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Training Specialist Login

NOTE: Only non-privileged user accounts with a Training Specialist role can
access the Training Specialist area. The user must first select an
Incident/Incident Group before selecting the Training Specialist button.

NOTE: For application login information, see the e-ISuite website at
http://famit.nwcg.gov/applications/elSuite. This website also includes general
information about the application, User Guides, Getting Started information,
Quick Reference Cards, and Online Tutorials.

Follow the steps in this section to add an assignment to a Trainee.

1. Inthe Site system, select a database from the Select Database drop-down
list on the Login page.

2. Enter a valid User Name and Password and click the Login button.

¢ == Login

Select Database | DATABASE1 ||

_ﬁe.Is Hﬂe User Mame #
Site

| Login || Cancel || Recoverhccount|

IAccessing the Enterprise version of e-ISuite requires a NAP user account.

3. On the Home page, click the Incidents button.
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= |Suite Site Welcome talisen Active Database:  NEVERFIRE

Incident Hame Incident # Event Type Start Date Jurisdiction Default

Accounting
| 1 |

¥ SIME_GROUP

NEWERFIRE2 US-0R-5005-234523 FIRE - WILDFIRE 0ZM52016 USFS 9532 FED

5. Select the Training button.

Active Database: NEWVERFIRE

" Incident Hame | Incident # Event Type Start Date Jurisdii
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Training Specialist Settings

1. From the Training drop-down menu, select the Training Settings option.

2. Select the Incident Settings tab.

3. When an Incident Group is selected, check the Apply to All Incidents in
Group checkbox to apply the settings to all incidents in the group. To apply
the settings to a single incident in the Incident Group, uncheck the Apply to
All Incidents in Group checkbox and select the appropriate incident from
the Select Incident drop-down list.

4. Select a Complexity from the drop-down list. The following options are
available:

e Type A - Area Command

e Type 1 - Type 1 team assigned

e Type 2 - Type 2 team assigned

e Type 3 - Extended attack with multiple resources
e Type 4 - Initial Attack

e Type 5 - Initial Attack with very few resources

e Type 1 (Prescribed Fire) - High

e Type 2 (Prescribed Fire) - Moderate

e Type 3 (Prescribed Fire) - Low

5. Enter the Number of Acres.
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6. Select any of the following fuel types from the Available Fuel Types list by
moving the fuel type to the Selected Fuel Types list.

e G - Grass Group
e B - Brush Group
e T - Timber Group
e S - Slash Group

7. Click Save to save the Incident Settings.

Training Specialist Settings
e

| Training Specialist Contact Information | Trainee Priority Program

Complexity | TYPE2 | v]

Acres 55555

Available Fuel Types Selected Fuel Types

G - GRASS GROUP B - BRUSH GROUP
S - SLASH GROUP

T- TIMBER GROUP

ANV E~N]

e J coer |

NOTE: All forms and reports will only show the B, G, S or T for the Fuel Type and
not the full description.

8. Select the Training Specialist Contact Information tab.
9. Select a resource from the upper grid.

10. The Active checkbox is automatically checked, which indicates that the
resource is an Active Training Specialist. This will enable their Training
Specialist data to display on forms and reports. To indicate that the Training
Specialist is no longer active, uncheck the Active checkbox.

11. Enter the Address, City, State, Zip Code, Phone and Email.
12. Click the Save button.

13. Selected Training Specialists will display in the lower grid.

Table of Contents Page 6 of 26



Raquast Rencarcs Hams Ham [t D s cniphicn. Seatuy | Uik I Wi D cariprtszn

| e WILBOH, JERTIY TALD  Tass FOACE LEADER F DAURIF URLATELLA MATICHNAL FOREST L]
109 BURnG, STEVE THEP  TECHMICAL SPECIALIST F ORASF  ROOUE RIVER-SISTY O NATIOHAL
o110 BERZETROA. AOY THER  TECHNICAL BFECIALIET F DRREF  ROGUE RIVER-SISETYOU NATIONAL FORE
o5 DONALD. DOMETT THEP TRAMNG SPECLALIST = DR-E T, HOOD NATIDRAL FOREST "
DOMALD, DONETT - O-53
saa [ I Code B0
S jiz;uuusr ] Prone | (123} 1234420
city | Beo Email | CONGOMAL GO0
S (OR ||
S || Cascst || Cwar || Delets |
Raquast Raucarce Mame Hem Hem Dwncriphon Shadus| Uni ID Uit Dz riphicen Actve
| Humber Code |
|ﬁ-. RAKDALL RANDY THEP TRAIRING SPECIALIET c CRASF AOGUE ANVERBIGEIYOU RATICHAL H’ |
=21 APPLE, AMILLLY THEF TRAINNG SPECIALIST c OR-REF ROGUE RNVER-SISKEIY O HATIOHAL ﬂ'

14. Select the Trainee Priority Programs tab.

15. Enter a Priority Program in the Priority Program field and click Save. The
Priority Programs defined in this area will display in the Priority Programs
drop-down list on the Trainee Data tab.

16. To remove a Priority Program from the Priority Programs drop-down list on
the Trainee Data tab, select a Priority Program and click the Delete button.
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Incident Settings | Training Specialist Contact Information |

Prigrity Program H|mmm

| save || cancel || ciear || Delete

Priority Program

NORTHWEST PLANNING AND LOGISTICS PROGRAM
NORTHWEST PRIORITY PROGRAM
SOUTH EAST OPERATIONS PROGRAM

Add a Trainee Assignment

1. Filter the grid by All Personnel, Overhead Personnel, Aircraft
Personnel, Crew Personnel or Equipment Personnel by selecting the
corresponding radio button at the top of the window.

2. Select a Trainee from the resources grid.

3. The Trainee Assignment field defaults to the item code for the resource's
current assignment. To change the Trainee Assignment, select a different
item code from the drop-down list. The Functional Area is populated with
the Section Code for the selected Item Code.

|ﬂ_ Reparis I Sebected Incident;  BUCKSKIN US-OR-REF-B0352
(1 a1 Personned (8} Overhead Personnel () Crew Personnel () Equipment Persconed [ | Tranees Only [ Exciude Fied [ Exciude Demob/Resssigned
Data Form | Ewabsaion Record | Performance Evaluation | Home Unit Letier | Exit iniensew
Haces Resource Hame Hem | Saaus Nmrr| 04612 MILLER, MIKE Trainee Total- 10 Priosity Tramnees: T
Humber Code:
E Incident ﬁuigrlrmlim: DIVS - DVISION/GROUP SUPERVISOR [ Traines View Cuals
il T T 5| |Troinee Assignment «[05C2 ) FunctonalAres |[OPERATIONS
O16.3 PETROCK, PETER sof2 | C "W Traines Assignment
R T s T | =] ) 1 OPERATIONS SECTION CHIEF, TYPE 2
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NOTE: The Trainee Total and Priority Total both display at the top of the screen.
To view the qualifications for the selected resource, click the View Quals button.

M Hmm] Selected Incident  BUCKSKIN 5-0R-REF-000382
O anperscanel &) Qverhead Perscnnal O Crew Personnel O Equipment Personnel [ Trainees Ony [ Exciuge Fled [ Exciude DemobReassined
N o [ oo ey T |

Assgrrment Closeoul
Regues Rtource Hame | wm Status | Agenay [016.12 MILLER, MIKE Trainea Totad: 10 Prionity Trainees T/
lm.i = “_l; |" Incident Assignment: DIVS - DRSIONGROUP SUPERVISOR [ Trainee I
| 13 COVILLE, CLAY

View Quais
.....
=
o183 PETROCK PETER c BLM Traines Assignmant | Description |
= CHIEF,
BT THOMAS, TR E Tors O5C2 [ cPeRATIONS sEcTIoN CHiEF, TYPE 2
! 5TPS
e
=

STRUCTURAL PROTECTION SPECIALIST
o981 MELLER, MIKE UsFS

| DufE1 MACKLEIM, MELVIN ugFs - |

4. On the Trainee Data tab, enter the following information:

o |If applicable, select the Initial Assignment checkbox.

Enter the Assignment Start Date.

NOTE: When the assignment is complete, enter an Assignment End Date.

If applicable, select the Trainee possess valid Red Card or Agency
Certification Card checkbox.

¢ |If the training assignment is a Priority Program, check the Priority

Program checkbox and select the Priority Program from the drop-
down list.

¢ Identify the Taskbook the trainee is using by selecting one of the
following options:

Trainee has CURRENT home unit initiated Position Taskbook

Trainee has incident issued Taskbook with concurrence of
home unit.

Enter up to three Objectives.

5. Click the Save button to save the trainee assignment.

Table of Contents Page 9 of 26



(fe-ISuite

Request Resource Name Hem | giarys |Agency g—‘l SMITH, JOHN Trainee Total: 1 Priority Trainees: 1
Humbe Cod T
D i —— | [incident DIVS - DIVISION/GROUP SUPERVISOR View Quals

Trainee ignment #|0SC2 ~| Functional Area | OPERATIONS
0-1 SMITH, JOHN ovs c USFS -

02 | HANCOGK, JOHN sorz | ¢ usFs Trainee Assignment Description
SRS STRUCTURAL PROTECTION SPECIALIST
0sC2 OPERATIONS SECTION CHEEF, TYPE 2

Evaluator Data

[ Initial Assignment Home Unit Contact
Assignment Start Date = |0715/2016 Assignment End Date I:l

Prerequisites:

[¥ Trainee possesses valid Red Card or Agency Certification Card? (®) Trainee has CURRENT home unit initiated Position Taskbook?

[ Priority Program | NORTHWEST PRIORIT ~ | O Trainee has incident issued Taskbook with concurrence of home unit?

Objective 1 | COMPLETE 1, 3, 6 TASKS
Objective 2 | LEARN MORE ABOUT FIELD LEADERSHIP
Objective 3

e e o [ I

6. To enter the Home Unit Contact information for the Trainee, click the Home
Unit button and enter the Home Unit Contact's Name, Unit ID, Address,
City, State, Zip Code, Phone and Email.

).16.12 MILLER. MiK:

Incident Assignment

. As =
Home Unit Contact x
_ ___ Name = &.LSMTH ] \
7 v Unit iD OR- 5005 :\',l Horre f Cortact Laex trsen
¥ Unit Desaription s £ =
Address 12 Wy 5? }
City _CN’TA% .
State ﬁ]
Zip Code 9';3 J
L R R [
Email | BLL@GMAL COM J

[_sme |[ cancel |

7. Click the Evaluator Data tab.

NOTE: A Trainee Assignment must first be selected in the Trainee Assignment
grid before attaching an Evaluator to it.
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R
e Follow these steps to add an Incident Evaluator to the Trainee Assignment:
e Click the Add Evaluator from Incident button.

¢ Filter the list of resources in the grid, and then select the resource that
will be the evaluator.

e Enter the Address, City, State, Zip Code, Phone and Email for the
evaluator.

e Click the Save button to add the resource as an incident evaluator.

16.12 MILLER, MIKE

font Assigniment Wiy Cra bl

s Aoaeg -l - i

Add Baluator From incident x
P
Request Humber Resource Name Itern Code | Status
[F darwr [ha G L IAIH] || c
b o3 COVILLE, CLAY IcT2 e [4]
- - " 0-18.3 PETROCK, PETER S0OF2 C .
o187 THOMAS, TIM 0sC2 c
0-18.12 MCELEIN, MELVIN oIvs C L
o-18.14 JACKSON, JOHN oS C -
Lda it I Hame e : I
Unit ID - LIFF -
Unit Deseription PO MA TIOMAL EOREST
Item Code
hem Desoription FERATIONS SECTION CHER, T FE
Addness .143! KCHARY ST ]
City 880D
State  om =
Zip Code S22 |
Phone :!123: 1234455
Email | TIM@GMAL COM |
Swe || Cancel |
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¢ Follow these steps to add a non-incident evaluator to the Trainee
Assignment:

e Click the Add Non-Incident Evaluator button.

e Enter the evaluator's Name, Unit ID, Item Code, Address, City,
State, Zip Code, Phone and Email.

e Click the Save button.

Trasnge Assgnment D ncr
: Add Non-ncident Evaluator x
4 - 1 [} -
/" Name +|BOB SMTH |
Unitld  [OR-5205 |«

I Unit Description ASTORIA DISTRICT

Tramee Dala | Evalualor Dala |
tem Code  |STPS |~

Add £ valuator from incadent Add Non inCadent | valualos
tem Description | STRUCTURAL PROTECTION SPECIALIST
Request Number Resource Name Address | 111 8. 222 W. |
City [ASTORIA |
State OR | =
Zip Code @

Phone (222 333-4455

| Eox | Do | l Email  |BSMTH@EMAIL.COM

| Save || Cancel |

Incident and Non-Incident Evaluator information will display in the Evaluator grid:

Trainee Data || Evaluator Data

‘ Add Evaluator from Incident H Add Non-Incident Evaluator ‘

Request Number Resource Name Item Code Item Description Status Unit ID Unit Description
BOB SMITH STPS STRUCTURAL PROTECTION SPECIALIST 0R-5205 ASTORIA DISTRICT
c-13 ‘GREEN, HANK FFT1 FIREFIGHTER, TYPE 1 [ OR-500S NORTHWEST OREGON AREA

Assignment Closeout

1. Click the Assignment Closeout button to close out the trainee's
assignment.
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I T Y

2.

7.

Milmtﬁtc | aaut
,nf:?'z Pricdly Trainees: 0

Wiew Quals

The Assignment Start Date is populated with the date defined on the
Trainee Data tab. Change this date, as needed.

The Assignment End Date is populated with the date defined on the
Trainee Data tab. Change this date, as needed.

The system automatically calculates the Length of Trainee Assignment
based on the Assignment Start Date and the Assignment End Date.

Enter the appropriate PTB Progress.

Select one of the following Recommendations from the drop-down list.
The recommendation list includes four options:

e 1- The trainee has successfully performed all tasks in the PTB for the
position. The final evaluator has completed the final evaluator's
verification section and recommended the trainee be considered for
agency certification.

e 2- The tasks have been performed in a satisfactory manner. However,
opportunities were not available for all tasks (or all uncompleted
tasks) to be performed and evaluated on this assignment. An
additional assignment is needed to complete the evaluation.

e 3- The trainee did not complete certain tasks in the PTB in a
satisfactory manner and additional training, guidance, or experience
is recommended.

e 4- The individual is severely deficient in the performance of tasks in
the PTB for the position and additional training, guidance, or
experience is recommended prior to another training assignment.

The Complexity field defaults to the Complexity defined on the Training
Specialist Incident Settings tab. If needed, change the Complexity by
selecting one of the following options from the drop-down list.
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e Type A - Area Command

e Type 1 - Type 1 team assigned

e Type 2 - Type 2 team assigned

e Type 3 - Extended attack with multiple resources
e Type 4 - Initial Attack

e Type 5 - Initial Attack with very few resources

e Type 1 (Prescribed Fire) - High

e Type 2 (Prescribed Fire) - Moderate

Type 3 (Prescribed Fire) - Low

8. The Acres field defaults to the Acres entered in the Training Specialist
Settings tab. If needed, change the value in this field. To update the value
in the Acres field on the Training Specialist Settings tab to match the value
in this field, click the Update Default Acres button.

9. The Selected Fuel Types default to the Fuel Types selected on the
Training Specialist Settings tab. If needed, change the selected Fuel Types
by adding or removing the following fuel types from the Selected Fuel
Types field:

e G — Grass Group
e B — Brush Group
e T —Timber Group
e S —Slash Group
10. Enter any remarks in the Remarks box.

NOTE: These Remarks will appear on the Evaluation Record form and the
Home Unit Letter form.

11. Click Save to save the assignment closeout information.

NOTE: Data saved in the Assignment Closeout will not be affected by
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R E——
subsequent Settings updates.

ency | |01 SMITH, JOHN

Incident Assignment

| Assignment Closeout ®

| 0-1 SMITH, JOHN 0S3C2-OPERATIONS SECTION CHIEF, TYPE 2

Assignment Start Date 07152016 Recommendation 2z vJ
Assignment End Date | 07/30/2016 Complexity [ TvPE 2 | v]
Length of Trainee Assignment Acres 25000 | | Update Default Acres |
PTB Progress =
Home Unil Contact
Available Fuel Types Selected Fuel Types

T- TIMNBER GROUP S - SLASH GROUP
B - BRUSH GROUP

G - GRASS GROUP

AN RN

Remarks

Training Specialist Reports, Forms, Labels

There are two ways to print the Data Form, Evaluator Record, Performance
Evaluation, Home Unit Letter and Exit Interview:

1. Select a resource and Trainee Assignment for the resource from the grid.
Click one of the report buttons at the top of the screen. This will print the
report with data for the selected resource's trainee assignment.

Data Form | Evaluaion Recond | Peromance Evaluation | Home Unitleser | Extineniew

Signme

NOTE: When printing an Evaluation Record from the Trainee Assignment
screen, you must enter an Evaluator Record number.
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When printing a Data Form, Home Unit Letter, or an Exit Interview form and
there are multiple, active training specialists, the user will need to select a
Training Specialist to print on the form.

Data Form Example

e Nave  PUTMAN. FETUNA

Trarwe Yogew §

INCIDENT TRAINEE DATA FORM
TRAINEE DATA
Trainee Name | PUTMAN, PETURNA | _Request®| 0.16.51
Tranee Bens Code | HEB2 Rem Code Description | HELIBASE MANAGER. 1 TO § HEUCOPTERS
Section | OPERATIONS Iitial Assignment? | Y Agency | USFS
Unit 1D | OR-DEF Unit ID Descripion | DESCHUTES NATIONAL FOREST
Assignment Start | 0M0 12018 Assignment End
1. Trarnes possesses vald Red Card o apency cenficaton card? Y
2. Tranes has CURRENT home unit ntuted Pesiion Tash Book T NO
3. Tranes das inodent ssved Task Book with 0oncumence of home uni? NO
Prionty Tranee?| | Priofity Program | NORTHWEST PRIORITY PROGRAM
HOME UNIT CONTACT
Name | XiM KERRY
Unit 1D | OR-5205 | Unit 1D Description | ASTORIA DISTRICT
Address | 15 TOWN AGVE
Oty | ASTORIA State | OR | 2ip| 77T
Phone | (333) 885-7777 E-Mail | KIMGGMAL COM
TRAINEE GOALS (Tasks 1o be evaluated on thes incadent)
T [STARTTREPTE

2 | GET TR U TASRS OONE

3
TRAINER/EVALUATOR DATA
Name | GARDNER. GEORGE | Requests| 0.16.15
Bem Code | HEB1 Neen Code Descrigtion | RELIBASE MANAGER. § OR MORE
Unit ID| OR.2545 Uit Descriphion | THE DALLES UNIT
Address | 333 TRAD
COity| THE DALLES State| OR | Zip| seaas
Phone | (666) 5555883 E-Mol| GEORGE coMm
Recomemendation § PTB Progress % |0
INCIDENT DATA (For Trainng Speciakst Use Only)
incidert Name | BUCKSKIN Incident Numbes | OR-BSF-000382
Incident Type | WF Complesty | TYPE 2
Acres | £70 Fuel Type |G.T
TRAINING SPECIALIST (For Tramning Specsalist Use Only)
Name | APPLE. AMILLIA usrs
Uit 1D | OR-RSF Unit Descripiion | ROGUE RIVER.SISKIYOU
Phone | (123) 1234533 E-Mall | AMILLIAGGMAIL COM
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INCIDENT TRAINEE DATA FORM
Tigras © s G viei

F oo w st mmrw e gas Vel P U e

NOTE: Page 2 prints a blank form. Currently, data must be entered manually.
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Evaluator Form Example

EVALUATION RECORD
Evaluation Record # _2

Tranee Informaton
Prirted Name | PUTMAN, PETUNIA
Tranee Posiion on INGSertEvent | HEBD - HELIBASE MANAGER, 1 TO 5 HEUCOPTERS
Home Untiagency | OR.DEF USFS
Home UnitiAgency AddressiProne | 15 TOWN AGVE ASTORIA. OR 98777 (23Y) 6667777

Evaluator Information
Printed Name | C-16.15 GARDNER, GEORGE
Evaluator Posiion on IncdentEvent | HEB1 HELBASE MANAGER, 6 OR MORE MEUCOPTERS
Home Unitigency | OR-9545
Home UnitiAgency Addresa/Phone | 323 TRAD THE DALLES, OR 94445 (B6£) 5558888

IncidertEvent Informaton
Incidort Naorw | BUCKSKIN Incident Number| OR.RSF 000382
Duration Incident Type| WF
Fusd Type | G T Complexity Type| TYPE 2

Evalusior's Racommendation (sl only one ine as appropriate )

D 1. The tasks initialed and dated by me on the Qualfication Record have been performed under

SUDSNVINION IN & satadactory manner. The Yanee has succesedlly performed all tasks n the PTB for

postion. | have completed the Final Evaluator's Verfication section and re 3 the trainee
considered for agency cemification.

[:] 2 The tashs intialed and dated by me on the Qualficadon Record have been pecformed wnder
SUDErVISION I 3 satisfaciory manner. Mowever, opportunies were not avadlable for off tasks (or
wncoenpieted taske) 10 Do performed and evaluated on Bis assgnment. AN addEonal Sssignment

needed 10 complete the evaluation.

D 3 The ainee 3d not complete cartan tasks In e PTH in & saSsfaciony manner and adational traming
QUidance, Of experence s recommended

D 4 The indhadu s seversly defcient in e perfoomance of tasks in the PTB for the position and addtionad
Farmng, SUAance, OF QDENMNce B fecommanded Srdr 10 another FanIng assigrment

Evaluator's Signature Dane

Evaiuators Relevant Qualfcation (Or agency cenlication )

NOTE: Remarks from the Assignment Closeout screen will appear as Remarks
on the Evaluation Record. The “Duration” field is currently not displaying data.
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X Home UnE  [addness)

4 [Localion of Fee  [ackress)
15 TOWN AGVE ASTORLA, ORIETTY
' H.E\Ibul'ml T Acres Dured ] Fusi Typalsl
HESZ - HELIBASE MANAGER. 1 | From 03012018 T 5T G.T
ADrOCINe [0ng PR PR e [T raing

0 - Deficaerd. (D cl ol Srarafrum MiGuanerrerts: of e individiul sttt
DEFICIEMCIES MUST BE IDENTIFED IM REMARKS

1 » i b IFrprcws, beats. Sl oF rost of the requanammsnts of H ncheifual sltrs
IDENTIFY INPROVEMENT MEEDED IN REWMARES

- Satedadtory. Employes st ol recuanarmants of the mdreaiual slarrent

3 . Superior. Empiopes consistenily expesds the parormancs regersments.

Faeng Facton

Hed Lirs Mop-Lio

o]

2]13]0]1

| i

Fenwiedge o £ pb

[ 2ony i ctvan octormance

Coriafelnid ursdty’ Bliesd

ettt o peraeiiel aetlare

| it reeesary eoupent i Spphes

Pvysical abdity for the job

e {speaty]

10. Rsmarks

1. Empioyme (ognadirel  Ths ratng haes B dSOussad with me

12 Duie

13. Rale By [spnaiure)

14, Mome Unit facddress)
s

5. Poson of Fiee
HEE1

SC-225WF (1n4)

NFES D0iSTe
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Home Unit Letter

HOME UNIT LETTER

To| KM KERRY OR-5205 |  Dwte|o30e2016

Tranee Namw | PUTMAN, PETURNA

Tranoe Position | HESY - HELIBASE MANAGER. 1 TO 5 HELICOPTERS

Intident Name | BUCKSION Incident Number | ORRSF.00008652
Incdent Type | WF Agres | 470
Fuet Type | GT Complesity | TYPE 2

D 1
E 2
D 3
D 4

The enciosad traning forms are the records of e traming assignment. The recommendations given are those of
the Training Speciaist that was assignad 10 the Incdent, with iInput from the Trainee and the coachvevaluator of the
POBBOA. 1T 18 e responsdality of The home Uit 10 6nture T JSECNMant it property Crodted and the Indhaduals
Cualifcation Record is updated, per agency certfication standards,

The recommendation for this trainee s

The trainee has successiully peciormnd ol tasks in the PTB for the position. The Final Evaluatior has
completed the Final Evaluators Verfication secton and recom ded the o be considered for
agency cemficason

The tashs have boen perionmod in & satiefaciory manner. However, Opoorunties were Not avadable for
ofl tashks (or all uncompleted tasks) 10 be performed and evaluated on T assignment. An addtioral
A%igrment & needod 10 ComMiete T evalLASON,

The rainee &d not compiete conan tasks In Te PTB in a satalaciory manner and a3asonal trareng,
GAINCE, OF xpanencs is recommendad
mw.mwnmmdm‘numunmwm
FaONg. GUAanCe, Of XD 300 PO 10 MO0 Taeng astigrrrect

if ooStonal trainng of rainee expenence i Indicated, ofiorts should be made by the home unit 10 provide addbonal
Yareng SNgrmerts

Traning Speciaiet (sgroture)

Tronwng Speciaiet| APPLE. AMILLIA Agency | USFS | uneo]orasr
Prone

Emald | AMLLIAGGMAIL COM (123) 123453

NOTE: Remarks from the Assignment Closeout screen will appear as Remarks

on the Home Unit Letter form.
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d. mgﬂmmm i M
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£, Do i Pl i 0l e bouTot o e el f fessayrendd © ¥ M
T, Dl yenar Trowuer snfis B Rashs n s Dosfes TaskEdok 7 ¥ M
mﬂmlwmm* ¥ H
Ltz
Trrlululﬁlirml
Dt
Traner Cvauaiar [ gnaae)

2. To print reports, blank forms and labels, select the Reports button from the
main toolbar. Then click the Training Specialist Reports button.
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The following reports are available on the Training Specialist Reports page:
e Training Assignments List

¢ Incident Training Summary
The following blank forms are available on the Training Specialist Reports
page:

e Data Form

e Evaluator Form

e Performance Evaluation

e Home Unit Letter

e Exit Interview

The following labels are available on the Training Specialist Reports page:
e Home Unit Contact Labels

e Suite Site Welcome talkson Active Database: NEVERFIRE

selea

Incident Reports Trainee Assignments List
Training Assignments List
| l Report Sorts
| Incident Training Summary I
Blank Forms (S =
| Data Form | Request # Resource Name
| Evaluator Form I Item Code
| Performance Evaluation | unitio )
A
| Home Unit Letter | geney )
Status
| Exit Interview | ()]
Assignment Start Date («]
Labels
Assignment End Date
| Home Unit Contact Labels |

Preview/Print | | Export to Excel
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Printing the Incident Training Assignments List

1. Click the Training Assignments List button.

2. Select the applicable sorts from the Available list and shuttle them to the
Selected list.

3. Click the Preview/Print button to preview or print the report.
4. Click the Export to Excel button to open the report in Excel.

NOTE: If a trainee is working on more than one taskbook on the incident, they
will be listed for each taskbook (2 taskbooks, 2 entries).

INCIDENT TRAINING ASSIGNMENTS LIST

BUCKSHIN

Trairing Specialis | APPLE. ANILLLA Agency| USFS | Unit ID| OR-RSF
Prone | [123) 123-4533 Erveal | AMILLLASGMAIL COM
Training Speciakst | FANDALL, RANDY Agency| USFS [ una ||:|] OR-RSF
Phoe | (123) 1234533 Ermasl | RANDY GMAIL COM
Traimes Req.# ,f_'-':“u Asgmt Start | Asgmt Emd | Agency '::‘ Traines | Evaluabor R,*:g'_" PTES Section
FILBERT, FEOMIA C-I6.7% | MEDL | OMOV20I6 | COCAGON | USFS | CELMMF [KENKGE - W0 |LOGITICS
|GERKE, GEORGE C-1635 | LOFR | ONUWZ2016 | COUSQ0IE | USFS | ORUEF [CLAY COVILE F 60 |COMMAND
ACKSON, JOHN o614 | soFr | ovowooss | cacmoows | usrs | oroer pETERPETROCK 2 40 [CoumaND

Printing the Incident Training Summary
1. Click the Incident Training Summary button.
2. Enter the Start Date to include in the report.
3. Enter the End Date to include in the report.

4. Click the Preview/Print button to preview or print the report. The report will
be in .PDF format.

NOTE: The numbers under “Trainees per Section and Agency” reflect each
taskbook assignment. If one person is working on two different taskbooks, this
will count as two entries in this chart. “Incident Personnel Ordered as Trainees”
reflects trainees who were ordered to the incident as trainees. This is reflected in
the Check-in screen by checking the Trainee checkbox when the resource
checks in to the incident. “Trainees Assigned on the Incident” reflects all
resources on the incident who checked in as a trainee AND all resources who
have asked to work on a taskbook during the incident. Remarks box data must
be entered manually.
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INCIDENT TRAINING SUMMARY
(NEVERFIRE2 / OR-5005-234523)
02/152016-0142018

Training Specialist| GREEN, HANK Agency |USFS |  untofor-soos
Phone Email
Training Specialist| SKELTON, RED Agency | USFS | uneo |on.soos
Phone Email
Number of Trainees per Section and Agency
Agency Command | Operations Plans Logistics Finance External Total
BLM 0 1 0 0 [) 0 1
USFS 0 2 1 0 0 0 3
Total 0 3 1 0 0 0 4
Priority Program Resource Counts
NORTHWEST PLANNING AND LOGISTICS 1 Incident Personnel Ordered as Trainees l 3 |
NORTHWEST PRIORITY PROGRAM 1 Trainees Assigned on the Incident I
SOUTHEAST OPERATIONS PROGRAM 2 T ———

of Indnidudl resources redssigned on incident
for traimng opportunty

Remarks:

NUMBER OF TRAINEES WITH THE FOLLOWING RATINGS
The trainee has successfully performed all tasks in the PTB for the position. The Final Evaluator has
completed the Final Evaluator's Verification section and recommended the trainee be considered for agency
certfication
The tasks have been performed in a satisfactory manner. However, opportunities were not avallable for all
tasks (or all uncompieted tasks) to be performed and evaluated on this o An add | assignment
is needed to complete the evaluation
The trainee did not complete cenain tasks in the PTS in a satisfactory manner and additional training,
guidance, or experience is recommended
The individual is severely deficient in the performance of tasks in the PTB for the position and additional
training, guidance, or experience is recommended prior to another training assignment

Printing Home Unit Contact Labels

1. Click the Home Unit Contact Labels.

2. To select all Home Unit Contacts, click the Select All button. To select
multiple resources, use the Shift or Ctrl keys.
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3. Click the Preview/Print button to preview and then print the labels on
Avery 5161 label sheets.

4. Click the Export to Excel button to export the labels to Excel.
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