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Cost Overview

The Cost section explains how to use the Cost module to easily track costs for
individual resources. The system creates a Daily Cost record for every resource
that is checked-in, based on a set of criteria. Cost users can analyze, manipulate
and create reports from this information.

Reports generated in the Cost area can be used for management decision

making purposes. Reporting recipients include Incident Management Teams, the

Host Agencies, Financial Systems and other interested stakeholders.

To access the cost area of e-iSuite, after logging into the system, the user must:
1. Click on the Incidents Tab.

2. Select an Incident.

3. Click on the Cost tab.

The rest of this guide provides instructions from this point in the application.
Topics in this guide include:

e Resource Data

e Daily Costs

e Cost Rates

e Cost Groups

e Cost Accruals

e Cost Projections

e Cost Reports and Graphs
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Manage Resource Data

This section explains how to edit information about a resource. To edit a
resource, first select a resource from the grid and then click the Edit Resource
button. There are two tabs in cost, as described below, and the edit resource
functions are slightly different in each area. Those tabs are:

e Resource Costs - This is the default area and represents all the resources
on the incident that other modules in e-ISuite are utilizing.

e Resource Other Costs—This is a new area in e-ISuite. This area has
been created specifically for the cost user and is intended for the entry of
resources, services or cost centers that are not actually checked into the
incident, but are generating costs. Resource Other Costs functions are
generally the same as the functions in the Resource Costs area. The
difference in this area is that is omits the collection of information that is not
meaningful to the cost function. The Common Data fields in this area are a
subset of the fields that are under the Resource Costs tab.

There are two levels of data that can be edited for a resource. The first is the
Common Data, which is generally entered at check in. The second is cost
specific data, which is for exclusive use by the cost user. These two areas are
described separately below.

NOTE: Understanding the concept of data sharing is critical. Data is shared
between all e-ISuite areas, with the exception of the Resource Other Costs
area. Changes, additions or deletions from any functional area affects all areas.

Successful integration requires cooperation and established data ownership
rules.

Edit Common Data
Follow the steps in this section to review common data:

NOTE: Information located above the tabs in the Edit Resources area are
considered the Common Data for a Resource.

The Common Data in the Edit Resources area includes all editable information
about the resource as shown below:

NOTE: Not all fields display in the Other Resource Costs area (described in the
next area).
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e * Accounting Code

e *Request Number

e * Status

e Person - checked, if applicable

¢ Invoice Setup (OF-286) - checked, if applicable

e *Resource Name

e Cell Phone #

e *Jtem Code
NOTE: Item codes for each parent and subordinate resource are critical to the
correct generation of costs. For example if the ltem Code HC1 is used for 20

members of a Type 1 crew, Costs will be calculated by 20 HC1 estimates at
$8,200 for each member into a rollup cost of $164,000.

e Trainee - checked, if applicable

e UnitID

e Agency

e Mobilization Date

e Check-In Date

e Check-In Time

e Actual Release Date
NOTE: A resource will continue to generate costs until a release date is entered.
Simply changing the status to "D" will not stop costs from generating. If there is

an estimated date of arrival entered at demob, then this date will override the
actual release date and costs will run to the estimated date of arrival.

e Actual Release Time

NOTE: A label proceeded by an asterisk (*) indicates that the information is
required.

NOTE: When the Person option is checked, Resource Name is replaced with
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Last Name and First Name. Either a Last Name or a First Name is required.

NOTE: If the Person or Invoice Setup (OF-286) selection is changed, and time
was posted for the resource, a message displays indicating that the time postings
will be deleted if the user continues.

NOTE: If the Person or Invoice Setup (OF-286) selection is changed, and one or
more original invoices were already generated for the resource, a message
displays indicating that the resource has invoiced postings. The user must
remove the invoice and manually delete those postings before changing the
Person or Invoice Setup (OF-286) selection.

e To save any changes made on the Edit Resource window, click the Save
button.

Edit Cost Specific Data

Information located in the tabs below the common data in the Manage Resource
area is specific to that functional area and will display according to the Roles
assigned to the user account. Click on the Cost tab to display the following
information:

e Payment Agency - Select the agency responsible for paying the resource.

e Assign date - The assign date is for use by cost only. It is system
generated based on the earliest of the following dates: Check-in Date, Hire
Date or the earliest time posting date. This date can be edited if the cost
user wants costs to generate costs earlier or later than those specific dates.

e Accrual Code - The system will always generate a default accrual code
based on a matrix that defines how accrual codes are established. The
code will change with updates to certain fields for the resource, like the
Agency, Unit ID, Payment Agency, Item Code or the Incident Jurisdiction.
While the system is usually correct, if the cost user wants to override the
system generated accrual code, just select a different code from the drop-
down list. Anytime the code is changed, check the Lock Accrual Code
checkbox so the system does not override the change.

e Lock Accrual Code - Used in conjunction with changing the accrual code.
Checking the checkbox locks the code from any system generated change.
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e Use Actuals Only - When this box is checked by the cost user, the system
will only use actual costs posted for the resource. All estimated costs will
show as zero. This box will never be automatically checked by the system.

e Generate Costs - When this checkbox is checked, the system will
generate daily cost records for the resource. When unchecked, daily cost
records will not be editable and will not contain any cost information. The
checkbox will default to checked, except when there is a resource with
subordinates, like a handcrew, that has actual time postings. In this case,
the primary resource (e.g., Crew) will not generate costs and the checkbox
will be unchecked. The subordinate resources (e.g., the crew members) will
have the generate costs checkbox checked and will generate costs. If the
costs user wishes to override the Generate Costs settings for the primary
resource (i.e., the unchecked checkbox), simply check the checkbox and
save the change. This change will allow both the primary and subordinate
resources to generate costs.

| cneck-n pata | Demob Data | Time pata || Costoata |
Costiato | CostRemarks | costother Fields

Payment Agency Use Actuals Only ||

AssignDate | 06/16/2014 | 5] Generate Costs [V

Accrual Code  |CA

<
Lock Accrual Code [ (

_save J saveandRoster | cancel

Add a Resource

To add a resource to an incident, please refer to Check-In, Add Resource.

Delete a Resource

To delete a resource from an incident, please refer to Check-In, Delete
Resource.
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Manage Daily Costs

This section explains how to view and manage Daily Cost Records.

Daily Cost Records

Based on the criteria, explained in this section, the system will generate daily
cost records for checked in resources for every day that resource is assigned to
the incident. A Daily Cost record contains information about a single day's activity
and its costs related to the incident.

To view Daily Cost records for a resource, simply highlight a resource in the
Resources grid, on the left side of the Daily Cost page. This will display the costs
in the grid on the right side of the page. The system creates Daily records for a
resource from the time the resource has an Assign Date to the current date, or
the Actual Release Date, whichever occurs first.

The Daily record, that is initially generated, contains a system generated cost
estimate based on the Agency and Item Code defined for the resource. If the
actual rate for a resource is known, the user can replace the estimate with the
actual rate. When actual time is posted, in the Time Module, the application
replaces the estimates with the actual time postings.

NOTE: Remember when managing daily cost records, the Resource Costs and
Resource Other Costs tabs allow the user to split the costs between resources
checked into the incident and Other Resources entered directly by the Cost User.

In order for the system to generate daily cost records for a resource, the following
conditions must be met by the resource:

e The resource must have a status of C (Checked In).

e An Assign Date is defined for the resource.

NOTE: The Assign Date is set by the system when the user enters a Check-In
Date, a Hire Date or Time is posted for the resource. The system will
automatically populate the Assign Date field with the earliest date of activity for
the resource.

e An Agency is defined for the resource.

o The Generate Daily Costs checkbox is selected for the resource.
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NOTE: The system will automatically check or uncheck the Generate Costs
checkbox based on the Generate Daily Costs matrix.

NOTE: Costs will never generate for a subordinate resource until actual time is
posted for the subordinate. Also, once actual time is posted for a subordinate,
costs will no longer generate for the primary resource unless the primary
resource also has actual time postings (excludes aircraft). The Cost user can
always override the system by checking or unchecking the generate costs
checkbox

Create Daily Cost Records

Daily cost records are created and updated through the generate costs process.
The rates table is used to initially calculate costs for all Item Codes except the
Miscellaneous (Misc) Item Code. The rate amount for the Misc. Item Code is
zero, and must be manually updated to generate costs.

Daily cost records are created and updated through the Run Costs Process.
There are three ways to generate daily cost records.

1. Manually update costs for all resources by clicking the Run Cost button.
—z
P‘ast{

Selected Incident  RIVER US-MT-BDF-D03810

[] Resources Selected In Grid |

ﬁ Help Log Out

ld Resource | Edit Resource | Delete Resource | View Costs

WM

2. Manually update costs for a single or multiple resources by:
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a. Checking the Resources Selected in Grid checkbox.

b. Selecting one or more resources in the grid (use CTRL click to select
multiple resources).

c. Clicking the Run Costs button.

ST S 000

[ Sisoistas S0 C7i] | Rus Cont

a| |lo1 canmmmamrussa
B wacess -
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Ao 008 &
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3. Automatically Update Cost Records:

a. The option to update costs automatically is set on the Cost Settings
pop-up window. To access this window, select the Incident Cost
Settings option from the Cost menu.

-ome tallison

JHEENRARCNE

ErE e
S~

Projections
id Cost Groups
werhead () Crews (L) Equipment Cost Rates
Incident Cost Setting #” |

01 CARREIRO, MELISSA

Activity Date UnitCost$ =

When the Run Costs Automatically radio button is selected, the
system will automatically update costs for the Incident or Incident
Group that is selected.

NOTE: The system default is Run Costs Manually, unless changed.
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Cost Settings Window x

Default Hours

Default Hours + |14

Run Cost Options
) Run Cost Manually
(=) Run Cost Automatically

Save Cancel

b. When the Run Costs Automatically option is selected, any updates
in the system that impact costs for a resource would cause that
resource's cost record to automatically update. Examples that would
invoke a cost update are:

I. A new resource or other resource cost is checked in or added.
ii. Changes to Resource data including the Agency, Item Code,
Accounting Code, Assign Date or Actual Release Date that
affect the cost of a resource.
iii. Records are not fully updated when the option is selected.
iv. Time posting in the Time module.

v. A new day begins.

Edit Daily Cost Records

1. Select a Resource from the Resources grid.

2. Click the Cost record in the Cost grid to edit. This will populate the data
entry box at the top of the screen with the details of that daily cost record.
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01 CARRERD, MELISSA

Actvity Dabe

CostUOM = [HOURLY | = Account Code + PROT - shif ‘\
Urits. = |14 2] Acoual Code | CA - Locked [

Flow Domm

o

Unit Cost§ « $45.00 Cost Group - (‘u
Y

J

F

P

B a0 [ cewe [ save [ coscor [ updeicRates

Activity Dﬂ“l Account I Actrual T Cost Group Shft Coat bOM Units it Coat Adjusiment Cost Level el Primary Subordanate Gorand Total j
[ 0eMea01s PR ca HOURLY 12 S45.00 s000 E ] SE1000 ] s000 [ $630.80
BENTR014  PFOT (=) HOURLY 14 $4500 $0.06 E $E30 80 $0 00 $630 80
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3. Make the appropriate changes to the Cost record.

4. |If desired, select the Locked checkbox to lock the Cost record.

NOTE: When a Cost record is locked, the system will not change the data in the
record. Do not lock cost records unless permanently saving the changes as
Locking a cost record will prevent all system updates, including actual time
postings.

5. If desired, select the Flow Down checkbox to flow down data from the
selected cost record to all subsequent cost records. If there are multiple
cost records for a single day, the flow down will follow the path of the
accounting code in the record that was edited. Flow down will never change
a subsequent locked record.

NOTE: Flow down will only flow down data that has just been changed. It will not
flow down data in any other fields.

Delete Daily Cost Records

1. Select a Resource from the Resources grid.
2. Select a Cost record.

3. Click Delete to delete the cost record.

4. A confirmation message will display.

5. Click Yes to remove the Cost Record.

NOTE: If the user deletes a system generated cost record and the user had
added a manual cost record to that same date, the system will automatically
delete the manually added record.
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Manually Add Daily Cost Records

1. Select an existing Cost Record from the table with the same date on which
the new cost record is to be added.

2. Click the Add button.

]
01 CARREIRO, MELISSA (
.
Activity Date fi Unit Cost$ =[$0.00 Cost Group [-) fl
CostUOM = - Account Code = |PF01 - | Shift 'l,
Units # (0 = Accrual Code =|CA - | Locked || {
Flow Down [] ]
P

[ _2aa__J[ petete ][ Fsave J[ cancel ]| Update Rates
™ i o
Activity Date %Jnl /,Au:rual | Cost Group Shift Cost UOM | Units Unit Cost | Adjustment | Cost Level Lmke:ﬂx
| 06162014 PFO1 N cA HOURLY 14 $45.00 50.00 E {
AN WW

INOTE:The Activity Date field cannot be edited. |

3. Enter the Cost UOM.

4. Enter the Units.

5. Enter the Unit Cost.

6. The Account Code will populate with the default. Change as necessary.
7. The Accrual Code is system generated. Change as necessary.

8. If desired, select a Cost Group from the drop-down list.

NOTE: The system will auto-populate the Shift field with the shift for the Cost
Group. The shift cannot be changed.

9. If desired, select the Locked checkbox to lock the Cost record.

NOTE: When a Cost record is locked, the system will not change the data in the ‘
record.

10. If desired, select the Flow Down checkbox to flow down data from the
selected Cost record to subsequent manually added cost records.

11. Click Save to save the new cost record.
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Update Rates after a Rate Change

1. Select a Resource from the resource grid.
2. Select a daily cost record.

3. Click the Update Rates button.

INCIDENT TOTAL: [ $148,472.20| {
(® Al O Arorat (O Overneae (O Crews () Equipment O All Personnel (O All Non-Personnel ] Exdude File¢ [ Exclude DemotiReassigned (,
HEm 4
Request Resource Name mel*] |01 CARRERO, MELISSA (
Number <’
| Actity Date = = UnitCost$ = |$4500 Cost Group \
T Es DS EQUPMENT Cost UOM « |HOURLY - Account Code # [PFO1 [+] Shet (
-1 CARRERO, NELESA Units =14 - Accrual Code »|CA = Locked || (f
02 MONTEREY CREW 1 (SUPPRESSION FlowDown [ g
SCHWIMM ONARD
Searpsdeiss Add Delets save _JI_cancel [l Update Rates
o4 GERWE, QERI
0. STEDLEY. SCOTT ood Activity Date | Account Accrual | Cost Growp Shaft Cost UOM Unéts Unit Cost | Adjustment | Cost Lml<’
08 MURRAY, MATTHEW 0EM62014 PFOY CA { HOURLY 14 ] $4500 $200 E
2™\ ey, g ol Lo B TGN 0 o P oI 2

4. The system displays a confirmation message indicating that all cost rates
for the selected resource will be updated.

5. Select Yes to update all daily cost records for the selected resource.

NOTE: When the Update Rates button is selected, the system will recalculate all
estimated costs and actual Costs in all Daily Cost Records for all Resources
based on the new rates. A warning message will display that this action will
overwrite all estimated rates in the Daily Cost records with the new rates.

Cost Level

The system sets the Cost Levels (CL) for a resource based on how the costs
were generated for that cost record. The following list identifies the valid CL
codes:

* E = Estimated Costs

» A = Actual Costs posted in the Time Module

* F = Costs Flowed Down from an Actual cost record

» U = User updated costs, or flowed down from a user updated cost record
* M = Manually added cost record

* Blank — The Generate Costs checkbox is unchecked for the resource.
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For example, when costs are first generated for a resource that has no actual
time postings, the CL will be set to E. When there are actual time postings for a
resource, the amount in the cost record may change, based on the actual costs
and the CL will change to A.

All subsequent records that were generated after the actual costs, will have an F
CL. This indicates that the cost amount was flowed down from the actual cost
record.

When the user changes the following data in a cost record, the system will
change the CL to U:

» Account Code

» Cost UOM

* Units

* Unit Cost

If the user manually adds a cost record, then the CL is set to M.

If the Generate Costs checkbox is unchecked for a resource, then the system will
leave the CL field blank.

01 CARREIRD, MELISSA

Activity Date = f Unit Costs # | 54500 Cost Group - |

CostLUOM | HOURLY -| Account Code  (FFO1 -| Shif

Units +| 14 | Acenal Code + (ca - Locked  []

B oo || veiete [ save J[ cancel || lpdaieRaies

:lcliv-u Dale- Account | Accrual [ Cosl Group | Shift | Cost VDM [ Uniis I Unii Cost ;Miustman[ [ Cost Level | Locked I Primary .Smbordinata | Grnmi'ro\
06M11E/2014 PR Ca HOURLY 14 $4S.00 3000 E 3830.00 30.00 $630.00 5
bEnTzbie PRI ca HOURLY 14 S45.00 50.00 E 530,00 50.00 5834 00 S

| 06ME2014 PRI Ca HOURLY 14 M50 3000 E 3630.00 50.00 63000 (
DEMI2014 PRI Cav HOURLY 14 4500 3000 E 3830.00 30.00 $630.00 /"

Aircraft Costs

Aircraft resources have different daily cost record fields than all other resources.
Aircraft resources include Helicopters, Airtankers and various types of Fixed
Wing aircraft. When editing the daily costs for aircraft, the following additional
aircraft specific fields will display:

¢ Aircraft Costs—The total daily cost of the aircraft

¢ Flight Hours—Hours the aircraft flew during the day
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e Num Loads—Number of load an Airtanker dropped in a day

e Water Gal—Number of gallons of water dropped by a helicopter
e Ret Gal—Number of gallons of retardant dropped by an Airtanker
e Lbs Cargo—Number of pounds of cargo delivered by a helicopter

e Num Trips—Number of trips made by a helicopter

Passengers—Number of passengers delivered

When cost records are created for a new day, the costs do not flow from the
previous day. Because costs for aircraft are so random, based on weather and
fire conditions, they always start at zero for a new day.

Beyond the additional fields of data and the daily cost creation, aircraft resources
perform the same as all other cost records.

A-20 HELICOPTER - T25 - 205HQ

Cost Data Flight Data Other Data
Activity Diale. + sl Flight Hrs RetGa Account Code | PFOY I shi
ArorafiCost  [$0.00 | Num Laads Liba Cargo [ Accrual Code  |EXCL i Locked []
Water Gal | ] Hum Tigs | Cost Group g Fowbon
) Passengers
agd || Dalete save | [ cancet
Actvity Dase| Account | Acocras | CostGroup |  Shen rcrat | fugntirs | watergal | floads | sTnps | # | iha carge | Costievet | iocked | Prmary |subora
| wertszons meon ENCL 30.00 o ] 0 [ [ ] E [ 5000 $0.00
DE1BD01A BFOT EXEL st.00 ] ] 0 [ ] ] E 50.00 $2.00
DENTII0E  PEDA EXCL s0.00 o ] L] 0 ] L] E 0000 o0
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Manage Other Cost Data

This section explains how to configure Cost data for Other Costs.

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

2. Select an Incident or Incident group.

Incidentincident Group §ame Incident # Event T?
SPRNG US-ID-PAF-1234 Al
SUMMER US-ID-PAF.24525 Al

» GROUP 1

» GROUP 2

3. Click the Cost button from the main toolbar.

4. Click the Resource Other Costs tab.

Resource Costs
IMCIDENTTOTAL: | §103.672.20 ¥
Coan O sarcraft O Overhead (O was\:' Equipment ) &l Persormed () 4l Mon-Parsonnel [ Exclue Filled (] Exclude DemonReassigned

RAequest Caost Descripbion |I| |
Humber

Chizx t= woowns Rescurcs Cther Soem

Cost Data

| scoountmgCoge x| || Payment Agency -

Requesi Humbsr (cptional) Assign Date i
| Sttt - scoualCode | =)
Cast Descriplion -| Lotk Accrual Code [
=

| Item Code = - Generale Cosla

j

4

{

| Hem;::: >¢| = emarks f
J

#ctual Release Date | |E

| Actual Release Time
el o s AR gt i B el
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Add Other Cost

General Information:
e To assign cost data to an Other cost type, the Other cost must be assigned
to an incident.

e Any Item Code can be assigned to an Other cost.

e |If there is no specific Item Code, us the Miscellaneous option as the ltem
Code.

1. Click the Add Resource button.
2. Enter the Common Data and Cost Data.
3. Select an Accounting Code from the drop down list.
4. Enter the Request Number.
5. Select a Status from the drop down list.
6. Enter the Cost Description.
7. Select an Item Code from the drop down list.
8. Select a Unit ID from the drop down list.
9. Select an Agency from the drop down list.
10. Enter the Actual Release Date or select from the calendar.
11. Enter the Actual Release Time.
12. Select a Payment Agency from the drop down list.
13. Enter an Assign Date.
14. Select an Accrual Code from the drop down list.
15. Select the Lock Accrual Code checkbox, if applicable.
16. Select the Generate Costs checkbox, if applicable.

18. Enter any Remarks.
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19. Click Save.

NOTE: Entering an Assign Date for the Other cost will start generating costs
when the Run Cost process is either manually or automatically run. Other costs
stop generating when an Actual Release Date is entered.

Welcorne to E-Buite

o [ @ nipy/localhast BIS0 wuite/fywelc ome himi=

77 isuite-local [l yahoo T

ﬁ Help Log Out

ediure Enterprise  Welcome 2

| ol |
mcseen | -] conckin | -] e -] e |- [ we | Selecteaiert DAWIEST | USATUS0.254020

Resource Costs
INCIDENT TOTAL: | $72186.00| | [ Resources Selected In Grid | Run Cost ||

O e O Arcratt (O Overnead O Crews (O Equipment () All Personned ) AllNon-Personnel | [ Exclude Filled [ Exclude DemobiReassigned

Request Cost Description i
Number
Comiman Data Cost Data
52 TESTNG suPRL Accounting Code = -| Payment Agency
51 TEST TenTs || Regquest Mumber (optional) Assign Dals —|

Stalus » -| Accrual Code
Cost Description = Lock Accrual Code
lern Code « -| Generate Costs

=
I
O
ca}
Item Name = Remarks
Agency —EJ
Actual Release Date 551}

— Click b mecws Fassues Dther Cowts

Actual Ribease Tire L | I

Edit Other Cost

1. Select a Cost Record from the grid.
2. Click the Edit Resource button.
3. Make the appropriate changes to the Cost Record.

4. Click Save to save the Cost Record.

Delete Other Cost

1. Select a Cost Record from the grid.
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2. Click the Delete Resource button.
3. A confirmation message will display.

4. Click Yes to confirm removal of the record.

View Other Cost

1. Click the View Daily Cost button to view cost records generated for Other
Costs.

2. To Add a Cost Record, enter the cost data.

3. Select an existing cost record in order to manually add an Other Cost
record.

4. Enter the Activity Date.
5. Select the Cost UOM from the drop down list.
6. Enter the Units.
7. Enter the Unit Cost.
8. Select the Accounting Code from the drop down list.
9. Select an Accrual Code from the drop down list.
10. Select the Cost Group from the drop down list.
11. Select the Shift from the drop down list.

12. If applicable, click the Locked checkbox. When a record is locked the
system won't change any data for that record.

13. If applicable, click the Flow Down checkbox. The Flow Down checkbox will
flow any changed data down to all subsequent records that are not locked.

14. To Delete a cost record, select the record and click Delete.
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Generate Costs for Other Costs

A rate table is used to calculate costs for all tem Codes except the
Miscellaneous (Misc) Item Code. The rate amount for the Misc. Item Code is
zero, which can manually be updated by the user.

1. Click the Run Cost button to run costs for all resources and other costs.
Costs will also be generated if the Run Cost option is set to automatically
run.

2. Select the Resources Selected in Grid checkbox to select only those
resources for which to generate costs.

3. If applicable, select the Update Rates button to update the rates in all Cost
records for the selected Resource.

e Automatically Generate Cost Records:

e The Costs for Other Costs process option is set on the Cost Settings
page. This setting sets the costs to Automatically run for the Incident
or Incident Group that is selected. The system default is Manually
Run unless changed.

¢ Changes that would cause the option Run Costs Automatically to
activate:

¢ A new Other Cost was added to the system and an Assign Date
was defined for that Other Cost.

e A user added an Assign date to an Other Cost that did not
previously have an Assign Date.

e The user changed the Assign Date for an Other Cost record.

e The user checked the Generate Costs option for an Other Cost
records that previously did not have it selected.

e The user changed the Accounting Code for an Other Cost
record.

e The user changed the Item Code for an Other Cost record.
e A new day begins.

e The user can turn the Automatically Run Daily Cost option on or off
for the incident or incident group.
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Manually Generate Cost Records:

e Manual option is on the Cost Settings page.
e System default is to manually run costs.

e Costs can be selectively run for one or more Other Cists listed in the
grid.

Manually Add an Other Cost Record:

e If a Cost record is manually added to an Other Cost, existing Cost
Records for that same date will not be overwritten. That record will be
saved as a separate cost entry for that same date.

Cost Groups for Other Costs:

e Once a Cost Group is assigned to one or more of an Other Costs's

Cost records, it is assigned that same Cost Group as all additional

Daily Cost Records. The Cost Group is treated as default.

e When a Cost Group is selected for an Other Cost record, it is
assigned the Shift for the Cost Group and cannot be changed.

Updating Rates:
e When a user has updated rates, daily costs for the selected Other
Costs will be recalculated based on the new rates defined for the Item
Code.

¢ Clicking Update Rates will overwrite all estimated rates in the Daily
Cost records with the new rates.
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Incident Cost Settings

There are default settings that impact the cost generation process.. To access
the cost settings click on the drop-down arrow next to the Cost menu button on
the main toolbar and select Incident Cost Settings.

Accruals

Projections
Cost Groups
Cost Rates
Incident Cost Setting

[] Exclude Filled [ ] Exclude De

source Name tte{®| |01 CARREIRO, MELISSA (
Cos

Activity Date i) Unit Cost§ =
ELIS; & W

In the Cost Setting Window the user can set:

e Default Hours

e The system default is 14 hours, which is a typical number of hours for
incident personnel to work. The user can define a different number of
hours the system will use to generate daily costs for resources using
hourly rates by entering a different number.

e Run Cost Manually

e When Run Costs Manually is selected, the system only updates cost
records when the user selects the Run Costs button.

NOTE: When running reports or doing analysis, the user will probably want the
Run Costs Manually button selected. This will prevent costs from changing in
the middle of running reports, possibly resulting in varying totals across reports.

e Run Cost Automatically
e Selecting to run cost automatically will create daily cost records and
update those cost records whenever changes are made that will
affect them.
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NOTE: If the user wants to only run costs for individual resources, check the

Resources Selected in Grid checkbox, select the resources in the grid for which
to run costs and click Run Cost.

Cost Setfings Window

Default Hours

Default Hours H:l 14

Run Cost Options

(*) Run Cost Manualy
() Run Cost Automatically
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Cost Rates

The e-ISuite system allows a user to manage cost rates for an incident or
incident group. Cost rates are utilized in the generation of daily costs for a
resource and are thus defined by the item code and the agency to which the item
code belongs. For example, a Type 3 Engine owned by the Forest Service would
have a specific default rate.

Typically rates for equipment are daily rates and rates for personnel are hourly
rates.

Default rates are estimates and are designed so that the cost module can
generate costs before actual costs are posted in the time module. In some cases
(e.g. federal personnel), the estimated rates in the rates table are the only source
of hourly rate information and are retained throughout the incident.

To access the Cost Rates area, click the drop-down menu next to Cost on the
main toolbar and then select Cost Rates. The screen will display a non-editable
list of all the rates by Item Code and Agency. This section will describe how to
filter the view of the rates information and update specific rates.

Demob |~ Time = AP * | Reports
: : Accruals
Projections
() crews () Equipment Cost Growps | Advanced Search
Cost Rates
h| Resource Fey IncidentCost Setting  |conypactor AK "'[;,
Category ~
I | /
&1 o 40.00 45.00 0.00 0.00

View Rate Groupings by Agency

The initial screen in the rate area is Review All Rates, which is a view only area.
To edit rates, select an agency the top menu and view rates as described below:

e Fed Rates - Click to review/edit Fed Rates only.
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e State/Cooperator Rates - Click to review/edit State or Cooperator Rates.
There is a single default rate set up for each item code to cover all States
and Cooperators. However, this section includes the ability to set up
custom rates for any specific State or Cooperator.

e Contractor Rates - Click to review/edit Contractor Rates only.

' FED'Rates | State/Cooperator Rates | Contractor Rates

ltem mnﬂ‘(y ‘Contractor CAJ
Category
L £

AADM AGENCY ADMNS! o 40.00 4500 0.00 .00 .00 .00 000 ‘
AALD AVIAN AVIATION 1 o 50.00 45.00 o.oo 0.00 000 ooa 0.00
AAML AGENCY AVIATION [+] 40.00 4500 a.00 .00 L1 0.00 000
LB ARSON BOWE NV o 40.00 4500 000 0.00 000 0.00 0.00
ABID AWIAN BIOLOGET o 40.00 45.00 oo n.on oo oo o.o0
ABRD ARCRAFT BASE R o 50.00 45.00 000 0.0 noo o.oo 0.00
ACAC AREA COMMAND » (1] 40.00 45.00 000 0.00 oo o000 0.00
ACCD ACCOUNTANT o 40.00 4500 0.00 0.00 000 0.00 0.00

View Rate Groupings by Item Code

e To select an item code to edit, either select from the grid, or use the filter
buttons to filter by All Item Codes, Overhead, Equipment, Crews, or
Other.

e The All Item Codes filter displays all the rates in the schedule by item
code.

e The Overhead, Equipment or Crews filters display resources identified by
the Resource Category associated with the item code.

e The Other filter includes all resource categories that are not Overhead,
Equipment or Crews.

e The Advanced Search field allows a user to search for an item in the Cost
Rates grid, regardless of the column where the search criteria is located.

(® Allltem Cpdes () Overhead () Crews () Equipment (O All Non-Personnel () Other | Advanced Search |:|

ltemn Code ltem Description o Fed /j-h}_’-ﬂﬂhmim AK AL AR
Caty {‘
L . egory —
S E——" r V“"—J"-—--ﬂ_*r"
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Update Rates

Most rates can be updated using the All tem Codes instructions below. There
are a couple of exceptions for overhead and Custom State/Cooperator Rates:

All Item Codes

1. To update rates, find the correct Agency/ltem Code combination to edit.
Select the Item Code from the grid.

2. Select the type of rate for the Iltem Code from the Cost UOM drop-down list.

3. Enter the Rate.

4. Click Save.

(® Alllem Codes () Overhead () Equipment () Crews () Other | AdvancedSearch | |
wcodg Iten Name Resource Category )
| pd
AVIAN AVIATION TASKFORCE LEADER )

| A AGENCY AVIATION MILITARY LIASON o

ABl ARSOMN BOMB MVESTIGATOR (CALFORNIA OMLY) o
| ABIO AVIAN BIOLOGIST 0

ABRD ARCRAFT BASE RADIO OPERATOR 0
| acac AREA COMMAND AVIATION COORDINATOR o

ACCO ACCOUNTANT o
| AccT ACCOUNTING TECHNICIAN 0

ACDP ARCRAFT [ISPATCHER o
| ACDR AREA COMMANDER 0

ACLC ASSISTANT AREA COMMAND, LOGISTICS CHEF [+]
| ACHR ASSISTANT CACHE MANAGER o

ACRC ASSISTANT AREA COMMAND, PLANNNG CHEF 0
| ADOC CERTIFYING OFFICER FOR DISBURSEMENT o

ADOM ADO TEAM MEMBER [+]
| AFUL (1]

item Code  |AALD CostUOM [HOURLY | =) Rate |$50.00

Overhead

To update rates for Overhead Item codes, click the Overhead radio button.
There are two options:
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1. Define Rates for Item Codes - functions just like the All tem Codes above.

2. Define a Single Resource and Subordinate Rate (under the Fed category,
single is split to Direct and Indirect). The user can set single rates to cover
all overhead resources. This function also includes the ability to set up
different rates for item codes if they are functioning as a subordinate
resource, like a crew member. To set rates simply enter a rate and click
Save.

- M Hem Codes (=) Overhead () Equipmend () Crews J Other | ddvanced Search

LT o seeeamame

0

=) Define Diedl, Indirect, and Subordinald Rales ) Define Rales fod Rem Chigs

Zingle Resource Direct Raie | 25000 Singls Resource indireci Rate | 555.00 Subordinate Positions Raie _!Ef.'l il

I I T W Y W W T W, EAP N S

N T N o MMWMHLH'M—H‘\-_;V\ PN

State/Cooperator Custom Rates

The user can either setup Default Rates or Custom Rates.

Click the State/Cooperator Rates tab to update State/Cooperator Default and
Custom Rates. The default rates follow the instructions defined under All Item
Codes and Overhead. To set up custom rates follow the steps described below:

INOTE: Only users with appropriate user rights can change/set rates. |

1. Select the State Cooperator Custom radio button.
2. Select a State from the drop-down list.
3. Select an Item Code from the grid.

4. Select the type of rate for the Item Code from the Cost UOM drop-down
list.
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5. Enter the Rate.

6. Click Save.

oam;cmpmnm@au}.‘aem-mrmm] Faw
i®) Allttemn Codes () Dverhead () Equignant ) Crews ar | Saarth

tem Coae \’f e m Name Anacurce Catagary Cont UOM s
LDl AJENCY ADNMNETRATOR a HOUALY
aniD AVIAN AVIGTION TASKFORCE LEADER

ARSOH BOMB NVESTIGATOR (CALFORNLA ORLY )

ARCRAFT BASE RADID OPERATDR

ACCOURTANT

MACRAFT DEPATCHER a

e RN et s coa s e :
P come s e g —

Rem Code | AADM .-] Rate 1% 00
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Cost Accruals

This section explains the purpose and use of Cost Accruals.

Guidelines for US Forest Service accruals

Accruals are defined as an expense that has occurred or been committed to, but
not yet paid. Currently the US Forest Service is the only agency that has required
the calculation and submission of accruals for costs incurred on an incident. The
US Forest Service requires all incidents utilizing Forest Service resources to
export a report of their accruals on a daily basis.

Accrual categories are automatically generated for all resources as they are

checked in. However, a Cost user will be responsible for verifying and managing
the assignment of accrual categories.

Reportable US Forest Service Accrual Categories

The following accrual categories are included in the accrual export to the Forest
Service:

e AD: Casual hires

e AMD: Aviation Management Directorate aircraft
e CONT: All non-air contracts

e INTL: International

¢ NOAA: National Weather Service personnel.

e States: All fifty states plus District of Columbia, Guam, Puerto Rico,
Saipan, Midway, Samoa and the Virgin Islands are reportable.

Accrual categories refer to a specific RC line number in the FS financial system.
This line number displays on the Accrual Summary Report.

Additional accrual categories that are NOT included in the extract are as follows:

e EXCL - Exclude

e FED - Federal resources
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The Incident Jurisdiction defined for an Incident in Data Admin impacts the

assignment of accrual categories.

Accrual categories can be manually adjusted or adjusted by changing information
about the resource. For example, adding the Payment Agency that is paying for
the resource (e.g., If the user is on an incident in Forest Service jurisdiction,
adding BLM to the Payment Agency box for a PVT resource will adjust the
Accrual Code from CONT to FED.)

NOTE: For an accrual to be created there must be at least one Resource at the
Incident with a reportable Accrual Code. Additionally, Daily Costs records must
exist for that resource.

Accruals Crossing Fiscal Years

e The two digit Fiscal Year is appended to the accounting code for accruals
in the Accrual Summary Report, Detail Report, and Financial Export.

e The Forest Service Fiscal year starts on October 1.
e Accruals start at $0.00 at the start of the new Fiscal Year.

¢ Incidents being managed in only one Fiscal Year will include financial data
for just that Fiscal year.

¢ Incidents that span more than one Fiscal Year will have two accrual
accounting codes, one for each Fiscal Year. The accounting code with the
new Fiscal Year appended will only be created when there are costs
associated with that accounting code in the new Fiscal Year.

AD Draw Down

e Except for Casual Hires (AD) the Forest Service accounting system is able
to reference existing accruals when payments are made, thus drawing
down accruals to zero when all payments are complete. Because of this, e-
ISuite includes an AD Draw Down process that will reduce (Draw Down)
accruals as AD’s are paid. The system considers an AD as paid when an
Original OF-288 Invoice is processed, printed and included in a financial
export file.
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e The AD Drawdown will be reflected in accrual reports, the day after an AD
is paid and their payment is included in a Financial Export file.

e The AD Draw Down uses the total invoices amount prior to any
adjustments that were identified in Block 22 on the OF-288 Invoice.

e On the accrual reports, the system will total payments (AD Drawdown) by
accounting code and resource. The accrual detail report will display the AD
Drawdown by resource and the accrual summary report will display the AD
Drawdown by accounting code.

e The system will display payments as a deduction by Accounting Code and
Resource on the Accrual Detail Report.

EXAMPLE

As of 4/15/2015 the total actual postings (accrual amount) for all FS Casual
employees = $1,548.80 for account code PAAABB12.

On 04/15/2015, one original invoice was generated for a total of $1,187.72
for accounting code P4AAABB12.

After the financial export is generated, the subsequent accrual will
decrease the casual pay accrual for accounting code PAAABB12 in the
amount of $1,187.72.

Additionally the AD payment will be adjusted at the Resource Detail level of
the Accrual.

AD Draw Down and Fiscal Year Rules

1. The AD Draw Down will occur in the prior Fiscal Year when all of the
postings and the AD Draw Down steps previously defined occur in the prior
Fiscal Year.

2. The AD Draw Down will occur in the new Fiscal Year when all of the
postings and the AD Draw Down steps previously defined occur in the new
Fiscal Year.

3. The AD Draw Down will occur in the new Fiscal Year when the Original OF-

288 Invoice spans both Fiscal Years. When this occurs, the system must
only draw down the new fiscal year invoiced amount in the new Fiscal Year.
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In this case, the system will ignore the prior Fiscal Year postings and no
action will be taken on these postings.

4. The AD Draw Down will not occur when all postings were made in the prior
Fiscal Year, but not all of the AD Draw Down Steps previously defined were

completed in the prior Fiscal Year.

Extracting Cost Accruals

1. From the Cost drop down menu select the Accruals option.

Active Database: DATABASE1

o o[ me |- o ol

Accruals
Projections

Cost Groups

Change Amount | Finali Cost Rates
| | Incident Cost Setting

[T

2. Select the Extract button to extract the accrual data.
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Accrual Extract

Extract Date Total Amount | Change Amount | Finalized Date Prepared By

& IL &=

| 10/082014 $603,152.00 $603,152.00 10/082014 DUKSAS; (699) 999-5099

m?

{
l :
: z

|+

NOTE: This process can be done as many times a day as required to update the
extract.

3. Select an Accrual Extract from the grid.

4. Click the Finalize button.

NOTE: The user can only Finalize an accrual extract once a day. An accrual will
continue to accumulate over multiple days until finalized.

5. The Accrual Finalize window will display.
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Acerual Finalize x
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THIS PROCESS WILL FINALLZE THE ACCRUAL REPORT FOR SUBMISSION TO THE NCIDENT
BUSINESS BRANCH OF THE ALBUQUERQUE SERVICE CENTER.

IT CAN ONLY BE RUN ONCE PER DAY

F v0U ARE NOT READY TO FINALEFE YOUR ACCRUALS FOR 10/0872014, CLICK CANCEL

OTHERWISE, ENTER THE PREPARED B NAME AND PHONE NUMBER AND CLICK OK TO
FINALLZE.

Prepared By Name s | JOHN SMYTHE |
Preparer Phone 4-| 9009999999 |

B 1 -

6. Enter the Prepared by Name.

7. Enter the Preparer Phone.

8. Click OK to save the data entered.

NOTE: A sequential number is posted to each accrual after it is Finalized (e.qg.
0001). Accrual information is now ready to include in the Financial Export.

Accrual Accounting Code

In some cases the Cost user will want an accounting code set up for the incident
to act like a different accounting code for accrual purposes. In this case the Cost
user can set up an accrual accounting code that, for accrual purposes, will be

used in the accrual extract.

1. Click the Accrual Accounting Code button to identify an Accrual
Accounting Code for any Accounting Codes associated with the Incident.

2. From the Accrual Accounting Code drop down menu, select an Accrual
Accounting Code to use for an Accounting Code.

3. Click Save to save the Accrual Accounting Code.
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Accrual Reports

Accrual reports can be found on the right side of the accrual extract screen.
There are three reports that can be previewed and then printed. Except for the
detail all report, a specific accrual extract must be selected to preview. Below are
the report descriptions.

Preparer Phone é

Detail Al

N
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Cost Accrual Summary

The Cost Accrual Summary report rolls up all the totals for an incident by
Accounting Codes. The cost is summarized by line items of accrual categories. A
grand total for the incident is displayed at the bottom of the report.

Accrual Summary Report e-ISuite Cost Report
Extract Date: 10/08/2014
Sequence: 001 Printed: 10/08/2014
Prepared By: DJKSAJ; (899) 990-5899 Page 2of 2

(Incident Group) SITE_GROUP
RIVER (003810)

Accounting Code

RC Line # Accrual Total Amount Prev Amaunt Change Amount
839915

o1 CONT ACCRUAL CODE $ 28,552.00 $0.00 % 28.552.00
05 Califomia § 157,600.00 30,00 $ 157,600.00
£38915 Total: §187,152.00 $0.00 $ 187,152.00

RIVER(003310) Total: §187,152.00 $0.00 % 187,152.00

Grand Total: $ 603.152.00 $0.00 $603.152.00

e N T N I It S SN

Cost Accrual Detail Report

The Accrual Detail Report displays all of the detail records for an Accrual
Category Code by Accounting Code. The cost is summarized by line items of
Accrual Categories. A Grand Total for the Incident is displayed at the bottom of
the report. This report only contains information for the accrual extract that is
selected in the grid.

Accrual Defail Report e-d5uite Cost Report
Extract Date: 10/08/2014 Printed: 10/08/2014
Page3of 3
Sequence: 001 g
Prepared By: DJKSAJ, (5949) 999-9959
{Incident Group) SITE_GROUP
RIVER({D03310)

Resource Mame Request # Item Code Uniit 1D Total Amaunt Pravious Amount Change Amount

B30015 - CONT ACCRUAL CODE
SHOWER 1 E-1001 SHW CA-TMAS 52340000 s0.00 52340000
All CONT ACCRUAL CODE Total: $23,400.00 $0.00 $23,400.00

29915 - California

HCZ SEQUICHA c-3 HC2 CA-S0F 57840000 50000 57840000
ES3; SALINAS 2176C; E-1 E-1 ES3 Ca-XMY § 20,000.00 $0.00 5 20,000.00
MOYA, KIM E-16.1 EMOP CA-LPF 53.920.00 s0.00 5392000
CHRISTENSEN, CHRISTINE E-16.2 EMGE Ch.LFF £3,020.00 £0.00 §3,820.00
ALLEM, MIGEL E-16.3 FFT1 CA-LPF 53.820.00 s0.00 5382000
LESSARD, PALL A E-16.4 FFT1 CA-LPF 53,820.00 s0.00 §3.820.00
WALEMCIA, BENNIE LED E-16.5 FFT1 ChsLPF 5392000 $0.00 5382000
EMNG3; LP 41; E-18& E-1& EMG3 CA-LFF 5 38,600.00 50.00 538,600.00
All California Total: § 157,600.00 £0.00 § 157,600.00
830015 Total: 5 181,000.00 50.00 5 181,000.00

"--HF_J—ﬂﬁ,th_www%-Wﬁwﬁw__,.-—
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Cost Accrual Detail All Report

The Accrual All Detail Report displays details about all of the Cost Accrual
Extracts that have been run for the Incident or Incident Group. The cost is
summarized by line items of Accrual Categories by Resource. A grand total for
the incident displays at the bottom of the report.

Accrual All Detail Report e-ISuite Cost Report
Extract Date: 10/08/2014 .
Printed: 1000872014
Sequence: Page el 1
Prepared By:
RIVER US-CA-LPF-003810
RIVER(003810)

Resource Mame Request # ltem Code Unit ID Total Ameount Previous Amaount Change Amount

838815 - CONT ACCRUAL CODE
SHOWER 1 E-1001 SHW CA-THNAS $ 23,400.00 $0.00 5 23,400.00
GEMERATOR 1 E-1002 GEM CA-TNAS F6.152.00 30.00 56,152.00
All CONT ACCRUAL CODE Total: 3 29,552.00 %000 520,552.00

839915 - California
HC2Z SEQUOIA C-3 HC2 CA-S0OF 3 78,400.00 $0.00 5 78,400.00
ES3; SALIMAS 21T6C; E-1 E-1 ES3 Ca-XMY $ 20,000.00 $0.00 5 20,000.00
BOY A, KIM E-18.1 EMNOP CA-LFF $3.520.00 $0.00 5 3.920.00
CHRISTENSEN, CHRISTIME E-18.2 EMNGE Ch.LPF $3,620.00 30,00 5 3,820.00
ALLEM. NIGEL E-16.3 FFT1 CA-LFF $3.620.00 $0.00 5 3.820.00
LESSARD, PALIL A E-184 FFT1 CA-LPF $3,920.00 3000 $3,920.00
VALENCIA, BENMIE LEO E-18.5 FFT1 CA-LPF $3.620.00 $0.00 § 3.820.00
EMG3: LP 41; E-16 E-16 ENG3 CA-LPF 3 39.600.00 3000 5 39,600.00
Al California Total: 3 15760000 5 0.00 5 157 600.00
| I—— I 8399 Total: $ 187.152.00 .00 ﬁm.nu -
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Cost Projections

A Cost user may be asked by the Finance Section Chief, or other command staff,
for a Cost Projection. Cost projections are used to predict the estimated future
cost of an incident and are necessary for a variety of management decisions. For
example, use projections when determining the cost of multiple different specific
strategies.

Use the Cost Projections option in the Cost module to select and manipulate data
to generate customized projections. As a starting point for each projection, Cost
uses the current day’s count of equipment and personnel resources. Cost
Projections also identify Support Costs, which include all non-overhead support
costs that are related to indirect item codes.

Projections use the current day's count of Resources plus the calculated daily
cost of those resources.

Cost Projections can be accessed by clicking the drop-down arrow next to Cost
on the main toolbar and selecting Projections.

Active Database: DATABASE1

Accruals

Projections
Cosl Groups
e Amount | Finali Cost Rates

Incident Cost Setting

}
= | I i)
y

603,152.00 10/0E2014 DJESAL (999) 995-2999

Creating and Editing Cost Projections

The first step in working with projections is to create the projection. To
accomplish this click on the Add/Edit Projection button beneath the projections
drop-down list. From this window either Add, Edit or Delete a projection.
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Projections = | ) Repori!
. Add/Edit Projection Resource Summary I Update Workshest I | Prey’
¥
Resource Summary (To propagate changes to the Projection Worksheet, Pr

click the Update Worksheet button)

Item Code Quantity Average Cost Total People
1]

Add a Cost Projection

1. Click Add from the Add Projection window.
2. Enter the number of Days that the projection should cover.
3. Enter the Projection Name.

4. Click the Save button to generate a cost projection.

NOTE: The system will use the current date plus one to calculate the start date.
The user cannot change this.

NOTE: When in Single Incident mode, only data for that incident is used in the
projection When in Manage All as One mode, all incident data is used in the
projection.

Projections

Start Date Days Projection Name Incident Name
Start Date + ﬁ Days "I“' _1 Projection Name # | PROJECTION 1 |
B e o e I
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Edit a Cost Projection

1. Select the Cost Projection to be edited from the grid.
2. Update the number of Days to include in the cost projection.

3. Click the Save button to update the cost projection.

Delete a Cost Projection

1. Select a Cost Projection from the Projections grid.
2. Click the Delete button to delete the projection.
3. A confirmation message will display.

4. Click Yes to confirm the deletion.

Resource Summary

The Resource Summary is the section directly below the Add/Edit projections
area discussed in the previous section. When a projection is created and
selected, this area will populate with data. This area is split up into three
sections:

Resources Summary

This section is a summary, by Iltem Code, including all the direct resources and a
summary of direct and support overhead. The system will calculate for each item
code, based on the current days cost information, the fields below:

¢ Quantity—How many of the item code are currently checked into the
incident. Used to populate the projection worksheet.

e Average Cost—The user can edit this field by selecting an item code from
the grid and entering a new average cost in the data entry box and saving.
This cost is used to populate the projection worksheet.

e Total—Total daily cost of this item code, for display purposes only.
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e People—A count of the personnel associated with this item code. This is
not editable and is used in the calculation of support costs.

Manually Added Item Codes

=,
Projections *|PROJEETIOH 1-(10/09/2014 - RIVER) |v'I ReportGraph Type #
W Adaieit Projection | Update Resource summary | Update Worksheet i Preview/Print
'S
Resource Summary 10/08/2014 {To propagate changes to the Projection Worksheet, _Prafelion Worksheet &
click the Update Worksheet button) /..———r' -
ltem Codes -
Item Code Quantity Average Cost Total People Quantity
A 1
" ENG3 1
AR 1 0.00 0.00 1 = L
ENG3 1 950.00 950.00 5 ez 1
4, 4,
i 1
ES3 1 2,500.00 2,500.00 0 os -
HC2 1 9,800.00 9,800.00 20 =Tal | J
oD 1 0.00 0.00 1 rojection Total | 17.770.0%,
03 1 520.00 52000 1 (5]
| 2
Date # \—I i ':9;
save )| cancei;
<] [ [»
Awerage Cost = Support LN
. Averaﬁ:""
EmETy
13193 }
Manually Added ltem Cades (To pl & manual costs to the, tion Worksh TM—LW

In this area, the user can manually add item codes for resources that do not
currently exist on the incident and do not display in the Resource Summary.
Additionally the user can Edit and Delete manually added item codes.

Add an Item

1. Click the Add button in the Manually Added Item Codes area.

2. Select an Item Code from the drop-down list.

3. Enter the Average Cost for the Item Code.

Cost
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4. Click Save.
Manually Added Item Codes (To propagate manual costs to the Projection Worksheet,
click the Update Worksheet button) Diate
Itemn Code Average Cost Quantity Total People
CHIP 3,000.00 1 3,000.00 1
- = |
ltem Code *|{:S IL' Average Cost +]300.00 |
B s oo J[_swe J_concer [
Support Cost |
otal 5u Cost P el C on
Edit an Item

1. Select a manually added Item Code in the Manually Added Item Codes
grid.

2. Optionally, change the Item Code.
3. Optionally, change the Average Cost.

4. Click Save.

Delete an Item

1. Select an Iltem Code in the Manually Added Item Codes grid.

2. Click the Delete button and confirm deletion.
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Support Costs

In this area is a system generated calculation of the average support costs. The
average Support Costs is used for support cost calculations in the projection
worksheet. Fields displayed and the calculations used are as follows:

e Total Support Costs (Includes all indirect resources and costs except
support overhead).

o Total Personnel (Includes all direct resources and support overhead).

e Average Cost Per Person (Total Support Costs divided by Total Personnel).

NOTE: If Costs have not been run for the current day, no information will show
up in this area.

NOTE: To update the Projections Worksheet with changes made to the resource
summary, the user must click the Update Worksheet button.

TOTar

Support Cost

Total Support Cost Total Personnel Average Cost Per Person

3,694 02 127.38

Cost Projection Worksheet

The Cost projection worksheet is to the right of the Resource summary in the
projections screen. The worksheet displays all the dates to be included in the
projection across the top of the screen. Within each date column is data for each
item code and the support costs that can be edited. The worksheet is split into
two sections. The functionality of these sections is described below:
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Update Item Codes

This section of the worksheet contains all the item codes, both system generated
and manually entered. The quantity of each item code to be included in the
projection can be edited by date as follows:

1. Select an Item Code in the Projection Worksheet grid.
2. From the Date field, select the date to edit.
3. Change the Quantity.

4. Optionally, check the Flow Forward checkbox to automatically update the
Quantities to the same amount for all subsequent dates for that Item Code.

5. Click Save to save the changes to the Cost Projection.

Projection Worksheet

£
5§
\

100972014 101172014 101212014 1011312044 101472014 1015/2014
Item Codes T T T T T
Quantity | #People | Quantity #P le | Quantity |# People | Quantity |# People | Quantity | # People | Quantity lﬂ People | Quantity lﬂPcopI
AA i 1 1 i 1 ] 1 i 1 1 1 1 1
IENG3 1 5 1 5 1 5 1 5 1 5 1 5 1 5
ES3 1 0 1 0 1 ] 1 0 1 0 1 o 1 0
HC2 1 20 1 20 1 20 1 20 i 20 i 20 i 20 4
0D 1 1 1 1 1 1 1 1 1 1 1 1 1 1
s 1 1 1 1 1 1 1 1 1 1 1 1 1 1
et
ol | [ = 1 J1_ = | [ = ] [ = 1 | = ] = [ Y
FEIEHDH [F] | 1 .00 | I 1 77 I | TT000 | | 17,TT0.00 | I T7,T00g I | 17,7700 | T TT0.00 | é
&
4 ¥ F

3

Date «[1010:2013 |[F] Quantiy +[10 | & Flow Forward
101092014 1011002014 10/11/2014 101272014 1NV13/2014 101472014 101672014 ‘1‘-

Update Support Average Cost

This section of the worksheet contains just the support costs. The system has
estimated the average support costs per person. If the user does not agree with
this cost or has reason to change it, that can be done here as follows:

1. From the Date field, select the date to be edited.
2. Change the Average Cost.

3. If desired check the Flow Forward checkbox to automatically update the
Quantities to the same amount for all subsequent dates for that Item Code.

4. Click Save to save the changes to the Cost Projection.
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10/09/2014 1010/2014 1011172014 10M 212014 10122014
SIIDD'DI'T v T 1 T -
W Average | #People |Au¢rage |#P¢nple Average |#Pe¢pl¢ Average |#Fe¢pl¢ Average | # Peaple |3

| 131. 19183 28 1M83 28 13183 28 1M 28
[Total | 369404 | 3,684.04 | | 3,584.04 | | 3.604.04 | | 3.694.04 | |

B
Date + 10102014 | [5] Average + (4500 | [ Flow Forward

.mlcanm

e e T el el e, T e B, e et

Update Resource Summary Button

1. Click the Update Resource Summary button to update the Resource

Summary area with the current cost data. When this button is selected, the
following occurs:

e The date for the cost Projection is updated to the current date plus 1.

e The data in the Resource Summary grid is updated with the current
data in all Daily Cost Records.

e The system will compare the manually added cost data with actual
resources for the incident. If there are resources that now have the
manually added item codes assigned to the incident, the system will
move the cost data from the Manual Item Codes grid to the Resource
Summary grid and display the actual cost amounts.
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. Add/Edit Projection I Update Resource Summary I Update Worksheet l Preview/Print 4
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iz
Resource Summary 10/08/2014 :‘?ﬁuagate changes to the Projection Worksheet,

click the Update Worksheet butt

\
Projection w-nrm.neey’

Item Code Quantity Average Cost Total People
L

Update Worksheet Button

1. Select a Cost Projection listed in the Projections drop-down list.
2. Click the Update Worksheet button to refresh the worksheet data.

When a user clicks the Update Worksheet button, the system will update the
worksheet with any changes made since the last update was run including:
¢ If the date range of the projection was changed the worksheet will be
updated to reflect the new date range.

¢ |If time has passed since the last update any days in the worksheet
prior to the current day plus one, will be removed.

¢ If the Resource Summary was updated (Update Resource Summary),
the system will apply those changes to the Projection Worksheet.

¢ If the user added, deleted or edited a manually added item code, the
system will apply those changes to the Projection Worksheet.

EXAMPLE

A projection was created for 6/1 to 6/10. Within the projection, 5 dozers were
defined for 6/1 to 6/5 and 2 dozers were defined for 6/6 to 6/10. On 6/3, the
Update Worksheet button was clicked. The projection was updated so 5 dozers
are now defined for 6/4 to 6/5 and 2 dozers for 6/6 to 6/10.

The projection can be updated as many times as needed. If the assumptions
totally change, the user can start over with a new projection at any time.
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Projections = |PR{).JECTI-DH 1 - (10/09/2014 - RIVER) J;J

. Add/Edit Projection l Update Resource Summary l Update Worksheet I

w

Resource Summary 10/0872014 (To propagate changes to the P
click the Update Worksheet bution)

tion Worksheet,

ltem Code

Guantity

Average Cost

Total

People |&

[<]

Creating a Projection Report

There are three Reports and Graphs available for projections. All reports can be
accessed from within the projection module. To run reports the user must:

1. From the Report/Graph Type drop-down menu select

Report Only

Graph Only

Report and Graph

ReportiGraph Type

#| REPORT AND GRAPH E () Projaction Worksheet Detall () Daily Projection by Catagory () Cost Projections Total Report
Preview/Print Repart Only

| Grapn only

Projection Workshee| REport and Graph

>~

10/09/2014

item Codes

2. Select the button for the report they want to run:

101102014

0|

10132014

101142014

Projection Worksheet Detail—This report is a worksheet that
replicates the projection worksheet and is intended as a tool collecting

data to update the projection.

Daily Projection by Category—Provides a report with a column for
each day, with each day split out by item code groups.

Cost
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e Cost Projections Total Report—Includes a column for the costs to
date, projection costs and total costs. For use to display the expected
cost of the incident through the projection period.

Preview/Print Report Only

Graph Only

ReportiGraph Type # | REPORTAND GRAPH iv? () Projection Worksheet Detail (L) Daily Projection by Category (L) Cost Projections Total Report

\E\Zp{r/

Y,

3. Click Preview/Print.

Cost
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Manage Cost Groups

The cost groups function can be used in two ways:

e Cost Tracking - In this scenario, cost groups represent a cost center to
which the cost user wants to track costs. By attaching a cost group to
specific resources for specific days, the cost user is able to break costs out
to match any desired cost tracking.

e Cost Share - In the cost sharing scenario, cost groups typically represent a
division. Cost sharing is provided for incidents where there is more than
one jurisdictional agency involved and costs are to be shared between
agencies. Cost sharing functions through the assignment of resources to
divisions (cost groups), with those divisions potentially having unique
percentage breakdowns per division, per day. The basic functions of the
system related to Cost Share involves:

e Create Divisions (Cost Groups)
e Assigning resources to a division
e Generating Cost Share Reports

General Rules:
e Cost Group percentages are rounded to the nearest tenth of a percent (e.g.
48.75 rounds to 48.8)

e A Cost Group can have different combinations of agencies and
percentages, however, the total percentage has to equal 100%.

e The first time costs are run for the day, each Cost Group will be updated
with new daily records that are based on the previous day.

Cost Groups can be accessed by clicking the Cost drop-down menu, and
selecting the Cost Groups option.
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Active Database: DATABASE1

Accruals
D92014 -RIVER) |~ | Projections Report/Graph Type | REPORT AND GRAPH | ~
Resource Summary s iew/Print
: Cost Rates
. R _ L. N
ropagate changes to th( Incident Cost Setting Proiecﬁom-eet
10/09/2014 1
Item Codes :

IAverage Cost Total People |4 Quantity |# People | Quan

- 1 1 1

! Y1 lencs 1 B 1

! | >
K 0
it C

Add a new Cost Group

The first step in Cost Sharing is to create Cost Groups. The Cost Group is where
the user defines divisions, shifts and cost sharing percentages by agency. Once
a Cost Group is set up, the user can assign it to a resource in the Daily Cost
Grid. Only those resources with a Cost Group defined are included in the Cost
Share reports. Set up cost groups using the following steps:

1. Select the Cost Group Information tab.

Manage Agency Percentages Manage Resources

Start Date E
Shift | DAY |+)
Cost Group ﬂ:|GROUP1 |
Description | GROUP 1

Default Agency Percentages

2. Enter a Start Date for the Cost Group or select from the calendar.

INOTE: If the start date is prior to the current date the system will automatically
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lcreate entries from the start date to the current date. |

3. Select a Shift from the drop-down menu.
4. Enter a Cost Group name.

5. Enter the Description of the Cost Group.

[ cost Group mformation | manage Agency Percentages | Manage Resources
Start Date #|09/17/2014 -

Shit DAy |~
Cost Group | GROUP 1 |
Description s GROUP 1

.,

Default Agency Percentages i

6. Optionally, select an Agency Code from the drop-down menu.

7. Select the appropriate Agency Percentage by using the up and down
arrows.

8. Click the Save Percentage to List button.

Default Agency Percentages
| Add
PERCENTAGE TOTAL: 100.00 %
Agency Percentage
ca 5%
BLM 25%
Bla 25%

USFS 25%

9. Repeat steps 6 - 8 until the Percentage Total equals 100%.
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10. Click the Save button to save the Cost Group.

(Lcont o momain | e s Prcanases | g s |

Start Date +|0917/2014 @
shift = | DAY =)
Cost Group #|GROUF 1
Descrption i|GRDUF‘1
Detault Agency Percentages
PERCENTAGE TOTAL: 100.00 %
Agency Percentage
CA %%
BLM 265%
Bl 5%

USFS 25%

Agency Code = -

Agency Percentage |0

fecrmne=

NOTE: The user can repeat this process for as many agencies as they like, but
the total percentage for all agencies must add up to 100%.

NOTE: The system will disable the Agency/Percentages area on the Cost Group
information tab when the user saves the default Agency/Percentages to the Cost
Group. The user will need to access the Manage Agency Percentages tab in
order to edit the percentages.

Edit an existing Cost Group

If the Start Date for the Cost Group is changed, group records for the Cost
Group are created from the selected start date to the current date. If the Start
Date is changed to a date prior to the original start date, the default
agency/percentages are used when creating the new Cost Group dates. If the
Start Date is changed to a date after the original start date, the appropriate dates
will be removed from the Cost Group, and the Cost Group will be removed from
any resource to which it was assigned to it on those dates.
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1. Select an existing Cost Group from the grid. If the Cost Group grid is
expanded, click the Edit Cost Group button.

2. Edit the desired information for the Cost Group including:
¢ Change the Start Date.
e Change the Shift.
e Change the Description.
e Change the Default Agency Percentages.

3. Click Save to save the changes to the cost group.

Delete an existing Cost Group

If a Cost Group is deleted and that Cost Group was selected for a resource's
Daily Cost records, the system will notify the user that it is in use. If the user
chooses to continue, that Cost Group will be removed from the resource's Daily
Cost record.

1. Select an existing Cost Group from the grid.
2. Click the Delete Cost Group button.
3. A confirmation message will display.

4. Click Yes to delete the Cost Group.

View Agency Percentages

1. Select an existing Cost Group from the grid.
2. Click the Manage Agency Percentages tab.
3. Expand a Date for which to view the percentages.

4. View the percentages for the date.
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Edit Cost Group Percentages

1. Select an existing Cost Group from the grid.
2. Click the Manage Agency Percentages tab.
3. Select a date to view the percentages.

4. Click the Edit button.

I Cost Group Information

)
Y 0TR0E e

| ca
* 091182014

5. The Edit Agency Percentages window displays.
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USFS 25 %
Bla 25%
BLM 25 %
CA 25 %

Agency Code = - |
sy rrcuase [0 ]

e e I o

e ) cocs [

6. Click an agency/percentage and make the appropriate changes to the data.
7. Click the Save Percentage to List button.

8. If needed, add a new agency/percentage and click the Save Percentage to
List button.

9. Remove an agency/percentage by selecting an agency and clicking the
Remove button.

10. Click the Save All Percentages button to save any changes to the
agency/percentages for the selected date.

NOTE: The user can repeat this process for as many agencies as they like, but
the total percentage for all agencies must add up to 100%.
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Assign Resources to a Cost Group

Follow these steps to assign resources to a Cost Group:

1. Click the Cost button to open the Cost area.
2. Inthe Resources grid, click the resource to assign to a cost group.
3. Click the daily cost record for the date to add the cost group to.

4. From the Cost Groups drop-down list, select the Cost Group to assign to
that resource for the defined date.

0-1 CARREIRO, MELISSA

Activity Date + D Unit Cost$ «|540.00 Cost Group || E" ;

L
P!
<
CostUOM + |HOURLY - Account Code +| 8399 - Shift [GRDUF' 1-DaAY o« ]
L Click 1o scoess Resource Costs
Units # |13 I:; Accrual Code # |EXCL - Locked []
Flow Down  [] H
_2ec | oeiete J[ save I cancel ]| Update Rates
Activity Dﬂel Account Accrual Cost Group | Shift Cost UOM | Units Unit Cost |Adjus!menl Cost Level | Locked Primary Subvlr.linal=| Y
09152014 B399 EXCL HOURLY 13 54000 s0.00 A $520.00 50.00 $520.00 é
08162014  B85223 EXCL HOURLY 13 540.00 50.00 A $520.00 50.00 $520.00 _-)}
06MT2014 886223 EXCL HOURLY 13 S40.00 ﬁn\ﬂ- F $520.00 50.00 M

NOTE: Cost Groups only display in the drop-down list if there was an entry
created for that day.

NOTE: When a Cost Group for a Crew resource is selected, a prompt displays
asking whether to apply the Cost Group selected to all sub-resources for that
date..

5. Click the Save button to save the division to the resource.

Generating Cost Share Reports

The last step in cost share reporting is to generate the Cost Share Reports. The
reports provide the entire cost share picture and a summary of all the cost
groups, averaging the daily percentages to determine the total percentages for
each agency included in the cost share.

Cost Share reports are described under Cost Reports.
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Cost Reports

The Cost module allows users to run a number of pre-designed reports for
management decision-making purposes. The user can select a specific report,
graph or both; select a date range if desired; determine the grouping and filter
criteria; and then preview, print or export the report data.
Follow the steps in this section to created cost reports and graphs:

1. Click Reports on the main toolbar.

2. Select the Cost tab.

3. Select one of the following options to generate the identified report:

e Group Category Summary (see Group Category Summary)

e Summary by Resource (see Summary by Resource)

e Summary For Current Day ( see Summary For Current Day)

¢ Detail By Resource (see Detail By Resource)

e Group Category Total (see Group Category Total)

e Aircraft Detail (see Aircraft Detail)

e Analysis (see Analysis)

e Cost Share (see Cost Share)
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| GrowCategory Summary | Group Category Summary
| Summary by Resource | (* Reports Only ) Graph Only ) Reporis And Graph
Su For C t
| mmary For Current Day | s
Detall By Resource '
| | Report Grouping = [INCIDENT [~
| Group Category Total |
| Aircraft Detail |
[l select Date Range
| i | [] | oerense
| Cost Share | Additional Filters
(2) Include All
() Select Cost Sub-Group Category
i Preview/Print

Group Category Summary

This option creates a report and/or graph by day including all days from the start
date of the incident. Each day is a separate column in the report and is
summarized by item codes, with a total at the bottom of each day.

1. Select the Reports button at the top of the screen.

2. Select the Cost Reports tab.

3. Click the Group Category Summary button.

Cost Page 60 of 74



‘:%é-ISuftg/

Group Category Summary

(®) Repors Only O Graph Cnly O Reports And Graph

Reports

Report Grouping # | INCIDENT |*‘|

[ ] select Date Range

Additional Filters
(® Include Al
() Select Cost Sub-Group Category

Preview/Print |

4. Under Group Category Summary, select Reports Only, Graph Only or
Reports and Graph.

5. Under Reports, select a Reports Grouping from the drop-down menu.
Grouping can include

e Accounting Code

e Agency

e Payment Agency

e Cost Group

e UnitID

¢ Incident
6. To select a date range, click the Select Date Range checkbox.
7. Enter the Date Range or select from the calendar.

8. Select from the Additional Filters of Include All or select Cost Sub-
Group Category.

9. If Cost Sub-Group Category is selected, then select one or more sub
group categories from the list provided.

Cost Page 61 of 74



10. Click Preview/Print to preview the report before printing.

Summary by Resource

This option creates a report similar to the group category summary, but with
more detail. Instead of being summarized by item code, this report breaks out
each resource into a separate line, with a summary total by item code.

1. Select the Reports button at the top of the screen.
2. Select the Cost Reports tab.

3. Click the Summary by Resource button.

Summary By Resource

Reports

(#) Non Overhead () Overhead

Report Grouping = [INCIDENT

[] select Date Range

Additional Filters
&) Include All

_) Select Cost Sub-Group Category

Preview/Print . i

[
NPV W WL e W

4. Select the Non Overhead or Overhead radio button.

5. Under Reports, select a Grouping from the drop-down menu. Grouping
can include:

e Accounting Code
e Agency

e Payment Agency
e Cost Group
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e UnitID

e Incident
6. To select a date range, click the Select Date Range checkbox.
7. Enter the Date Range or select from the calendar.

8. Select from the Additional Filters of Include All or select Cost Sub-
Group Category.

9. If Cost Sub-Group Category is selected, then select one or more sub
group categories from the list provided.

10. Click Preview/Print to preview the report before printing.

Summary for Current Day Report

This option creates a report and/or graph with two columns containing a
summary of the costs for the current system date and the costs to date.

1. Select the Reports button at the top of the screen.
2. Select the Cost Reports tab.

3. Click the Summary For Current Day button.

Summary For Current Day

Reports

Report Grouping # |INCIDENT -
Additional Filters

(2 Include All

] Select Cost Sub-Group Category

PreviewiPrint

)\\w.j\/,fh‘\w,-"ﬁ“m“kumfw

M e e e e
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Grouping can include:
e Accounting Code
e Agency
e Payment Agency
e Cost Group
e UnitID

e Incident

5. Select from the Additional Filters of Include All or select Cost Sub-
Group Category.

6. If Cost Sub-Group Category is selected, then select one or more sub
group categories from the list provided.

7. Click Preview/Print to preview the report before printing.

Detail by Resource Report

This option creates a report, grouped by Item code, with a section for each
resource. The resource section includes a detailed cost record for each day the
resource has generated costs on the incident. The report can be run for all non-
overhead resources or for all overhead resources.

1. Select the Reports button at the top of the screen.
2. Select the Cost Reports tab.

3. Click the Detail by Resource button.
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Detail By Resource

(*) Mon Owerhead () Owerhead

Reports

Report Grouping = | INCIDENT

c

i”“’“““vﬂ\*w’” 'V\—*’lm’ﬁ\f

L] Select Date Range

Additional Filters

® Include Al
i) Select Cost Sub-Group Category

Preview!Print

4. Select the Non Overhead or Overhead radio button.

5. Under Reports, select a Report Grouping from the drop-down menu.
Grouping can include:

e Accounting Code

e Agency

e Payment Agency

e Cost Group

e UnitID

e Incident
6. To select a date range, click the Select Date Range checkbox.
7. Enter the Date Range or select from the calendar.

8. Select from the Additional Filters of Include All or select Cost Sub-
Group Category.

9. If Cost Sub-Group Category is selected, then select one or more sub
group categories from the list provided.
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10. Click Preview/Print to preview the report before printing.

Group Category Total

This option creates a summary report and/or graph by group Category. The
report will contain a column for each item in the group category. For example, if
Agency is selected as the group category, there would be a summary column for
each agency.

1. Select the Reports button at the top of the screen.
2. Select the Cost Reports tab.

3. Click the Group Category Total button.

Group Category Total

(®) Reports Only ) Graph Only ) Reports And Graph
Reports
Report Grouping # | INCIDENT |_v|

[ | select Date Range

Additional Filters
(=) Include Al
) Saledct Cost Sub-Group Category

| Preview(Print |

\Jv.af"*k‘rﬁ\‘vﬂ"“wu"\\}\ﬂﬁ[,x\r‘r_f‘\_f‘“"wv-‘\(/'\‘m/,-'

- m;mwwwx

4. Select from the Reports Only, Graph Only or Reports And Graph radio
button.

5. Under Reports, select a Report Grouping from the drop-down menu.
Grouping can include:

e Accounting Code
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e Agency

Payment Agency

Cost Group

Unit ID

e Incident
6. To select a date range, click the Select Date Range checkbox.
7. Enter the Date Range or select from the calendar.

8. Select from the Additional Filters of Include All or select Cost Sub-
Group Category.

9. If Cost Sub-Group Category is selected, then select one or more sub group
categories from the list provided.

10. Click Preview/Print to preview the report before printing.

Aircraft Detail Report

This option creates reports and graphs for aircraft costs based on those
resources that are assigned Aircraft item codes (i.e. AT).

1. Select the Reports button at the top of the screen.
2. Select the Cost Reports tab.

3. Click the Aircraft Detail button.
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Aircraft Detail

Aus

(*) Reports Only () Graph Only () Reports And Graph

Reports

[] Select Date Range é

Additional Filters
() Include All
() Select Aircraft Type

Preview/Print

4. Select from the Reports Only, Graph Only or Reports And Graph radio
button.

5. To select a date range, click the Select Date Range checkbox.
6. Enter the Date Range or select from the calendar.
7. Select from the Additional Filters of Include All or Select Aircraft Type.

8. |If Aircraft Type is selected, then pick one or more Aircraft Types from the
list provided.

9. Click Preview/Print to preview the report before printing.

Analysis

This option creates a variety of Analysis Reports including:
e Resource Cost - This report identifies the average cost by Item Code or by
resource that exceeds a preset standard cost.
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Analysis Resource Cost

() Resource Cost () Exception {_) Resourceftemn Code - By Cost ) Resourceftem Code - By Cost Overhead

Reports

Additional Filters
(2) Daily Cost Comparison by ltem Code
(2 Daily Cost Comparison by Resource Exceeding Standard Rate

/\f‘“w‘wﬁd"\

e Exception - This set of reports includes specific exception reports for use
in analyzing cost data, and improving the accuracy of costs.

e Resources with no actual time posted.
e Resources with daily costs exceeding an amount entered.

e Resources with actual time postings, but days of unposted time. User
specified number of days.

e Resources with No Agency Assigned.

e Resources with Missing Assign Date or Status is F.

Analysis Exception
() Resource Cost (&) Exceplion () Resourcefltern Code - By Cost () Resourceftern Code - By Cost Overhead

Reports

Additional Filters
(=) Resources With No Actual Time Posted

(2) Resources Daily Cost Exceeds 10000 10000

(_) Resources With Actual Time Posting But 3 or More Days of Unposted Time 3

() Resources With No Agency Assigned

At A, A8

O Resources With Missing Assign Dates or Status is F

Preview/Print
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e Resource/ltem Code by Cost - Report grouped by Item Code including all
resources sorted by highest to lowest cost.

Analysis Resource/ltem Code - By Cost
() Resource Cost () Exceplion (®) Resourcefitem Code - By Cost () Resource/ltem Code - By Cost Overhead

Reporis
[] select Date Range

Cate Range 1010872014

| ShowiHide Instructions |

J\MW’\N‘/

e Resource/ltem Code by Cost Overhead - Overhead only report grouped
by Item Code including all resources sorted by highest to lowest cost.

Analysis Resourceliem Code - By Cost Overhead

() Resource Cost () Exceplion () Resourceltem Code - By Cost (%) ResourceMem Code - By Cost Overhead

Reports
[ select Date Range

1. Select the Reports button at the top of the screen.
2. Select the Cost Reports tab.
3. Click the Analysis button.

4. Under Analysis Resource Cost select from the Resource Cost,
Exception, Resource/ltem Code-By Cost, Resource/ltem Code - By
Cost Overhead radio button.
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5. Select from the Additional Filters of Daily Cost Comparison by Item Code
or Daily Cost Comparison by Resource Exceeding Standard Rate.

6. Click Preview/Print to preview the report before printing.

Cost Share

This option prints Cost Share reports including:

e Summary - This report identifies the Daily Cost for the Shift on the listed
dates. It also identifies the Federal, State, and Other percentage of the cost
obligations for the Shift on the listed dates.

e By Shift and Kind - This report identifies the Daily Cost for the Shift and
Kind on the listed dates. It also identifies the Federal, State, and Other
percentage of the cost obligations for the Shift and Kind on the listed dates.

e Detail - This report contains detailed Cost Share information for listed
Shifts and Resources. This information includes Daily Cost, Federal Cost,
State Cost, and Other Cost.

e Resource Worksheet - This report contains Cost Share information for
listed Resources. This information includes Daily Cost, Federal Cost, State
Cost, and Other Cost.

1. Click the Reports button at the top of the screen.
2. Select the Cost Reports tab.

3. Click the Cost Share button.
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Cost Share Summary

(® Summary (O By Shifttemn Code ) Detail O Resource Worksheet
| ShowlHide Instructions |

4. Under Cost Share Summary select from the Summary, By Shift/ltem
Code, Detail or Resource Worksheet radio button.

5. Click Preview/Print to preview the report before printing.
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Accrual Accounting Code, 36
Accrual Reports, 37

cost accrual detail, 38

cost accrual detail all, 39

cost accrual summary, 38
Accruals crossing Fiscal Years, 32
AD Draw Down, 32

fiscal year rules, 33
Agency Percentages

edit cost group percentages, 56

view, 55
Aircraft, 16

Common Data
edit, 5
Cost, 15
Cost Accruals, 31
Extracting Cost Accruals, 34
Cost Group
assign resources to a cost group,
57
Cost Groups
add a new cost group, 52
delete an existing cost group, 55
edit an existing cost group, 54
manage, 51
Cost Projection Worksheet, 45
Cost Projections, 40
add a cost projection, 41
creating and editing, 40
delete a cost projection, 42
edit a cost projection, 42
Cost Rates, 26
overhead, 28
state/cooperator custom rates, 29
summary by resource, 62
update rates, 28

Cost

view rate groupings by agency, 26
view rate groupings by item code,
27

Cost Reports, 59
aircraft detail report, 67
analysis, 68
cost share, 71
detail by resource report, 64
group category summary, 60
group category total, 66
summary for current day report,
63

D

Daily Cost
create daily cost records, 10
delete daily cost records, 13
edit daily cost records, 12
manage, 9
manually add records, 14
records, 9
update rates after rate change, 15

E
Edit Cost Specific Data, 7

G

Generating, 58

Incident Cost Settings, 24
Item Codes

add an item, 43

delete an item, 44

edit an item, 44

update an item code, 46
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M R
Manage, 18 Reportable Accrual Categories, 31
Manage Resource Resource Summary, 42

add a resource, 8
delete a resource, 8

Manage Resource Data, 5 S
Manually added item codes, 43 Support Costs, 45
P U
Projection Report Update Resource summary button,

creating a, 49 a7

Update support average cost, 46
Update Worksheet button, 48
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