Incident Time System User’s Guide

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.

September 9, 2004 1



Incident Time System User’s Guide Incident Time System User’s Guide

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.
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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.
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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.

September 9, 2004



Incident Time System User’s Guide Incident Time System User’s Guide

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.
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Incident Time System
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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.
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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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The following diagram shows the Add tab on the Incident Add/Edit screen.

#_ Incident Time System

=l

File IncidentData Personnel Contracts PostTime Debks Reports Todks Help

BB % Incident # 10-SCF-000000 =] Incident Name [WALL =] T Manage Alincidents as One |
.
Incident Add/Edit
Personnel || "3 I Edit |
W
Crews/
Opsiators
* Incident Name | Location. |
Contracts S buber [ stte [ ]
. 5 , * docounting Codz | Start Date |_/_/
Sranissar
Debiat Mote: 1f additionsl acoount codes are needed, they can
Additions be arded under Manage Incident Accourts.
Administrative Office For Payment

Administative Office for Paymentis connected with each agreement, You can
ar the e information on the Coriracts soreen when you add or edi an
anteentent *Pou tan ako add or sdi adesses from the menu b uder

@ ‘Incident Data' then 'dmin Office for Pagment "

Post Time

Personnel
Search

Equipment
carcl

erver: PCO9S2SUITE Database: MEDETtainingd08_test

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|
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¥ 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
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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.

Overlapping Hours: 5[
9 ACKLER, DOM [999-93-93933] E-H

Thiz perzon has overlapping hours for the penod(z] of:

Owverlapping hours from 7:00:00 PR ko 17:00:00 Pk

Wwhould o like to ovenarite the previous pozstz) with the curent one’y
IF you chooze not ko ovenwrite changes, the current post will be cancelled.

Yes ez to Al Ha Mo to Al

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.

=10l x|

Emergency Firefighter Time Report
Request Mumber: I 'l L Egjqeﬁ.;:t?ﬂenfg;
Crew Mame: I VI o g;:;:ig Crew

Is Select a Specific

Person: I - l Perzon

Select all
Personnel

[~ Final Invaice

Freview Report

Frint Report
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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.
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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.
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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.

Print x|
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Cancel |
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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.

#_Incident Time System = 12| %]
File IncidentDats Personnel Contracks Post Time Debits Reports Tools Help
B, |2 ® % | [ ncidert ] 1D-SCF-000000 =] Incident Mame [FwiALL =] T banage Allincidents a5 One \
) =
rw Crew & Operators Add / Edit
Personnel || Ad8 |/ Editd Tookup?
m { P Hembers tofed
Crews! Cienw/Ecuipment | Member/Operator |
Operslors
—] Select Personnel [ =]
* Reuest Nurber “Kind / Pastion -
E“S asthame [ S — gave
| * Fist Name
5 - “AD/Fed/Other ~
Commissay? || Social Secuity Number | - -
Dekis & =
Addiions ticcount Code [Rssigned (@ Cren, EQUR Thers By =
Remaiks
Pagment Information | Persornel Maiing Adcress |
Posl Time
® I Inlial Employment Point Df Hie [
Persannel L Restun Travel *hrea -
Search
6[9 " Class -
Equpent * Curent Rate
Search
erver. POBIGISUITE Database: MSDET rainingd1

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

28
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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.///
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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.

#,_Incident Time System =12 x|
File Incident Data Personnel Contracts  Post Time Debits Reports Took  Help
@ x| Incident 3| 1D-SCF-000000 ] Incident Name [wALC | [ Manage Allincidents as One
> . 1
Incident Post Posting Crews I Use Erter Key as Tab for Posting
Peroonnel || Personnel | Ciews & Operators | Contract Equipment, Crews and Other |
ﬁq* Req [a34 = Eqﬁ::ﬁ:;’fjé 2w Ak KW 5 Selectal | Select Hone | Invert Selection |
Uiy *Date * Start Time_*Stop Time_ Spesial Hours . Crow Members 1 selecied] 1
Operstars || |—/'—'— | = = I | Posting| |[Lasthiame FistHame FStas__ [S8N =
[~ Check here to Post Retun Travel Day = Accaunt COLEMEN MERVIN Checkedln |333333939
FERNANDEZ. DACIA | Checked-In 0413/P46000 ] e Cop
Coniracts RIS o e Ciatai Llaicomisa 1 Pay
h Date Stat _[Stop [Special |Hous [As PETERSON ANDRA 33
I 07/18/2003 |03.00 o HP <3 /PAE000 ROSSI |RUDY |Checkeddn |993535359
e 07/18/2003 1230|2200 |HP |95 JE4E000 SUGG |scoTT |Checkeddn |333333353
Debils & 07/19/2003 (0600|1200 |HP <] JP4E000 UPTON |&nDY |Checkedin |333333333
Addiions 07/19/2003 1230|2200 |HP |85 JE4E000
| [o7/20/2003 [0E00 (1200 |HP < |6 JP4000
07/20/2003 |12:30 =10 |0413/P46000
07/21/2003 =6 |0#13/P46000
Post Time [ [~ |E 000
07/22/2003 | 06:00 =6 |D#13/P45000
@ [ [o7/22/2003 (1230 (2230 |HP |10 |0413/P45000
07/23/2003 (0600|1200 |[HP |6 | 0413/P46000
P;’::::"If' 07/23/7003 1230|2200 |HP__ +|95 |0413/P48000
07/24/2003 | 06:00 TVL |0 | 0413/P46000
Ecuipment
Search

erver: PCOOARIMSTITE Datahase: MEDETraining402_test I

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.

#_ Incident Time System

=lalx|

File IncidentData Personnel Contracts PostTime Debits Reports Tools Help

B [ ZJ® | [2) moidsnt ] ID-SCF-000000 = Incident Mame [ALL =

I~ Manage All Incidents as One

i Contracted Resource Add/Edit

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

Personnel

Contractor Narme: | BEERINIEINGEE x| [Select or Add the Contractor
and Agreement far the

Select Resource

Select Type @ Name (" AequestNurber | UmigeNemes [~ <]
(3 * Contract Equipment

1 Contract Crews

" Other Contracts Agreerent Huraber - Selected Fresource

Contractor | Agreement | Resource |
% Add | Edit |

:
Commissary? Save

Drebits & * Mame IEHAR\DTS OF FIRE
Additions

*EIN JSSM  [999933333
Post Time
@ Address [23885 BOEHNER ROAD

Persorinel City [OUR TOWN ST [iD =] Zip [e3676

Search
Phone |[655] 5555555

Equipment
Search

erver POODAMISTTITE Database: MEDET rainingdl2_test I

September 9, 2004

39



Incident Time System User’s Guide

Incident Time System User’s Guide

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.
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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.

#_Incident Time System =18 x|

File Incident Data Personnel Contracts PoskTime Debits Reports Tooks Help

B i@ X ncident # | 1D-5CF-000000 ] Incident Hame [wiLL | T Manage Alllncidents as One:

s Contracted Resource Add/Edit

Note: Unique Name shows ALL contracted
resources of the selected lype.

IH‘ Select Resource
Persormnel || Select Type T Name & Requsst Murber | Request Murber [£73 -
| = Contract Equipment
" Cantract Crews
" Other Contracts

I'II'I T Contractor Nars: | BNEENTENEIS =] [Select orAdd the Contractor
LI and Agreement for the
a Agroement Nurber: [ DY 1067 - Selected Resource
perators
Contractor | Agreement | Resource |
Add | Edit |
Lonfxe. || NP E— ¥ Govt Dpsrator ¥ Govt Supplies
L e AR Date Time
Commsseny? nd ¢ Positon | SUB = w l# Hired 0771672008 | [12.00 Save
Debis & 5 Add
Addiions stees [Sheckedin X1 oo | Fassed S [
* Unigue 1D [CLEAN MACHINE I withdrawn
Make [1392 CLUBWAGON
Post Time
@ Model [CLUBWAGON XLT *Account Code [ 0413/P46000 -
Persarinel Remarks |
Search
= Rate Type |~ UOM = Rate Guaraniee | Desciplion Tab Past
Primary ~|Daiy ~|%64.00 $0.00 B uomM
Special ~|Mieage < |$033 |s0.00 MILEAGE escrbliod
B ] = z i 10 5ave
quipment * e
Eezeriothn onectly

erver: POOOAISTUITE Database: M3DETrainingdl?_test

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.

September 9, 2004

45



Incident Time System User’s Guide Incident Time System User’s Guide

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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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.

#,_Incident Time System B =18l x|

File  Incider

nt Data  Personnel

| Contracts PostTime Debits Reports Toos Help

#]ID-SCF-000000 x| incident Name [waLL =] T Manage Allincidents as One

Pessonnel | Contractor |

Personnel Debits
Person Checked-In

ACKLER, DON 3|

04/13/2004 SOCKS $5.60|

= Activily Date = L dit | = Puichase Amount |
I
|

Equipment
Search

Total 4560

eeeee PCOPE2ASUITE Database: MSDETrainingd02 test

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.

4._ Incident Time System & x|
Fle IncdentData Personnel Contracts PostTime Debits Reports Taols Help

B @ x| Incident # [10-5CF-000000 =] Incident Name [wiLL 7| T Manage AllInciderts as One

Personnel

Crews

Operators

Personnel | Contractor |

Contractor Debits

Debits &
Additions

@

Commissary/

Post Time:

Select Type
£ Contract Equipment
Contactor Name [ACCESS BLIS COMPANY | ot o
Caniract Resource: |AECESS BUS CO.;E-54,E-54 j " Other Contracts
[ [=Activity Date! “C it * Purchase Ameunt
07,1 9/2003 DIESEL 10.4 §17.57
07/28/2003 DIESEL 25.3 34273 Additions

07/28/2003| DIESEL $4273
* | To post additions, use
a negalive sign in front
of the Purchase Amount
fie -25.95). This will

print on the OF286 in
Block 27 Additions.

Personnel
Search

Search

Equipment

Totak $103.03

erver PCOOSISTITE Database: MEDETrainingd08 _test

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.

s, Commissary Detail =10l x|

| & ¢ =@ =] || 4 1 of 1+ M o= || ey stal oge

&7 Emergency FireFighter Commissary Recond r- g
" MARY RYTSE TS
e T ccr auning

s =
5139 WEST FORK RO SALMH Lil

e row P
T TR ST R 7=
-

Py t onam
EFFETH ToaACCD 1% 00
Fenons Lo 528 00
Fenons TOLETRES 5200

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.

. Equipment Deductions & Additions =]
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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
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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.
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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.
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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 |
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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.

#,_Incident Time System

=18l

Fie Incident Data Personnel Contracts  Post Time  Debits  Reports  Tools  Help
B aE¥X Incident # | C0-COS-000001 =] Incident Name [ DENVERTEST =] T Manage AlIncidents as One
,I‘r Contracted Resource Add/Edit

Note: Unique Hame shows ALL contracted
resources of the selected type.

Personnel

Select Resource B
Select Type © Newe  C RequestMumber | UmgweMame: [ o]
2 & Contiact Equipment
€ Conbact Crews
€ Dther Contracts

Select or Add the Contractor
and Agresment for the
Selected Resourcs

Contractor Name:
Crews/

A greeruent Muber. [FEREZ REFORESTATION CO =
Operalors

FOND EQUIPMENT

| o
" QUALITY MOTORS, INC
add | Edit | RAY PETERSON
REGINALATTIN
ROBERT & CHRISTINA INC
SALMON OIL SEMI STOP
- SWEET PEA SEWER Save
[ i/ — =
et *Hawe [QUALITY MOTORS,INC [ WAYNE J NEILL
Bt WEST COAST REFORESTAT x

*EIN /55N [239999999
Post Time
Address |
Persormel city | ST [ | Zip
Search
Phone |[ ) -

Equipment
Search

erver; PCO9SSUITE Database: [SuiteTest421 |

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.

¥, Incident Time System =& x|
File IncidentData Personnel Contracts Post Time Debits Reports Tools Help
B x| ncident # | C0-C05-000001 7] Incident Name [ DENVERTEST =] I Mansge AllIncidents 55 One
0 Contracted Resource Add/Edit Note: Unique Name shows ALL contiacted
T resources of the selected type.
Select Riesouice B
Personnel || -~ Select Type & Name ¢ Requestbumber | Ui Neme: [QUALITY MOTORS E43 =
'ﬁ'* & Contract Equipmert
Contractor N v ] <] [Select or Add the Contrastor
iy © Contract Crews oniractor Hame | and Agreement for the
s rews, £ Other Contiacts Agreement Number: [123234556 - Selected Resaurce
perators
Conhactor | Agreement | Resource |
% 4dd | Edit |
C””“E“ * Request Number [£83 I~ Govt Operatar I~ Govt Supplies
ind ¢Postion [FLAT =]
Commissary Ww Hied[_/_+  |[__ Save
Detits & . Add
Addiions sttos[Chackadn =] gperaotsl| | meeased 77— | [
*Unique 1D [GUALITY MOTORS. E69 [ Withdrawn
Maki
Fost Time: ke JFoRD
@ Model [F250 * Acoount Code [P2WESS -
Persornel Remarks |
Search = Rale Type |~ UOM =Rate Guaiantes | Desorption Tab Past
Pirnary ~ Daly =] 5800 $0.00 UoM
= = Description
o Save
Equbrert Conocty
erver, PODM62SUITE Database: 1SviteTestdal I
: : 13 2]
The following diagram shows the same resource, “E-89” moved to
I

File Incident Data Persornel Corkracts Post Time Debits Reports Tooks Help

B i@ x| Incident # | C0-C05-000001 =] Incident Name [ DENVERTEST =l

™ Manage All Incidents as One
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- Contracted Resource Add/Edit ‘ Hote: Unique Name shows ALL conlracted

Contractor | Agresment | Resource |
fdd | Edit |

*Renuest Murber [E59

* Kind / Position [FLAT > w "
Commissary Hied| s ¢ [
Dickis & . okl
Additions sas [Creskedtn =] oot || petesed 77— [
*Unique I [QUALITY MOTORS, £-89 ™ withehan

Mak:

Post Time ske |FORD
Medel [F250 “dccount Code [ F2WESS -

I Gov't Operator

[~ Govt Supplies

Date Time:

Select Resource
Personnel Select Type @ Name (" Request Number Unicue Name: | QUALITY MOTORS,E89
i‘ * * Contract Equipment
Contrastor N QUALITY MOTORS1 +| [Gelector Add the Contractor
g © Coniract Crews otestor Nare: | = and Agiesment for the
DD'Z"’:TD'S " Dther Contracts Ageement Nurdber, Selected Resource

®

Peisonnel Remarks |
Search * Rate Type |- UOM *Rate Guarantee | Desciiption Tab Past
$5800 $0.00 U
% = = Dizscription
Equipment g
Search BB

erver: PCODENISUITE Database: [SuiteT estd21
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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.

#_Incident Time System (=]
File IncidentData Personnel Contracts Post Time Debits Reports Tools  Help
B 2@ x| Incident # [ C0-COS-000001 ] Incident Name [ DENVERTEST | I Manageallincidents as One

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

Select Resource B
Persannel Select Type @ Mame ¢ RequestMumber | Umique Name hd
(A & Contiact Equipment
" Contract Crews
' Other Contracts

ﬂ, Contracted Resource Add/Edit

Cantractor Mame: [ GUALITY MOTORS2 7| [ Select or Addthe Cortractar
and Agreement for the:

Agreement Murher: [ 123234656 - Selected Resource
Contractor || Agreement || Resaurce |
% Add | Edit |

Contracts
1
e . /
e * hgreenient Murber [123.234566
Addiions
.8 Begiuning Date [01/01/2004
Fost Time Expiration Date [01/01/2005

If you add a nevs Administrative
Office for Payment, be sure to

Paint Of Hire also save the agieement
Parsonnel
Search
Adraminstrative Office for Payment | WYOMING STATE FORESTRY = Add New Adminishiative
m Dffice for Pagment

Equipment
earc

#)

erver: PCOOGIUITE Database: [SuiteT estd2]
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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.

74

September 9, 2004



Incident Time System User’s Guide Incident Time System User’s Guide

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.

Time posted For this resource will not be deleted.
Inwvoice #: 2004-CO-COS-000001 -00007 S8
First Dake: 5/19/2004

Last Date: 6/15/2004
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Yes Mo
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