TIME

Version 01.00.01



( f;f;’_:%e.ISuItg/

Table of Contents

TIME OVEIVIEW ... 4
Managing Time Data for a Single, Overhead Resource.................... 5
Time Postings for an AD RESOUICE ........uviiiiiieiiiieeiiee e, 9
Time Postings for an Other RESOUICe........ccoooeiiiiiieiie, 13
Time Postings for a FED RESOUICE .......uuviiiiieeiiiiiiicie e, 17
Managing Time POSTINGS ......cooviiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeeeee e 21
Editing a Time POSting ENtry........cooovviiiiiiii e, 21
Deleting a Time POStiNG ENtrY.......ccoooviiiiiiiiiiiiiiieeeeeeeeeeee 21
Manage Admin Offices for Payment..........cccccoiiiiiiiiiiiiiiicee 23
Posting Time AdjUSTMENTS ... 26
Editing an AdjuStMENt ..........cooiiii i 27
Deleting an AdjUSIMENt..........cooviiiiiiiiiiiiiieeeeeeeeeeee e 28
Managing Time Data for @ CreW.......cccooeeeeeiiiiiiiiiiiii e 30
Propagate FED Employment TYPE .......ccoovvvviiiiiiiiiiiiiiiiiiiieeeieeeeeeeee 32
Propagate OTHER Employment TYPe ......cccocevviviviiiiiiieee e, 33
Propagate Hiring UNit...........coooviiiiiiiiiiiieeeeeeeeeeeeeeeeee 33
Clear all Crew Hiring Information ................cceeiiiiiieiiiiiiciee e, 34
Mixed Crew Employment TYPE ....coovviiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeee 35
Rostering Crew MemDErS.......ccooviiiiiiiii e 36
POSTING CreW TiMe...oooiiiiiiiiiiiiieeeeeeeeeeeeeeeee e 37
Posting Time for an Entire CreW ...........cccoeeeeeeeeiiieeiiiieee e, 39
Posting Different Time for Single or Multiple Crew Members............ 41
Posting to All and then Editing the Exceptions..............cccevvvvvvvnnnnn. 42
Post to All Except the Crew Members that are Different................ 42
Editing CreW TIMe.....cooiiiiiii e 42
Deleting Posted Crew TiMe ........ccovvviiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeee 44
Post Adjustments for Crew RESOUICES .........cceevvviviviiiiiieeeeeeeeeiiiinnn, 45
AD Batch AJUSIMENTS .......cooiiiiiiiiiiiiieeeeee e 46
Editing an AD Batch Adjustment..............cccoooviiiiiiiiiii e, 48
Deleting an AD Batch Adjustment...........ccoovvviviiiiiiiiiiiiiiiiiiiiiieeee, 51
Printing an Emergency Fire Fighter Time Report for Crews .......... 53
Deleting an Invoice for the Entire CreW..........cccovvvvvviiiiiiiiiiiinnnnnnnn. 56
Deleting an Invoice for a Single Crew member........cc.....cviiieneennnn. 57
Managing Time Data for Contractor/Cooperator.........ccccccvvveeeeennn.. 59
Reviewing or Editing Common Data.............ccoevviiiiiiiiiiiececciicee e, 59
Contractor information on the Time Data tab .............cccccccvviiiiiinnnnns 60
Manage CONTrACIONS ....iiiuiiiiiie e e eaas 67
Rostering Resources to Contractor/Cooperator ......ccccccvevvvveeeeeennnn. 75
Posting Time for a Contractor or Cooperator Resource. ................ 77
Posting Time to a Contractor/Cooperator Resource with OF-288 Subordinates
.......................................................................................................... 80

Time Page 2 of 104



Edit Posted Contracted TIMe ........ccovvviiiiiiiiiiiiiiiiceeeeeeeeeeeeeeee 81
Deleting Posted Contracted TIMe .........coovvvviiiiiiiiiiiiiiiiiiiieeeeeeeeeee 82
Post Adjustments for Contractor or Cooperator Resources.............. 82
Printing an Emergency Equipment Report (OF-286) ..........cccccevveeee.. 83
Printing Time REPOITS ...uuuiiii e 88
OF-286 INVOICE ...ccevviiiiieee ettt e e e e e e eeeees 88
(@4 cEC B 1 1Yo ] (o= 91
Shifts in Excess of Standard Hours Report...........cccccuvvviiiiiiiiinnnnnnns 94
Personnel Time Report (PrNY/Fax) .......ccooeveeeeeiiieiiiiiiiee e, 96
Work/Rest Ratio REPOIt.........ccooviiiiiiiiiiiiiie 97
Summary of Hours Worked...........ccoooeoviiiieiiiiii e 99
Missing Days of POStiNgS REPOIt ..........ccovvviiiiiiiiiiiiiiiiiiiiiiiieeeeeeeee 100
CreW ROSIE ... e 102
Vendor RESOUICe SUMMANY ........ccoviiiiiiiiiiiiiieiiiiiieeeeeeeeeeeeeeee e 102
INAEX e 104

Time Page 3 of 104



Time Overview

The Time section explains how to use the Time module to manage incident time
for Federal, Casual (AD), and Other personnel, as well as for Contractor and
Cooperator Resources. In Time, pay documents can be created such as the
Emergency Firefighter Time Report (OF-288) and the Emergency Equipment
Use Invoice (OF-286).

e Managing Time Data for a Single, Overhead Resource

e Manage Time Postings for a Single, Overhead Resource

e Managing Time Data for a Crew

e Managing Time Postings for a Crew

e Managing Time Data for a Contractor or Cooperator Resource

e Managqing Time Postings for a Contractor or Cooperator resource

e Posting Time Adjustments

e Manage Contractors/Cooperators

¢ Manage Admin Offices for Payment

e Invoices

e Printing Time Reports

In e-ISuite, a user has the ability to Add, Edit, Delete and Roster a resource with
each of the following roles:
e Check-in/Demob

e Time
e Cost

Please refer to the Check-In section of the User Guide for additional information
on adding, editing and deleting or rostering a resource.
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Managing Time Data for a Single,
Overhead Resource

This section explains how to manage time data for a Single, Overhead Resource.

NOTE: Data is shared between all e-ISuite modules. Changes, additions, or
deletions from any functional area affects the other e-ISuite modules. Successful
integration requires cooperation and established data ownership rules.

Follow the steps in this section to add and edit Time data for a Non-Contracted,
Person Resource at an Incident.

NOTE: Time recorders must enter certain information for a resource prior to
posting time. Three conditions must be met before time can be posted:

* The resource must have an Employment Code.

* The resource must have an Accounting Code.

* The resource must have a status of C (Check-In) or P (Pending Demob)

Follow the steps in this section to add this, and other data.

1. From the Home page, select the Incidents button.

p

ISuite

“ Enterprise

Welcome to

B

USER INFORMATION
N

— [

2. Select an Incident or Incident group.

3. Click the Time button from the main toolbar.

-

Incidents  ~

4. Select a Resource from the grid or search by All, Aircraft, Overhead,
Crews, Equipment or All Personnel by clicking the appropriate radio
button at the top of the window.
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NOTE: Data in the columns can be filtered by entering a search term into the
filter above the column.

(® * O Aircraft O Overhead O Crews (O Equipment O All Personnel (O All Non-Personnel

E e

5. Select a Non-Contracted, Person Resource from the Resources grid.

6. If the resource does not exist, select the Add Resource button and enter
the appropriate Common Data and Time Data.

NOTE: A label preceded by an asterisk (*) indicates that the information is
required. When the Person checkbox is checked, the Resource Name is
replaced with Last Name and First Name and the Time Data tab displays.

(mﬂnotlc?b Add Resource from Inventory ] Edit Rese.
R —

. 4

Accounting Code | 7867 |« | UnitlD #|
L |5

Request Number | ‘ Agency

Mobilization Date |

EIEIE

e % ¥

rFerson L Check-In Dats
ce Setup (OF-286) | |
Resource Name «+|

Check-In Time |

Actual Release Date PRl

CellPhone s | Actual Release Time

ltem Code | [ ]

N PN e

7. Enter the employment information on the Time Data tab.

8. Select the Employment Type from the drop-down list.

NOTE: Overhead resources include individual overhead personnel and agency
personnel that are rostered to hand crews, camp crews and engines. An
Employment Type is required before posting time and generating an OF-288
invoice for these resources. There are three Employment Types: AD, FED and

OTHER. See the following sections for detailed information about each of these
employment types.

AD Resource

1. Select the AD Employment Type from the drop-down list.
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2. Onthe AD Employment Information tab enter the Time information for

the Resource.

3. Enter the Employee Common Identifier (ECI).

NOTE: The system will add leading zeros to the number if the number entered is
less than ten characters (e.g., 1234567 would be formatted as 0001234567).

INOTE: ECI data is required prior to generating an invoice for the resource. |

4. Select the Point of Hire from the drop-down list.
5. Select the Class from the drop-down list.
6. The Current Rate will automatically populate based on the Class.

7. Enter the Hiring Unit Name, Hiring Unit Phone Number, Hiring Unit Fax
Number and any OF-288 Remarks in the Remarks box. These comments
will print on the OF-288 form. Up to 50 characters can be entered.

8. Click the Save button.

| cheskincata | coman cata || Time gata | costoana |

L
P
"
¢
¢
L

+ Employee Commeon identifier Feld 1234567 will be formatted as 0001234567
* Employee Common idertfns Fald wil be required prior 1o generating an invocs

P meperamey WY Y P S .Ir“"»—m“ B WSgro gy o~ {

FED Resource

1. Select the FED Employment Type from the drop-down list.

2. Enter the Hiring Unit Name, Hiring Unit Phone Number, Hiring Unit Fax
Number and any OF-288 Remarks in the Remarks box. These comments
will print on the OF-288 form. Up to 50 characters can be entered.

3. Click the Save button.
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OTHER Resource

1. Select the OTHER Employment Type from the drop-down list.

2. Onthe Other Employment Information tab enter the Resource
information.

3. Enter an Other Rate.

4. Enter the Hiring Unit Name, Hiring Unit Phone Number, Hiring Unit Fax
Number and any OF-288 Remarks in the Remarks box. These comments
will print on the OF-288 form. Up to 50 characters can be entered.

5. Click the Save button.

[ cecrinosta || ementata || imegata | costoana

Employmant Type | OTHER 1-\

L P

\1_‘A".,.r“‘-"'\.# A = ‘.’6—-‘\.'_‘ ".“,"W\-‘« “’.»o.u ~~,"—‘AM‘»

NOTE: When a crew or crew member is selected, the FED or OTHER
employment types can be propagated to all crew members. Use the Crew FED
Propagation button to enter the FED Employment Type for all crew members
without an employment type. Use the Crew OTHER Propagation button to enter
the OTHER Employment Type for all crew members without an employment
type.
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Time Postings for an AD Resource

Follow the steps in this section to post time for an AD Resource in the e-ISuite
system:

NOTE: For ease of data entry, check the Treat Enter as Tab checkbox that
displays in the filter bar. When the Treat Enter as Tab checkbox is checked,
use the Enter key to tab through time postings instead of the Tab key.

—
IXD Treat Enter as Tab
]

1. From the Home page, select the Incidents button.

~

Welcome to

USER INFORMATION

2. Select an Incident or an Incident Group.

3. Click the Time button from the main toolbar.

-

Incidents

4. Select a Resource or search by All, Aircraft, Overhead, Crews,
Equipment or All Personnel by clicking the appropriate radio button at the
top of the window.

NOTE: Filter data in the columns by entering a search term into the filter above
the column.

5. With the Resource selected, click the Post Time button.
6. The Accounting Code will default to the Resource's default accounting

code. If needed, a different accounting code can be selected from the drop-
down list.
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7. Enter the time posting date in the Date field.

8. If a special circumstance applies select the appropriate code from the
Special drop-down list:

e Continuation of Pay -- If this option is selected for an AD resource,
the Hours field will display. The maximum number of hours for an
AD resource is 8.

e Day Off -- If this option is selected for an AD resource, the number of
Hours must be 0 or 8.

e Guarantee -- If this option is selected for an AD resource, the number
of Hours entered cannot exceed 8.

e Hazardous Fuels (Casuals) -- Select this option to post Hazard time
for the resource.

e Instructor (Casuals) -- Select this option to post time for AD
instructors.

e Training (Casuals) -- Select this option to post training time for an
AD resource.

e Travel Pay -- Select this option to post time for travel either to the
incident or from the incident.

10. Enter the Start time or select from the drop-down list.

INOTE: Time displays in Military format and displays in .25 increments. |

11. Enter the Stop time or select from the drop-down list.

NOTE: When entering a Start and Stop time, the system will automatically
calculate the Hours.

12. If appropriate, change the Class. The system will automatically populate
the Rate box with the correct rate.

NOTE: Any change made to the class will not change the class for the
Resource. It only changes the class for the time posting.
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13. If appropriate, change the Item Code.

NOTE: Any change made to the Item Code will be for that particular time
posting. It does not change the Item Code assigned to the resource for the
incident.

14. |If appropriate, change the Trainee status for the item code.

NOTE: Any change made to the Trainee status will be for that particular time
posting. It does not change the Trainee status assigned to the resource for the
incident.

15. When posting Return Travel where the Stop Time is unknown, check the
Post Start Time Only checkbox .

NOTE: When the Post Start Time Only checkbox is checked, the system will
automatically populate the Special field with the Travel option. The system will
only require a Start Time.

16. Click Save to save the time posting.

NOTE: If the time being posted includes time from before midnight and time after
midnight, a Posting Spans Midnight message displays. Select the Split Time
button to split the time posting into two entries. Select Cancel Posting to cancel
the entry.

NOTE: If a change is made to the default settings for a resource in a time
posting, the system will only change the settings for that time posting.

NOTE: If a new time posting overlaps another time posting, the system provides
the option to either Overwrite the existing time posting or Cancel the entry.
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0-27 HICKTON, HELEN

S == == = == = == W

Accounting Code | ABCD > ‘
Date »I:IE Special l tvl Start *[ ]Ll Stop #| \vl Hours (
Class *t Rate item Code #|SPUL |»| Trainee [C] PostStartTimeOnly [] ’
o=
Gate “Start | Stop_ Class Rate Item Code Special Rate “Quantity ‘Accounting Code Invoi
09152014 0730 1415 50.00 SPUL 875 ABCD
09/16/2014 0100 0800 $0.00 SPUL EP100 7 ABCD

postings.

NOTE: To change the AD Class, Item Code or trainee status for the remainder of
the assignment, click on the Edit Resource button and edit the information on
that screen. Edits on the Edit Resource screen will apply to all subsequent time

Time
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Time Postings for an Other Resource

NOTE: For ease of data entry, check the Treat Enter as Tab checkbox that
displays in the filter bar. When the Treat Enter as Tab checkbox is checked,
use the Enter key to tab through time postings instead of the Tab key.

_
IXD Treat Enter as Tab

Follow the steps in this section to post time for an Other Resource in the e-ISuite
system:

1. From the Home page, select the Incidents button.

USER INFORMATION

2. Select an Incident or an Incident Group.

3. Click the Time button from the main toolbar.

-
Jerescn -] o |- [ e con || || e

Incidents

4. Select a Resource or search by All, Aircraft, Overhead, Crews,
Equipment or All Personnel by clicking the appropriate radio button at the
top of the window.

O Aircraft O Overhead O Crews O Equipment O All Personnel (O All Non-Personnel

NOTE: Filter data in the columns by entering a search term into the filter above
the column.
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5. With the Resource selected, click the Post Time button.

6. The Accounting Code will default to the Resource's default accounting
code. If needed, a different accounting code can be selected from the drop-
down list.

7. Enter the time posting date in the Date field.

8. If a special circumstance applies, select the appropriate code from the
Special drop-down list:

e Continuation of Pay -- Select this option to post Continuation of Pay
time for the resource. The Start and Stop Time fields do not display.
The system will automatically post 0 hours.

e Day Off -- Select this option to post Day Off time for the resource.
The Start and Stop Time fields do not display. The system will
automatically post O hours.

e Guarantee -- Select this option to post Guarantee time for the
resource. The Start and Stop fields do not display. The system will
automatically post O hours.

e Hazard Pay -- Select this option to post Hazard time for the resource.

e Travel Pay -- Select this option to post time for travel time either to
the incident or from the incident.

9. Enter the Start time or select from the drop-down list.

INOTE: Time displays in Military format and displays in .25 increments. |

10. Enter the Stop time or select from the drop-down list.

calculate the hours.

NOTE: When entering a Start and Stop time, the system will automatically ‘

11. If appropriate, change the Other Rate.

12. If appropriate, change the ltem Code status for the item code.

time posting. It does not change the Item Code assigned to the resource for the
incident

NOTE: Any change the user makes to the ltem Code will be for that particular ‘
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13. If appropriate, change the Trainee status.

NOTE: Any change made to the Trainee status will be for that particular time
posting. It does not change the Trainee status assigned to the resource for the
incident.

14. Click the Post Start Time Only checkbox, if applicable.

NOTE: When the Post Start Time Only checkbox is checked, the system will
automatically populate the Special field with the Travel option. The system will
only require a Start Time.

15. Click Save to save the time posting.

NOTE: If the time being posted includes time from before midnight and time after
midnight, a Posting Spans Midnight message displays. Select the Split Time
button to split the data into two entries. Select Cancel Posting to cancel the
entry.

NOTE: If a change is made to the default settings for a resource in a time
posting, the system will only change the settings for that time posting.

NOTE: If a new time posting overlaps another time posting, the user has the
option to either Overwrite the existing time posting or Cancel the entry.

Add Resource | Add Resource From Inventory | Edit Resource | Delete Resource | PostTime | PostAdjustments | Invoe

027 HICKTON, HELEN :
Accounting Code «|ABCD IE '
Date |7Hj Special lf Start [ [: Stop [ L: Hours :
OtherRate |$0.00 tem Code =[sPUL |+ Trainee [] PostStatTime Only [ <

e e I o

Date | Start Stop ‘ Rate T Item Code Special Rate | Quantity | Accounting Code Invoiced
0815 1600
0100 0800

$0.00 SPUL

SPUL EP100

ABCD
ABCD

| n
| |
| |
l i
| i
| |
I !
| |

1
r
¢
¢
¢
3
{
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NOTE: To change the Item Code, Rate or trainee status, click on the Edit
Resource button and edit the information on that screen. Edits on the Edit
Resource screen will apply to all subsequent time postings.
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Time Postings for a FED Resource

NOTE: For ease of data entry, check the Treat Enter as Tab checkbox that
displays in the filter bar. When the Treat Enter as Tab checkbox is checked,
use the Enter key to tab through time postings instead of the Tab key.

_
IXD Treat Enter as Tab

Follow the steps in this section to post time for a FED Resource in the e-ISuite
system:

1. From the Home page, select the Incidents button.

Welcometo /‘e-ISuite

- Enterprise

USER INFORMATION

2. Select an Incident or an Incident Group.

3. Click the Time button from the main toolbar.

-
cocie || oo |- [ o -] w0 || e

Incidents | v

4. Select a Resource or search by All, Aircraft, Overhead, Crews,
Equipment or All Personnel by clicking the appropriate radio button at the
top of the window.

O Aircraft O Overhead O Crews O Equipment O All Personnel (O All Non-Personnel

NOTE: Filter data in the columns by entering a search term into the filter above
the column.
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5. With the Resource selected, click the Post Time button.

6. The Accounting Code will default to the Resource's default accounting
code. If needed, a different accounting code can be selected from the drop-
down list.

7. Enter the time posting date in the Date field.

8. If a special circumstance applies, select the appropriate code from the
Special drop-down list:

e Continuation of Pay -- Select this option to post Continuation of Pay
time for the resource. The Start and Stop Time fields do not display.
The system will automatically post 0 hours.

e Day Off -- Select this option to post Day Off time for the resource.
The Start and Stop Time fields do not display. The system will
automatically post O hours.

e Environmental Pay -- Select one of the Environmental Pay options
to post Environmental time for the resource. These options include
100%, 25%, 15%, 8% and 4%.

e Guarantee -- Select this option to post Guarantee time for the
resource. The Start and Stop fields do not display. The system will
automatically post O hours.

e Hazard Pay -- Select this option to post Hazard time for the resource.

e Travel Pay -- Select this option to post time for travel time either to
the incident or from the incident.

9. Enter the time posting's Start time.

INOTE: Time displays in Military format and displays in .25 increments. |

10. Enter the time posting's Stop time.

NOTE: When entering a Start and Stop Time, the system will automatically
calculate the Hours.

11. The Hours will automatically calculate if a Stop Time is entered.

12. If appropriate, change the Item Code.
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NOTE: If the Item Code is changed, it is only changed for the time posting and
does not change the Item Code assigned to the resource for the Incident.

13. If appropriate, change the Trainee status for the item code.

NOTE: If the Trainee status is changed, it is only changed for the time posting
and does not change the Item Code assigned to the resource for the Incident.

14. |If posting Return Travel and the Stop Time is unknown, check the Post
Start Time Only checkbox.

automatically populate the Special field with the Travel option. The system will

NOTE: When the Post Start Time Only checkbox is checked the system will
only require a Start Time.

15. Click Save to save the time posting.

NOTE: If the time being posted includes time from before midnight and time after
midnight, a Posting Spans Midnight message displays. Select the Split Time
button to split the time into two entries. Select Cancel Posting, to cancel the
entry.

NOTE: If the default settings for a resource in a time posting are changed, the
system will only change the settings for that time posting.

NOTE: If time postings overlap existing time postings the system allows the
option to either Overwrite the existing time posting or Cancel the entry.
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ﬁ Add Resource ] Add Resource From Inventory ] Edit Resource ] Delete Resource | Post Post Adjustments
0-27 HICKTON, HELEN .

Accounting Code = ABCD_]LI

AN .

Date # ‘:]Ej Special l lv| Start al L'I Stop # lvl Hours
Item Code =|SPUL \v] Trainee [] PostStanTimeOnly [
Save | Cancel Clear
-
Date Start Stop Item Code Special Rate Quantity Accounting Code Invoiced
09/152014 0915 1600 SPUL 675 ABCD
09/16/2014 0100 0800 SPUL EP100 2 ABCD

\“Q_.\_.%\,"\y“_,ﬂ

NOTE: To change the Iltem Code or trainee status, click on the Edit Resource
button and edit the information on that screen. Edits on the Edit Resource screen
will apply to all subsequent time postings.
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Managing Time Postings
Editing a Time Posting Entry

1. Click the Post Time button to open the Post Time area.

2. Inthe Resources grid, click the Personnel Resource with the posted time to
be edited.

3. Select the Time posting to edit from the time posting grid.
4. Click the Edit button.
5. Make the appropriate changes to the information in the time posting.

6. Click the Save button to save any changes made to the time posting.

NOTE: The user can only edit time postings that have not been included on an
Original Invoice.

s esoes | e rom ey | ot fenowee | ot oo | onime | o sawmmers <
er | Resource Name stotus (4| |0-27 HICKTON, HELEN /
" | Accounting Code *[ABCD ) '
PEACOCK, PAULA| € Date * FE Specal [+) stat «[0a15  [+) swop +[1600 |+) Hours {
M 0, DANEL| C P T
OGO, O ftem Code #|SPUL v | Trainee [] PostStartTimeOnly [ ’
BERNECKE BART | € S =— 3
eoson s < B I oo
CURTIS, CARMELA| C Date Start Stop. Ltem Code Special Rate. Quantity Code Invoiced °,
RIO, RACHEL ¢ v STonErav1 ¢ 19 1600 CSPUL- 675 ABCO D> >
0311672014 TTor 7 RBCD

KERRMNGTON, KER| © ’d
HICKTON, HELEN | C

BRAD,BRANDT [
WELKER, WENDY | C
LARSON, LNDA | €
DUNLAP, CHRISTO| C
MONTGOMERY, Wi €
KRUMP, KEVN
PENDULUM, PHL [ €
BASCH, BARNEY | C
DURHAM, DAN [
KNAPP, KIM

\"\\-‘ o N -1

[«

Deleting a Time Posting Entry
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1. Click the Post Time button to open the Time Post area.

2. Inthe Resources grid, click the Personnel Resource with the posted time to
delete.

3. Select the Time posting to delete from the time posting area.

4. Click the Delete button to remove the posted time.

N s s | o vesowce o oy | Et Rsowes | oo Resorc | fastima | post st |
ler | Resource name status |4 |0-27 HICKTON, HELEN ’
] ] Accounting Code | ABCD > ,
PEACOCK, PAULA| € Date fF seecal [ Vlv] start =[0915 "4 Stop *['1600 [vJ Hours f
M ANEL| C — — ]
DOMKGO, DANEL | C Item Code = |SPUL | Trainee [] PostStatTimeOnly []
BERNECKE, BART [ C Y
MADSEN, MELISSA| C . Save I Cancel I Clear
CURTIS, CARMELA| C Date Start T Stop. Jtem Code. SpecialRate Quantity | Accounting Code Invoiced
RIO, RACHEL c L 152014 0915 1600 SPUL 675 ABCD b 2
KERRINGTON, KER 7( 09118/201% TTOT ZBC0

¢
HICKTON, HELEN | C
BRAD, BRANDT | C
WELKER, WENDY | C
LARSON, LWDA [ ¢ |
DUNLAP, CHRSTO| € |
MONTGOMERY, )| ¢ |
KRUNP, KEVIN c i
PENOULUM, PHL | ©
BASCH, BARNEY | C ]
DURHAM,DAN [ |

KNAPP, KIW

[«]

Nt ¥

5. A confirmation message will display, click Yes .

NOTE: The user can only delete time postings that have not been included on an
Original Invoice.
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Manage Admin Offices for Payment

Follow the steps in this section to Manage Admin Offices for Payment in the e-
ISuite system:

1. From the Home page, select the Incidents button.

2. Select an Incident or an Incident Group.

3. Select the drop-down arrow next to the Time menu button.

4. Select the Admin Office option.

e ;
v

Contractors
me Incident # Event Type Start Date

Add a new Admin Office for Payment

1. Click the Add Admin Office button.
2. Enter the Admin Office information.

3. Click the Save button to save the new Admin Office.
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Office Name +

Address Line 1 #

Address Line 2 [
City *[ ?
State * | )
zZipCode o[ ]

e

RGP e L L PN

Edit an existing Admin Office for Payment
1. Select the Admin Office to be edited in the grid.
2. Click the Edit Admin Office button.

Make the appropriate changes.

3
4. Click the Save button to save the changes.

Office Hame | Address | Address 2 City State Oftce Mame + TRUDIS ADIMIN OFFICE

Asdress Line 1 + 1118222 W

I, ; II Agdress Line 2
BUA - PECAL SERVICES L 20181 MEACATOR - RESTON VA~
Cly +!SALEM
BUI - OCA£22 PAYMENT! BULDING %0 DENV, PO BOX 25047 | DENVER co
. : State » OR |
FPOREST SERVICE ASC . 101 8 SUN AVENY ALBUGUERQUE MM e 4
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RATIONAL PARK SERVIC. PO BOX 100000 HERMDON VA RS
y Phone | (996) 909-2909
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Delete an existing Admin Office for Payment

Nz "‘“"‘“—* W-,'J\'-M\w.
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INOTE: A standard Admin Office for Payment cannot be deleted. |

1. Select an Admin Office to delete in the grid.

2. Click the Delete Admin Office button.

Selected Incident:  GRIMY GULCH
PP e <

Add Admin Office

3. A confirmation message will display.

4. Click Yes to delete the Admin Office.

Do you really want to remove the Admin Office for Payment?

l Yes H No l

e N Concer I
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Posting Time Adjustments

Adjustments are dollar amounts that are either added to or deducted from a
resource's wages or invoice. Follow the steps in this section to post time
adjustments. Time adjustments should be entered for such items as Quarters
and Lodging, Meals, Travel, etc.

1. From the Home page, select the Incidents button.

e

2. Select an Incident or an Incident Group.

3. Click the Time button from the main toolbar.

Lo || oo | (] o -] | o

Incidents

4. Select a Resource or search by All, Aircraft, Overhead, Crews,
Equipment or All Personnel by clicking the appropriate radio button at the
top of the window.

=)

@ Al O aircrat O Overhead O Crews (O Equipment (O All Personnel

5. Select the Resource for which to enter the adjustment.
6. Click the Post Adjustments button.

7. The Accounting Code will default to the Resource's default accounting
code. If needed, a different accounting code can be selected from the drop-
down list.

8. Enter the Activity Date.

9. If the resource has an AD employment type, select a Category (e.g. Meals,
Lodging, etc.).
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R E——
10. If the resource has a FED or OTHER employment type, select an

Adjustment Type (i.e. Addition or Deduction).
11. Enter a Description of the commodity (e.g., socks, boots, toiletries, etc.).

12. Enter the Amount for the commodity.

13. Click the Save button to post the adjustment to the system. When the
adjustment is saved, it displays in the grid at the bottom of the window.

Editing an Adjustment

Follow these steps to edit an adjustment:

NOTE: Once an Original Invoice is printed, users will not be able to edit the
adjustment.

1. Navigate to the Resource for which to enter the adjustment.
2. Click the Post Adjustments button.

3. Select from the grid the adjustment to edit.

4. Click the Edit button. The information will populate the fields.

5. Make the appropriate changes to the adjustment.
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6. Click the Save button to save the changes.

tan 0-27 THOWP3ON, THOMAS Cumulative Total $10.00
Coce

A
AADM

T Ean Delete
e ‘W‘MA“" AT "'*-l‘*‘ B o e ROV

Deleting an Adjustment

Follow the steps in this section to delete an adjustment:

NOTE: Once an Original Invoice is printed, users will not be able to delete the
adjustment.

1. Navigate to the Resource for which to delete the adjustment.
2. Click the Time Adjustments button.
3. Select the adjustment to delete from the grid.

4. Click the Delete button.
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0-27  THONPSON. THOMAS Curmulatese Total -512.00

5. A confirmation message will display. Click Yes.

Do you really want to remove the Adustment?

| e ][] i

ry e
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Managing Time Data for a Crew

The time recorder must enter certain information for rostered resources similar to
the information entered for Overhead. The steps below use a crew that has
already checked in to the incident as the example.

NOTE: To add a new crew resource, see the Check-In User Guide section, Add
Resource and also the subchapter on Rostering an entirely new crew. Rostering
an individual to a checked-in crew is covered later in this section.

To post time to a crew, their employment type has to be identified. The initial
crew screen has button features that will propagate the crew employment type to
all crew members allowing the user to enter the information only once.

To manage information and be able to post time for a crew, the same three
conditions as outlined for Overhead resources must be met:

e The crew members must have an Employment Type.
e The crew members must have an Accounting Code.

e The crew members must have a Status of C (Checked-in) or P (Pending
Demob).

The initial crew screen has button features that will allow the user to propagate
the employment type and hiring unit information to all crew members by entering
the information only once.
Follow the steps in this section to add Time data to a crew:

1. Select a crew resource from the resource grid.

2. Click the Edit Resource button.

3. Click the Time Data tab.
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4. For a FED resource, select the FED Employment Type and enter the
Hiring Unit Name, Hiring Unit Phone Number, Hiring Unit Fax Number
and any OF-288 Remarks.

S | veon [imie] oo I

Employment Type  [FED +) |_Crew FED | [ Crew OMHER | |__Propagate Hiring Unit | | Clear ali Crew Hiring information | (
Hinng Unt Name
Hifing Usit Paone Number

Hiring Unit Fax Number

Ramarks

-

5. For an AD resource, select the AD Employment Type then enter the
Employee Common Identifier, Point of Hire and Class. Also enter the
Hiring Unit Name, Hiring Unit Phone Number, Hiring Unit Fax Number
and any OF-288 Remarks.

Employment Type |20 ]_-) I Crew FED F I | _Crew OTHER Pr

o | | Propagate Hiring Unit | [ Clear all Crew Hiring Int

Empioyee Common l:«[

Pont of Hire + | AK-ATMX ) Hirng Unit Phone Nember '
Class +|A0A ) f .

Hinng Unit Fax Number

Hiring Unit Name [

Currant Rate T Remarks |

+ Employee Common identifier Field 1234567 will be formatted as 0001234567
+ Employes Common identifier Feld will be required prior to generating an invoice.

R e I 2 SV NP Y ~,‘\«..,.‘ A o B g BN Y P T ¥

6. For an Other resource, select the Other Employment Type then enter the
Other Rate, Hiring Unit Name, Hiring Unit Phone Number, Hiring Unit
Fax Number and any OF-288 Remarks.
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7. Click the Save button.

Propagate FED Employment Type
Follow the steps in this section to propagate the FED Employment Type:

1. Select either the primary crew resource or any subordinate crew resources.
2. Click the Crew FED Propagation button.

3. The system will propagate the FED Employment Type to all crew resources
that did not already have an Employment Type defined.
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Propagate OTHER Employment Type
Follow the steps in this section to propagate the OTHER Employment Type:

1. Select either the primary crew resource or any subordinate crew resources.
2. Click the Crew OTHER Propagation button.

3. The system will propagate the OTHER employment type to all crew
resources that did not already have an Employment Type defined.

NOTE: A Rate for each crew member will need to be entered. This information

does not propagate. Only the OTHER Employment Type propagates to the crew
resources.
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Propagate Hiring Unit
Follow the steps in this section to propagate the Hiring Unit information from one
crew member to other crew members that do not already have hiring unit
information defined:

1. Select a crew member.

2. Enter the Hiring Unit information for that crew member.

3. Click the Save button to save the data to the crew member.
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4. Click the Propagate Hiring Unit button to propagate that hiring unit

information to all crew members that do not already have a hiring unit
defined.

NOTE: If hiring unit information exists for a crew member, the system will not
overwrite that data. The hiring unit data is only propagated to those crew
members that do not already have hiring unit information defined.

| ¥
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[ crecrinvata | Demod cors | Timeata || Costonta |

Empioyment Tyse  [OTHER L:‘ | Crew FED Propagation | | Crew OTHER Propagation | [ Propagate Hiring Uit | [ Claa all Crew Hiring information

v
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Clear all Crew Hiring Information

Follow the steps in this section to clear all Crew Hiring Information:
1. Select a crew member.

2. Click the Clear all Crew Hiring Information button to clear hiring
information for all crew members.
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Mixed Crew Employment Type

Some crews have a mixture of AD, FED and OTHER Employment Types for their
crew members. Since the FED and OTHER Employment Types will propagate to
each crew member, it's efficient to propagate the most common employment type
to each member. Then edit the members with different Employment Types and
change the Employment Types for those crew members.

Example: IHC Crew2 has eighteen FED employees and two AD employees.
Click the Crew FED Propagation button to propagate the FED Employment Type
to all crew members. Then edit the two AD employees and change their
Employment Types to AD.
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Rostering Crew Members

Refer to the Check-in portion of the User Guide for information on rostering crew
members. This can be done from the Time Menu button, and it is not necessary
that the user has the Check-in/Demob role.
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Posting Crew Time

Follow the steps in this section to Post Time to a Crew in the e-ISuite system:

NOTE: For ease of data entry, check the Treat Enter as Tab checkbox that
displays in the filter bar. When the Treat Enter as Tab is checked, use the Enter
key to tab through time postings instead of the Tab key.

1. From the Home page, select the Incidents button.

Welcometo ‘e-ISuite

Enterprise

USER INFORMATION

2. Select an Incident or an Incident Group.

3. Click the Time button from the main toolbar.

| -
(e || oo | [ co | -] o [-] o

Incidents | ¥

4. Select a Primary Crew resource. The system displays a grid that includes
all Crew Members at the top of the Time Posting screen.

Posting button to display the Crew Member grid.

NOTE: If the primary resource is an OF-286 resource, select the OF-288 Crew ‘
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_l Accounting Code = ABCD = | Primary ] Special l Baith l Guarantee |
HE c
Time UDM  Rate Guarantes  Dascription
v S Primary Rate [=]
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bl o .f Date | Type Time U0~ Start
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Edit
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Posting screen rather than the Crew Time Posting screen.

NOTE: To post time for the entire crew, select a primary Crew Resource, not a
crew member. To post time for an individual crew member, highlight that crew
member in the resources grid. The system will bring up the Personnel Time

5. Select the Show Active radio button.

radio button.

button. Time cannot be posted to Inactive resources.

NOTE: Resources with an Employment Type, Accounting Code, and Status of
Checked In or Pending Demob display when the user selects the Show Active

Resources that have a status of Filled, Reassigned, Demobed or do not have an
Employment Type defined display when the user selects the Show Inactive
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Status

Request Number | Resource Name
| |
et
> C12 SRV #44
> C-13 N. PACIFIC FORES]
> C-18 CREW S/T-T1-84
b C-20 CREW-MEISTERS
> C-22 CREW - CAMP - P
¥ C-110 COPPER 2 /
c-111 POTTS, PAMELA
Cc-11.3 POTTER, PAUL
L e A0

c
c
o
c
st

-110 COPPER 2

Show@o Show Inactive

[ All | l None l | Invert
Name Status Emp Type
POTTS, PAMELA Cc FED

. Save

I Cancel I Clear

" U *w"."*m‘\w\ I\’“‘“\

Posting Time for an Entire Crew

1. To Post Time for the entire crew, click the All button to select all crew
members. To post time for a single crew member, only select the one crew
member. The Ctrl or Shift keys can be used to select multiple resources in
the grid.

NOTE: When the user selects the Invert button, the system will unselect the
selected resources and select the resources that were not selected. When the
user selects the None button this will unselect any selected resources.

2. The Accounting Code will default to the Resource's default accounting
code. If needed, select a different accounting code from the drop-down list.

3. Enter the time posting date.

4. If a special circumstance applies select the appropriate code from the
Special drop-down menu. The codes available in the Special list are based

on the Employment Type.

e Continuation of Pay -- Select this option to post Continuation of Pay
time for the resource. The Start and Stop Time fields do not display.
The system will automatically post 0 hours.

Time
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e Day Off -- Select this option to post Day Off time for the resource.

The Start and Stop Time fields do not display. The system will
automatically post O hours.

e Environmental Pay -- Select one of the Environmental Pay options
to post Environmental time for the resource. These options include
100%, 25%, 15%, 8% and 4%.

e Guarantee -- Select this option to post Guarantee time for the
resource. The Start and Stop fields do not display. The system will
automatically post O hours.

e Hazard Pay -- Select this option to post Hazard time for the resource.

e Hazardous Fuels (Casuals) -- Select this option to post Hazard time
for the resource.

e |Instructor (Casuals) -- Select this option to post time for an AD that
instructed a course while under hire.

e Training (Casuals) -- Select this option to post training time for an
AD resource.

e Travel Pay -- Select this option to post time for travel time either to
the incident or from the incident.

INOTE: Time displays in Military format and displays in .25 increments. |

5. Enter the Start time or select from the drop-down menu.
6. Enter the Stop time or select from the drop-down menu.
7. To Post Start Time only, click the check box.

8. The Hours will automatically calculate if a Stop Time is entered. This is a
display only.

9. Click Save.

NOTE: If the time being posted includes time from before midnight and time after
midnight, a Posting Spans Midnight message displays. If the Split Time button
is selected the posting is split into two entries. If the Cancel Posting button is
selected, the posting is canceled.

NOTE: When a time posting overlaps another time posting the user must
overwrite the existing time posting or cancel the time posting.
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NOTE: If the default settings for a resource are changed while posting time the
system will only change the settings for that time posting.

10. The time posting will now show for each crew member.

NOTE: If a single crew member is selected, all time posting fields will show as
available. The fields that display are based on the employment type (AD, FED,
Other).

NOTE: If a single resource is selected the user can change the Class and Item
Code for the AD employment type. The user cannot change the rate, since it is
based on the Class. For a FED employment type, the user can only change the
ltem Code. For an Other employment type, the user can change the Item Code
and Rate. These fields are not available if the user selects multiple resources.
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S— 2
esthumber | Resource lame | siapus | 4] 4C-110 COPPER2 "'
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1 W REGS #3 ¢ / ~— Soms | EmpType| | OSSRTMeOnl [T stan dl [=) stop + |x) Hours ¥ 4
13 N_PACFC FORES] c / ‘ SIS g = ftem Code E’,"_i‘g; Trainee [ /
CREWST-T1-94 D
2o crew-uesTers | £ | I
CREW -:_u=.7 c
110 COPPER 2 c (
c-111 POTTS, PAMELA c 3
c13 POTTER, PALL | C ‘ Save 1 Cancel l Clear
RSO ,1 AT BRUS R S 9 P eatirmtminn, b b Aoy G N i

Posting Different Time for Single or Multiple Crew
Members

Certain circumstances will arise to warrant posting data for one or more crew
members that does not apply to all crew members. Those circumstances include:

¢ Different accounting codes for individual or multiple crew members.
¢ Different Special Codes that may not apply to all crew members.
¢ Different Start and Stop times.

There are a variety of ways to post time when these situations appear. Follow
the steps in this section to post time in these situations.
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Posting to All and then Editing the Exceptions

1. Select all crew members in the Crew Post grid.
2. Post the time and click the Save button.
3. Select the individual(s) in the grid to edit.

4. Select the post in the Time Posting grid to edit. Then click the Edit button at
the bottom of the page.

5. Edit the data that applies to that crew member and click the Save button.

Post to All Except the Crew Members that are Different

=

Select only those crew members to which the time postings apply.
2. Post the time and click Save.

3. Click the Invert button to change the selection to those crew members with
different time postings.

4. Postthe time and click Save.

lest Number | Resource Name Status | ‘i ‘C-HO COPPER 2 '
/ ® Show Active (O Show Inactive accounting Code +[A8CD v) Date s ;j,
"A All None Cinvert | - .
1 NV REGS #3 Post Start Time On! S » vl #
Name Status Emp Type = O art ! ]_ Stop l .
SV || |PoTTs. awELA c fe0
tem Code # | CRAE ~ | Trainee
3 N, PACFIC FORES)| POTTER, PAUL c FED
9 CREWST-T1-9¢ D ANDRADE, ANDREW c FED
lo CREW-VESTERS | t
3 CREW - CAMP c ! ,
10 COPPER 2 i 2
c11.1 POTTS, PAMELA [ C
C-113 POTTER. PAUL c

F.ﬁ‘ - LV(:“;?WT:"‘—

Editing Crew Time

1. Click the Post Time button to open the Post Time area.

J 'v S J EA

———
hdliesource ] Add Resource From Inventory I Edil Resource l Delete Resource (| PostTime |) Post Adjustments ] lnvoicei

t
Y e Y DUy L B SR SRy S
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2. Inthe Resources grid, click the Crew Resource with the posted time to edit.

3. Inthe Crew Post grid, select the crew members that need time postings
edited.

4. Select the Time posting to edit from the time posting grid.
5. Click the Edit button.
6. Make the appropriate changes to the information in the time posting.

7. Click the Save button to save any changes made to the time posting.

i Pe—— —— ;‘/#-119 CoPPER2 »
,/‘ E' Show Active O Show Inactive Accounting Code #|ABCD v | Date % ‘f] Special | ‘:\ t
W REGS 22 A [ pws | et | PostStartTime Only [ Start st
Hame [ Satus | EmpType | iy art | Stop [ =] Hours :
SRV #44 ||| [PoTTs, PanELA Ic FED xemcoslommm ) e [
4 em Code = - ee
N. PACIFIC FORES' / POTTER, PALL ¢ FED I -
CREW SIT-T1.9¢ ANDRADE, ANDREW ] c FED i
crew-neisters |47 [ '
CREW - CANP - ‘ ‘
COPPER 2 | | '
POTTS, PAMELA ! ! ’
POTTER, PAUL W ; Save Cancel Clear
ANDRADE, ANDRE TP POTTS, PAMELA :
JOHNSON, JAVER
oTTEr— n Date Start | Stop " Class Rate Item Code |  Special Rate Quantity | Accoun
RAMREZ, REVYNAL ! ! ! ! ! ! |
0911572014 0045 [ 1015 ‘ $0.00 CRWB ‘ s ‘ A8
Sl SRS 09162014 | 1515 [ 1945 $0.00 CRWB ‘ .;?
JAMISON. JOSE | l | | | | | |
DIAZ, DYLAN | | <
FORTNER, FRANCI| C | | | | | | | | {
MEDNA. MAREK [ € ‘
| | | | 1 | | | |
OLSEN, OCTAVIO | € v
2

NOTE: If the user selects multiple resources and edits a time posting, the user
will only be able to change the following data: Accounting Code, Date, Special,
Start Time, Stop Time, Post Start Time Only.

NOTE: The user can only edit time postings that have not been included on an
Original Invoice.

NOTE: If the user has multiple crew members selected and edits a time posting,
the changes will apply to all the selected resources, regardless of whether the
selected resource had the same original time posting. For example, if the user
selects all Resources and changes the time posting for 9/5/2013 and three of the
selected resources did not have that time posting, the system will apply that
change or add that time posting to the three that did not originally have that time
posting.
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Deleting Posted Crew Time

Follow the steps in this section to delete a Time post that was posted for a Crew
Member:

1. Select the Crew in the Resource grid.

2. Inthe Crew Post Grid select the crew member with the posted time to be
deleted.

3. From the time posting grid click anywhere in the row that contains the
posted time to be deleted.

4. Click the Delete button.

r | Resource Name status LAl 4110 COPPER2 pe
[ . - = )
I @ Stow Actye.. ). SO Inacks Accounting Code # | ABCD |x) Date « BS specal . ¢
[ an ][ mone |[ mven | )
WwREGS#:: | C Post Start Time Only * . =) =
F—— Statas | EmpType ostStart Time Only  [J  Start | L:J Stop [=) Hours =
SRV #4¢ c “POTTS, PANELA CE— 1
7 | ftem Code _ +) Trainee [J
npacecrores|c /0 POTTER, PAUL [c FED CRwe )
CREWST-T1-94) D ANDRADE, ANDREW lC IFE
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CREW . CAMP . C I [
COPPER2 c | |
POTTS, PL!JELE\ C
POTTER, PAUL N-—- Save Cancel
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JOHNSON, JAVER| C
RAMREZ REYNAL| © ,.B_.Ee §un Stop . Class E!:to Item Code Special Rate Quantity Accoun
09152014 0043 1015 $0.00 CRWB 9s A
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=11 Edit Delete
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Do you really want to remove the Time Posting?

| Yes I | No I

NOTE: The user can only delete time postings that have not been included on an
Original Invoice.
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Post Adjustments for Crew Resources

The same procedure that was used to post adjustments for a single, overhead
resource apply to posting adjustments for crew members. The individual crew
member must be selected from the main resource grid. Adjustments are dollar
amounts either added to or deducted from a resource's wages or invoice. Please
refer to the AD Batch Adjustments section for information on how to post
adjustments for more than one AD crew member.

Follow these steps to post an adjustment to a crew member:

1. Select the primary Crew record in the Resource grid and expand it to view
the crew members. Select the crew member for which to post the
adjustment OR, us the All Personnel filter to locate the crew member.

2. Click the Post Adjustments button.

L] EXCluge UemoD/Keassignea | L] tredLemegr as 1du

T e ———
d Resource From Inventory | Edit Resource | Delete Resource | PostTim€ | PostAdjustments |)invoices |
P ., —
© |
3. The Accounting Code will default to the Resource's default accounting
code. If needed, select a different accounting code from the drop-down list.

4. Enter the Activity Date.

5. If the resource has an AD employment type, select a Category (e.qg.,
Meals, Lodging, etc.)

6. If the resource has a FED or OTHER employment type, select an
Adjustment Type (i.e., Addition or Deduction).

7. Enter a Description of the commaodity (e.g., socks, boots, toiletries, etc.)
8. Enter the Amount for the commodity.

9. Click the Save button to post the adjustment to the system. When the
adjustment is saved it displays in the grid at the bottom of the window.
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NW REGS #3
SRV %44
N. PACFIC FORESTRY 25
CREW SIT-T1-9480G
CREW-MESTERS
CREW - CAMP - PLAC I
COPPER 2
POTTS, PAMELA

P POTTER. PAUL
ANDRADE, ANDREW

P JOHNSON, JAVER
RAMREZ, REYNALDO

f CORONA, CELINE
JAMISON, JOSE

J‘_'.m"_ =

| Cancel Clear

Date Category Type Description Accounting Code Amount invé
- 081472014 ADDTION BOOTS ABCD 32500

ol oo olp ol o6 ol o

[«I

v
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AD Batch Adjustments

1. From the Home page, select the Incidents button.

2. Select an Incident or an Incident Group.

3. Click the Time button from the main toolbar.

Joreson |- oo | (il con || | s

—

Incidents

~ ~

pre}

4. Select a primary resource that has one or more AD resources rostered to it.

5. Select the Post Adjustments button. The system displays a grid that
includes all crew members with an AD Employment Type at the top of the
Adjustments screen.

INOTE: Click the All button to select all resources. Click the None button to |
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unselect all resources. Click the Invert button to unselect the selected resources
and select the unselected resources. The CTRL or Shift keys can also be used to
select multiple resources in the grid.

6.

7.

[ S R

13. An AD Batch Adjustment Results window opens that contains a list of AD
resources and the adjustment amount that was applied to those resources.

Select one or more AD crew members in the Crew Members grid.

The Accounting Code will default to the first selected resource's default
accounting code. If needed, select a different accounting code from the

drop-down list.

Enter the Activity Date or select from the calendar.

Select a Category from the drop-down list.
Enter a Description for the adjustment.

Enter the Amount of the adjustment.

Click the Save button to save the adjustment to all selected AD resources.

Click the OK button to close the window.

Time

A e sl an sl Wl ol o Ly beny
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Editing an AD Batch Adjustment

Follow these steps to edit an adjustment:

1. Select the primary Resource to which the AD resources with the batch
adjustment are rostered.
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2. Click the Post Adjustments button.

3. Select all of the AD resources to which the changes should be applied in
the Crew Member grid.

4. In the Adjustments grid, select the adjustment to edit.
5. Click the Edit button. The selected data will populate the fields.
6. Make the appropriate changes to the adjustment.

7. Click the Save button to save the changes to all selected AD resources.
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8. An AD Batch Adjustment Results window opens that contains a list of
AD resources to which the changes were applied. Click the OK button to
close the window.
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Deleting an AD Batch Adjustment

Follow the steps in this section to delete an adjustment:

1. Select the primary Resource to which the AD resources with the batch
adjustment are rostered.

Requast Regourcs Nams Hom #®5ietic | ADengy | nctusiReleass | Employment 008 | jnunses ssty p-'3
Mumibsr ﬁ'

[I-] :E' Y
I E-1 2BERESOURCE WATS | T M '

E-1.| RESOURCE AD1 FFT1

T AD

2. Click the Post Adjustments button.

3. Select all of the AD resources for which the AD batch adjustment should be
deleted in the Crew Member grid.
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4. Select the adjustment to delete.

5. Click the Delete button.
6. When the Confirm Delete message displays, click the Yes button.

7. An AD Batch Adjustment Results window opens that contains a list of AD
resources from which the AD Batch adjustment was deleted. Click the
OK button to close the window.
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Printing an Emergency Fire Fighter Time Report for Crews

This report is the standard timekeeping record and payment document for FED,
casual (AD) and Other personnel resources involved in the incident. Follow the
steps in this section to print an OF-288:

1. Click the Time button from the main toolbar.

-
Jerescn -] o |- [ e con || e || s

Incidents

2. Inthe Resources grid, select the primary Crew resource.

3. Click the Invoices button to open the Emergency Firefighter Time Report
window.

atEnter as Tab

Flete Resource I,&&I Post Adjustments{ | Invoices I

NOTE: If the primary resource is an OF-286 resource, when the Invoice button is
selected the system will allow the user to print an invoice for both the OF-286
resource and the subordinate OF-288 resources.
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4. The Last Date Included on Invoice box contains the last date an invoice
was posted for the resource. If needed, this date can be changed by either
typing a new date or selecting it from the calendar.

If this is the final OF-288 for a resource leaving the incident, click to check
the Final Invoice checkbox. If not, leave this checkbox blank. FINAL will
print on the Invoice if the checkbox is checked, INTERIM will print on the
invoice if the Final checkbox is not selected.

In the Print Options frame, click one of the following options to identify the
type of invoice to create:

e Preview/Print DRAFT Invoice - Generates a Draft Invoice. Review
this invoice, before printing an Original copy. The word Draft prints on
this invoice. When this option is selected, the user can choose to print
the OF-288 Invoice and Adjustments, OF-288 Invoice Only or OF-
288 Adjustments Only.

Invoices 4
Emergency Firefighter Time Report f
C-1 CREW1
<
ast Date T o 2 1 :1 J Fnal lnvoice &
=
Print Options Report Options I
8) Pravew/Print DRAFT Invoice (®) OF.288 nvoice and Adpusiments
Generate ORIGNAL n ?
Prevew/ o PLICATE ORIGMNAL nvoce | '
| Open Invoice } L Delete Last Invoice ,
,‘- ------- N <"*“_‘~ ) ’ - au’ - _af

e Generate ORIGINAL Invoice - Generates an Original Invoice and
locks all postings included in the invoice. When a posting is locked,
the user cannot make any changes to it. When this option is selected,
the system will generate both the OF-288 Invoice and the OF-288
Adjustment document, if applicable. The word Original prints on this
invoice.

NOTE: Selecting Generate Original Invoice will lock the postings, whether the
invoice has been printed or not. If a preview of the invoice is desired, select the
Preview/Print DRAFT Invoice button.
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Emergency Firefighter Time Report

C1 CREW1

Last Dase To nclude on Invoice = (09232014 |5 ] Finaimvoice

Print Options
() Preview/Print DRAFT hvoice
(®) Generate ORIGMAL Invoce

() Preview/Print DUPLICATE ORIGINAL hvoice

l Open Invoice ][ Delete Last Invoice l

\"\’\'\\ s WP

- ,"‘ ot ™ o \..—"rm,“. u-r,

e Preview/Print DUPLICATE ORIGINAL Invoice - Generates a copy
of an Original Invoice. A list of available invoices to select displays
when this option is selected. Select the invoice to re-print from the list.
The words Duplicate Original Invoice print on this invoice.

mvanes
Efnerqenr,v Firafighter Time Reaport
C-1 CREW1

| TR

Aniigy >

|
w.l.I

N

THE CUMant rasource & 3 DATENT TES0UT0S &nd e 1BS1 NVICe for oF Crew MaTCer Mes3erces w il be SaoRyel I

-

oK ;
P N LR S S LV E i

NOTE: When reprinting an invoice, only one invoice can be selected at a time
even if multiple invoices were originally printed.

7. Click the Open Invoice button to first preview and then print the invoice.
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Deleting an Invoice for the Entire Crew

Follow the steps in this section to delete the last invoice that was generated for a
resource.

1. Select the Time menu button from the main toolbar.

[T T et
vt e -] oenor |- [ e ||| s

2. Inthe Resources grid, select the Crew Resource for which the Emergency
Firefighter Time Report (OF-288) is to be deleted.

3. Select the Invoices button to open the Emergency Firefighter Time Report
window.

atEnter as 7ab =25

Jelete Resource [ PostTime | Post Adjustments( | invoices | -
4. Select the Delete Last Invoice button.

Emergency Firefighter Time Report }
C-1 CREW1 -

Last Date To Inclde on hvoice | 09232014 | @ ] Final nvoice i
Print Options Report Options
(®) Preview/Print DRAFT hvoice (8) OF-288 Invoice and Adustments
() Generate ORIGINAL voce () OF-228 Invoice Only
() Preview/Print DUPLICATE ORIGINAL lnvoice () 0F.283 Adjusiments Only

5. When the message displays indicating that all time postings will be
unlocked, select the Yes button to continue.

o Deleting lnvoice F-2014-OR-500S-893828-15862-A wil
uniock all time postings ncluded in the invoice. Do you
want to continue?
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6. When the Reason window opens, enter the reason for deleting the original
invoice and click the OK button.

d Reason To Delete Time Invoice

| Enter Reason: #

w
3

Cancel

NOTE: All time postings that were included on the original invoice will be
unlocked and available for editing.

INOTE: Invoices that have been included in a financial export cannot be deleted. |

Deleting an Invoice for a Single Crew member

To delete an invoice for a single crew member, follow the steps in this section.

1. Select the Time menu from the main toolbar.

-
Jerescn -] o |- [ e con || e || s

Incidents

2. Inthe Resources grid, select the Crew Resource of which the individual is a
crew member.

3. Expand the Crew roster in the Resources grid, and highlight the individual
crew member.

OR

4. Use the All Personnel Filter and select the crew member in the Resources
grid.

5. Select the Invoices button to open the Emergency Firefighter Time Report
window.
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6. Select the Delete Last Invoice button.

Emergency Firefighter Time Report %

C-1.2 ELLA, CINDER

Last Date To hckide on Invoice « |C8/01/2014 ] Fnalinvoice

Print Options Report Options
(®) Preview/Print DRAFT Invoics (® 0OF-288 nvoice anc Adustments )
() Generats ORIGHAL hvoice (O OF-285 hvoice Only )

(O Preview/Print DUPUCATE ORIGNAL Invorce (O 0F-288 Adjustments Only

d

| Open Invoice ﬂ Delete Last Invoice l j
| ~esmmmam—pm——e-

7. When the message displays indicating that all time postings will be
unlocked, select the Yes button to continue.

; Deleting nvoice F-2014-OR-500S5-883829-15881-A wil
uniock all time postings included in the invoics. Do you
want fo contnue?

8. Enter the reason the invoice is being deleted in the window titled Reason,
and click OK.

il Reason To Delete Time Invoice

71 Enter Reason: #

|5~

| Cancel I
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Managing Time Data for
Contractor/Cooperator

Follow the steps in this section to add and edit Time data for a Resource
assigned to an Incident that will be paid with an OF-286 invoice. These resources
are typically owned by a contractor or a cooperator, and are identified by
checking the Invoice Setup OF-286 checkbox.

Reviewing or Editing Common Data

1. From the Home page, select the Incidents button.

~.

ISuite

Enterprise

2. Select an Incident or Incident group.

3. Select the Time menu button from the main toolbar.

-
oo -] o || oo |- TR e -] e ] e

4. When adding a new resource select the Add Resource button and enter
the appropriate Common Data.
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purce ) Add Resource From Inventory | Edit Rese.

Accounting Code | 7667 v UnitiD | ~|

Request Number Agency - |
Status # (1 ; Mobilization Date l
Person |} Check-In Date
lce Setup (OF-286) [_] Check-In Time :]

Resource Name #| I Actual Release Date

q

EE B
e 2 ¥ % N

Cell Phone # | Actual Release Time

ltem Code =

, A W S AP st dt

5. |If this resource is to be paid with an OF-286 Invoice, check the Invoice
Setup OF-286 checkbox. This checkbox enables the OF-286 Time Tab.

L

Contractor information on the Time Data tab

1. Inthe Resources grid, select a resource that has the OF-286 Invoice
checkbox checked or check the OF-286 checkbox in the Common Data
area if appropriate.

2. Select the Time Data tab.

3. Select an existing Contractor from the drop-down list.

Contractor/Cooperator ZEN conTRACTORYl =) + )
ContractAgreement# | «l o+

P oniageoriihe | @ § sptindd

¢ If the contractor for the resource is not listed, there are two ways in which to
add the contractor and agreement to the system:

a. Click the + button to add a Contractor.

b. Enter the Contractor/Cooperator.

c. Enter the DUNS.

d. Enter the Address, City, State, ZIP and Phone.
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e. Click the Save button.

| Add Comtasiar . . 2y

——l

L} Cosperpize & Agderess |

-----

f. Click the + button to add a Contract/Agreement #.

NOTE: Multiple contracts or agreements can be attached to a single contractor or
cooperator.
g. Enter the Contract/Agreement #.

h. Enter the Beginning Date or select from the calendar.

I. Enter the Expiration Date or select from the calendar.

Add Contract/Agreement for ZEN CONTRACTORS E
. i

v

Contract/Agreement #

Beginning Date I m /
Expration Date f‘:j

™ Admin Office For Payment I v | . J r

- " Select an Admin Office For Payment from the drop-down list or
i. Click the + button to add an Admin Offices for Payment.
ii. Enter the Office Name.
iii. Enter the Address, City, State, ZIP and Phone.

iv. Click the Save button.
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Zp Code »

Prane |

From the Time menu button:

a. Select the drop down arrow next to the Time menu button.

i Admin Office

b. Select the Contractors option.

c. Click the Add Contractor button.

) Edit Contractor | Delete Contractor | Time Post.

d. Follow the steps outlines above to add Contractor or Cooperator
information.

e. Save the data.

f.  Highlight the contractor or cooperator.

g. Select the Add Agreement button.

h. Follow the steps outlined above to add a contract or agreement.
i. Save the data.

j. Repeat these steps to add additional contracts or agreements to a
single Contractor or Cooperator.
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10.

11.

12.

Contract/Agreemant # 2

Ezginning Date

=R
=

Sxpirztion Date

K
Admin OMce For Payment - || +

Enter the Unique Name or VIN

Enter Description 1 and Description 2.
Enter the Hired Date.

Enter the Hired Time.

Enter the Point of Hire.

If the resource will use a government operator, check the Gov't Operator
checkbox.

If the government is providing supplies to the resource check the Gov't
Supplies checkbox.

If the contract for the resource was withdrawn, check the Withdrawn
checkbox.

Click the Save button.
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Contractor’Cooperator Rate Type | Teme UOM

Contractiagresment 2
Unigue Name or VIN = |
Descripbon 1
Descripton 2
Herad Date )
Hired Time

Foirg of Hire

 Save and Roster I Cancel | Roster
- S o

Follow these steps to add the appropriate rates to the contractor or cooperator
resource.

NOTE: The contractor or cooperator information must be Saved first before rates
can be added.

e Click the Add button that displays under the Rates grid.
e Select the Rate Type from the drop-down list.

e Select the Time UOM from the drop-down list.

e Enter the Rate.

o If appropriate enter a Guarantee.

e Optionally, enter a Description.

e Click the Save button.
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Tme UOM # ['-

=
Rate % 3000 |
|

- 4
¢
¢
~ ‘
e !
¢
f
4
s

Descrption }

NOTE: If no rates are defined for a Resource, time cannot be posted to that
resource. A resource has to have at least one rate defined. A Resource can have
multiple rates defined.

NOTE: For a Primary rate, a guarantee can be defined for Each, Hourly or
Mileage.

NOTE: If a Guarantee rate is defined and a posting is for an amount under that
Guarantee rate, the system will post the Guarantee rate on the invoice. The
system will reflect the amount for actual time worked if it exceeds the Guarantee.

e To edit a rate, select the rate from the table and click the Edit button.

e To delete a rate, select the rate from the table and click the Delete button.

Rate Type | Time UOM | Rate Guarantee '
PRMARY l DALY I $25.00 $0.00 hd
SPECIAL EACH | $10.00 $0.00 -

l l }
| l '\
| | {
| | g
: f <
Add || Edt || Delete |
N 0 — N —— - B = . A S e

NOTE: Contractor Rates that are included in a time posting for a resource cannot
be deleted.
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13. Click the OF-286 Remarks tab and enter any remarks for the resource.
Remarks will print on the OF-286 Invoice.

Chochdn Data | Demob Duta LMJ Ceat Data

U Cancel Roatel

g

14. Click the Save button to save the resource's data.
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N
Manage Contractors

Follow the steps in this section to manage Contractors in the e-ISuite system.
(Add Contractor information is included in the Manage Time Data for
Contractor/Cooperator, and is repeated here with additional information on
Editing and Deleting Contractors).

Add Contractor(s)

1. From the Home page, select the Incidents button.

.

Welcometo ‘e-ISuite

* Enterprise

2. Select an Incident or an Incident Group.

3. Select the drop down arrow next to the Time menu button.

4. Select the Contractors option.

5. Click the Add Contractor button.

4. Enter the Contractor/Cooperator name.

5. Enter the DUNS.

6. Enter the Address, City, State and Zip.
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7. Enter the Phone number.

8. Click the Save button.

To add a contract or agreement:

9. Select the Contractor/Cooperator from the grid.
10. Enter the Contract/Agreement #.
11. Enter the Beginning Date.
12. Enter the Expiration Date.

13. Select the Admin Office for Payment from the drop-down menu or click
the + sign to add a new Admin Office for Payment.

ContractiAgreement 2
Beginnng Date

Expiration Date

(=
Admin Office For Payment |

Time Page 68 of 104



(fe-ITSuite

‘Vm-mommm

Srone

14. Click the Save button.

" ah AW

15. The agreement just entered will now show in the Contract/Agreement grid.

NOTE: Multiple contracts or agreements can be added to a single contractor or
cooperator.

Edit Contractor(s)

1. From the Home page, select the Incidents button.

ISuite

Enterprise

USER INFORMATION

2. Select an Incident or an Incident Group.

3. Select the drop down arrow next to the Time menu button.

Admin Office

4. Select the Contractors option.
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5. Select the Contractor to edit or utilize the search fields at the top of each
column.

6. Click the Edit Contractor button.

Add Contractor (|. Edit Contractor [)Delete Contractor
—

7. The Contractor's information populates the Contractor fields.

Time Post

Time Mjusumv

8. Make the appropriate changes to the Contractor data and click the Save
button.

9. Enter the Contractor/Cooperator Name.
10. Enter the DUNS.
11. Enter the Address, City, State and Zip.
12. Enter the Phone number.
13. Click the Save button.
14. Enter the Contract/Agreement #.
15. Enter the Beginning Date.
16. Enter the Expiration Date.

17. Select the Admin Office for Payment from the drop-down menu or click
the + sign to add a new Admin Office for Payment.

18. Click the Save button.

et T Tl e ' &

- ~ _—
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Admin Office For Payment

Office Hame »

AddressLine2 |

|
AddresaLine 1 » ]
|
|

City »

State = b|
Phone [

Delete Contractor(s)

1. From the Home page, select the Incidents button.

2. Select an Incident or an Incident Group.

3. Select the drop down arrow next to the Time menu button.
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4. Select the Contractors option.

i

5. Select the Contractor to delete or utilize the search fields at the top of each
column.

6. Click the Delete Contractor button.

7. A confirmation message will display.

8. Click Yes to delete the contractor.

Do you really want to remove the Contractor?

I Yes | I No I

Delete a Contract/Agreement

1. From the Home page, select the Incidents button.
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2. Select an Incident or an Incident Group.
3. Select the drop down arrow next to the Time menu button.

4. Select the Contractors option.

1 Admin Office

>

4. Select the Contractor to edit or utilize the search fields at the top of each
column.

5. Click the Edit Contractor button.

s A B B o b

6. The Contractor's information populates the Contractor fields.

7. Inthe Contract/Agreement grid, select the Contract/Agreement to delete.

Phone

Phone || | coniracionCoopenator = [CREW SOLUTIONS | Adoress1 [1z3wANsT r
DUME | DRORARTTTT Addmas 2 t
City | PRINEMLLE ’
Cral ?ﬂ *
| ZF 28800
| (
-

Conreciagres | Begin Date Expire Date Admin Oifice
| ment # —
[ [z fll] I Coniractigreement # + | 557638
| hm 12020014 HARHE |m-mmmuvm Beginning Date 12022014 |
Expiration Date | 010evzos |5
c 4 »
g 4 T g g am—— o

8. Click the Delete button.

Time Page 73 of 104



9. A confirmation message will display.

10. Click Yes to delete the Contract/Agreement.

Do you really want to remove the Contraclor Agreement?
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Rostering Resources to
Contractor/Cooperator

Follow the steps in this section to roster resources to a Contractor or Cooperator
resource.

NOTE: Not all resources rostered to a Contractor/Cooperator resource require ‘
time data.

NOTE: The resources may have been rostered to the Contractor/Cooperator
resource during the initial check in process.

1. From the Home page, select the Incidents button.

Welcome to ISuite

- Enterprise

'IESSAGE BOARD f

2. Select an Incident or Incident group.

3. Click the Time button from the main toolbar.

-
oo ] oo | R e -] e -] oo

Incidents

4. Select the Contractor/Cooperator Resource from the Resources grid to
which other resources will be rostered.

5. Click the Roster button at the bottom of the window. The Roster
Resources window displays.
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6. Enter the appropriate information for the rostered resources into the fields
on this window. (See Rostering Resources).

7. Click the Save button to save the rostered resource to the
Contractor/Cooperator resource.

Foster Exishing incident Resourve Roster From Resource Wventory

Number of Persomel. |0 E‘:

Crackn Date
Iveoice Setup (OF-288: [ Coath-h Time ]:0000 ]
Resource Nome. 4 | ActusiReiesse o '
CotPhose Actusl Rekense Tme L
tem Cade « (
tem hame ‘
Chech-in Remarks |
Demob CRy | Fast Wark Osy i
R g et assgunon [5 T3]
Mobhzaton Trave! Methed ;J Demeb Date
Mozazatios Jegort _'J Owys el

Time
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Posting Time for a Contractor or
Cooperator Resource

Follow the steps in this section to post time to a resource that will receive an OF-
286 invoice for payment:

NOTE: For ease of data entry check the Treat Enter as Tab checkbox that
displays in the filter bar. When the Treat Enter as Tab checkbox is checked use
the Enter key to tab through time postings instead of the Tab key.

—
WD Treat Enter as Tab
]

1. From the Home page, select the Incidents button.

Welcometo ‘e-ISuite

- Enterprise

USER INFORMATION

2. Select an Incident or an Incident Group.

3. Click the Time button from the main toolbar.

e || oot |- [ con 1] || o

4. Select a contractor or cooperator resource or search by All, Aircraft,
Overhead, Crews, Equipment or All Personnel by clicking the
appropriate radio button at the top of the window.

Incidents | ~

@ Al O aircrat O Overhead O Crews (O Equipment O All Personnel

NOTE: A user can also filter the columns in the grid by entering a search term
into the filter above the column.
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7. With the resource selected, click the Post Time button.

ras 1ao

A y
Post Time DPostAdjustments l Invoice:

hd Resource I Add Resource From Inventory I Edit Resource I Delete Resource
! -
= Mgt e, o agh ieetienioa. Jb . SRS L TIPS Y Y .,.mm..._’\ ‘_."~ d‘."-’

8. The Accounting Code will default to the resource's default accounting
code. If needed, a different accounting code can be selected from the drop-
down list.

9. Click the Primary button to post a Primary rate. Click the Special button to
post a Special rate. Click the Both button to post both a Primary and a
Special Rate at the same time. Click the Guarantee button to post a
Guaranteed rate.

o

esource Hame Ststus EHO 36 PALMER, PALL

[ _é Accounting Code + ABCD |v | Primary | Spacial I Both I (iurameel

ALMER, PAUL “T€

Tirme LIOW Rate Guarantes  Description
ACLITES, FRANK| ¢ s v

=

bowweLL Jay | c Primary Rate * |

TEIN, HARRY C
BRIFFM, GRETCHE| C
ITTLE, LUKE

VESTERMAMN, W+l T
RYSON, BRENT [ C . Save l Cancel I Clear
bl T S = o ———— - —

NOTE: If Guarantee is selected, only the Guarantee rate is required. Only use
this option when there is no work time documented (i.e. the resource was in
Staging all day).

Specal Rate

A\ "y A

10. From the Primary Rate drop-down list, select the appropriate Primary rate
for the contracted resource.

e When posting a Daily rate, enter the Start and Stop Dates.
e When posting an Each rate, enter a Date and the total number of Units.

e When posting an Hourly rate, enter a Date and a Start Time and Stop
Time.

e When posting a Mileage rate, enter a Date and the total number of Miles.
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Accounting Code #[ABCD ~| [ Pimary | special | Botn | Guarantee |

PAUL
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7
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Days
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From the Special Rate drop-down list, select the appropriate Special rate
for the contracted resource, if applicable.

When posting a Daily rate, enter the Start and Stop Dates.
When posting an Each rate, enter a Date and the total number of Units.

When posting an Hourly rate, enter a Date and a Start Time and Stop
Time.

When posting a Mileage rate, enter a Date and the total number of Miles.

¥

Ak Rescurce | Add Resource From Inventory | Edit Resource | Delete Resource %
Status 086 PALMER, PALL
ALY | #ecounting coge +[a8cD [-) [Pomary | speciar | Bom | Guarantee | ;
7 y
Tima UG Fate Guaranies  Description
PrimaryRate [ DALY | $100.00 | [NOGUARANTEE] | N.. |=| 12Rate [] statDate « B enapate o[ ]
Days '
SpecialRale -
12. If ¥2 Rate applies, click to check the ¥2 Rate checkbox.
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| Adu Resource | ad0 Resource From invensory | Eot Resosrce | Dulete Resource l,w__.u-ﬂ

.
Satus /

L 4 Accounting Code » ABCO - Primary l Spechl l Boh laurua_a

NmeUOM  Rayw Sustantes  Dascrigtion
| Primary Ra%e « | DALY | $10000 | INOGUARANTEE] | IN.. |+ o Hart Date ’ EndCale »

Specal Rate FOURLY 00 -
| HOURLY  $2500 3000 \

P e T YA Y L

13. Click the Save button.

Save )Cancel I Clear !
B/
L= i f

NOTE: When a time posting is included on an Original Invoice, the system will
lock the time posting, display the time posting in red within the grid and include a
checkmark in the Invoiced column.

NOTE: A contractor can have two different time postings on the same day with
no notification, as long as the Unit of Measure is different. If a posting is added
during the same date with the same Unit of Measure a "Post Anyway, Overwrite
or Cancel Post" message will display.

NOTE: If the user posts time that overlaps another time posting, a message will
display indicating that the time is overlapping. Select from Post Anyway,
Overwrite, or Cancel the time posting. If the user selects Post Anyway, there
will be two time postings that overlap.

Posting Time to a Contractor/Cooperator
Resource with OF-288 Subordinates

Follow the steps in this section to post time to a Contractor or Cooperator
resource that has subordinates rostered to it that will be paid with an OF-288
Invoice.
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1. Select the primary Contractor/Cooperator resource.
2. Enter the appropriate time posting data for the resource and click the Save
button.

3. Click the OF-288 Crew Posting button.
DAME DOZER c | e ——
erLmEcTRE | C L s [ cancer [ ciear Of.zu‘c:::fs’u

£ 2 EEL ELLEN c - Date | Type [ Time UOM ™ stop | '

AUTO! ONE 8 0MIZ0T4 | PRMARY [ oAy [ H
AUTOZ TWO c . &
o ] ! ] ! r
AUTO4, FOUR c I | i J )
AUTOS Ve C ’
AUTOS, SIX c ] ! | | (
MOBLE FOOD -~ = = 7!

5.

6.

e ST TR

4.

Select the appropriate subordinate resources in the Crew Member grid.

Enter the time posting data for the subordinate resources and click the
Save button.

For more information, see the Crew Post instructions.

NOTE: To return to the OF-286 Time Posting page, click the Return to OF-286
Time Post button.

Edit Posted Contracted Time

Follow the steps in this section to edit time that was posted for a contracted

resource:
1. Inthe Resources grid, click the contracted resource with the posted time to
edit.
2. Click the Post Time button.
3. Inthe time post grid, click anywhere in the row with the posting to edit.
4. Click the Edit button.
5. Make changes to the time posting data.
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NOTE: When editing a Daily time posting, the Start Date and End Date fields are
disabled. To change the dates, delete the time posting and create a new time
posting.

6. Click the Save button.

NOTE: A user can only edit or delete time postings that have not been included
on an Original Invoice.

Deleting Posted Contracted Time

Follow the steps in this section to delete time that was posted for a contracted
resource:

1. Inthe Resources grid, click the contracted resource with the posted time to
delete.

2. Click the Post Time button.
3. Inthe time post grid, click anywhere in the row with the posting to delete.
4. Click the Delete button.

5. A confirmation message will display, click the Yes button.

NOTE: A user can only edit or delete time postings that have not been included
on an Original Invoice.

Post Adjustments for Contractor or Cooperator
Resources

Follow these steps to post an adjustment to an OF-286 Resource.

1. Select the OF-286 resource in the Resources grid.

2. Select the Post Adjustments button.

L EXCluge vemon/Keassignea | L] 1ediEmne 9% 1du

e
d Resource From Inventory [ Edit Resource l Delete Resource l Post Tlm(l Post Adjustments Dlnvocces l
v .

© |
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3. The Accounting Code will default to the Resource's default accounting
code. If needed, a different accounting code can be selected from the drop-
down list.

4. Enter the Activity Date.

5. Select the Adjustment Type (i.e. Addition or Deduction).

6. Enter a Description of the commodity (e.g., socks, boots, toiletries, etc.)
7. Enter the Amount of the adjustment.

8. Click the Save button to post the adjustment to the system. When the
adjustment is saved, it displays in the grid at the bottom of the window.

2+ ] Add Resource | Add Rescurce From inventory | Edit Resource | Delete Resource | Post Time Inwoic

“ | - -_:' Accounting Code + [ABCD =] Actity Date » | &
PALNER, Palp"| T J—— ’l =
¢ )
c
c
£
c
e
c
c
C
c
c
c
5
£
€
e
c

uuuuuuuuuuuuuuu Status #Ms PALMER, PAUL
FACLITES, FRANS b
Description «
BONWELL, JaY
STEN. HARRY AMmoun | $0.00 )

‘GRFFM, GRETCHE

LITTLE, LUKE

WESTERMAN, WY,
BRYSON, BRENT

SALVATE, SLAS
HUNPHREY, JURGH
PHELLPS, PATRICH
FREEMAN, FELICTT
MCBATH, MEREDT|
KOPELLL KERRY
UCGURE, NORGA
LAYTON, LEE

MASOVERD, MITCH

WHITHEY, WALT

Printing an Emergency Equipment Report (OF-
286)

This report is the standard timekeeping record and payment document for
resources that have the OF-286 checkbox checked (Contractors and
Cooperators). Follow the steps in this section to print an OF-286:

1. Click the Time button from the main toolbar.

-
Jorescn -] oo |- [Smuel o [-] o ] e

Incidents
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2. Inthe Resources grid, select the OF-286 Resource for which to print the

Emergency Equipment Report (OF-286).

3. Click the Invoices button to open the Emergency Equipment - Use Invoice
and Itemized Deductions Report window.

atEnter as Tab

-

jelete Resource | Post Time ;I Post Adjustments(l Invoices
! N

D €
S ol A i £

NOTE: If an OF-286 resource is selected and there are OF-288 subordinates

rostered to it, the system will provide the option to print both the OF-286 invoice
and the OF-288 invoice.

4. The Last Date Included on Invoice box contains the last date an invoice
was posted for the resource. If needed, this date can be changed by either
typing a new date or selecting it from the drop-down calendar.

5. If this is the final OF-286 for a resource leaving the incident, click to check
the Final Invoice checkbox. If not, leave this checkbox blank. If the Final
Invoice is checked, FINAL will print on the invoice. If it is not checked,
INTERIM will be printed on the invoice.

Invoices

Emergency Equipment - Use Invoice and Itemized Deductions
0-86 PALMER, PAUL

| Save Release DateTime

Last Date fo Include on Invoice = | 01292015

Print Options

Acival Release Date and Time OEMTRZ04 |E |‘:I |‘

Report Options

LL] Previgw/Print DRAFT invoice Lo} DOF-288 Invoice and iﬂ]Jil‘TlE nts
() Generate DRIGMAL invaice (_) DF-288 lnvaice Dnly

I_J) Preview/Print DUPLICATE QRIGINAL Invoice ) OF-Z2B8 Adjustments Only

At A PP L, PR Az

| Open invoice | | Delete Last Invoice |

¢
'ﬁﬂm‘w"lwaﬁl_ﬂw'\“q—r‘“*#q’ﬁ l‘,,...-..'h-lt u-u./

6. Inthe Print Options frame, click one of the following options to identify the

type of invoice to create:
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e Preview/Print DRAFT Invoice - Generates a Draft Invoice. Review
this invoice, before printing an Original copy. The word Draft prints on
this invoice. When this option is selected, the user can choose to print
OF-286 Invoice and Adjustments, OF-286 Invoice Only or OF-286
Adjustments Only.

Invoices

Emergency Equipment - Use Invoice and ltemized Deductions

0-86 PALMER, PAUL

Actual Release Date and Time |EE-‘I'-'.-2IZI1-‘- |E |1:I3E |

Save Release Date/Time |

Last Date to include on Invoice = | 01/292015 E n_. Final Invoice

Print Options Report Options
(=) Preview/Print DRAFT Invoice (=) OF-288 Invoice and Adustments
() Generate ORIGINAL Invpice () OF-288 Invoice Only
() Preview/Print DUPLICATE ORIGINAL Invoica () OF-286 Adjustments COnly
| Open Invoice | | Delete Last Invoice |

- "‘-....-- ’J‘M“*‘#ﬂ'w"“w““uua e

e Generate ORIGINAL Invoice - Generates an Original Invoice and
locks all postings included in the invoice. When a posting is locked,
changes cannot be made to it. When this option is selected, the
system will generate both the OF-286 Invoice and the OF-286
Adjustment document, if applicable. The word Original prints on this
invoice.
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Emergency Equipment - Use Invoice and Itemized Deductions
0-86 PALMER, PAUL

.Amual Release Date and Time DEMTI2014 | E | 1200 |

| save Release DateTime |

Last Date to Include on lnvoice = | 01/282015 E E Final Invoice

Print Options

() Preview/Print DRAFT Invaice
(%) Generate ORIGINAL Invoice
() Preview/Print DUPLICATE ORIGINAL Invoice

| Open Invoice | | Delete Last Invoice |

Y L aay . f N “’#mmﬂ__*r\ e, QA ga. grctanas,

e Preview/Print DUPLICATE ORIGINAL Invoice - Generates a copy
of an Original Invoice. A list of available invoices to select from
displays when this option is selected. Select the invoice to re-print
from the list. The words Duplicate Original Invoice print on this
invoice.

Invoice s
Emergency Equipment - Use Invoice and Itemized Deductions

0-86 PALMER, PAUL

Acthsal Release Dabe and Time DENT2014

i [ 1200

| save Release DateTime |

Lagt Dale ba Include on Rvoics | 01292015 ﬁ :l Fnal Invopice

Invaice Humiser First Date Last Date
Print Options I
() Praview/Print DRAFT lnvoice
() Generste ORIGINAL voice I

IE:I Preview. Prirt DUPLICATE ORIGMAL nvoice

| Open invoice | | Delete Lastinvoice |

h'“—w -.*J"'"v-"“" PP Vp—— “'—Hn._r-ﬂ_

R.‘i. A, Aty NV

NOTE: When reprinting an invoice, only one invoice can be selected at a time,
even if multiple invoices were originally printed.
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7. To delete the last invoice for the selected resource, click the Delete Last
Invoice button. Two different warning messages display. Click the Yes
button on each window to delete the invoice.

0-86 PALMER, PAUL

Actusl Release Date and Time (08172014 | ] [1200 | ‘

| save Release DateTime |

Last Date to Include on Invoice = | 01/292015 @ E Final invoica

Invaice Number

First Date

Last Date

Print Oplions |

I () Preview/Print DRAFT nvoice
() Generate DRIGMAL nvoice |

(®) Preview/Print DUPLICATE ORIGINAL Invoice

| Cpen Invoice ] Du_l;uLutlnw:lim

-'-.-___—__-.-"-

i Emergency Equipment - Use Invoice and Iltemized Deductions ’

e T VY W XY

financial export.

NOTE: An OF-286 Invoice can only be deleted if it has not been included in a

Time
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Printing Time Reports

Follow the steps in this section to print Time Invoices and Reports in the e-ISuite
system:

1. From the Home page click the Incidents button.
2. Click Reports on the main toolbar.
3. Select the Time tab from the toolbar.

4. Click one of the following options to identify the type of information to
include on the report:

Time Invoices

e (OF-286 Invoice

e OF-288 Invoice

Time Reports

e Shifts in Excess of Standard Hours

e Personnel Time Report

e Work/Rest Ratio

e Summary of Hours Worked

e Missing Days of Postings

¢ Crew Roster

e Vendor Resource Summary

OF-286 Invoice

This report is the standard timekeeping record and payment document for FED
and casual (AD) personnel involved in the incident.
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R
NOTE: These instructions pertain to a single, overhead resource and all agency
personnel rostered to hand crews, camp crews and engines.

NOTE: The user can print this Invoice from the Reports page or by clicking the
Invoice button on the Time Posting page.

1. From the selection panel, click the radio button to select either Select
Request Number or Select Resource.

2. Select Request Number or Resource from the drop-down menu.

3. If the resource was Demobed, enter the Actual Release Date and Time for
the resource. To save the release date and time information to the
resource, click the Save Release Date/Time button.

4. Enter the Last Date to Include on Invoice by entering the date or clicking
on the calendar icon to the right of the date box and clicking on the
appropriate date.

5. If the OF-286 is a final invoice, click the Final Invoice checkbox.

6. Under Print Options, click one of the following options to identify the type of
invoice to create:

e Preview/Print DRAFT Invoice -- Generates a Draft Invoice. Review
this invoice before printing an Original copy. The word DRAFT prints
on this invoice. When a user selects this option, the user can choose
to print the OF-286 Invoice and Adjustments, OF-286 Invoice Only
or OF-286 Adjustments Only.

e Generate ORIGINAL Invoice -- Generates an Original Invoice and
locks all postings included in the invoice. When a posting is locked,
changes cannot be made to it. When you select this option, the
system will generate both the OF-286 Invoice and the OF-286
Adjustments document, if applicable. The word Original prints on this
invoice.

e Preview/Print DUPLICATE ORIGINAL Invoice-- Generates a copy
of the Original Invoice. A list of available invoices displays when you
click this option. Select the invoice to re-print from the list. The words
Duplicate Original Invoice print on this invoice.

NOTE: When reprinting an invoice, only one invoice can be selected even if
multiple invoices were originally printed.
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report.

NOTE: When generating an ORIGINAL OF-286 the system will also print the
following report, if applicable: Emergency Equipment Deductions and Additions

7. Select Open Invoice to view the selected invoice.

8. Select the Delete Last Invoice button to remove the last Original invoice
that was generated.

NOTE: When the last Original invoice is removed, the system will unlock all time
postings for that invoice.

Original
(05/2972014 - 06/2%72014)
Emergency Equipment - Use Invoice lvore  F-2014-CA-LPF-003310-14934-8
Ths invoicn has net seceived @ Sl 2ot and s sutyect i change pricr 1 peyment Offciel 1 Fage fof 1
T CONTRACTOR [Namm ns addess) 2 INCIDENT OR PROJECT NAME
CREW SOLUTIONS PFEIFFER CA-LPF-003310
23 MAIN 5 3 AGREENENT NMBER (From CF-209]
il 9881 98TIETES4321
PRINEVELE — L3 0 & EFFECTIVE DATES OF AGREEMENT
b DUNE 9383837777 : B.;,:,;: % s Endirg
. %
addusing 05/15/2014 051142013
£ ECUIPNENT|List meke, model, satml rc o]  ENG3; LP 17, E-S-ENGINE, |2 POINT OF HIRE (Locetion whan hited)
Unigue O ENG3 LP17 TYPE3
Mebks 7 DATE OF HRE 8 TINE OF =RE
Mode
. ADMINISTRATIVE OFFICE FOR PAYMENT 70 THE WORK RATE 15 BASED ON ALL CPERATING
OREGON DEPARTMENT OF SUPPLIES BEING FURNISHED BY
39655 GLANDER STREET [F] CONTRACTOR wet) [[] GOVERNNENT| &)
RTLAN B Zo 11. OPERATOR FURMEHED BY
PO D OR 97544 [E] conTRaACTOR [ covernmeNT
12. RESOURCE CROERNUMEER E-4
13 YEAR 14 VAORr O DALY HATE 15. BFECAL RATE W TOTAL 1 GUANANTEE 15 ANCUN
2014 wUNTE [ s RATE [ e e UNITS | o RaTE EARNED
MO[ DA | WORKED WORKED (1 + 15
MMROA) NIVIUTIA)
5|29 DA s| s200000 £2,00000 $200000
70 CHANGE COUE A CBECT CO0E 23 QROSS AMOUNT DUE $2,000.00
PFD1
21 EQGUIPMENT WAS Orereasso [ wi=nRawe 24 ITEM 73 FROM PREVIOUS PAGE $0.00
Date Tima 25 TOTAL AMOUNT DUE $2.000.00
2 REMARSS  INTERIM Prie Puny Pyenerds 25 DEDUCTIONS (afiach statermaes) {$100.00)
R e derin B i 27. ADDITIONE (alach stefmsrant)
28 NET AMOUNT DUE $ 1,800.00
25 NOTE. CONTRACT RELEASE FOR AND N CONSIDERATION OF RECEST OF PAYMENT IN THE ANMOUNT SHOWN ON "NET AMOUNT DUE™ LiNE 28
CONTRACTON MEREDY RELZALIES THE GOVERNVIENT FROM ANY AND ALL CLANST ARIING UNOCR THIS AGREZMENT EXCIFT AS RESERVED IN
TEMARKS" BLOCK 22
30 CONTRACTOR BIONATURE 31. DATE %2 RECEIVING CFFICERS BIGNATURE 33 DATE
3. PRONT NAME AND TITLE 35 PRONT NAME AND TITLE
Printed OU2W2014 1245 Dete Form Modied 517707 OPTIONAL FORM 286
Time
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Original
( D&V29v2014 - 06/2%2014)

Emergency Equipment Deductions and Adaditions Invoica & F-2014-CA-LPF-003310-14994-5
(Por sme with OF-206 Discks 2¢ snd 27 - Decctians snd Addiions Staermed omcial
1. CONTRACTOR (Nanm and ENSEN) 2 WNCICENT OR PROJECT NAME
CREW SCOLUTIONS PFEIFFER
22 ACCOUNTING CODE
PFO1
K e ENG3; LP 17, E2-ENGINE, TYPE 3 S AGREEVENT NUMBER
Jngee 1D ENG3 LP17 Vare 887967654321
Rojuest & E-4 Model 4 REPORT DATEMINE
2902014 1245
Activity Dats Description Deductions Addition
&/23/2014 MEALS (§ 100.00 )
Totals (S 100.00)

OF-288 Invoice

NOTE: The user can print this Invoice from the Reports page or by clicking the
Invoice button on the Time Posting page.

1.

From the selection panel, click the radio button to select either Select
Request Number, Select Crew or Select Person.

Select Request Number, Crew Name, Person Name from the drop-down
menu.

Enter the Last Date to Include on the Invoice by entering the date or
clicking on the calendar icon to the right of the date box and clicking on the
appropriate date.

If the OF-288 is a final invoice, click the Final Invoice checkbox.

Under Print Options, click one of the following options to identify the type of
invoice to create:

e Preview/Print DRAFT Invoice -- Generates a Draft Invoice. Review
this invoice before printing an Original Copy. The word DRAFT prints
on this invoice. When this option is selected, choose to print OF-288
Invoice and Adjustments, OF-288 Invoice Only or OF-288
Adjustments Only.

e Generate ORIGINAL Invoice -- Generates an Original Invoice and
locks all postings included in the invoice. When a posting is locked,
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changes cannot be made to it. When this option is selected, the
system will generate both the OF-288 Invoice and the OF-288
Adjustments document, if applicable. The word Original prints on this
invoice.

e Preview/Print DUPLICATE ORIGINAL Invoice-- Generates a copy
of an Original Invoice. A list of available invoices to select from
displays when this option is selected. Select the invoice to re-print
from the list. The words Duplicate Original Invoice print on this
invoice.

NOTE: When reprinting an invoice, only one invoice can be selected, even if
multiple invoices were originally printed.

6. Select Open Invoice to view the selected invoice.

7. Select the Delete Last Invoice button to remove the last Original invoice
that was generated.

NOTE: When the last Original invoice is removed, the system will unlock all time
postings for that invoice.
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C-25BILLS, BILL

DRAFT ONLY - NOT FOR PAYMENT

01/01/2016 - 01/01/2016

F-2015-UT-US0-928434-0009A

T Hied M (e.3. I0-80F)
INCIDENT TIME REPORT AK-AFMX
2. Employee Common isentfier 3 Type of Emgloyment (X One) 4 Firing Uit Nawme (e.g.. Ranger Distict)
[5] casun [] redest [ omer
5. Name (Fist Misdle, Last) 6. 1ering Unt Phone Numter 7. Mirieg Unk Fax Numoer
BILL BILLS
Cokarnn A Calumn B Cowrmn © Corn O
Same a5 Column Oa Same as Celumn  [JA O= ssvessCon [JA [Js [Oc
B rooe Name
AIMEE INCIDENT
TR O *o.
UT-USO-928434
[T TEaGios Faquesl Rabe |
{eg.B2CS) (eg., 033
P12345 Cc-25
[TZ Posinon Cose |13 AD Cisss | 14. AD Fae
AABI AD-A $1452
TE. HomaHinng Ui Accoust Coon
Mo | Day | Sua Stop Hous
1 1 1445 | 08:115 |65
Year 2016 76, ToRl Hours
0 Bhe hours” column, incicate "N~ for hazard pay, "E- plus % for environment differential, ~T- for travel 17. Total Mours (all columnsy | 6.5
18 Commissary and Travel For Payment Center use only
Brevious Invoices.
18 Mot | 185 Day "‘c"m““‘m‘;"’;"‘m"""" 184, Resrenrsoront 180, Deduction 18¢ FewCode
Seo Attachment for Details
Totar: ${125.00)
19 Remarks. DRAFT ONLY - NOT FOR PAYMENT
71, Tima Officer Signature
DRAFT ONLY - NOT FOR PAYMENT
NOTE The above ems are coect and proper for peyment from avadatie appropriations.
Dopartment of the Interior NSN 7540-01-7633 INTERIM OPTIONAL FORM 288 (REV. 10/2015)
Department of Agriculture  (U.S. Forest Service)

Page tef1
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Cc-25 DRAFT ONLY - NOT FOR PAYMENT 01/01/201 - 01/01/201 F-2015-UT-US0-928434-
INCIDENT ADJUSTMENTS REPORT 1 Hiwd Al (0.5, IDEOF)
(For use with OF-288 Block 18 Commissary Record) |AK-AFMX
[2- Employee Common identiter 3. Type of Employment (X Oney 4 Hiring Unit Name (6.9, Fanger Destiicl)
l [ﬁ‘m D Foders ] omer
5 S (7 v, Waddie. Last) Faning Unkt Phone Numeer 7. Fireg Unk Fax Numter
BILL BILLS
Block 18 C y and Travel (From OF-288)
18a. Month | 18b. Day 18c. Category Description 18d. Addition 18e. Deduction 181. FireCode
12 21 COMMISSARY | BOOTS ($ 75.00) P12345
12 21 COMMISSARY | BOOTS ($ 50.00) P12345
Total l ($ 125.00)

Shifts in Excess of Standard Hours Report

The Shifts in Excess of Standard Hours report shows posted hours that are in
excess of the Standard Hours defined.

1. Select one of the following Sort Report By options: Request Number,

Person or Total.
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Shifts in Excess of Standard Hours

' Sort Report By
(®) Request Number

() Person

() Total

(® Select Request Number (O Select Person () Select All Personnel

Reqguest Number L@'

statDate [ |[F EndDate x| |
Standard Hours |:\

Prin

2. Select one of the following options to identify how to select the resources to
include in the report: Select Request Number, Select Person or Select
All Personnel.

3. If the user selected the Select Request Number option, select the
Request Number from the drop-down list. If the user selected the Select
Person option, select the Person Name from the drop-down list.

4. Enter the Start Date and End Date for the report.

5. Enter the Standard Hours to use in calculating the excess hours (e.g., if 8
is entered, the report will include employees with hours in excess of 8).

6. Click the Preview/Print button to generate the report.

SHIFTS IN EXCESS OF STANDARD HOURS 0720/20 13:04
Incidert Name FFEIFFER (US-CALFF-003610)
Start: 087102014 Stop: 02872014
Standard Hours: 10.00

Request # Name Shift End Total Shift Howrs Amount Excess
o4 GERWE. GER 0872072014 1400 400
o4 GERWE, GER 08/27/2014 12.00 a0
(=3 ] GERWE. GER 08/282014 12.00 200
o4 GERWE, GER 06/282014 14.00 400
04 GERWE, GER 08/30/2014 12.00 200
o= GERWE. GER 07012014 14,00 400
o4 GERWE, GER 07/022014 14.00 4.00
04 GERWE, GER 071032014 14.00 400
o-11 ARROYO. ALEX 00/1212014 15.00 500
022 CURTIS, CARMELA 081772014 14.00 4.00
o-127 GRIFFIN. GRETCHEN 00202014 14,00 400
0-127 GRIFFIN. GRETCHEN 00/21/2014 15.00 500
o127 GRIFFIN, GRETCHEN 08/222014 14.50 450
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Personnel Time Report (Print/Fax)

The Personnel Time Report allows the user to either print or fax directly from the
e-ISuite system. This report identifies posted time for FED or OTHER personnel.
Only those personnel that meet the following requirements are included in the
report:

Time is posted for the Resource during the defined date range.
A fax number is defined for the Resource in the e-ISuite system.
The Employment Type is FED or OTHER.

The Resource has an Agency defined.

The Resource does not have a D (Demobed) Status.

Select a Date Range for the report by entering a Start Date and an End
Date or by clicking on the calendar icon to the right of the date box and
clicking on the appropriate date.

Select the Agencies to include on the report by selecting the checkbox
next to the applicable agency or by clicking the Check All or Clear All
buttons.

Enter the Time Unit Leader Name.
Enter the Time Unit Leader Phone #.

If the fax numbers are long distance, click to check the Assume Calls are
Long Distance checkbox.

If a number must be dialed before placing a phone call (e.g., the user has
to dial 9 to get an outside line), click to check the Dial Outside Line
checkbox. Then enter the number that must be dialed for the outside line.

Click the Preview/Print button to preview and then print the report.
Click the Fax button to fax the report directly from the e-ISuite system to

the fax number identified for the selected agencies.
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9. Click the Export to Excel option to export the report to a format the user
can import into an Excel document.

Report Of Personnel Time For NOTE - This report assumes that
PFEIFFER US-CA-LPF-003810 - Employees Nave empoyment cooe of “FED” or "Omer *
6102018 w7801 i i
For Timekeeper at (1111111 - Empioyses stas s not "D for Dameoizes
Questons? Contact Time Unit MURRAY MUNCHKIN at (200) 080-0000
Date Accounting Start Time Stop Time Hours Premium
MURRAY, KEVIN V
Thu, 28 Jun
PFO1 0800 20:00 1400
Fri, 27 Jun
PFO1 08:00 20:00 1400
Sat 28 Jun
PFOY 0600 18.00 12.00
Sun, 28 Jun
PFO1 0800 19:00 13.00
STEIDLEY, DEREK
Thu, 28 Jun
PFO1 06:00 20:00 1400
Fn, 27 Jun
PFO1 0800 21:00 1500
Sat 28 Jun
PFOt 0600 20:00 14.00
Sun, 20 Jun
PFO1 08.00 18:00 12.00

Work/Rest Ratio Report

The Work/Rest Ratio report identifies the ratio between work and rest for a
Resource at the Incident.

1. Select a Date Range for the report by entering a Start Date and an End
Date or by clicking on the calendar icon to the right of the date box and
clicking on the appropriate date.

2. Select one of the following options to identify how to select the resources to
include in the report: All Resources or Specific Resource.

3. If Specific Resource is selected, select a Request Number and Resource
Name from the drop box.
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4. Select one of the following Group By options:

¢ None -- Select this option if the user does not want to group the data
in the report.

e Section -- Select this option to group the data in the report by section.
When this option is selected, the system allows the user to select
one or more of the following sections to group by:

o All

e Command
e Operations
e Finance

e Planning

e Logistics

e External

e Date -- Select this option to group the data in the report by date.

When this option is selected, the user can group the data in either
Ascending or Descending order.

5. Select the order in which to sort the data in the report. Data can be sorted
by Request Number or Name.

6. To exclude resources with either a Demobed or Reassigned Status, check
the Exclude Demob/Reassigned checkbox.

7. Click the Preview/Print button to preview and then print the report.

Work/Rest Ratio Report
Incident: PFEIFFER US.CA.LPF.003810 Date Range: 06/10/2014 - 09/29/2014

Request ¥ Resource Name Item Code Status Shift Start Date Hours of Work Hours of Rest Hours Exceeding
Work/Rest Ratio

JARVIS, JON SOFR c 082772014 17.0
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Summary of Hours Worked

The Summary of Hours Worked report prints a summary for All Personnel or a
Specific Individual.

1. Select a Date Range for the report by entering a Start Date and an End
Date or by clicking on the calendar icon to the right of the date box and
clicking on the appropriate date.

2. Select the All Resources or Specific Resource radio button.

3. If Specific Resource is selected, select a Request Number and Resource
Name from the drop-down menu.

4. Select one of the following Group By options:

¢ None -- Select this option if the user does not want to group the data
in the report.

e Section -- Select this option to group the data in the report by section.
When this option is selected, the system allows the user to select one
or more of the following sections to group by:

e Command
e External
e Finance
e Logistics
e Operations

e Plans

When the user selects Section, the system also allows you to select
an option to use in sorting the data. Available sort options include:

e Shift Start Date
e Request Number

¢ Name
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5. To exclude resources with either a Demobed or Reassigned Status, check
the Exclude Demob/Reassigned checkbox.

6. Click the Preview/Print button to preview and then print the report.

Summary of Hours Worked sehin Copmiy v
10003 PFEIFFER (US-CA-LPF-003810)

Starting Date: 062002014 Ending Date 09/01/2014

o-11 ARROYO, ALEX DOCL [S 60 60
0-127  GRIFFIN. GRETCHEN TIME c 14.0 150 145 15 51.0
04 GERWE. GERI DIvs C 14.0 140
o5 STEIDLEY. SCOTT ovs P 140 140
06 MURRAY, MATTHEW DIvs C 14.0 140
o2 JARVIS, JON SOFR € 16.0 160

o1 ARROYO, ALEX DOCH C
0127  GRIFFIN, GRETCHEN TME  C
04 GERWE. GER! DIvVS C 13.0 120 140 120 140 140 140 2930
o5 STEIDLEY, SCOTT DIvVsS P 150 140 120 410
06 MURRAY, MATTHEW Divs c 14.0 120 13.0 300
08 JARVIS, JON SOFR C 17.0 150 320

Missing Days of Postings Report

This report details Resources with missing postings in a selected Date Range in
the system.

1. Select a Date Range for the report by entering a Start Date and an End
Date or by clicking on the calendar icon to the right of the date box and
clicking on the appropriate date.

2. Select one of the following options to identify the information to include in
the report:

e Personnel-- Select this option to only include personnel (OF-
288) resources.

e Vendor-- Select this option to only include vendor (OF-
286) resources.
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3. Select the Personnel option to limit the report to a specific agency by
selecting an agency from the Agency drop-down list. The user can also
limit the report to a specific employment type by selecting a type from the
Employment Type drop-down list.

4. Select the Personnel option to group the data in the report by None or
Agency.

5. Select the Personnel option to sort the data in the report by Request
Number, Resource Name, Agency or Employment Code.

6. Select the Vendor option to sort the data in the report by Request Number
and Resource Name.

7. To exclude resources with either a Demobed or Reassigned Status, check
the Exclude Demob/Reassigned checkbox.

8. Click the Preview/Print button to preview and then print the report.

Missing Days of Postings by Personnel Report
Incident: PFEIFFER (US-CA-LPF-003810)
05202014 0TS0

Incident: PFEFFER (US-CAL PF-003810)

Request # Name Request # Naene Date

e A0

ANMELA O

e—

prav— conexne

) Ao

. X,

2
8
2

V.
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Crew Roster

This report details members of a Crew Roster.
1. Select a Request Number from the drop-down menu.
2. Select a Resource Name from the drop-down menu.

3. To exclude resources with either a Demobed or Reassigned Status, check
the Exclude Demob/Reassigned checkbox.

4. Click the Preview/Print button to preview and then print the report.

PFEIFFER
US.CA-LPF.003810
Crew Roster Report for C-1; HCS1,; S/T 934, C-1
'Ecqubs! = Name Item Chechkdn Date Employment Trainee Status Unit 1D First Work Day Length of Last Work Day Actual Release
Code Type Status Assignment Date

ca HCS1; 5/T834;C1 HCS1 08/18/2014 c CAsSLY osM162014 14 062572014

c-1.1 ELMORE, PETER STCR ovVie2014 c CA-SLU 0o/1o2014 14 0a2W2014

c.1.2 HC1, CASTA 17, C-12 HC1 06/10/2014 c CA-SLU oane2014 14 0022034

c-13 HC1, CASTA 1% C-13 HC1 oov10/2014 c CA-BDF panen014 14 0O2%2014

Vendor Resource Summary

This report details the management of Vendor Equipment including name,
request number, type of equipment, and date hired for operation in the Incident.

1. Select one of the following Group By criteria:

¢ None -- Select this option if the user does not want to group the data
in the report.
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¢ Item Code -- Select this option to group the data by the Item Code
assigned to the OF-286 Resources.

e Vendor -- Select this option to group the data by the Contractor and
Agreement data for the OF-286 Resources.

e Hire Date -- Select this option to group the data by the Hire Date
defined for the OF-286 Resources.

2. Select one of the following Sort By criteria:

¢ Request Number -- Sorts the data in the report in Request Number
order.

e |tem Code -- Sorts the data in the report by Item Code.
e Vendor -- Sorts the data in the report by Contractor.
e Hire Date -- Sorts the data in the report by Hire Date.

3. To exclude resources with either a Demobed or Reassigned Status, check
the Exclude Demob/Reassisgned checkbox.

4. Click the Preview/Print button to preview and then print the report.

PFEIFFER
US-CA-LPF-003810

Vendor Resource Summary Report

Request # Resource Name Item Code Status Vendor/Agreement Number Unique Name Hire Date Hire Time Release Date Release

c-20 CREW-MEISTERS HC2 C CREW SOLUTIONS CREWZ1 07/14/2014 0000
987087054321

E4 ENG3 LP 17 E4 ENG3 C CREW SOLUTIONS ENG3 LP17
G87087654321
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