points:

When developing an SQL query and where clauses, type the statements
into a word processor such as Notepad or MS Word, and then copy and
paste it into the dialog box.

Type your keywords in uppercase.

Separate each condition of the where clause with a new line to give visual
structure to the SQL statement.

A wildcard allows you to retrieve records that include the string of
characters you specify. In IRSS, this wildcard is the “%” (percent sign).

Working with standard reports

This section explains how to select and sort available fields to produce
standard reports, and how to create a custom “where” clause in SQL.

To run and print a standard report

1

On the Reports menu, click Run Reports, or click the Run Reports
icon.

On the Run Reports dialog box under Incident Reports, click to select
one of the following

- Aircraft Report

- Crew Report

- Equipment Report

- Overhead Report

- 209 Resource List

- Checkout Form

- Daily Cost Estimate

- Demob Planning Report
- R&R Report

- Qualifications Report

- Section Report

- Unfilled Orders Report.
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3 For the Incident Report you selected in step 2, complete the Report
Parameters as appropriate.

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

5 To print the report without previewing, click the Print button, and then
click OK on the Print dialog box.

The following diagram shows the location of the Run Reports icon.

EAIRSS - [Table View] =10] x|

5. Fle Edit Reports Tooks Help =181x]

Zlofo x| =] £~ BT[]
% | | 1RUH — ! l Update Pririt;
The following diagram shows the Run Reports dialog box.
~lolx|

I
]

. Run Reports

— Incident Reparts ————————— — Cugtorn Reparts i
Prirt

& Aircraft Bepart

' Crew Report Preview |
¢ Equipment Bepoart

" Overhead Report Frint ta File |
" 209 Resource List Diesian |
' Checkout Farm

! Daily Cost Estimates Close |
" Dermoh Planring Fepart

B4R Report

™ Qualifications Fepart

" Section Report

" Urfilled Orders Report

Report Parameters

Sel Sart
(ol AgencyCode Y
- AgreementMumn
{~ Pending demob CheckinDate itz |
" Mat demabed CheckinTime
= Filled Configuration Delete |
" Unfilled ContractarM ame
= Al resources DremobCity
DremobState

HomeUnitCode LI

Include strike teamn./task -
I force components [~ Subtotals on first gort

To display all overhead resources not demobed from Nevada - an
example

1 Click the Overhead button.
2 Under Demobs, click to select Exclude.

3 On the filter bar, click in the HomeUnitCode box, type NV%, and then
click the Filter button.
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The following diagram shows the table view of overhead resources. The
arrow points to the Exclude option.
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The following diagram shows the resulting filtered record.
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Total Orders: 439
Committed Fesources: 437

Released Resources: 2

To print a filtered record

You can copy and paste the filtered record into most any word processing or

graphics software.

1 Obtain the filtered record of your choice.

2 On your keyboard, press ALT + PRINT SCREEN.
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3 Open the word processing or graphics software package of your choice,
and then create a new document.

4 Press CTRL +V.

5 On the File menu, click Print.

To design, save, and print a report

1 On the Reports menu, click Design Reports.

2 On the Design Reports dialog box on the Design Regular tab, type the
name of the report in the Title box.

3 Under Fields, click to select the following Fields of your choice, in order
in which you want to sort.

4 If appropriate, type a valid SELECT.... WHERE statement in the Select
box.

5 Under Line Spacing, click to select on of the following

Single
1.5

Double.

6 To preview the report, click the Preview button, and then click the Print
Report icon.

7 To save your report, click the Save button.

The following diagram show the Design Reports dialog box.

im. Design Reports

Deszign Regular

Title:

Fields:

Sort:

Select:
&y
walid
=gl
where
clausze]

Line

Spacing:

I Design Advanced

| Run / List

CheckinD ate

AgencyCode -
Agreermenthuri
ChockrDae Add >

CheckinTime

Configuration

DemobCity

Delete |
Contractor ame

DemobState

=

Presiew

Frint to File

Save

Clear

CheckinD ate

Agreementtum

Add >>|

CheckinTime
Configuration

DemobState

| ortiguraton Delete |
Contractort arne

DemobCity

ol

Edit

I (Rl

Delete

f* Single

15  Double

Help

Cloze

1
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To design a regular report using a where clause - an example

1 On the Reports menu, click Design Reports.

2 On the Design Reports dialog box on the Design Regular tab, type the

name of the report in the Title box.

3 Under Fields, click to select the following Fields, in the following order

- RequestNumber
- Name

- KindDesc

- HomeUnitCode.

4 In the Select box, type the following WHERE clause

status <> ‘0’

and homeunitcode like ‘NV%’

and reqcat = ‘0’

5 To preview the report, click the Preview button.

6 To save the report, click the Save button.

The following diagram shows the resulting Design Regular tab on the Design
Reports dialog box.

i, Design Reports
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Flelds | iderthams | Requesthuriber
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I
c
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[
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Save
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This section explains how to select, sort, group, and order fields using SQL
statements to create custom reports. Remember these key points when
working with custom reports:

L]

L]

Queries. Also known as data retrievals, search the database and fetch
information you requested in the most efficient way possible.

SELECT. Identifies the data.
FROM. Identifies the table.
WHERE. Limits the data that the Select statement returns.

BETWEEN. Spans two specific fields, such as between two dates.
GROUP BY. Organizes data into sets.

COUNT(*). Gives a summary value per set.

The Design Reports Help File is a valuable resource for understanding and
creating correct SQL syntax.

To access the Help file for creating SQL statements

1

On the Design Reports dialog box, click the Help button.

2 When finished reviewing the information, click the Close button.

The following diagram shows the Design Report Help window.

&, Design Report Help

=10l x|

Regular Reports, examples for "where' clause:

statuz ="C'

Cloze |

statuz <> D' and homeunitcode like 'OF* and reqeat = '0°
statuz in ['C.F','S"] or kindcode = 'HCT'

Advanced Reports Examples:

zelect name, lastdayaff

from q_baszic_rpte

where kindcode in [DIVS', FOBS"

order by name

zelect agencycode, count(*], sumfnumberpersonnel]

from q_baszic_rpte

group by agencycode

Table MHames:
T able_name D escription Key fields 4|
Acres T
Agreement Ligt of contract agree| Agreement|D
AirD ay
Contractor Al Contractors ContractorlD
ContractorDebit Contractor debitz by | ContractorDebitlD -
| Y N o [
| | 3|
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To create a custom where clause and between clause for an SQL
query - an example

1 On the Reports menu, click Design Reports.

2 On the Design Reports dialog box, click the Design Advanced tab.
3 In the Title box, type the name of the report.

4 In the Select box, type the following

SELECT requestnumber, name, kinddesc
homeunitcode

FROM qg_basic_rpts

WHERE status <> ‘D’

and Checkindate between ‘07/01/2004’ and ‘07/14/2004’
and homeunitcode like ‘NV%’

and reqcat = ‘0’

5 To preview the report, click the Preview button.
6 To save the report, click the Save button.

The following diagram shows the resulting Design Advanced tab on the
Design Reports dialog box.

w. Design Reporks ;lglﬁl

Design Regular I Design Advanced I Rurn / List

Title:  |Mewada Overhead Print

'

Enter a complete =gl statement: Presiew

SELECT requestnumber, name, kinddeszc X §
harmeuritcade Frint to File
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Clear

L EE R

Edit
Field Jetport
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KindDesc
LeaderM ame |
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NeededD ate
NeadedTime
Help |
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To change report titles using an SQL “AS” statement - an example
1 On the Reports menu, click Design Reports.

2 On the Design Reports dialog box, click the Design Advanced tab.

3 In the Title box, type the name of the report.
4

In the Enter a complete sql statement box, type the following

SELECT

Other1 AS ‘Spike Camp’,
Other2 AS ‘Crew Reps’
from Resources

The following diagram shows the resulting Design Advanced tab on the
Design Reports dialog box.

. Design Reports = |EI|5|
Design Regular I Design Advanced I Fiun / List
Title: |Sample report Frint |
Enter a complete gl statement: Prewview I
SELECT . .
Dther] A5 *Spke Camp, il [ S
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Save |
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Configuration
Contractort ame
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DemobState
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Spacing: @ Single 15  Double Close

Help |
Line |
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The Incident Time System (ITS) is part of the I-Suite group of software
programs. ITS allows you to collect and track incident time for Federal,
Casual (AD), and other personnel, and for Emergency Contracted Resourses.
ITS allows you to create pay documents, the Fire Time Report (OF-288) and
the Equipment Use Invoice (OF-286). By collecting accurate time data, you
can generate meaningful management reports.

Topics in this guide include the following:

* About this guide

*  Getting Started

*  Working with incident information

*  Working with personnel information

*  Working with crews and members/operators

»  Working with contractor and agreement data

*  Working with commissary debits and additions
*  Working with reports

*  Performing searches for personnel or equipment
* Putting it all together.

For information about installing ITS, please refer to the “I-Suite
Administrator’s Guide,” which is available for download on
http://isuite.nwcg.gov.

About this guide

This Incident Time System User’s Guide is organized into sections, based on
the types of tasks you will commonly perform. At the beginning of each
section you will find an overview of the topics explained. Where appropriate,
diagrams are shown immediately following each task. Topics in this section
include:

* Before you begin
» Conventions.

Before you begin

Before using ITS, you must be feel confident that:
*  You are familiar with your personal computer and function keys and
understand personal computer concepts.

*  You are familiar with Windows 2000, Windows XP, or Windows NT and
can log on and log off.
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Conventions

The following conventions are used within this guide:

* Button names, option labels, screen names, tab names, and text box
names appear in bold, in the same case as on your keyboard or screen. For
example, the fist step in a procedure might instruct you to

1 On the Incident Data menu, click the Incident # drop-down arrow,
and then click to select the Incident of your choice.

» Topics of special interest or hints that will help you perform a specific
task show a line before and after the text. The text appears in italic type.
For example, the following note appears in the “Working with incident
information” section

While working in the Manage All Incidents as One mode, you must
select an incident for posting each resource’s time.

Getting Started

This section explains the basic concepts and information you need to begin
using ITS. Topics in this section include:

* Terms and concepts

*  Security

* Logging on and logging off

*  Getting help

*  Understanding the stand-alone and integrated environments.

Terms and concepts

This section outlines some of the screens, toolbars, and menus that you will be
using in ITS. If you aren’t already familiar with ITS or have forgotten a few
things since training, review these terms and concepts before proceeding with
the remaining sections in this guide.

The following diagram shows the ITS toolbar and a brief explanation of the

toolbar buttons.
maximize
window
button Close
ISuite Data minimize button
Paths Delete window
button
toolbar
#_Incident Time System B =81 x|
File Irfident Data/Personnel Contracts Post Time Debits Reports Tools Help
?, g‘J @ ¥ @meidamn MT-BRF-00000 =] Incident Name [FROG COMPLEX | I~ Manage All Incidents as One
. Refresh
Exit ITS Save
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The following diagram shows the top portion of the ITS application and a
brief explanation of the screen elements and terminology used throughout this

guide.
maximize
window
button Close
L button
) check  minimize
enu screen title box window
bar title bar MENU nNames drop-down button
arrows
#_ Incidert Time System =18 x|
B @ X Incident # | CO-C0S-000001 jlncrdentName,m [\ =l T | Manage All Incidenis a2 One ‘
Bullens | |Personnel Add/ Edit button
F'e.fsﬂf.'"&' Add | Edit / Lookup |
'ww LSRR AKE RS, DENNIS (3939 0-233 \ =l
n';':";fé's * Request Number [0-233 *Igd / Posiion [FALE ~ @
*Last Name [AKERS “Status [Checkfedn — +] 222
Cotags *Eirst Name [DENNIS *AD/Fed/Other [FED
tab Contracted Resource [~

Security

H Social Security Number [389.93.9339

St “hccountCode [F2WESS  v] Agency [FS
Personnel Mailing Address |
Post Time Address1 | l
Address 2 |
Personnel city | st | = zip [

Search

Fhone |( )

Equipment
Search

Berver. PC9962SUITE Database: [SuiteTest421 I

Be prudent when working with private information such as Social Security
Numbers (SSNs) and IRS Federal Employer Tax ID Numbers (EINs).This
information is to be kept confidential.

Your CTSP manages the ITS password, who can change it using the
AdminTool that is shipped with the [-Suite software. Only under special
circumstances, such as operating in a stand-alone environment, would you
ever need to change your ITS password.

For more information about clearing out SSNs and EINs, see “Clearing out
Social Security Numbers,” in the “I-Suite Administrator’s Guide. For more
information about changing the ITS password, see “Managing security” in the
“I-Suite Administrator’s Guide,” or contact your CTSP.
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Logging on and logging off

ITa

This section explains how to log on and log off of ITS.

Tologon to ITS

1 From your Desktop, double-click the ITS icon or click Programs from
the Start menu, point to I-Suite, and then click ITS.

If you have trouble logging on to ITS, please refer to the “Handling installation
problems,” in the “I-Suite Administrator’s Guide,” which is available for
download on http.//isuite@nwcg.gov.

To log off ITS
¢ On the ITS menubar, click Exit ITS, or click Exit on the File menu.

Getting help

This section explains how to access and locate help information. There are

three basic ways to obtain help information for ITS:

*  Access the I-Suite website. This site contains a wide array of I-Suite
information, including software downloads, updates, and user
documentation.

* Contact the I-Suite Helpdesk. If you are unable to answer your question
using the [-Suite website, contact the [-Suite Helpdesk at (866) 224-7677.

* Review this Incident Time System User’s Guide. This guide is
available in Acrobat format. To locate topics of interest, click to select the
Bookmark of your choice. Bookmarks are listed along the left-hand side
of the Acrobat document. When you click the Bookmark, you will
advance to that topic within the document.

To display help information within ITS

e On the ITS menu bar, click Help, and then click Support.
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The following diagram shows the ISuite Support dialog box.

Far |Suite support, questions, problems. and suggestions:

Email: helpdeski@nwog.gow
Fhone: BEE-224-7677

Software Updates: hitp/fisuite nwog.gow
(Do not use wnae

Core Hours E aztern Time

1 Apr- 31 Oct 0700 - 2300

1 Mow - 31 Mar 0&00 - 2000

Uze only for Emergency support after hours., . Clk

To locate help information on the I-Suite website

1
2
3
4

Start your Internet browser.

In the Address box, type http://isuite.nwcg.gov, and then press ENTER.
On the Welcome to I-Suite webpage, click the ITS application icon.
On the ITS webpage, click to select the topic of your choice.

The following diagram shows the ITS application icon on the Welcome to
I-Suite webpage.
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The following diagram shows the ITS webpage and a list of available topics.

3 ITS - Microsoft Internet Explorer provided by USDA Forest Service =10 ﬂ

J File Edit View Favorites Tools Help ﬁ

J EBack + = - @ 74 | Qisearch  (GFavorites  C#History ‘ - S -

| address [ @] hitp: . . Fed usfré firefi-suitefitsindex.html | @ |JL\nks ”H & -
=]

Incident Time System

The Incident Time System (ITS) is a product component of the I-Suite Incident System. The functions of the ITS are
related to the collection and tracking of incident time for Federal, Casual (aD), miscellansous personngl, also for
Emergency Contracted Equipment, : : : : : :

home
Description Date |Format
. LS . ITS Bugs/Tips Page . . . 7119/03 HTML
ITS wersion 3.18 Changes 714103 FDF
ITE User Guide Ti5/03 ZIPPED FILE
privacy " contact web manager disclaimer
[E

‘@ Done lil |‘ Inkernet v

To contact the I-Suite Helpdesk

The I-Suite Helpdesk is available 24-hours per day, seven days per week.

e Call (866) 224-7677, or email helpdesk@dms.nwcg.gov.

To obtain a copy of this Incident Time System User’s Guide
1 Start your Internet browser.
In the Address box, type http://isuite.nweg.gov, and then press ENTER.

2
3 On the Welcome to I-Suite webpage, click the ITS application icon.
4 On the ITS webpage, click to select ITS User’s Guide.

5

In Acrobat Reader, save the file to your personal computer in a folder
location of your choice.
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Understanding the stand-alone and integrated environments

This section explains the difference between working in the stand-alone
environment or the integrated environment. While you may only be using ITS
for your work, it is important to understand how the information you enter in
ITS affects other I-Suite programs in the integrated environment.

Typically, you will be working in the integrated environment.

* Integrated environment. Data ownership is shared between the
Resource Planning and Finance groups. Resources, crews, and operators
are already entered in IRSS. Maintaining data standards is critical.

» Stand-alone environment. All data is entered and managed by ITS users
for timekeeping and making payments.

Since data is shared between IRSS, ICARS, and ITS, any changes you make
within ITS affects the data within ICARS and IRSS.

Remember, what works for one incident may not work well for another!

Working with incident information

This section explains how to enter and edit incident information. Topics in
this section include:

* Managing incident data
e Managing accounting codes.

Managing incident data

This section explains how to review, edit, and add incident data and how to
list all resources together and manage all incidents as one.

To review and edit incident data
1 On the Incident Data menu, click Incident Add/Edit.

2 Click the Incident # drop-down arrow, click to select the Incident of
your choice, and then click the Edit tab.

3 Modify the following information as appropriate

- Incident Name

- Incident Number
- Accounting Code
- Location

- State

- Start Date.

4 To save your changes, click the Save button.
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The following diagram shows the Edit tab on the Incident Add/Edit screen.

#_Incident Time System
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Administrative Dffice for Payment is connected with each agreement. You can
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To create a new incident

Be sure to follow the appropriate data standards!

1
2
3
4

()]

9

On the Incident Data menu, click Incident Add/Edit.
Click the Add tab.
In the Incident Name box, type the Incident Name.

In the Incident Number box, type the Incident Number, in the format
[HOST ID] - 99999.

In the Accounting Code box, type the Accounting Code number.
In the Location box, type the Location name.

Click the State drop-down arrow, and then click to select the State where
the incident is located.

In the Start Date box, type the incident Start Date, in the format
MMDDYYYY.

To save your changes, click the Save button.

To clear your entries before saving the new incident, click the Clear button.
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Flle Incident Data Personnel Conkracks  Post Time  Debits Reports  Tools Help

#. Incident Time System

The following diagram shows the Add tab on the Incident Add/Edit screen.
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To manage all incidents as one

The Manage All Incidents as One check box allows you to display all
resources together on a single list. While these resources must be reporting
to the same ICP, they may not be from the same incident.

When working in this mode, you must select an incident to post each
resource’s time.

*  From any ITS screen, click to select the Manage All Incidents as One
check box.

The following diagram shows the location of the Manage All Incidents as One
check box.

18] x|

LYl

¥ Manage All Incidents as One

Managing accounting codes

This section explains how to review, edit, and assign accounting codes to an
incident and to resources.

To review an accounting code for an incident

1 On the Incident Data menu, click Incident Accounts.
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2 Click the Incident # drop-down arrow, and then click to select the
Incident of your choice.

The following diagram shows the Manage Incident Accounts screen.
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To edit an accounting code
1 On the Incident Data menu, click Incident Accounts.

2 Click the Incident # drop-down arrow, and then click to select the
Incident of your choice.

3 On the Manage Incident Accounts screen, click the Edit button.

4 On the Edit Account dialog box, modify the following information as
appropriate

- Accounting Code
- Agency Code.

5 To set this Accounting Code as the default, click to select the Set as
Default Accounting Code for This Incident check box.

6 To save your changes, click the Save button.

10
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The following diagram shows the Edit Account dialog box on the Manage
Incident Accounts screen.
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To add multiple accounting codes to an incident
1 On the Incident Data menu, click Incident Accounts.
2 On the Manage Incident Accounts screen, click the Add button.

3  Onthe Add Account dialog box, add the following information as
appropriate

- Accounting Code
- Agency Code.

4 To set this Accounting Code as the default, click to select the Set as
Default Accounting Code for This Incident check box.

5 To save your changes, click the Save button.
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The following diagram shows the Add Account dialog box on the Manage
Incident Accounts screen.
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To identify the administrative office(s) for payment

Identify the administrative office during the initial startup for an incident.

1 On the Incident Data menu, click Admin Office for Payment.
2 Click the Add button.

3 On the Add Office Information dialog box, complete the following
information

- Office Name
- Address 1

- Address 2

- City

- ST

- Zip.

4 When finished, click the Save button.
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The following diagram shows the Add Office Information dialog box on the
Manage Administrative Offices For Payment screen.
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Working with personnel information

This section explains how to edit and add personnel information. Topics in
this section include:

» Editing and adding personnel data
e Posting personnel time.

Editing and adding personnel data

Remember these key points when working with personnel data for posting
time and tracking payments:

* In the integrated environment, you will edit personnel data entered by
Check-In (IRSS) personnel.You share data ownership between Resource
Planning and Finance groups.

* In the stand-alone environment, you must enter all personnel data. You do
not share data ownership.

* By default, all Social Security Numbers that originate from IRSS are
“999-99-9999.” For AD employees, you must enter the exact SSN for that
individual, or enter “999-99-9999” if the SSN is not currently available.

To edit personnel data - integrated environment
1 On the Personnel Add/Edit screen, click the Edit/Lookup tab.

2 Click the Select Personnel drop-down arrow, and then click to select the
Person of your choice.
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For AD personnel, type the person’s Social Security Number in the
Social Security Number box, in the format 123456789.

When completing the Social Security Number box, the cursor will
automatically advance to the next field as you type.

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

Click the AD/Fed/Other drop-down arrow, and then click to select the
the Employment Code of your choice

- AD - for casual Federal employees
- Fed - for Federal employees
- Other - for other types of employees, such as county and state.

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

For AD personnel, complete the Payment Information tab as
appropriate:

- Initial Employment
- Return Travel

- Point of Hire

- Area

- Class

- Current Rate.

On the Personnel Mailing Address tab, complete the following
information as appropriate:

- Address 1
- Address2
- City

- ST

- Zip

- Phone

- Fax.

To save your changes, click the Save button.

14
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The following diagram shows the Edit/Lookup tab on the Personnel Add/Edit
screen.
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To add personnel data - stand-alone environment

1
2

On the Personnel Add/Edit screen, click the Add tab.

In the Request Number box, type the Request Number for that person,
in the format X1234.

Valid Request Numbers include:
A - for Aircraft

C - for Crews

E - for Equipment

| - for Initial Attack

O - for Overhead

S - for Supplies.

In the Last Name box and First Name box, type the First and Last
Name of the person.

For AD personnel, type the person’s Social Security Number in the
Social Security Number box, in the format 999999999.

For resources not requiring an SSN for payment, type 999999999.

When completing the Social Security Number box, the cursor will
automatically advance to the next field as you type.

Click the Account Code drop-down arrow, and then click to select the
Account Code of your choice.
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10

11
12

13

14

Click the Kind/Position drop-down arrow, and then click to select the
Kind/Position of your choice.

Click the Status drop-down arrow, and then click to select the current
Status.

Click the AD/Fed/Other drop-down arrow, and then click to select the
the Employment Code of your choice

- AD - for temporary Federal employees
- Fed - for full-time Federal employees
- Other - for other types of employees, such as seasonal and state.

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

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

In the Remarks box, type any appropriate Remarks.

On the Payment Information tab, complete the following information as
appropriate:

- Initial Employment
- Return Travel

- Point of Hire

- Area

- Class

- Current Rate.

Click the Personnel Mailing Address tab, and then complete the
following information as appropriate:

- Address 1
- Address2
- City

- ST

- Zip

- Phone

- Fax.

To save your changes, click the Save button.

16
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The following diagram shows Add tab on the Personnel Add/Edit screen.
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The following diagram shows the Personnel Mailing Address tab on the
Personnel Add/Edit screen.
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Posting personnel time

This section explains how to post time for personnel. Remember these key
points when posting personnel time:

* Posting time is performed the same, whether working in the stand-alone
or integrated environments.

*  You can edit the Stop and Start times, Special codes, and rates directly on
the Personnel Post Detail.

*  You can not edit the Date. To change the Date you must delete and then
repost that entry.

* The Date automatically changes for posting that extends beyond midnight
for any given shift.

» If you post overlapping hours, you must verify the hours before you can
proceed.

To post personnel time

Remember, you can click to select the Use Enter Key as Tab for Posting
check box for faster, 10-key data entry!

1 Click the Post Time button.

2 On the Incident Post screen on the Personnel tab, click the Select
Personnel drop-down arrow, and then click to select the Person of your
choice.

3 Click the Account Code drop-down arrow, and then click to select the
Account Code of your choice.

4 In the Date box, type the Date, in the format MMDDYYYY.

When completing the Date box, the cursor will automatically advance to
the next date field as you type.

To enter the current Date, type = (equal sign). To enter yesterday’s Date.
type - (minus sign). To enter a Future Date, type + (plus sign).

5 Click the Start Time drop-down arrow, and then click to select the Start
Time of your choice.

6 Click the Stop Time drop-down arrow, and then click to select the Stop
Time of your choice.

7  Click the Special drop-down arrow, and then click to select the Special
code of your choice.

8 To commit the posting, click the Commit Posting button.

Clicking the Commit Posting button saves your data.

18
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The following diagram shows the Incident Post screen for posting personnel

#_ Incident Time System =181
File Incident Data Personnel Contracts Post Time Debits Reports Tools Help
B L@ X ncident # | CO-COS-000001 | Incident Name [ DENVERTEST x| T Manage Allincidents as One
. N 5
w Incident Post Posting Personnel Pirt OF288 I~ Use Enter Kep as Tab for Posting
Pasornel || Personnel | Cisws & Operators | Contract Equipment, Crews and Other |
.| e
lh'l w ™ Check here to Post Retum Travel Day Commit Posting
Clomsy || SelectPersonrat Checked-In * Aceounk Code “Date *SuiTime *StopTime Specil  Hows
Operatars || j IPZ\MESS ﬂ |7/7/7 I ﬂ I ﬂ I ﬂ I
Persannel Post Detail I
[KindCode| tinglD:
Bttt [Date: Stat_ [Stop  [Class |Rale in [Hous | |
L
Cornmissary/
Debils &
Addiions
Post Time
Personnel
Search
Equipment
Seaich

erver, POPSGSUITE Database: [SuiteTest42] I

To post time when managing all incidents as one

1 On the ITS toolbar, click to select the Manage All Incidents as One
check box.

2 On the Incident Post screen on the Personnel tab, click the Select
Personnel drip-down arrow, and then click to select the Person of your
choice.

3 Click the Account Code drop-down arrow, and then click to select the
Incident/Acct Code combination of your choice.

Be sure to select the correct person, incident, and account code.

4 Complete the remaining information as appropriate

- Date

- Start Time
- Stop Time
- Special.

5 To commit the posting, click the Commit Posting button.
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The following diagram shows the Incident Post screen when managing all
incidents as one. In this example, the Account Code drop-down arrow lists
three different incidents.
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To repost a day of time with different hours

1 On the Incident Post screen on the Personnel tab, click the Select
Personnel drop-down arrow, and then click to select the Person of your
choice.

2 In the Date box, type the Date in the format MMDDYYYY.

3 Click the Start Time drop-down arrow, and then click to select the Start
Time of your choice.

4 Click the Stop Time drop-down arrow, and then click to select the Stop
Time of your choice.

5 Click the Special drop-down arrow, and then click to select the Special
code of your choice.

6 To commit the posting, click the Commit Posting button.

7 On the Overlapping Hours dialog box, click Yes or click Yes to All.
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The following diagram shows the Overlapping Hours dialog box.
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To change the AD rate, Kind Code, and Special code - one-time
change only

1 On the Incident Post screen on the Personnel tab, click the Select
Personnel drop-down arrow, and then click to select the non-federal
Person of your choice.

2 Locate the row containing the Class and Rate you want to change.

3 Click to select the Class box, and then type to replace the existing AD
designation with the new AD designation.

For AD-5 rates, type the Rate on the ITS:AD-§ dialog box, in the format
99.99, and then click OK.

4 To change the Kind Code, click the Kind Code drop-down arrow, and
then click to select the Kind Code of your choice.

5 Locate the row containing the Special code you want to change.

6 Click the Special drop-down arrow, and then click to select the Special
code of your choice.

7 To commit the posting, click the Commit Posting button.

The following diagram shows the ITS:AD-5 dialog box for entering an AD-5
rate.

ITS:AD-5 Rate x|

Enter the rate. [ie 18.20]
Cancel |
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Frint OF288

To permanently change the AD rate and/or Kind Code for all
future personnel postings - to change all subsequent postings

1 On the Incident Post screen on the Personnel tab, click the Select
Personnel drop-down arrow, and then click to select the Person who has
the AD rate you want to change.

2 Onthe Payment Information tab, click the Class drop-down arrow, click
to select the AD Rate of your choice.

3 To change the Kind Code, click the Kind Code drop-down arrow, and
then click to select the Kind Code of your choice.

4 When finished, makingclick the Save button.

To delete a row of time

1 On the Incident Post screen on the Personnel tab, click the Select
Personnel drop-down arrow, and then click to select the Person of your
choice.

2 Click in the cell for the row you want to delete, and then click the Delete
button.

To post return travel time

Posting end travel time sets the number of Hours to 0 (zero) and the Special
code to TVL.

1 On the Incident Post screen on the Personnel tab, click the Select
Personnel drop-down arrow, and then click to select the Person of your
choice.

2 Click to select the Check here to Post Return Travel Day check box.
3 In the Date box, type the Date, in the format MMDDYYYY.

4  Click the Start Time drop-down arrow, and then click to select the Start
Time of your choice.

5 To commit the posting, click the Commit Posting button.

To view and/or print an OF-288

1 On the Incident Post screen, click the Print OF288 button, or click
OF-288 on the Reports menu.

2 On the OF-288 dialog box, perform one of the following

- to view the OF-288 by request number, click the Request Number
drop-down arrow, and then click to select the Request Number of
your choice.

- to view the OF-288 for a person, click the Person drop-down arrow,
and then click to select the Person of your choice.

22
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3 To view the final OF-288 for a resource leaving the incident, click to
select the Final Invoice check box.

4 To preview the OF-288, click the Preview Report button.
5 To print the OF-288, click the Print Report button.

If this is a partial payment and you want the resource’s social security number
to print on the OF-288, you must click to select the Final Invoice check box.

The following diagram shows the OF-288, “Emergency Firefighter Time
Report” dialog box.
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The following diagram shows a sample Emergency FireFighter Time Report
OF-288 for an individual overhead resource, as it appears on your screen.

w, OF-288

i m] |
powered by

crystal ':'

|
[ ™=

|

ol -4 T i el
\7# a0 1200 500 [2afi 2 50 [eeio 00

EE A EEN e £ |1 2 00| o oo

P g f1200| goo | EEIEN T

120 frean| 050 fos it |1 2001 | o oy

6 i |1 200 o oo 1230 [:100) 850

220 prsofioen |

I 200| o oo

49 0

v
fria g0 |

Working with crews and members/operators

This section explains how to view, add, edit, and print crews and crew
members/operators, and how to demobilize (demob) a crew and/or crew
members/operators. Topics in this section include:

Understanding crews

Understanding crews

Creating and editing crews

Posting time for crews and crew members/operators
Reviewing an OF-288 for crews.

Remember these key points when working with crews and members/
operators:

In ITS, a crew is more than one resource sharing the same request
number. A crew may be a hand crew, engine crew members, or a contract
pickup with an AD driver.

There are two levels of crew information:

- Atthe crew level, you can add and/or edit information about the crew.
- At the member/operater level, you can add and/or edit information

24
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about the individual crew members/operators on a crew.
*  You can build a crew by attaching or rostering members to a resource

- In the integrated environment, IRSS populates ITS with shared data.
If members are being rostered in IRSS, then you will primarily need
to edit members. If members are not being rostered in IRSS, then you
must add members to a crew or to a piece of equipment.

- In the stand-alone environment, you will manage all data, including
adding and then rostering members/operators to a crew.

To view and print a crew manifest
1 Click the Crews/Operators button.
2 On the Crew/Operator Roster screen, perform one of the following

- click the Request # drop-down arrow, and then click to select the
Request # of your choice

- click the Crew Name/Equipment UniquelD drop-down arrow, and
then click to select the Crew Name/Equipment of your choice.

3 To view the crew manifest, click the Print Crew/Operator Manifest
button.

EF'lint Crew/Operator Manifesté

The crew manifest is a good place to view the initial crew data entered
from IRSS.

& 4 Toprint the crew manifest, click the Print icon on the Crew Roster
== Report dialog box, and then click OK on the Print dialog box.

The following diagram shows the Crew/Operator Roster screen.

#_ Incident Time System =] |
File Incidert Dats Personnel Contracts Post Time Debits Reports Tools Help
B @ x| neident # | 1D-5CF-000000 | Incident Name [wiALL =] T Manage All Incidents as One
[y || s LR Pt o Dpereter Mnfest
Personnel 3
=5 Fequest#[a16 =] Crew Name/Equinment UniquelD [NZ2ZHT MODULE - A B ipzen
Contracts HAWKINS ROB 99 emobe
3 ORTON DENNIS 95 Checkedln
1 HAILE TRACIE 90 Checkedin
Commissaryt ||| LANE BRET 95 Demabed THER L8
Deebits & TRETTER ROBERT 90 Checkedn FED
Additons SALMONSEN  DENNIS 95 emebe FED
e JONATHEN emabe FED
BHDERS JEFF emebe Al Le
BROWN WILLIAM SHANE | 953.939333  Demobe OTHER 1%
Post Time KLARE J0SH 999999999 Demabe
SHELLMAN IASON 593995339 Checkedin
@ 1ACOBI KAREN 995999939 | Checkedin
WELCH ICHAEL 593995339 Checkedin
gersend BENTON ELLY 993939939 | Checkedin HER 1%
scatt ELLY 593995339 Checkedin FED FS
@[D VILLEGAS ADRIAN 999999399 | Checkedin FED Fs

Equipment
Search

erver: PCOOEAISTUITE Database: MSDETrainingd08 test

September 9, 2004 25



Incident Time System User’s Guide Incident Time System User’s Guide

The following diagram shows a sample crew manifest on the Crew Roster
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The following diagram shows the Print dialog box that displays when printing
a crew manifest.
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Creating and editing crews

This section explains how to add and edit crew data in the integrated and
stand-alone environments. There are two levels of crew information:

*  Crew level. Add and/or edit information about the crew.

*  Member/operator level. Add and/or edit information about individual
crew members/operators on a crew.

To edit crew information

1 On the Crew/Operator Roster screen, click the Add/Edit Crew/
Operators button.

Click the Edit/Lookup tab.

W N

Click the Select Crew/Equipment drop-down arrow, and then click to
select the Crew or Equipment of your choice.

4 Click the Crew/Equipment tab.
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5 On the Crew/Equipment tab, modify the following information as
appropriate
- Request Number
- Crew Name/Equipment UniquelD
- Kind/Position
- Agency
- Status
- Account Code
- Contact Crew.
6 To save your changes, click the Save button.
The following diagram shows the Crew/Equipment tab on the Crew &
Operators Add / Edit screen.
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To edit crew members on a crew

1

On the Crew/Operator Roster screen, click the Add/Edit Crew/
Operators button.

Click the Edit/Lookup tab.

Click the Select Crew/Equipment drop-down arrow, and then click to
select the Crew or Equipment of your choice.

Click the Member/Operator tab.

Click the Select Personnel drop-down arrow, and then click to select the
Crew member/Operator of your choice.

Complete the remaining personnel data as appropriate, and then click the
Save button.
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The following diagram shows the Member/Operator tab on the Crew &

Operators Add / Edit screen. The arrow points to the Members to fed button.
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To set all crew members/operators with unassigned employment

types to “fed”

1 Onthe Crew & Operators Add/Edit screen, click the Crew/Member/
Edit tab.
2 Click the Select Crew/Equipment drop-down arrow, click to select the

Crew of your choice, and then click the Members to fed button.

To add crew members to an existing crew

In some cases, the crew leader will already be listed on the crew. You can add
the remaining crew members, but can only edit the crew leader.

1

On the Crew/Operator Roster screen, click the Add/Edit Crew/
Operators button.

On the Crew & Operators Add/Edit screen, click the Add tab, and then
click the Member/Operator tab.

Click the Crew/Equipment to Add To drop-down arrow, and then click
to select the Crew or Equipment of your choice.

Complete the following information as appropriate

- First Name

- Last Name

- Social Security Number
- Account Code
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Kind/Position
Status
AD/Fed/Other
Agency
Remarks.

5 On the Payment Information tab, complete the following information as
appropriate

6 Click the Personnel Mailing Address tab, and then complete the

Initial Employment
Return Travel
Point of Hire

Area

Class

Current Rate.

following information as appropriate

Address 1
Address2
City

ST

Zip
Phone
Fax.

7  Click the Save button.

The following diagram shows the Member/Operator tab on the Add tab on the
Crew & Operators Add/Edit screen.
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To edit the leader of a crew to add crew members

1 Onthe Crew/Operator Roster screen, click the Add/Edit Crew/
Operators button.

2 On the Edit/Lookup tab, click the Select Crew/Equipment drop-down
arrow, and then click to select the Crew that contains the .

3 Click the Member/Operator tab.///

To create a crew

1 Onthe Crew/Operator Roster screen, click the Add/Edit Crew/
Operators button.

2 On the Crew & Operators Add/Edit screen, click the Add tab.

3 On the Crew/Equipment tab, complete the following information as
appropriate
- Request Number
- Crew Name/Equipment UniquelD
- Kind/Position
- Agency
- Status
- Account Code
- Contract Crew.

4 Click the Save button.

5 Add crew members as appropriate.

For more information about adding crew members, see the previous task,
“To add crew members to an existing crew.”

To demob a crew

1 Onthe Crew/Operator Roster screen, click the Add/Edit Crew/
Operators button.

2 Click the Edit/Lookup tab.

3 Click the Select Crew/Equipment drop-down arrow, and then click to
select the Crew or Equipment of your choice.

4 Click the Crew/Equipment tab.

5 Click the Status drop-down arrow, click to select Demobed, and then
click the Save button.
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The following diagram shows the Edit/Lookup tab on the Crew & Operators
Add / Edit screen. The arrow points to the “Demobed” Status for the crew.
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To demob a crew member/operator

1 On the Crew/Operator Roster screen, click the Add/Edit Crew/
Operators button.

2 Click the Edit/Lookup tab.

3 Click the Select Crew/Equipment drop-down arrow, and then click to
select the Crew or Equipment of your choice.

4 Click the Member/Operator tab.

5 Click the Select Personnel drop-down arrow, and then click to select the
Crew member/Operator of your choice.

6 Click the Status drop-down arrow, click to select Demobed, and then
click the Save button.
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The following diagram shows the Edit/Lookup tab on the Crew & Operators
Add / Edit screen. The arrow points to the “Demobed” Status for the crew

member.
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Posting time for crews and crew members/operators

This section explains how to post time for crews and crew members/
operators. Remember these key points when posting time for crews and crew
members/operators:

* Posting time is performed the same, whether working in the stand-alone
or integrated environments.

* Do not edit the Stop and Start times, Special codes, and rates on the Crew
Member/Operator Post Detail.

*  You cannot edit the Date. To change the Date you must delete and then
repost that entry.

»  The Date automatically changes for posting that extends beyond midnight
for any given shift.

* If you post overlapping hours, you must verify the hours before you can
proceed.

* Post all time to a crew member before he/she is demobed. If you use the
Select All button and select a demobed crew member, that time will not
be posted!

» explain grid functionality, editing, deleting, copy and past, reviewing.///

32 September 9, 2004



Incident Time System User’s Guide Incident Time System User’s Guide

To post time crew time

Remember, you can click to select the Use Enter Key as Tab for Posting
check box for faster, 10-key data entry!

1 Click the Post Time button.
2 On the Incident Post screen, click the Crews & Operators tab.

3 Click the Crew Name/Equip UniquelD drop-down arrow, and then click
to select the Crew Name or Equipment Name of your choice.

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

To select more than one Crew Member, press and hold CTRL, and then
click to select every Crew Member of your choice.

5 In the Date box, type the Date, in the format MMDDYYYY.

When completing the Date box, the cursor will automatically advance to
the next date field as you type.

To enter the current Date, type = (equal sign). To enter yesterday’s Date.
type - (minus sign).

6 Click the Start Time drop-down arrow, and then click to select the Start
Time of your choice.

7  Click the Stop Time drop-down arrow, and then click to select the Stop
Time of your choice.

8 Click the Account Code drop-down arrow, and then click to select the
Account Code of your choice.

9  Click the Special drop-down arrow, and then click to select the Special
code of your choice.

10 To commit the posting, click the Commit Posting button.

Clicking the Commit Posting button saves your data.

11 On the Incident Time System: Post Results dialog box, click OK.
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Select Al

Select Mone

Inwert Selection

The following diagram shows the Crews & Operators tab on the Incident Post
Posting Crews screen.
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To select all crew members/operators

*  On the Incident Post screen, click the Crews & Operators tab, and then
click the Select All button.

To cancel all selected crew members/operators

*  On the Incident Post screen, click the Crews & Operators tab, and then
click the Select None button.

To cancel all selected crew members/operators and select all
others

The Invert Selection button makes posting crew leader and crew member
time easier. First, post the Crew Leader’s time, click the Invert Selection
button, and then post the crew members’ time.

*  On the Incident Post screen, click the Crews & Operators tab, and then
click the Invert Selection button.

To repost a day of time

1 On the Incident Post screen, click the Crews & Operators tab.
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Click the Crew Name/Equip UniquelD drop-down arrow, and then click
to select the Crew Name or Unique ID of your choice.

Be sure to select the correct crew member.

Under Crew Members, click to select the Crew Member of your choice.

Locate the day and time you want to repost, and then type the same Date
as the existing Date.

Complete the Start Time, and Stop Time boxes with the new
information.

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

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

To commit the posting, click the Commit Posting button.

On the Overlapping Hours dialog box, click Yes to overwrite the
previous post with the current one.

10 On the Incident Time System: Post Results dialog box, click OK.

To delete a row of posted time

The Delete button is located on the ITS toolbar.

1
2

On the Incident Post screen, click the Crews & Operators tab.

Click the Crew Name/Equip UniquelID drop-down arrow, and then click
to select the Crew Name or Unique ID of your choice.

Be sure to select the correct crew member.

Under Crew Members, click to select the Crew Member of your choice.

Under Crew Member/Operator Post Detail, click to select the day and
time you want to delete.

Click the Delete button.
On the ITS: Delete Posting for Crew Member(s) dialog box, click Yes.

To copy and paste posted time

1
2

On the Incident Post screen, click the Crews & Operators tab.

Click the Crew Name/Equip UniqueID drop-down arrow, and then click
to select the Crew Name or Unique ID of your choice.

Under Crew Members, click to select the Crew Member of your choice.

Under Crew Member/Operator Post Detail, click to select the day and
time you want to copy.
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5 Right-click on that row, and then point to Copy Selected Postings.

6 Under Crew Members, click to select the destination Crew Member for
the copied row of time.

7 Right-click the destination Crew Member and then point to Paste
Copied Posting to Selected Mbrs.

8 On the Incident Time System: Post Results dialog box, click OK.

The following diagram shows the Incident Post - Posting Crews screen. The
arrow points to the Paste Copied Posting the Selected Mbrs option highlighted
on the Incident Post Posting Crews screen.
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To post return travel time
1 On the Incident Post screen, click the Crews & Operators tab.

2 Click the Crew Name/Equip UniquelD drop-down arrow, and then click
to select the Crew Name or Unique ID of your choice.

3 Under Crew Members, click to select the Crew Member of your choice.

4 Under Crew Member/Operator Post Detail, click to select the row of
time of your choice, and then click to select the Check here to Post
Return Travel Day check box.

5 Complete the Date, Start Time, and Stop Time boxes.
6 To commit the posting, click the Commit Posting button.

7 On the Overlapping Hours dialog box, click Yes to overwrite the
previous post with the current one.

8 On the Incident Time System: Post Results dialog box, click OK.
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Reviewing an OF-288 for crews

The OF-288 lists all incidents and all accounting codes for the selected
request number, crew name, person, or all personnel.

To review an OF-288
1 On the Reports menu, click OF-288.

2 On the OF-288 dialog box, click the Crew Name drop-down arrow, and
then click to select the Crew Name or Unique ID of your choice.

3 To view the final OF-288 for the crew leaving the incident, click to select
the Final check box.

4 To preview the OF-288, click the Preview Report button.
5 To print the OF-288, click the Print Report button.
The following diagram shows a sample OF-288 for crews.
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Working with contractor and agreement data

This section explains how to add and edit contractor and agreement data. In
ITS, you must add and attach contractor and agreement data to a resource to
process payment documents. Remember these key points when working with
contractor and agreement data:

You only need to enter contractor and agreement data once.

For multiple resources sharing the same contractor and agreement, pick
the specific contractor and agreement and then attach it to the resource.

You can assign up to six rates to each resource.

Units of measure include Daily, Each, Hourly, and Mileage.

Topics in this section include:

Understanding the contractor, agreement, and resource relationship
Understanding rate types and units of measure
Managing contractor and agreement data.

Understanding the contractor, agreement, and resource relationship

In ITS, a contract consist of three parts:

Contractor. A business entity that has available resources.
Agreement. One or more OF-294 - Emergency Equipment Rental
Agreement (EERA) attached to the contractor. A contractor may have
multiple agreements.

Specifications. Conditions the resource must meet to fulfill the
agreement.

The following diagram shows the relationship between the contractor,
agreement, specifications, and resource.

(

[ Specifications ]

Contracted
Resource

Contractor ] ( Agreement ]

Understanding rate types and units of measure

Together, rate types and units of measure allow ITS to calculate the cost of the
contracted resource. The following list briefly explains rate types and units of
measure:

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

Special rate. A contracted resource may or may not have one to five
special rate designations.
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e Units of measure. Units of measure include Daily, Each, Hourly, and
Mileage.

Be sure to match the correct rate with the correct unit of measure! For

example, a contracted piece of equipment may have a primary, daily rate of
$52.00 and a special, mileage rate of $0.32.

Managing contractor and agreement data

This section explains how to review and create contractors and agreements,
and how to attach an agreement to the contractor.

To review the list of existing contractors

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

1 Click the Contracts button.

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

Contract Equipment
- Contract Crews
- Other Contracts.

3 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!

The following diagram shows the Contracted Resource Add/Edit screen for
contracted equipment.
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To create a contractor

1 Onthe Contracted Resource Add/Edit screen, complete the following
information as appropriate

- Name
- EIN/SSN
- Address
- City
- ST
- Zip
- Phone.
2 Click the Save button.

Next, determine if an agreement already exists and is attached to the
contractor. If not, create an agreement and attach it to the contractor. If
so, edit the resource specifications and then link them to the contractor/
agreement.

The following diagram shows the Add tab on the Contracted Resource Add/
Edit screen.

#_Incident Time System 1 =18 %]

File Incident Data Personnel Contracts Post Time Debits Reports Tools Help

R, | % @ * | ] incidert ] 10-5CF-000000 ] Incident Name [WaLL =] T Manage Allincidents as One
ﬂ, Contracted Resource Add/Edit

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

Contrastor Hame x| [ Selest o Addthe Contractor
and Agreement for the

Agrsraent Nurdber: - Selected Resoures
Conlractor | Agreement | Resource |
=] [Add] £di |

Crews?
Dperalors

Select Riesource B
Personnel Select Type % Mame € RequestMumber | Unigus Nams |
K30 & Contract Equipment
 Contract Crews
' Other Contiacts

Contracts

i
Commissa/
Debits & * Hane |
Additions 5
.8 wEmssaw [ Clear
Past Tine
Sddress |
Persornel city | ST [ =] Zip

earch

Fhore |l ] -

Equipment

erver. POOOANSTITE Database: MSDETraining402_test I

To create an agreement and attach it to the contractor
1 Onthe Agreement tab, click the Add tab.
2 Inthe Agreement Number box, type the Agreement Number.

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

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

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

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

8 Click the Save button.

The following diagram shows an example of a new agreement on the
Contracted Resource Add/Edit screen.
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The following diagram shows the new agreement attached to the contractor.
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To edit resource specifications and link it to a contractor and
agreement

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

1 On the Contracted Resource Add/Edit screen under Select Resource
By, click Name or Request number.

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

3 On the Resource tab on the Edit tab, type a new, unique name for the
resource in the Unique ID box.

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

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

6 Complete the Hired Date and Time boxes and the Release Date and
Time boxes, as appropriate.

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

8 Click the Rate Type drop-down arrow, and then click to select the Rate
Type of your choice.
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9 Click the Rate box, and then type the appropriate Rate for that Rate Type
and Unit of Measure.

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

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

12 Click the Save button.

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

The following diagram shows the Contracted Resource Add/Edit screen for
linking a resource to the contractor and agreement.
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To add an operator to a resource

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

1 On the Contracted Resource Add/Edit screen under Select Resource
By, click Name or Request number.

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

3 On the Resource tab on the Edit tab, click the Add Operator(s) button.
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4 On the Crews & Operators Add/Edit screen, on the Add tab on the
Member/Operator tab, add or edit the following information as
appropriate

First Name

Last Name

Social Security number
Account Code
Kind/Position

Status

AD/Fed/Other

Agency

Remarks.

5 Complete the Payment Information tab as appropriate.

6 Click and then complete the Personnel Mailing Address tab as
appropriate.

7  Click the Save button.

Add any additional contracted resources using information listed on the
EERAs.

The following diagram shows the Member/Operator tab on the Crews &
Operators Add/Edit screen for adding an operator to a resource.
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Posting time for contracted resources

This section explains how to post time for contracted resources. The SF-297,
“Emergency Equipment Shift Ticket,” lists the information you need to post
contracted resources time in ITS.

Remember these key points when posting time for contract equipment:

* Daily rate. You can post for one date or for a range of dates.

* Hourly rate. To ensure a guarantee is posted for equipment not currently
being used on any given day but still under hire, enter a minimum of 15
minutes of work time and 1 mile of mileage.

* Guarantee. If applicable, the guarantee amount is shown only on the OF-
286, but will not display on the Incident Post - Posting Equipment screen.

The following table outlines how to post units of measure for contracted
resources in ITS.

To post Do this

Daily rate Complete Start Date and End Date.

Hourly rate Complete Date and Start and Stop
times.

Mileage Complete Date and Miles.

Each Complete Date and Each.

equipment not being used on any Enter a minimum of 15 minutes of
given day but still under hire work time and 1 Mile.

The guarantee amount is shown only on the OF-286 but does not display on
the Incident Post-Posting Equipment screen.

To post contracted resource time

Remember, you can click to select the Use Enter Key as Tab for Posting
check box for faster, 10-key data entry!

1 Click the Post Time button, and then click the Contract Equipment,
Crews and Other tab.

2 Under Select Type, select the equipment type of your choice.

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

4 Perform one of the following

- click the Equipment Unique ID drop-down arrow, and then click to
select the Equipment of your choice

- click the Request Number drop-down arrow, and then click to select
the Request Number of your choice.

5 Click the Account Code drop-down arrow, and then click to select the
Account Code of your choice.
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6 Under Post Options, click to select the Rate Type of your choice.
7 If one-half rate applies, click to select the 1/2 Rate check box.

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

Remember to review the previous table for posting rates and units of
measure.

9 To commit the posting, click the Commit Posting button.

The following diagram shows the Incident Post screen for posting contract
equipment time.
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To repost a day of time by overwriting the existing entry

When reposting contracted resource time, you can either add to the original
posting or overwrite the existing entry.

1 Click the Post Time button, and then click the Contract Equipment,
Crews and Other tab.

2 Under Select Type, select the equipment type of your choice.

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

4 Perform one of the following

- click the Equipment Unique ID drop-down arrow, and then click to
select the Equipment of your choice

- click the Request Number drop-down arrow, and then click to select
the Request Number of your choice.
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5 Click the Account Code drop-down arrow, and then click to select the
Account Code of your choice.

6 Under Post Options, click to select the Rate Type of your choice.
7 Complete the appropriate Start Date and End Date boxes.

8 To commit the posting, click the Commit Posting button.

9  On the Already Posted dialog box, click the Overwrite button.
The following diagram shows the Already Posted dialog box.

Already Posted: ; x|

9 Thiz rezource already haz & Primary UOM of Daily posted faor this date:

Select option belaw. ..

FPost Anyway I Ovenwrite Cancel Pozt

To delete a row of posted time

1 Click the cursor in the Acct column for the row of time you want to
delete.

2  On the ITS toobar, click the Delete button.

To review an OF-286 for contracted resources

The OF-286 is an invoice for a contracted resource on an incident, and lists
the rates and dates the contracted resource was used.

1 On the Reports menu, click OF-286 w/ Deductions.
2 On the OF-286 dialog box, perform one of the following

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

- click the Agreement drop-down arrow, and then click to select the
Agreement of your choice.

- click the Equipment drop-down arrow, and then click to select the
Equipment of your choice.

3 Under Report Options, click to select one of the following

- OF-286 with Itemized Deductions
- OF-286 Only
- Itemized Deductions Only.

4 To preview the report, click the Preview Report button.
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5 To print the report, click the Print Report button.

The following diagram shows a sample OF-286 for a contracted resource.
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Working with commissary debits and additions

Working with commissary debits and additions is straightforward. Once you
select a resource, enter the date, description, and amount. Then review the
details of the transactions on the OF-288 and OF-286.

To preview a Commissary Authorization form

You can view and/or print a Commissary Authorization form by request
number, crew name, or person.

1 On the Reports menu, click Commissary Authorization.

2 On the Commissary Authorization dialog box, perform one of the
following

- click the Request Number drop-down arrow, and then click to select
the Request Number of your choice

- click the Crew Name drop-down arrow, and then click to select the
Crew Name of your choice.
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3

4 To print the report, click the Print Report icon.

- click the Person drop-down arrow, and then click to select the Person

of your choice.

Click the Run Report button.

The following diagram shows the Commissary Authorization dialog box.

. Commissary Authorization

Emergency FireFighter Commissary Authorization

X Select a Specific
Request Number: || b i R

Select a
Crew Marne: = L Specific Crew
Is Select a Specific
Perzon: | = Person

Fun Repart

=10l

The following diagram shows a sample Emergency FireFighter Commissary
Authorization as it appears on your screen.
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To

post deductions to a personnel resource

Remember to press TAB to advance the cursor to the next box. Information
you enter is auto-saved as soon as you enter a new blank line.

1
2

6

Click the Commissary/Debits & Additions button.

On the Personnel tab, click the Person drop-down arrow, and then click
to select the Person of your choice.

In the Activity Date column, type the Date in the format MMDDYYYY.

In the Commodity column, type the name of the Commodity.

Commodities include items such as socks, boots, and toiletries.

In the Purchase Amount column, type the Purchase Amount for those
commodities, in the format 99.99.

To save the charges and advance to the next new line, press TAB.

The following diagram shows a sample Personnel Debits screen.
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To post contractor deductions to a resource

1

Click the Commissary/Debits & Additions button, and then click the
Contractor tab.

Under Select Type, click to select one of the following

- Contract Equipment
- Contract Crews
- Other Contracts.
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8

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

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

In the Activity Date column, type the Date in the format MMDDYYYY.
In the Commodity column, type the name of the Commodity.

In the Purchase Amount column, type the Purchase Amount for those
commodities, in the format 99.99.

To save the charges and advance to the next new line, press TAB.

The following diagram shows the Contractor Debits screen.
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To post a contractor addition

1

Click the Commissary/Debits & Additions button, and then click the
Contractor tab.

On the Contractor tab under Select Type, click to select the Type of your
choice.

Click to select the Contractor Name and Contract Resource of your
choice.

In the Activity Date column, type the Date in the format MMDDYYYY.
In the Commodity column, type the Commodity.
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6 In the Purchase Amount column, type -Purchase Amount for those
commodities.

72

Typing “-” (minus sign) in front of the Purchase Amount allows you to post
an addition to the OF-286 report.

7 To save the charges and advance to the next new line, press TAB.

Notice that the negative symbol is replaced by parentheses in the
purchase amount column.

To review an OF-288 for resources with posted deductions and
additions

The deductions page displays on a separate window, behind the OF-288 and
the OF-286.

1 On the Reports menu, click OF-288.
2 On the OF-288 dialog box, click to select one of the following

- Request Number
- Crew Name
- Person.

3 To view the final OF-288 for the crew leaving the incident, click to select
the Final check box.

4 To preview the OF-288, click the Preview Report button.

5 To review the deductions page of the OF-288, click the Minimize button
on the OF-288 window.

6 To print the OF-288, click the Print Report button.

The following diagram shows a sample Commissary Record as it appears on
your screen.
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To review an OF-286 for resources with posted deductions and
additions

1 On the Reports menu, click OF-286 w/ Deductions.
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2 On the OF-286 dialog box, click the Contractor drop-down arrow, and
then click to select the Contractor Name of your choice.

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

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

5 Under Report Options, click to select one of the following

- OF-286 with Itemized Deductions
- OF-286 Only
- Itemized Deductions Only.

6 To preview the OF-288, click the Preview Report button.

7 To review the deductions page of the OF-286, click the Minimize button
on the OF-286 window.

8 To print the OF-286, click the Print Report button.

The following diagram shows a sample Emergency Equipment Deductions
and Additions report as it appears on your screen.
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Working with reports

This section explains how to prepare, view, and print reports available in ITS.
The Reports menu lists management, equipment, commissary authorization,
crew roster, and pay document reports.

To review and print a Commissary Authorization form

You can view and/or print a Commissary Authorization form by request
number, crew name, or person.

1 On the Reports menu, click Commissary Authorization.
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2 On the Commissary Authorization dialog box, perform one of the
following

- click the Request Number drop-down arrow, and then click to select
the Request Number of your choice

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

- click the Person drop-down arrow, and then click to select the Person
of your choice.

3 Click the Run Report button.
4 To print the report, click the Print Report icon.

To view and print a crew roster

This report lists the names of individual crew members for a crew.

1 On the Reports menu, click Crew Roster.
2 On the Crew Roster dialog box, perform one of the following

- click the Request Number drop-down arrow, and then click to select
the Request Number of your choice

- click the Crew Name drop-down arrow, and then click to select the
Crew Name/Equipment of your choice.

3 Click the Run Report button.
4 To print the report, click the Print Report icon.

The following diagram shows the Crew Roster dialog box.

. Crew Roster

Select Crew to View/Print

=10 x|

Request Mumber: I vl

Crew Mame: I j

Run Repart |
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. Crew Roster

The following diagram shows a sample Crew Roster as it appears on your
screen.

WALL ID-2CF000000 (L ELLTT 1003 53R
Crew Roster
Fequast Humber: 38 SAWTOOTH HE
Trast s FirtHams 58K Btatus Lhip keynent Tree Eind ade

IFSTEL biu.s S Tumehilad FED HEL
CIFIFE. TEH S Tumehilmd FED HEL
GOLLIN HEATH S Dumehiad FED H1
GAELE EEILH T D Domehilmd FED HEL
FULLMER. E. 01T =] Tomebiimd FED "L
TONE? TENWY 995950 Damehilmd FED HEL
DOTGHEET Y SRELE 9000059 Tomehimd FED "l
POWLEE. LAHEE S Damehilmd FED il
POWLEE CHEIS S Tumehilad FED HEL
HITMETS ADRM T D Domehilmd FED HEL
TOTEREY BEENT S Tumehimd FED HEL
FLOBIH TOSEEE T D Tumehimd FED HEL
LINE DkVID s sl e ] Tamibitmd FED) HEL
HEASLET DARVE 995950 Do hilmd FED HEL
LOWEY ¢HEIZ S Damehilmd FED HEL
FIRERC HARCH S Tumehilad FED HEL
FOGEES FETEE. S Tumehilad FED H1
eox ALEX S S S Tamothiltmd FED! HiEL
EFNHETT 0B T D Tumehimd FED HEL

To prepare a Shifts in Excess of Standard Hours report

=10l
| W <] L of1 > M o= dh | " Crystal oge

-

This report lists shifts that exceed standards and allows you to identify initial

attack shifts and other shift issues that need documentation.

1 On the Reports menu, click Shifts in Excess of Standard Hrs.

2 On the Shifts in Excess of Standard Hours Report dialog box, perform

one or more of the following as appropriate

- click the Request Number drop-down arrow, and then click to select

the Request Number of your choice

- click the Person drop-down arrow, and then click to select the Person

of your choice.

3 Click the Start Date drop-down arrow, and then click to select the Start

Date of your choice.

4 Click the End Date drop-down arrow, and then click to select the End

Date of your choice.

5 Inthe Excess Hours box, type the minimum total number of Excess
Hours to be reported.

6 Under Sort by, click to select one of the following

- Request#
- Person
- Total.

7 Click the Run Report button.
8 To print the report, click the Print Report icon.
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The following diagram shows the Shifts in Excess of Standard Hours Report
dialog box.

in Excess of Standard Hours Repork — 1ol x|

Shifts in Excess of Standard

Hours Report
Select a 5pecific or
(™ Partial Request
Request Humber I - Mumber
Select a Specih
Person Iﬁ - p::;—,a pecis
¢~ Select al
Start Date IDAM 3/2004 - Personnel
End Date 04/13/2004 d

Excess Hours

Sort by:

" Request # £ Persan * Total

The following diagram shows a sample Shifts in Excess of Standard Hours
report, as it appears on your screen.

=lojx]
L. " eFystal oge

TLECFO00000 delichiid 015564
SEINTS W LYCATS 08 STaMDRD BAURS
Sum: 4RO Swp: delSennd
Sumdad 000

e Sk x oo
CALLAHA, DAV ERTETH
VAIQUET, GARY Aeadebitins
SACITER, THOMAS LLTLTTH
e
ey
L T
LLTLTTH
e
ey
P0G
FERT, D i Aeidebitins
TP, WES LLTETTH
COLAD, JEREMT LLTETTH
MARSHALL, dAidid Py
BLARE R R in T
LETETTH
LLTETTH
Py
PRATI0G
Aeiihebiini
LLTETTH
LLTETTH
Py
Aeiihebiini
LLTETTH
LLTETTH
Py
R in T
LETETTH
LLTETTH
Py
LT
Aeltekitins
elGedn g
elicking
elceiny
Feldvkind
elGednd
CALLAEAN, DAV elicking
EEMT, D it eliceiny
BALT, T2 Plaeping
Aeltekitins
FET, D elGedn g
CALLAHAN, DAV elicking
elceiny
Feldvkind
elGednd
elicking
elceiny
Feldvkind
elGednd
rrdedin g
Predcein g
LLTLTTH
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To view the Equipment Management Report
1 On the Reports menu, click Equipment Management.

2 To print the report, click the Print Report icon.

The following diagram shows a sample Equipment Management Report as it
appears on your screen.

. Equipment Management Report =101
*x G & F = o || 10« 1 of3 LRI | " Crystalege
WALL 4/13/2004  10:21:48,
ID-SCF-000000 H
Equipment Management Report
Kind Code  Description Tnigue D Request Number Hired Date Hired Time
ATV ALL TERAIN YEHICLE
CHARLES MITALEM: E-38 E-3E 0711352003 1200
1 ALL TERAIM VEHICLE
BU3 BUS
HCCESS BUS COLE-54 E-34 07118/2003 1430
1 BUS
CRISY COMMISSARY MGE

NORTHWEST CONTRACTOR. E74
1 COMMISSARY MGER.

DOZZ DOZER TY 2 MEDIUM
RAY PETERSONES4 E54 072252003 1500
1 DOZER TY 2 MEDIUNM
ENG4 ENGINETY 4
CHARIOTS OF FIRE, E-5% E59 071972003 0530
MICHAEL THIRY: E-60 E-40 07i1972003 2030
PACIFIC WILDLIFE E52 071972003 0e00
IDAHO HEATSEEKER. E-42 071972003 1200
4 ENGINE TY 4
ENGS ENGINETY 5
FERGTUS0ON MANAGEMENT E-47 071972003 1400 _lﬂ
*

To view the Contractor Debits Report
1 On the Reports menu, click Contractor Debits.

2 On the Contractor Debits dialog box, click the Contractor drop-down
arrow, and then click to select the Contractor of your choice.

3 Click the Run Report button.
4 To print the report, click the Print Report icon.
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The following diagram shows a sample Contractor Debits report as it appears
on your screen.

=1olx|

x G & g =fiox 7] || 4« 1 o1 I “Crystaloge
CONTRACTOR DEBITS
41352004 10:25:0280

COMTRACTOR {Hue and EIH/SSH)
BIRD TIRE CENTER
000050009

IMCIDENT ORPROTECT HAME

WALL

Eind Code:  WATZ2

tiqeT:  BIRD TIRE CENTER: E-90 Mike 1003 WESTERN STAR. Meld WATER TENDER 3000 CGA
Activity Date Description Total
WA3R2003 DIESEL 520 $87.83
3052003 UNLELADED GAS $4.37
22003 DIESEL $144.14
Equipment Total $236.34
Contractor Total $236.34

To view the Payment Summary of Equipment report
1 On the Reports menu, click Payment Summary of Equipment.

2 On the Payment Summary of Equipment Usage Report dialog box,
click the drop-down arrow, and then click to select the Contractor of
your choice.

3 Click the Run Report button.
4 To print the report, click the Print Report icon.

The following diagram shows the Payment Summary of Equipment Usage
Report dialog box.

. Payment Summary of Equipment Usa o ] 4|

Payment Summary of Equipment
Usage by Contractor

| =

Fiun Report
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The following diagram shows a sample Payment Summary of Equipment
report as it appears on your screen.

. Payment Summary of Equipment Usage

Payment Summary of Equipment Usage - For Faplofl

EENTRACTEOR WRORMATIN T DENT OF PROIZET WRORMATIN

IDAHO HEATSEEKER WALL
999999999 ID-SCF-000000
202 BOREDALE WAY

OTE. TOWH, ID &5 i

Eind Descrigtion Tnique Fqu pruet Harne Fosts Adjustrnents et Amourt.
1 ENGINE IV+ IDAED HEATEFRER. 16,000 00 13,751 31 $12,245.69
Coniracior Grand Totals $16,000.00 $3,751.31 $12,248.69

To view the Summarization of Hours Worked report

1 On the Reports menu, click Summary of Hours Worked.

L of1 » ¥ o= ||# | “Crystal e

=101 ]

-

2 On the Summarization of Hours Report dialog box, perform one of the

following

- to obtain information for an individual, click the Select Person drop-

down arrow, and then click to select the Person of your choice.
- to obtain information for all personnel, click Select All Personnel.

3 Click the Run Report button.
4 To print the report, click the Print Report icon.

The following diagram shows the Summarization of Hours Report dialog box.

w. Summarization of Hours Repork -0l =l

Summarization of Hours Worked

Select Person: I | j

o Select al ¢~ Select a Specific
Personnel Person

Run Repart
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The following diagram show a sample Summarization of Hours Worked on
Incident report as it appears on your screen.

&, Summary of Hours Worked i =] 3|
| & & & =[x o] || 14 4 1 o1+ L "~ CFystal e
-
WALL IC-5CF-000000 411302004 10:36: 144 T
SUMMARIZATION OF HOURS WORKED ON INCIDENT
Person S5H Kind/Position Howrs on Incident Corarnissary Deductions
ACELER, DO 000090000 PO 0350
Inddividuals Total 9330 $ 560
ADANE, WILLLAN 909950000 HC2 200.00
Individuals Total 200.00
ADDISON, ARLEE 900859003 HC2 220.50
Inddividuals Total 22050
LGUIRE, TYROWE 000090000 CAMWEP 3700
Individuals Total oo
ALREE, GINA 900800003 SEC2 135.00
Inddividuals Total 13500
LIMAGUEL, JOHH 000090000 HC2 218.00
Indrviduals Total 21800
ALNC, TIM 909.89-0000 HC1 17200
Inddividuals Total 17200
LIMOND, RAFAEL 000090000 oo L140.00
Individuals Total 1&0.00
LHDERS, JEFF 909.85-5009 HECFE 257.00
Inedviduals Tatal 25700
ANTIERSON NOIET. Q00900000 HC2 11900 _ILI
*

Performing searches for personnel or equipment

This section explains how to perform personnel and equipment searches and
how to sort data elements by column heading.

Personnel and equipment searches are performed in the same manner. By
performing a search, you can:

e query on one or more data elements
* find a resource and determine whether a name is connected to the wrong
resource.

By using the sort feature in ITS, you can organize the data elements to suit
your reporting needs.

To perform a personnel or equipment search
1 Click the Personnel Search button or the Equipment Search button.

2 Locate the column heading that identifies the data element for your
search.
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3 To narrow your search, click in the blank cell above the column heading
of your choice, type the first several characters of the target data element,
and then press TAB.

The following diagram shows the Personnel Search screen.

Incident Time System —|=] x|
File Incident Data Personnel Contractks Posk Tme Debits Reports Tools  Help
EL | i.l x ‘ |"1f=id'3"1tmll[:"SCF'DUDDDU jlﬂCidEHlNGWEIWALL j [~ Manage &l Inciderts as One
w Requesth Last Mame First Mame S5N Eind Statuz FedCode
Personnel g p I I I I I I
A Reqg # Last Mame First Hame 55N Kind Status FedCode =
w ? E-31 ACKLER DM 993-93-9399 FU Checked-ln AD
3 ADAMS | LLIAM 999-93-9393  |HC2 Demobed FED
D%:;’;f; " C1 ADDISON ARLEE 933939933 |[HC2  |Demobed GEC
C-7 AGUIRE TYROME 993-93-9393 CAMP | Demobed AD
0-43 ALBEE GIMA 999939339  |SEC2  |Checkedln FED
C-20 ALCOSTA EVERARDO 933-93-5393 HC2 Checked-ln
Carlizss C-43 ALEREZ RaUL 999-93-9399  |HC2 Checked-In
- C-43 ALFONSO EMILIO 939939333 |HC2 Checked-In
ﬁ-’ C-11 ALMAGUEL JOHN 993-93-9399 HC2 Demobed FED
5 3 ALMD TIM 999939335 |HC1 Demobed FED
Commissary/ 3 ALMOND RAFAEL 939939333 |CC Demobed OTHER
ebits C20 ALVEREZ JOSE 993999999 |HCZ  |Checkeddn
416 ANDERS JEFF 999939339  |HECP  |Demobed AD
C-25 ANDERSOM MOEL 939939333 |HC2 Demobed OTHER
C13 AMDERSON ROBERT 993-93-9393 CC Demobed OTHER
) C-43 ANTONIO GUILLERMO 999-93-9333  |HC2 Checked-n
Past Time c2 APPLINGTOM ZACH 933-93-5393 SME Demobed FED
C-45 ARMSTROMG RUSSELL 999-93-9333  |HC1 Demobed AD
@ CH ARMESON T 939939333 |HC2 Demobed FED
- 43 AZEVEDD TOMAS 993959939 |HCZ  |Checkeddn
Search 0-14 EACHD SEAN 999939939  |BCMG  |Checkedln FED
0-113 BACOM DavID 939939333 |HECM  |Checkedn FED
C-41 BAKER DOMMNY 993-93-9393 FFT1 Demobed OTHER
it E-24 BALL KENT 999939339 |"WTRK |Checkedln
B erricth 3 BALT JOSE 939939333 |CC Demobed OTHER
C5H BARMETTE JOSE 993-93-9393 HC2 Demobed AD
C-41 BALMAN DENAE 999939333 |FFT1 Demobed OTHER
C-45 BE&M MICHAEL 933-93-5393 HC1 Demobed A0
0-116 BELL JOHN 999939339  |S0F2  |Checkedn FED
C-52 BELL JOHN 939939333 |HC1 Demobed FED
C-20 BEMDEROS LEONEL 993-93-9399 HC2 Checked-ln
C-36 BEMMETT ROE 999939335 |HC1 Demobed FED
416 BENTON KELLY 939939333 |HECP  |Checkedn OTHER
C-45 BERRY AARON 993-93-9393 HC1 Demobed FED
0-67 BERRY DOROTHY 999939333 |DRIMY Checked-n
0-E6 BEYER CARL 939939333 |FOBS  |Checkedln FED ~|
g D
Berver: PCIOANISUITE Database: MEDET rainingd0R test |

September 9, 2004 61



Incident Time System User’s Guide

Incident Time System User’s Guide

The following diagram shows the Equipment Search screen.

ncident Time System

File Incident Data Personnel Contracts Post Time Debits Reports Tools  Help

=]

ﬂ! | m @ Fad | Incident # | 10-SCF-000000 j Incident Name IWALL j ™ Manage All Incidents as One
- B
¥ Equipment Search
[ Contractor Name Contractor Mumber Agreement Number Reguesti Kind Code Unigue 1D Status
¥ oJ | | |
Contractor Mumber| Agreement Mumber |Req. # Kind Code | Unigue 1D Status =
Crews/ 939333933 SCMF/BLM-0003  |E-35 FU MCCOMMAGHY, PAT; E-35 Checked-ln
psiciors 0€7 DRIY  BIGELOW CheckedIn
QUALITY MOTORS 9399539339 |Dahwy-0234 E-13 PU BIGELOW; E-19 Checked-In
SaLMON MOTOR CARRIAGE 9393533339 SCMF/BLM-0041  |E-B3 PU SaLMON MOTOR: E-83 Checked-In
Cartiaes GRAMNT PETERSON 939993933 SCMNF/BLM-0041 E-&7 FU GRANT PETERSEM Checked-ln
E-33 GRD SCF GRADER Checked-In
E-100 PU PICK-P - BONMEY Checked-In
5-2071 TRCL LEMHI SAM; 5-2071 Checked-ln
Cammissary/ LEMHI SANITATION 999353933 D&Y -1042 5-2020 MISC LEMHI SAM; 5-2020 Checked-ln
Dehits & SWEET PEA SEWER AND SEPTIC 9399593339 BE-03RE-2-6019 5-2215 MISC SWEET PEAS-2215 Checked-In
it SWEET PEA SEWER AND SEPTIC 9393533339 5E-03RE-2-6019 5-2019 TLT SWEET PEA: 5-2019 Checked-In
SalMON MOTOR CARRIAGE 939333933 SCMNF/BLM-0041 E-B0 FU SALMON MOTOR: E80 Checked-ln |
SALMON MOTOR CARRIAGE 999959339 SCMF/BLM-0041  |E-B5 PU SALMON MOTOR; ESS Checked-In
QUALITY MOTORS 9399533339 |Dahwy-0234 E-B6 FU QUALITY MOTOR; E-86 Checked-In
Post Time: AE7 HEL1 Checked-In
OMO COMSTRUCTION, INC 999993933 SCMF/BLM-0027  S-231E MISC OMO CONST 52316 Checked-ln
@ O#O COMNSTRLUCTION, INC 999959339 SCNF/BLM-D027  |5-2339 MISC OMO COMST 52339 Checked-In
ERTaneel OO0 CONSTRUCTION, INC 9393533339 SCMF/BLM-D027  |5-2338 MISC OO COMST 52338 Checked-In
Search OmMO COMSTRUCTION, INC 939333933 SCNF/BLM-0027  5-2340 MISC OMO CONST 52340 Checked-ln
QUALITY MOTORS 999353933 1D -0234 E-&1 FPU QUALITY MOTORSESN Checked-ln
R&Y PETERSOM 9399593339 53-0356-2-0003 E-101 LOwWE  RAY PETERSOME101 Checked-In
E-23 SHw ELDORADD 'WATER Checked-In
qu‘;'jr“;g“ MISSOULA FIRE DEPARTMENT 933333333 SwWS-SWL0-001  E-93 VEN MISSOULA FIRE DEPART Checked-In
0-76 CRIY ERANTMER, LAJON Checked-In
REGINA LATTIN 9399533339 |Daiw-1040 E-32 PU LATTIM, REGINA; E-32 Checked-In
QUALITY MOTORS 9393533339 |Dahw-0234 E-B2 PU QUALITY MOTORE: E-82 Checked-In
R&Y PETERSOMN 999993933 53-0356-2-0003 E-94 DoZ2 RA&v PETERSOMES4 Checked-ln
E-0000 EMG4 SULA 3 Checked-In
5-8888 TRAN MOE / DEMOB Checked-In
5-8886 CACH CaCHE SUPPLIES Checked-ln
5-8884 SUP SUPPLIES [MO CACHE] Checked-ln
SWEET PEA SEWER AND SEPTIC 9399593339 BE-03RE-2-6019 E-147 MISC SWEET PEA; E-147 Checked-In
JC RAMCHES 9393533339 |D-SCNF-005 5-598 MISC JC RANCH Checked-In
5-8882 RES MEDICAL Checked-ln
MAD TRAPPER COMTRACTIMG 999959339 ICAD3145 c12 HC2 MAD TRAPPER; C-12 Checked-In ~|

Gerver: PCORENIETUITE Databaze: MIDETrainingd0® test |

To sort data elements by column heading

1 Click the Personnel Search button or the Equipment Search button.

2 Locate the column heading that identifies the data element you want to

sort, and then click that column heading title.

Putting it all together

This section explains some advanced topics you can perform in ITS, including

how to:

* manage contractor and agreement data from IRSS input

*  work with the appropriate Unit of Measure (UOM) and coordinating with

cost
* handle complicated contracts

* work with auditing functions for personnel and crew time, equipment

time, and commissary time
* close out pay documents
* manage multiple incidents.
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Managing contractor and agreement data from IRSS input

This section explains 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 to post time to
contracted resources.

The following diagram outlines the basic process for working with contractor
and agreement data.

Does the
contractor
already exist?

Add a new contractor

Create an agreement and
attach it to the contractor

Y

Add resources and rates and
link them to the contractor
and agreement

To determine if the contractor already exists in the I-Suite
database

1 Click the Contracts button.

2 On the Contracted Resource Add/Edit screen under Select Type, click
to select the Contract Resource of your choice.

3 Click the Contractor Name drop-down arrow, and then click to select the
Contractor of your choice.
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The following diagram shows the Contracted Resource Add/Edit screen. The
arrow points to the list of existing contractors in the [-Suite database.

#_ Incident Time System

=18 x|

File IncidentData Personnel Conbracts PostTime Debits Reports Tools Help

2@ X Ingident # [ CO-COS-000001 =] Incident Name [DENVERTEST | T Manage Al incidents s One
Contracted Resource Add/Edit

Hote: Unique Name shows ALL contracted
resources of the selected type.

Select Resource B
Personnel Select Type & Mame ¢ Request Humber TUnigne Name
w* & Contract Equipment
Contrastor M; v | Select or Add the Cortractor
Crows! 8 Emmmers . o m“;:m e and Agreement for the
el " Other Contracts greernent or: e B = Selected Resource
Contractor | Agresment | Resouce [ALAN BROCKuwAY
! ARF LIMITED LIABILITY
Aad | Edt | BIRD TIRE CENTER
Contracts BLACKFOOT
i BRIAN CONNOR
BTAT VALLEY EMERGENCY
Enms, " CLEAN MACHINE |
Tehis & * Mare DED TRANSPORT
Additiors: DAN FALLER CO. | _‘
* EIN § S5 Cleat
Post Time
Acdress |
Persannel city | ST | =l Zip
Search
Phone |[ ] -
Equipment
Search

erver: PCODANISUITE Database: [3uiteTest421

To add a new contractor

Refer to the contract to add new contractor data. For more information about
adding a contractor, see the previous section, “Working with contractor and
agreement data.”

1 Click the Contracts button.
2 On the Contracted Resource Add/Edit screen, click the Add tab.
3 Complete the following information as appropriate

- Name
- EIN/SSN
- Address
- City
- ST
- Zip
- Phone.
4  Click the Save button.

For an example of the Contracted Resource Add/Edit screen, see the
previous section, “Working with contractor and agreement data.”
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To create an agreement and attach it to a contractor

Before creating the agreement, be sure the Contractor Name is displaying on
the Contracted Resource Add./Edit screen.

1 On the Contracted Resource Add/Edit screen, click the Contractor
Name drop-down arrow, and then click to select the Contractor Name of
your choice.

2 Click the Agreement tab, and then click the Add tab.

3 Complete the following information

Agreement Number

Begin Date

Expiration Date

Point of Hire

Administrative Office for Payment.

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

5 Click the Save button.

For an example of the Contracted Resource Add/Edit screen, see the
previous section, “Working with contractor and agreement data.”
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To add resources and rates and link them to the contractor and
agreement

1

On the Contracted Resource Add/Edit screen under Select Resource
By, click Name or Request Number.

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

Complete the Contractor Name and Agreement Number boxes for the
Contractor/Agreement of your choice.

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

- in the Unique ID box, create a unique name for the resource

- complete the Make, Model, and Remarks boxes, as appropriate

- click to select the Gov’t Operator and Gov’t Supplies check boxes,
as appropriate

- complete the Hired Date and Time boxes and the Released Date and
Time boxes, as appropriate

- click to select the Withdrawn check box, as appropriate

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

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

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

- press TAB twice to advance the cursor to the next Rate Type box.

Remember to add all primary rates, and use special rates for mileage.

Be sure to press TAB to advance the cursor to the next blank row!

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

Click the Save button.

On the Warning - Check for Agreement/Contractor dialog box, click
Yes.
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The following diagram shows the Contracted Resource Add/Edit screen. The
arrow points to the Primary and Special Rate Types.

#_Incident Time System

=12l

Flle Incident Data Personmel Contracts Post Time Dehits Reports Tools Help
B 2@ X Incident # | CO-C0S 000001 ] Incident Mame [DERVERTEST | I Manage Allincidents as One
,I‘r Contracted Resource Add/Edit

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

Select Flesource B
Personnel || - Select Type @ Name € PequestMumber | Urique Name: [DANFALLER ENG -
lﬁ,‘* i Contract Equipment
Contractor Nams: | DAN FALLER CO. ~| [Sekest or Add the Contractor
Wy ||| ® GeresEres I I N
il " Dther Contracts Agreement Nurcher: | DAN-9333333 - Selected Resaurce
Operalors
Contractor | Agiesment | Resource |
% add | Edit |
Contracts . .
& ‘Rewstbuber [ET12 | I~ Govt Operator I~ Gow't Supples
L e LA Date Time
Commissaiy! e /Festen | ENGE B Fﬂqw Hired[05/19/2004 | [o0:00 Save
Debits & . add
Addiions St [Checketn ] apcas)| | peeased] 77 [
“Urique I [DAN FALLER ENG I~ Withdrann
Make
Past Time
@ Madel * Account Code [FZWESS -
Fersonnel Remarks |
Search = Rate Type |- UOM “Rate  [Guaianiee |Deserption Tab Past
> Frimary ~[Howly =] $400.00 $3,200.00 B UOM
Special ~|Mieage  +|$033 | MILEAGE f;g’gs"
Euipment ¥ = = I il
carc

erver: PCOOAIMMSTITE Datahase: [SuiteT estd2] I |

The following diagram shows the Warning - Check for Agreement/Contractor
dialog box.

Warnin - Check for corrrect Agreeme |

Do yiou want ko save this resource with the Following?
Agreement #: DAN-9999390
Conkrackor: DAN FALLER. 0,

If you select NGO, the resource will NOT be saved!

Yes Mo |

Understanding rate

types and Units of Measure

Remember these key points when working with rate types and 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.

Be sure to match the correct rate type with the correct UOM.
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Posting time for contracted resources

This section explains how to post time for contracted resources using the
appropriate primary and secondary rates, and how to print the OF-286.

To post time for contracted resources

1

Click the Post Time button, and then click the Contract Equipment,
Crews and Other tab.

Under Select Type, select the equipment type of your choice.

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

Perform one of the following

- Click the Equipment Unique ID drop-down arrow, and then click to
select the Equipment of your choice.

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

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

Under Post Options, click to select the Rate Type of your choice.
If one-half rate applies, click to select the 1/2 Rate check box.

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

To commit the posting, click the Commit Posting button.

Once you have correctly posted the time for the resources, you can print
the OF-286.

To print the OF-286

You can also print the OF-286 by clicking the Print OF-286 button on the
Incident Post-Posting Equipment screen.

Once you create an original invoice, you cannot edit it.

1
2

On the Reports menu, click OF-286 w/ Deductions.

On the OF-286 dialog box under Select Type, click to select the
equipment type of your choice.

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

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

Click the Equipment drop-down arrow, and then click to select the
Equipment of your choice.
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6 Click the Last Date Included on Invoice drop-down arrow, and then
click to select the Last Date for the partial payment.

7 Under Report Options, click to select one of the following

- OF-286 with Itemized Deductions
- OF-286 Only
- Itemized Deductions Only.

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

Deleting a duplicate contractor

You may find that a contractor was entered in ITS twice. This duplicate
resource may or may not have attached resources.

You cannot delete a contractor with attached resources and/or an agreement.

The following diagram outlines the basic process for deleting a duplicate
contractor.

Rename duplicate
contractors

|

Are No
resources
attached?

lYes

Move resources to Delete the
the contractor —> agreement attached —>
you are keeping to the contractor

Delete the
duplicate contractor

To locate duplicate contractors
1 Click the Contracts button.

2 Click the Contractor Name drop-down arrow, and then locate the
duplicate Contractor Names.
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The following diagram shows the Contracted Resource Add/Edit screen. The
arrow points to two duplicate contractors.
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To rename duplicate contractors

1 On the Contracted Resource Add/Edit screen, on the Contractor tab,
click the Edit tab.

2 Click the Contractor Name drop-down arrow, and then click to select the
first duplicate Contractor Name you want to rename.

3 In the Name box, edit the Contractor Name, and then click the Save
button.

For example, insert the number “1” to the end of the first duplicate
contractor name.

4  On the Edit tab, click the Contractor Name drop-down arrow, and then
click to select the second duplicate Contractor Name.

5 In the Name box, edit the Contractor Name, and then click the Save
button.

For example, insert the number “2” to the end of the second duplicate
contractor name.

To determine if the duplicate contrator has attached resources

1 Click the Equipment Search button.
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2 To sort data by Contractor Name, click the Contractor Name column

heading.
3 Scroll to the duplicate Contractor Name(s).

If the Contractor Name is listed on the Equipment Search screen, it has
attached resources. If one of the duplicate contractors does not appear

on the Equipment Search screen, then it does not have attached
resources.

The following diagram shows an example of the Equipment Search screen.

The arrow points to the contractor, “Quality Motors, Inc”

#, Incident Time System =181
Fie Incident Data Personnel Contracts  Post Time  Debits  Reports  Tools  Help
B aE¥X Incident # | C0-COS-000001 =] Incident Name [ DENVERTEST =] I Manage Al incidents as One
S .
Equipment Search
Parsonnel Contractor Name Contractor Mumber Agreement Mumber Requestit Kind Code Unique 1D Status
¥ ol | | | |
Coniractor Number| Agreement Number |Req. # Kind Code [Unique |0 [Stat: |
L SCNF/BLMO020 |E-33 WATZ  DAHLE CONSRTOCTION Checkedn
OE=riEm 9393559 2398787657 E-70 Fu ILLON Checkedin
533393333 ELD-123445 E23 SHW  ELDORADOWATER Checkedtin
939933939 53024822298 |C-20 W2 FERGUSOMMAMAGEMENT  Checkedin
Contracts 939999333 53024822298 |E67 ENG5  |FERGUSON MAMAGMENT | Checkedin
939993999 1234567890 C50 HC2 FRANCO 136 Checkedin
L 939999393 1234567890 C43 HC2 FRANCO 134 Checkedn
b SCNF/BLM-0023  |E-108 ISC_|COMM TRAILER Checkedtin
Commissary/ 609569068 5603139010 |E-48 OwB  RICHARDSON LOWBDY Checkedin
Debits & [IDAWY-1027 -3t FU (L4, JAMES Checkedn
o) 9993339 AB9BET09 23 PU LIBGY ALTO SALES Checkeddn
933333353 5603513017 120 BUS /5 BUS 4 Checkedin
933393993 5603513017 132 BUS /5 BU5 3 Checkedin
939993999 0100000752222 |C12 |HC2 14D TRAPPER Checkedin
Post Time S684MB-30063 |66 ENG6 | DUTFOST OF ENT. INC Checkedtin
53024822303 |E58 ENG4  PACIFIC WILDFIRE Checkedin
@ 933333353 PN 098785 E-286 ENGE | PANCHOT ENGINE Checkedin
Personmel SCNF/BLMA0003  |E-35 FU CGUFFIN, PAT Checkedin
Seemeh 939999333 NMODDE3827  |C34 HC2 ¥ CREW Checkedin
539999339 123456783 E-24 WTRK |BIRD TIRE Checkedtin
99399339 1DAWY-0234 86 PU QUALITY MOTOR E-86 Checkedn
93333333 1DAWY-0234 81 U QUALITY MOTORS £-81 Checkedin
qu“:a’,”f;t 93333339 1DAWY-0234 -62 ] QUALITY MOTER E-82 Checkedin
93333333 1DAMWAY 0234 19 0] QUALITY MOTOR Checkedin
P 933393393 23234556 &] LAT | QUALITY MOTORS, E-63 Checkedin
53035620003 |E-94 022 RAY PETERSON Checkedin
AW-1040 E-3 ] LEWIS, ALAN Checkedtin
CHF/BLM-0021 |E-4 U HY5S0M, DARREL Checkedin
AWA010 1 T ALMON OIL SEMI STOP Checkedin
AP T10 B U ALMON MOTOR Checkedin
AWYA010 83 0] A OTERE-83 Checkedn
AWATI0 E-85 ] ALMON MOTOR £-85 Checkedtin
SEOIRE26016  |E-147 150 RAVWATER TRUCK. Checkedin
123456788 5603513013 |E135 [ WAYNE NEILL S5 TEAM  CheckedIn
95.9335999 SCNF/BLMA00A | C-35 HCZ  |WEST COAST REFOR Checkedin =
erver, PCSP6ZMSUTTE Database: [SuiteTestd2] [ |

Quality Motors and Quality Motors, Inc are duplicate contractors. Since both

contractors show up on the Equipment Search screen, they both have
attached resources.

To move attached resources from one contractor to another
1 Click the Contracts button.

2  On the Contracted Resource Add/Edit screen under Select Resource

By, click Name or Request Number, and then click to select the Name or

Request Number to be moved.

3 Click to select the target Contractor Name and Agreement Number for

the resource to be moved, and then click the Save button.

4 Move all remaining resources to the target Contractor Name/
Agreement Number.
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The following diagram shows the Contracted Resource Add/Edit screen. The
resource, “E-89” is currently attached to QUALITY MOTORS?2.
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The following diagram shows the same resource, “E-89” moved to
I
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To delete a duplicate contractor with no attached resources

You must first delete the agreement before you can delete the contractor.

1 Click the Contracts button.

2 Click the Agreement Number drop-down arrow, click to select the
appropriate Agreement Number, and then click the Delete button.

3 Click the Contractor Name drop-down arrow, click to select the
Contractor Name you want to delete, and then click the Delete button.

4 To verify that you deleted the duplicate contractor, click the Refresh
button.

The following diagram shows the agreement to be deleted from QUALITY
MOTORS?2.
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The following diagram shows the agreement deleted from QUALITY
MOTORS?2.
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Working with partial payments

This section explains how to post a partial payment for a firefighter or to a
contractor.

Be sure to notify cost personnel about the partial payment!

To post a partial payment for a firefighter

Contact the responsible hiring agency for processing procedures if you need
to post a partial payment for an OF-288.

To post a partial payment to a contractor

After printing the Original invoice, you can send it to the payment center for
payment.

1 On the Reports menu, click OF-286.

2 On the OF-286 dialog box, complete the Contractor, Agreement, and
Equipment boxes.

3 Click the Last Date Included on Invoice drop-down arrow, and then
click to select the Last Date for the partial payment.
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4 Under Print Options, click to select Preview/Print ORIGINAL
Invoice, and then click the Preview/Print Invoice button.

Once you create an original invoice, you cannot edit it.

5 Click the Print Report icon, and then click the OK and Yes buttons on
the IReports dialog boxes.

To delete a previous invoice for payment to a contractor

Do not recreate an invoice if one has already been sent to the payment
center. Use this option only if the previous invoice has not been sent to the
payment center.

If creating the final invoice, set the release date and time, so that the
information will be carried over to the resource edit screen for equipment.

1 On the Reports menu, click OF-286.

2 On the OF-286 dialog box, complete the Contractor, Agreement, and
Equipment boxes.

3 Click the Delete Last Invoice For Selected Resource button.
4 On the Warning dialog box, click Yes.
The following diagram shows the OF-286 dialog box.
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The following diagram shows the Warning dialog box.
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