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Time Overview

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

e Managing Time Data for a Single, Overhead Resource

e Manage Time Postings for a Single, Overhead Resource

e Managqing Time Data for a Crew

e Managqing Time Postings for a Crew

e Managqing Time Data for a Contractor or Cooperator Resource

e Managqing Time Postings for a Contractor or Cooperator resource

e Posting Time Adjustments

¢ Manage Contractors/Cooperators

¢ Manage Admin Offices for Payment

e |nvoices

e Printing Time Reports

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

e Time
e Cost

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

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

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

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

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

* The resource must have an Employment Code.

* The resource must have an Accounting Code.

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

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

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

P
Welcometo ‘e-ISuite g

Enterprise

q’ Incidents
USER INFORMATION MESSAGE BOARD

2. Select an Incident or Incident group.

3. Click the Time button from the main toolbar.

Incidents i ¥ | Check-n i .

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

INOTE: Data in the columns can be filtered by entering a search term into the
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filter above the column. |

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

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

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

(m Resource b Add Resource from Inventory l Edit Rast

Unitio »|

Request Numoer | ‘ Agency
Status +(C - lcbilization Date |
rerson L Check-inDate |

Cheack-In Tims

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

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

NOTE: Overhead resources include individual overhead personnel and agency
personnel that are rostered to hand crews, camp crews and engines. An
Employment Type is required before posting time and generating an OF-288
invoice for these resources. There are three Employment Types: AD, FED and
OTHER. See the following sections for detailed information about each of these
employment types.

AD Resource

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

2. Onthe AD Employment Information tab enter the Time information for
the Resource.
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3. Enter the Employee Common Identifier (ECI).

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

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

4. The Point of Hire auto-fills, based on the Unit ID for the selected AD. It
can be changed to another Point Of Hire, as needed.

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

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

8. Click the Save button.

| coeskingara | comoncana [ Temegams | costcans |

+ Employee Common idestiier Feid 1234567 wikl be formatted as 0001234567
+ Employes Common idectifes Faid wil be requivad prior 1o gensrating an invoxe
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FED Resource

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

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

3. Click the Save button.
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OTHER Resource

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

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

3. Enter an Other Rate, if applicable.

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

5. Click the Save button.

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

the OTHER Employment Type for all crew members without an employment
type.
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Time Postings for an AD Resource

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

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

—
IXD Treat Enter as Tab
|

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

~

USER INFORMATION

2. Select an Incident or an Incident Group.

3. Click the Time button from the main toolbar.

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

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

5. With the Resource selected, click the Post Time button.

6. The Accounting Code will default to the Resource's default accounting
code. If needed, a different accounting code can be selected from the drop-
down list.
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7. Enter the time posting date in the Date field.

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

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

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

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

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

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

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

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

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

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

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

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

calculate the Hours.

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

NOTE: Any change made to the class will not change the class for the
Resource. It only changes the class for the time posting.

13. If appropriate, change the Item Code.

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

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

posting. It does not change the Trainee status assigned to the resource for the

NOTE: Any change made to the Trainee status will be for that particular time
incident.

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

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

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

16. Click Save to save the time posting.

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

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

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

T Memorce | Add Besounce from imonory | G Aescusce | Oviee rowce | Post Tane | Povt Aduaimerts | ineg
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NOTE: To change the AD Class, Item Code or trainee status for the remainder of
the assignment, click on the Edit Resource button and edit the information on
that screen. Edits on the Edit Resource screen will apply to all subsequent time

postings.
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Time Postings for an Other Resource

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

—
WL__I Treat Enter as Tab
| |

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

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

2. Select an Incident or an Incident Group.

3. Click the Time button from the main toolbar.

Incidents

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

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

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

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

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

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

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

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

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

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

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

NOTE: Time displays in Military format and displays in .25 increments.

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

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

11. If appropriate, change the Other Rate.

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

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

13. If appropriate, change the Trainee status.

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

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

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

15. Click Save to save the time posting.

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

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

NOTE: If a new time posting overlaps another time posting, the user has the
option to either Overwrite the existing time posting or Cancel the entry.
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NOTE: To change the Item Code, Rate or trainee status, click on the Edit
Resource button and edit the information on that screen. Edits on the Edit

Resource screen will apply to all subsequent time postings.

Time
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Time Postings for a FED Resource

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

—
WD Treat Enter as Tab
1

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

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

2. Select an Incident or an Incident Group.

3. Click the Time button from the main toolbar.

Incidents | v

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

top of the window.

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

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

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

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

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

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

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

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

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

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

9. Enter the time posting's Start time.

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

10. Enter the time posting's Stop time.

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

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

12. If appropriate, change the Item Code.

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

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

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

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

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

15. Click Save to save the time posting.

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

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

NOTE: If time postings overlap existing time postings the system allows the
option to either Overwrite the existing time posting or Cancel the entry.

I : L A Resouice I A Resource Fam Sventony rhu Aesowce L Detele Resowce | Post Time rP-cl Nhﬂmmnl m«ui'
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NOTE: To change the Item Code or trainee status, click on the Edit Resource
button and edit the information on that screen. Edits on the Edit Resource screen
will apply to all subsequent time postings.
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Managing Time Postings
Editing a Time Posting Entry

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

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

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

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

NOTE: The user can only edit time postings that have not been included on an
Original Invoice.
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Deleting a Time Posting Entry

1. Click the Post Time button to open the Time Post area.
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2. Inthe Resources grid, click the Personnel Resource with the posted time to
delete.

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

4. Click the Delete button to remove the posted time.
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5. A confirmation message will display, click Yes .

Do you really want to remove the Tme Posting?

Cves [ o |

NOTE: See the Reports section of this document for instructions on printing an
OF-288 Invoice for an Overhead resource.

NOTE: The user can only delete time postings that have not been included on an
Original Invoice.
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Posting Time Adjustments

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

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

2. Select an Incident or an Incident Group.

3. Click the Time button from the main toolbar.

Ltncen -] oonn | (il o |-| o] s

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

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

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

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

8. Enter the Activity Date.

9. If the resource has an AD employment type, select a Category (e.g. Meals,
Lodging, etc.).
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10. If the resource has a FED or OTHER employment type, select an
Adjustment Type (i.e. Addition or Deduction).

11. Enter a Description of the commodity (e.g., socks, boots, toiletries, etc.).
12. Enter the Amount for the commodity.

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

v A AL

Editing an Adjustment

Follow these steps to edit an adjustment:

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

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

3. Select from the grid the adjustment to edit.

4. Click the Edit button. The information will populate the fields.
5. Make the appropriate changes to the adjustment.

6. Click the Save button to save the changes.
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Deleting an Adjustment

Follow the steps in this section to delete an adjustment:

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

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

4. Click the Delete button.
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5. A confirmation message will display. Click Yes.

Do you really want to remove the Adustment?
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Managing Time Data for a Crew

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

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

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

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

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

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

Follow the steps in this section to add Time data to a crew:
1. Select a crew resource from the resource grid.
2. Click the Edit Resource button.

3. Click the Time Data tab.
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4. For a FED resource, select the FED Employment Type and enter the

Hiring Unit Name, Hiring Unit Phone Number, Hiring Unit Fax Number
and any OF-288 Remarks.

o [smaon [ne] e I

Empigyment Type LFED L-) [VCm' FED Propagation i | Crew OTHER i ” Propagate Hiring Unit ]] Clear 3l Crews Hinng information | {
1

P
A ﬂ@%wl*""“'w _’w_‘*u‘w,.“'-f”““-i»’\.'\r«,"\;

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

Employment Type |20 I'} [ Crew FED F } | Crew OTHER Propagation | [ Fropagate Hiring Unit | [ Clear all Craw Hiring Information |
Empioyse Common I:eﬂd Hiring Unit Name |
Font of Hire + | 4K-ATMX [2) Hirng Urnit Prone Nersber | '
 Mazad < i |
Class 4 A0-A L3} Hiring Una Fax Numbes 8
R——
Curren: Rate = Remarks

+ Employee Common Identifier Field 1234567 will be formatted ss 0001234567
+ Employee Common identifier Feld will be required prior to generating an invoice,

N oh . patmbintate. \J~ P SR .,“--\.,A, A e B . 5N w_“d\ o

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

|| checkinData. | DemobData || costbats
Employment Typs [ OTHER L-J [ Craw FED P J [ Craw OTHER Propagation [ 'L Propagate Hiring Urut] [ Clear all Crew Hiring Information ]
Oter Rate (52500 | Hiring Unit Name 5
Hirmg Unt Prone Namber ]

Hing Usit Fax Number

Remaks

ww\ Nl w—‘“" > M-w\ », \r“‘ S w,r &

7. Click the Save button.
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Propagate FED Employment Type

Follow the steps in this section to propagate the FED Employment Type:
1. Select either the primary crew resource or any subordinate crew resources.

2. Click the Crew FED Propagation button.

3. The system will propagate the FED Employment Type to all crew resources
that did not already have an Employment Type defined.
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Propagate OTHER Employment Type
Follow the steps in this section to propagate the OTHER Employment Type:
1. Select either the primary crew resource or any subordinate crew resources.

2. Click the Crew OTHER Propagation button.

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

NOTE: A Rate for each crew member will need to be entered. A rate is not
required. If applicable, the rate will need to be entered for each new crew
member. This information does not propagate. Only the OTHER Employment
Type propagates to the crew resources.
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Propagate Hiring Unit
Follow the steps in this section to propagate the Hiring Unit information from one

crew member to other crew members that do not already have hiring unit
information defined:

1. Select a crew member.

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

3. Click the Save button to save the data to the crew member.

4. Click the Propagate Hiring Unit button to propagate that hiring unit

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

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

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

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

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

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

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

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

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

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

Welcometo ‘e-ISuite

/ Enterprise

q’ Mcidems

USER INFORMATION IWSSAGE BOARD f

2. Select an Incident or an Incident Group.

3. Click the Time button from the main toolbar.
[crecen || omon || e B con |- _ve |-] oo

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

Incideats | v

NOTE: If the primary resource is an OF-286 resource, select the OF-288 Crew
Posting button to display the Crew Member grid.
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NOTE: To post time for the entire crew, select a primary Crew Resource, not a
crew member. To post time for an individual crew member, highlight that crew
member in the resources grid. The system will bring up the Personnel Time
Posting screen rather than the Crew Time Posting screen.

5. Select the Show Active radio button.

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

Resources that have a status of Filled, Reassigned, Demobed or do not have an
Employment Type defined display when the user selects the Show Inactive
button. Time cannot be posted to Inactive resources.
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Posting Time for an Entire Crew

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

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

2. The Accounting Code will default to the Resource's default accounting

code.

If needed, select a different accounting code from the drop-down list.

3. Enter the time posting date.

4. If a special circumstance applies select the appropriate code from the

Spec

ial drop-down menu. The codes available in the Special list are based

on the Employment Type.

Time

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

Day Off -- Select this option to post Day Off time for the resource.
The Start and Stop Time fields do not display. The system will
automatically post O hours.
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e Environmental Pay -- Select one of the Environmental Pay options
to post Environmental time for the resource. These options include
100%, 25%, 15%, 8% and 4%.

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

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

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

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

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

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

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

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

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

9. Click Save.

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

NOTE: When a time posting overlaps another time posting the user must
overwrite the existing time posting or cancel the time posting.

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

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

NOTE: If a single resource is selected the user can change the Class and Item
Code for the AD employment type. The user cannot change the rate, since it is
based on the Class. For a FED employment type, the user can only change the
Item Code. For an Other employment type, the user can change the Item Code
and Rate. These fields are not available if the user selects multiple resources.
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Posting Different Time for Single or Multiple Crew
Members

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

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

There are a variety of ways to post time when these situations appear. Follow
the steps in this section to post time in these situations.

Posting to All and then Editing the Exceptions
1. Select all crew members in the Crew Post grid.

2. Post the time and click the Save button.

3. Select the individual(s) in the grid to edit.

Time Page 37 of
102



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

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

Post to All Except the Crew Members that are Different
1. Select only those crew members to which the time postings apply.
2. Post the time and click Save.

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

4. Postthe time and click Save.
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Editing Crew Time

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

2. Inthe Resources grid, click the Crew Resource with the posted time to edit.

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

4. Select the Time posting to edit from the time posting grid.

5. Click the Edit button.
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6. Make the appropriate changes to the information in the time posting.

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

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

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

Deleting Posted Crew Time

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

1. Select the Crew in the Resource grid.

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

Time Page 39 of
102



‘e-XSuite Ti

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

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

5 —

Do you really want to remove the Time Posting?

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

Post Adjustments for Crew Resources

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

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

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

4. Enter the Activity Date.

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

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

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

9. Click the Save button to post the adjustment to the system. When the
adjustment is saved it displays in the grid at the bottom of the window.
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AD Batch Adjustments

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

ISuite

© Enterprise

2. Select an Incident or an Incident Group.

3. Click the Time button from the main toolbar.

Check-In |~ m

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

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

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

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

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

8. Enter the Activity Date or select from the calendar.
9. Select a Category from the drop-down list.

10. Enter a Description for the adjustment.

11. Enter the Amount of the adjustment.

12. Click the Save button to save the adjustment to all selected AD resources.
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13. An AD Batch Adjustment Results window opens that contains a list of AD
resources and the adjustment amount that was applied to those resources.
Click the OK button to close the window.
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Editing an AD Batch Adjustment

Follow these steps to edit an adjustment:

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

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

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

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

: Resaurce liame ~ Oule Categon Ameunt
G323 | SAVDSON SAvD 12N cons )
C31 | CHRSTENSEN Crms 121200 cous »n

Time Page 45 of
102



A 7 Sui .
SIS Time

Deleting an AD Batch Adjustment

Follow the steps in this section to delete an adjustment:

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

3. Select all of the AD resources for which the AD batch adjustment should be
deleted in the Crew Member grid.
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4. Select the adjustment to delete.
5. Click the Delete button.
6. When the Confirm Delete message displays, click the Yes button.

7. An AD Batch Adjustment Results window opens that contains a list of AD
resources from which the AD Batch adjustment was deleted. Click the
OK button to close the window.

LIS Aoatment e

Trs folowng AD 30issimants wers postad

Raqe Rasource Name | Data | Categony amount
ﬁiimw"ﬂj" — ! avRE ] O I = =
€22 CAVCEON DAVD [ prira ot comg b
C1e fEussl I g | cous | =

"

o2 CHRSTENSEN, QMRS | t221201 covs b
1 1 I |
I
l

WL WERCE T S W

Printing an Incident Time Report for Crews

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

1. Click the Time button from the main toolbar.

-
Jerescn | oo |- [ con | -] e

Incidents

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

3. Click the Invoices button to open the Incident Time Report window.
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NOTE: If the primary resource is an OF-286 resource, when the Invoice button is
selected the system will allow the user to print an invoice for both the OF-286
resource and the subordinate OF-288 resources.

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

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

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

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

C-1 CREW1
Last Date To Include on Invaice | 11/02/2016 [1 Final Invaice
Print Options Report Options
(®) Preview/Print DRAFT Invoice (*) OF-288 Invoice and Adjustments
() Generate ORIGINAL Invoice () OF-288 Invoice Only
) Preview/Print DUPLICATE ORIGINAL Invoice () OF-288 Adjustments Only

Open Invoice | | Delete Last Invoice

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

invoice.

NOTE: Selecting Generate Original Invoice will lock the postings, whether the
invoice has been printed or not. If a preview of the invoice is desired, select the

Preview/Print DRAFT Invoice button.
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ﬁ Emergency Firefighter Time Report i

C1 CREW1

Lty

A e - ™
Last Date To Mclude on Invoice = | 0232014 L] Finai nyoics

Print Options

() Preview/Prot DRAFT voice

®) Generate ORIGNAL nvoice

(L} Preview/Print DUPLICATE QRIGINAL hwvolce

—

l Open invoice l ]— Delete Last invoice I

VAN S

e Preview/Print DUPLICATE ORIGINAL Invoice - Generates a copy
of an Original Invoice. A message displays indicating that a parent
resource is selected and the last invoice for all crew member
resources will display. The words Duplicate Original Invoice print on
this invoice.

The current resource is a parent resource and the last invoice for all crew member resources will be displayed.

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

7. Click the Open Invoice button to first preview and then print the invoice.

8. When the Reason window opens, enter the reason for re-printing a time
invoice and click the OK button.
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Reason To Reprint Time Invoice

Enter Reason: =+

[ concer |

Deleting an Invoice for the Entire Crew

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

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

-
oo -] cvrio || e |- | R con || > -] serre

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

3. Select the Invoices button to open the Incident Time Report window.

atEnter as 7ab

Post Adjustments{ | Invoices I

e

4. Select the Delete Last Invoice button.

Emergency Firefighter Time Report }
C-1 CREW1 .

Last Date To Inckide on hnvoica | rca: 2014 1@ ] Final vvoice ?
Print Options | | Report Options
(®) PreviewPrint DRAFT nhvoics (® 07.288 Ivoice and Adustments
() Generate DRIGINAL lvoice () 0%-228 Involce Onty
() Preview/Print DUPLICATE ORIGINAL lnveice () OF-288 Agusiments Only
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5. When the message displays indicating that all time postings will be
unlocked, select the Yes button to continue.

0 Deleting Invoice F-2014-OR-S00S-893829-15862-A wil

unlack all time postings nclded in the invoice. Do you
want to continue?

6. When the Reason window opens, enter the reason for deleting the original
invoice and click the OK button.

il Reason To Delete Time Invoice

| Enter Reason: =

W
—

! : Cancel '

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

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

Deleting an Invoice for a Single Crew member

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

1. Select the Time menu from the main toolbar.

-
Jerescn |- oo |- [ el o -] oo ] sorore]

Incidents

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

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

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

5. Select the Invoices button to open the Incident Time Report window.

atEnter as Tab

6. Select the Delete Last Invoice button.

Emergency Firefighter Time Report
C-1.2 ELLA, CINDER

Last Date To ickide on voics wicanizeta  |[fF] [ Fmelinveice

Priat Options | ReportOptions

(®) PreviswiPrint DRAFT Invoice (&) OF.283 nvoice an¢ Adustments )
() Génatate CRIGHAL hvoice () OF-288 kvoice Only )
) PreviewPrnt DUPLICATE ORIGHAL Invore () 0F-288 Adpstments Only /

| Open invoice m ;
W e =
i

7. When the message displays indicating that all time postings will be
unlocked, select the Yes button to continue.
§  Delefing Fivoice F-2014-OR-5005-852829-15861-A wil

7 uniock 3l time postings ncluded in the inveice. Do you
want fo continue?

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

Enter Reason: = | |

Cancel
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Managing Time Data for
Contractor/Cooperator

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

Reviewing or Editing Common Data

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

Welcome to

“ Enterprise

2. Select an Incident or Incident group.

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

=
wncients - | checkin |~ oemon |- | yme [ con |-| we -] mepors

4. When adding a new resource select the Add Resource button and enter
the appropriate Common Data.
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Accounting Code | 7667 v UNitiD =/ -

Request Number Agency -
Status # C ::, Mobilization Date I {3
Person [] Check-In Date | il

ce Setup (OF-288) [] Cheack-In Time [:]

Resource Name =
CellPhone # I

ltem Code =

_ 'M?.\ imr’?‘f'\ e imtnd ,J

| Actual Retease Date )
Actual Release Time

-~ 47

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

Contractor information on the Time Data tab

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

2. Select the Time Data tab.

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

Contracter/Cooperator ZENéON;FiAC}oR '.:) | + :|

Contractiégreement # « | S+ )
r‘h“-"’-?‘?\QW?‘A w *-1 .’A«U&.’ r-hu

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

a.

b.

Time

Click the + button to add a Contractor.
Enter the Contractor/Cooperator.
Enter the DUNS.

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

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

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

g. Enter the Contract/Agreement #.
h. Enter the Beginning Date or select from the calendar.

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

[ .A_dd Contract'/Agreement for ZEN CONTRACTORS 1' &
Contract/Agreement # | A"
Beginning Dale !—1 :j /
| =

]

Expration Date |

Y Admin Office For Payment | v | * | r

j- Select an Admin Office For Payment from the drop-down list or

i. Click the + button to add an Admin Offices for Payment.
ii. Enter the Office Name.
iii. Enter the Address, City, State, ZIP and Phone.

iv. Click the Save button.
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Agdress Lee | »

[

1
Address Lice 2 I 3

[

Cty »

Sate »:[ v
2 Code w|
Frane I

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

b. Select the Contractors option.

c. Click the Add Contractor button.

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

e. Save the data.

f.  Highlight the contractor or cooperator.

g. Select the Add Agreement button.

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

j. Repeat these steps to add additional contracts or agreements to a
single Contractor or Cooperator.
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Contracd/agraemeant # 2

Beginning Date i
[

Expirasion Date i

|
[
I
' Admin OMce For Payment o )
[
[
|
|
M

= T A

4. Enter the Unique Name or VIN

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

7. Enter the Hired Time.

8. Enter the Point of Hire.

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

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

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

12. Click the Save button.
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i Check in Data l Demab Dota lmiomom

Contractor)Cocperator | + ) Rate Type | Time UOM
Contractidgrasment 2 v * i'
Unigue Name or VN + {
Descripbon t |
Hired Date )

Hired Time
Foirs of Hire
[J Govi Operator [[] Govi Suppies [] Winarawn

!

. |

Descriphon 2 : I
|

l

|

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

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

Click the Add button that displays under the Rates grid.

Select the Rate Type from the drop-down list.
e Select the Time UOM from the drop-down list.
e Enter the Rate.

o |f appropriate enter a Guarantee.

e Optionally, enter a Description.

e Click the Save button.
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Add Rute : y
ats Type i' ;
._ Rate #8000 ' é
.
;
j

o P D R

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

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

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

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

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

Rate Type | TimeuomM | Rate |  Guarsntee
PRMARY | DALY | $25.00 $0.00

1
1

SeeciaL EACH $40.00 $0.00

»

<%

Y

%

; .

| | {
| ~

| €

:
T
| ' I

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

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

Time Page 62 of
102



Manage Admin Offices for Payment

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

ISuite system:

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

2. Select an Incident or an Incident Group.

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

4. Select the Admin Office option.

Contractors

1 ) *
me Incident # Event Type Start Date

Add a new Admin Office for Payment

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

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

Time
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Offica Name +|

Address Line 1 a(

Agdress Line 2 [
City ¥ r e
State +| v )

Zip Code + ]

- ’,\'—-'*’\ 28 . 7 0 P

Edit an existing Admin Office for Payment

1. Select the Admin Office to be edited in the grid.
2. Click the Edit Admin Office button.

3. Make the appropriate changes.

4. Click the Save button to save the changes.

| Acdresst ' Ofice Hame + | TRUDIS ADMIN OFFICE
’ 1 Andress Line 1 #1131 S222 W

Jl = ll 2 | AdgressLine 2
A - PECAL SIRVCEST 20151 MERCATOR RESTON. VA R -
BLN - OCH22 PAVMENT! SULDING S0 DEINV KUDXZ‘C” LENVER | <o ] ¥ oicte of
FOREST SERVIEE. ASC 1018 SUN AVENY albourmale W /'p s s
IATIONAL PARK SERVIZ. PO BOX 100020 HERMDON VA
TRUOIS AOMN GFFCE | 1115222 W SALEW 09 et | Phote: 18

s T % haa e X U

";:#mw‘-.M\*MwWC X,
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Delete an existing Admin Office for Payment

INOTE: A standard Admin Office for Payment cannot be deleted.

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

2. Click the Delete Admin Office button.

Selected Incident: GRIMY GULCH
I ey

Add Admin Office

3. A confirmation message will display.

4. Click Yes to delete the Admin Office.

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

| Yes |[ wo |
i B

k! Laaw B Casca
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Manage Contractors

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

Add Contractor(s)

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

-~

.

Welcometo ‘e-ISuite

“ Enterprise

USER INFORMATION IDESSAGE BOARD f

2. Select an Incident or an Incident Group.

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

o

4. Select the Contractors option.

5. Click the Add Contractor button.

4. Enter the Contractor/Cooperator name.

5. Enter the DUNS.
6. Enter the Address, City, State and Zip.

7. Enter the Phone number.
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8. Click the Save button.

CantractonCosparatac w | | assrener |

ouns Lddrasa 2 |

'::r: : = : ?
b S (
Phane |

{

To add a contract or agreement:

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

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

Zegnnng Date

Expiration Date .
Adnsn Office For Payment

AL N
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14. Click the Save button.

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

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

Edit Contractor(s)

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

ISuite

 Enterprise

Welcome to

r 7ye—

USER INFORMATION

MESSAGE BOARD

2. Select an Incident or an Incident Group.

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

— A

4. Select the Contractors option.

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

6. Click the Edit Contractor button.

TETE U TS TS TSI ST T O WEGTT TSIy IO TTOTE

Add Contractor (| Edit Contractor |)Delete Contractor | Time Post

Time Adjustmens
e ) P

w N ...b.’ il Bt B o -+ ,J‘-J
7. The Contractor's information populates the Contractor fields.
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8. Make the appropriate changes to the Contractor data and click the Save
button.

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

Admin Office s for Paym ent x

Office Name ﬁc|‘."'.f.ﬂxSHr\G'I'DI%J STATE ADMIN OFFICE |
Address Line 1 x|111 5 33 W |
|

|

Address Line 2 |
City * | SEATTLE

state [wa |

Zip Code

(777 2008288 |

FPhone (777)999-3888

Save

10. Click the Save button.
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ContractouCTooparaeat » WWLKER S RENTALEQUIPNVENT Addess ! M B22W

DUNS | B33092E0 Addrens 3
Oty | SEATLE
Sate | Y& -
Envar Contracter 20 (W%
data in thiz Prose. | (383} 2221111
ares,

Comractdgresm  Begh Date Expure Date
on ¥
= 1 ControctiAgreament # « AG736 7355
| = {55 < s
. > 11912016 | [
AITIETEIE 102019 nevamy BLW Q022 PAYMENTS TEAM Bagnnng Datw g )
Expraton Date 1149122017 f“l
Admn Ofice For Paymem iu:(,(';.g;z;‘_ - e
Enter
Contract/Agreemant

data in this erea.

Delete Contractor(s)

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

'IKSSAE BOARD f

2. Select an Incident or an Incident Group.

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

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

column.

6. Click the Delete Contractor button.

Add Contractor

= T ¥ ~=u-h\.' R R R

7. A confirmation message will display.

8. Click Yes to delete the contractor.

Do you really want to remove the Contractor?

Delete a Contract/Agreement

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

ISuite

© Enterprise

2. Select an Incident or an Incident Group.
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3. Select the drop down arrow next to the Time

4. Select the Contractors option.

menu button.

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

column.

5. Click the Edit Contractor button.

o ST T WETSTY IO

ctor [)Delete Contractor | Time Post

lfp.,p)»‘ L TN PG

T:“;M:?

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

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

Phone{ | ContactorCaoperator « [ Aaoess1 [123MAINGT

Ao0eas 2

[‘ ouns 7 —

Cfy |PRINEMVLLE

T L

| ContractAgree |

Begn Dote

. {;m: (-l

1 12022034 S10a221E I A mmmmm

8. Click the Delete button.
9. A confirmation message will display.

10. Click Yes to delete the Contract/Agreement.

Time

‘r—"-=-l':“ . s W»

Cortractiigreament

Beginning Dats

Erpiation Dats 01092015 | [50)

Agmyn Ofcs For Payment | BIA, Fls:&t - ie
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0o you resily want to remove the Contraclor Agreemsnt?
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Rostering Resources to
Contractor/Cooperator

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

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

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

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

re-ISuite

~ Enterprise

USER INFORMATION A IIISSAGE BOARD f

2. Select an Incident or Incident group.

3. Click the Time button from the main toolbar.

v ] oo [t

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

Iincidents

5. Click the Roster button at the bottom of the window. The Roster
Resources window displays.
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}

Enter the appropriate information for the rostered resources into the fields

ey iz e |
boreg Uve Brose Wantet

g Lms P N

Y
*
4

Bwravn

:'
4
{

on this window. (See Rostering Resources).

Click the Save button to save the rostered resource to the

Contractor/Cooperator resource.

Foslter Exisiing Incideot Resolve  Roater From Resoucce Inventory

UM 4 ORS00

Bl 'woie Setip (OF-225)
Resource Name »

CetPnose s
ten Code
te Karse

662 - [=
323 Ay [o8 [x
c [2) vobizuion Oue | =
O Decnome [oswigon | F5
o CoacknTe (0800 |

| scnsipeessense | =)

] Gchusl Balesse Tms ]

I

= Lengm ¢ Aaspament
-:J Demst Dave
_,) Owys Lot

.

Time
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Posting Time for a Contractor or
Cooperator Resource

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

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

—
WD Treat Enter as Tab

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

ISuite

Welcome to /
; © Enterprise

L Incidents

USER INFORMATION [!IESSAGE BOARD f

2. Select an Incident or an Incident Group.

3. Click the Time button from the main toolbar.

e
e P |

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

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

NOTE: A user can also filter the columns in the grid by entering a search term
into the filter above the column.

[] Treat Enter as Tab
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7. With the resource selected, click the Post Time button.

=] Tas 17d0

e
bd Resource l Add Resource From Inventory I Edit Resource l Delete Resource {{\l)gs_tIHIg D»PostAdjustments I Invoicei
[

P
et S s o et B o AR ot D o A ot P e

8. The Accounting Code will default to the resource's default accounting

code. If needed, a different accounting code can be selected from the drop-
down list.

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

esource tiame | siame | ADO-38 PALMER, PAUL - - - - 3
|L J Accounting Code +| ABCD ‘; \ Prmil’yJ Specmlil Both l&urameei ‘

:ttf;;t;]jz Time UOM Rate Guarantee  Description {

lowwerL ay | Primary Rate # [ I~ P

ok o Special Rate

BREFM. GRETCHE| © }

e

RYSON, BRENT | C . Save I Cancel I Cloar

Ll B e e T

NOTE: If Guarantee is selected, only the Guarantee rate is required. Only use

this option when there is no work time documented (i.e. the resource was in

Staging all day).

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

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

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

e When posting a Mileage rate, enter a Date and the total number of Miles.
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Add Resource | Add Resource From Inventory | Edit Resource Dabtn}

E Name status | 86 PALMER, PAUL
] Accounting Code «| ABCD ~| | Primary | special | Bot | Guarantee |

PAUL

c
B, FRaNk| C
FJAY ¢
[
c

Time UOM Rate Guarantee  Description
DALY | $100.00 | [NOGUARANTEE] | IN-— ' i EJ

4
e ree————

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

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

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

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

rews U Equipment 10 Al Fersonnal UJ AllNon-Fersonnsl | [T Exclude FWed [ Ex @ Damobiceassigne! (R 1

¥

Acd Re | AsaR From | y | EditRe lmmulq
4| |O-86 PALMER, PAUL

Azcounting Code « [ABCD =) [Primary | speciat | Bom | Guarantee | ;

Status

Time UOM  Rate Guarantee  Description
Primary Rate « DALY | 10000 | INOGUARANTEE] | N |v] 12Rate [] stanDate o |FE EnaDate o {

Days

gL . l"‘."“"

12. If ¥2 Rate applies, click to check the ¥2 Rate checkbox.
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5| %
z
P e T W W

O R e e

| HOURLY 52500 000 |

13. Click the Save button.

Save )Cancel I Clear

s
L v
0N, -

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

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

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

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

Follow the steps in this section to post time to a Contractor or Cooperator
resource that has subordinates rostered to it that will be paid with an OF-288
Invoice.

1. Select the primary Contractor/Cooperator resource.
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2. Enter the appropriate time posting data for the resource and click the Save
button.

3. Click the OF-288 Crew Posting button.

DAME SOZER
! B seve N[ cocer [ ciear
e oo L = P T 0 "’f'l’,.f
S |l OREI0T | PRMIARY | DAL ‘ |
ATOZ TVO c | &
AUTC ¢ \ 1 @
AUTOs FOUR  |C ' l . 8 )
AU E € | =
AUTOS, 5% c | | i 1 e
AUTOT SEVEN | A
SHOWER 1 c | ] *
z MOBLE FOOD 1 C ‘v, - . - _ "
3 ‘-aor‘-wo:n':‘.w*“?w""\‘*’." 4 b DBP“ o .

4. Select the appropriate subordinate resources in the Crew Member grid.

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

6. For more information, see the Crew Post instructions.

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

Edit Posted Contracted Time

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

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

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

5. Make changes to the time posting data.

NOTE: When editing a Daily time posting, the Start Date and End Date fields are
disabled. To change the dates, delete the time posting and create a new time
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posting. |

6. Click the Save button.

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

Deleting Posted Contracted Time

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

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

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

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

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

Post Adjustments for Contractor or Cooperator
Resources

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

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

2. Select the Post Adjustments button.

LJ EXCluge emot/Keassignea I L el e gy 1au

T e——
d Resource From inventory [ Edit Resource ] Delete Resource ] Post nm([ PoslMuanenlsj)Mwooces ]
Lo
© |
3. The Accounting Code will default to the Resource's default accounting
code. If needed, a different accounting code can be selected from the drop-
down list.
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4. Enter the Activity Date.

5. Select the Adjustment Type (i.e. Addition or Deduction).
6. Enter a Description of the commodity (e.g., socks, boots, toiletries, etc.)
7. Enter the Amount of the adjustment.

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

Add Resouice | Add Resouce Fom iveniory | et Resouice | Deee Resouice | mm@

hmoer | Resource fame ws 036 PALMER, PAUL

ﬂ ] z T4 | Accounting Code * | ABCD Jlll Actiity Date +

Printing an Emergency Equipment Report (OF-
286)

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

1. Click the Time button from the main toolbar.

-
Tt || oo |- Jummail e -] vo || eor |

Incidents

2. Inthe Resources grid, select the OF-286 Resource for which to print the
Emergency Equipment Report (OF-286).

3. Click the Invoices button to open the Emergency Equipment - Use Invoice
and Itemized Deductions Report window.
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at Enter as Tab B

belete Resource | Post Time | PostAdjustments(l Invoices
| B ™Y

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

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

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

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

Invoices

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

| Actual Release Date and Time | 08/17/2014 |':" [ 1200 I ‘

Save Rejease Date/Time _

Last Date to Include on Invoice =01

Print Options Report Options
(&) Preview/Print DRAFT invoice (&) OF-288 nvoice and Adjustments
() Generate ORIGNAL nvoice () OF-285 nvoice Only
-} Prévew/Print DUPLICATE ORIGINAL hvoce ) OF-285 Adjustments Only
| Openinvoice | | Delete Lastinvoice ]

P et n_ "*"‘"““"“‘" E 0-\*_’-4.».‘," Vo D ww‘/

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

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

Invoices

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

AActualRemscDute and Time [064‘1712016 IE [12&0 I

I Save Release Date/Time l

. [
Last Date to lnclude on invoice = | 01/2822015 E L] Fmnal invoice

Print Options Report Options
(®) Preview/Print DRAFT invoice (®) OF-288 Invoice and Adjustments
() Generate ORIGINAL Invoice () OF-288 Invoice Only

(O Praview/Prnt DUPLICATE ORIGINAL Invoice (O OF.235 Adpsiments Only

| Open nvoice | | Delete Last nvoice |

"‘\"w"w*w"’“\wwu‘;v’

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

Invoices

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

Actual Release Date and Time | 06/17/2014 ]@ 1200 J

I Save Release Date/Time j

Last Date to Include on woice | 01/26/2015 [C] enaiinveice

Print Options

() Preview/Print DRAFT nvoice
(®) Generate DRIGIHAL Invoice

(O Preview/Print DUPLICATE ORIGINAL Invoice

| Open Invoice | [ Delete Last Invoice |

“‘\"' -J.*_\‘-«..f“*\ .r M.—-" ¥ A
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e Preview/Print DUPLICATE ORIGINAL Invoice - Generates a copy
of an Original Invoice. A list of available invoices to select from
displays when this option is selected. Select the invoice to re-print
from the list. The words Duplicate Original Invoice print on this

invoice.

Invoices

0-86 PALMER, PAUL

.
Actun! Release Date and Time DENTR014 ‘

l Save Release Date Time

Last Date to Include on Invoice | 012

2015 =1 L_| Fnal lInvoice

Print Options

~Invoice Number |

first Date

~ LastDate

Emefgency Equipment - Use Invoice and itemized Deductions

() Preview/Print DRAFT hvoice
() Ganerale DRIGRAL Nvoice l

(&) Preview/Prnt DUPLICATE ORIGIMAL hvoice

;Open Invoice [ l Delete Last invoice |

NOTE: When reprinting an invoice, only one invoice can be selected at a time,

|
|
|
|
|

even if multiple invoices were originally printed.

7. To delete the last invoice for the selected resource, click the Delete Last

Invoice button. Two different warning messages display. Click the Yes
button on each window to delete the invoice.

Time
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’i Emergency Equipment - Use Invoice and Itemized Deductions ‘

! 0-86 PALMER, PAUL

Actunl Relense Date and Time | 08/17/2014 ,1300 ] '

| save Release DateTime |

~

Last Date to include on nvoice # (01282015 ([5]  © Finalinvoice

i Invoice Number FirstDate |  LastDate
i Print Options |
(O Preview/Print DRAFT hvoice

L %% V.,

|
(O Generate DRIGNAL nvoice I '
1 (®) Freview/Print DUPLICATE ORIGNAL nvoice J

’ [Oponlnvom ‘I Delete Last Invoice )

\—/
".“‘\"-«../\ M‘ M*-w"\d‘w”"r

NOTE: An OF-286 Invoice can only be deleted if it has not been included in a
financial export.
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Printing Time Reports

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

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

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

Time Invoices

e OF-286 Invoice

e OF-288 Invoice

Time Reports

e Shifts in Excess of Standard Hours

e Personnel Time Report

e Work/Rest Ratio

e Summary of Hours Worked

e Missing Days of Postings

e Crew Roster

e Vendor Resource Summary

OF-286 Invoice

This report is the standard timekeeping record and payment document for FED
and casual (AD) personnel involved in the incident.

INOTE: These instructions pertain to a single, overhead resource and all agency |
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personnel rostered to hand crews, camp crews and engines. |

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

1.

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

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

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

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

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

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

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

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

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

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

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

Time
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report.

7. Select Open Invoice to view the selected invoice.

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

that was generated.

NOTE: When the last Original invoice is removed, the system will unlock all time
Original
(05292014 . 0672972014 )
Emergency Equipment - Use invoice Iwoics  F-2014-CA-LPF-003310-14934-B
This frveicw has not fecehved 8 Sl 202 and i sulpect n clange poior o peyment Offciel 1 Fage 1ot
1 CONTRACTOR (Nerm s sidmas | 2 INCIDENT OR PROJECT NAME
CREW SOLUTIONS PFEIFFER CA-LPF-003310
123 MAIN ST 3 AGREENENT NUMBER {Froem CF-204)
2 . e
PRINEVILLE OR 398300 SETIETESA32
e & EFFECTIVE DATES OF AGREEMENT
5 DUNE 9998887777 E
e a Bogrnng & Endirg
wbisiage 05/15/2014 051142013
5 EQUIPNENTILSE meba, model satialne ek )  ENG3; LP 17, E-2-ENGINE, |8 POINT OF =RE (Locelion whah haed)
nge O ENG3LP17 TYPE3
Maka T DATE OF HRE & TINE OF =RE
Mol
U ADMINISTRATIVE OF FICE FOR PAYMENT 0 THE WORK RATE 18 BASED ON ALL CPERATING
OREGON DEPARTMENT OF SUPPLIES BEING FURNISHED BY
39655 GLANDER STREET [F] CONTRACTOR ) [] SOVERNNENT oY)
S E
r " 1. OPERATOR FURMEHED BY
PORTLAND OR 97544 ] conTRACTOR [J oovesmwwenT
12. RESOURCE CROER NUMEER E-4
T3 VEAR T3 VA On DAL Y RATE 5 SPECAL MATE 8 TOTAL T GUATANTEE [ 98 AMCUN
2014 UNTE [ e RATE | S UNITE | b RATE | = EARNED
MO| DA | WORKED WORKED (Ve » 154
MANRDA) MNLWRUIDA)
5|23 DA 3| szo00000 $ 200000 $2,000.00
T CHANGE COOE A CBECT CUoE 73 QROSE AMOUNT DUE $2,000.00
PFI1 ;
21 EQUPMENT WaS Orereasso ] WiT=DRawn 2. [TEM 23 FROM PREVIOUS PACE §0.00
Date T 25 TOTAL AMOUNT DUE $ 2.000.00
Z REM&TE  INTERIM Do Pang Pyenery 2. DEDUCTIONS (afach saternent) {$100.00)
D noded ne it e iy 27 ADDITIONE (winch alafmrrae)
25 NET AMOUNT OuE $1,500.00
25 NOTE: CONTRACT RELEASE FOR AND S CONSIDEMATION OF MECEFT OF PAYMENT IN THE AMOUNT SHOWN ON "NET AMOUNT DUE™ LNe 20
CONTRACTON MENEDY NELEASED THE GOVERNVENT FTROM AN ANO ALL CLAME ARIZING UNOER THIS AGREEMENT EXCEITT A3 HESEMVED IN
TMEMARKS" BLOCK 22
30 CONTRACTOR EIONATURE 31. DATE 32 RECEIVING OFF ICER'E SIGNATURE 4% DATE
34 PRONT NAME AND TITLE 35 PRUNT NAME AND TITLE
Prifed OWOWI0 1245 Dt Firm Modied 577007 OFTIONAL FORM 289
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T L]
Original
(06V292014 - 0672572014
Emsrgsncy Equipment Daductions and Additions Invoice # F-2014-CA-LPF-002810-14592-5
(Tor sne Wit OF-208 liocke 2¢ wna 77 - Dedctans end Addions Stasomed Cﬁay
1 CONTRACTOR (Nanm wnd EINEEN 2 NCOENT OR PROECT NAME
CREW SCLUTIONS PFEIFFER
Ja ACCOUNTING CODE
PFO1
S ECPWERT ENG3; LP 17. E2-ENGINE, TYPE 3 % AQREEMENT NUMBER
o, - I, WY - . - - - - ~
gl ENG3LPIT Maka 087967654321
Aoguest & E-d Moder 4 REPORT DATEMINE
22572014 1245
Activity Dats Daacription Deductions Addition
6/23:2014 MEALS ($ 100.00 )
Totals (5 100.00 )

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

1.

Time

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

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

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

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

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

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

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

invoice.

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

invoice.

NOTE: When reprinting an invoice, only one invoice can be selected, even if

multiple invoices were originally printed.

6. Select Open Invoice to view the selected invoice.

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

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

C-25BILLS,

BiLL

DRAFT ONLY - NOT FOR PAYMENT

01/01/2016 - 01/01/2016

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

INCIDENT TIME REPORT

T Hived Mo . 10-80F)
AK-AFMX

2. Empicyee Common Isentiher

3 Type of Emgloyment (X One)
[&] coman

[] Federns

[ omer

A Firing Uinit Nawme (€.4., Ranger DISERD

BILL BiLLS

5. Name (Finst, Misdle, Last)

. rering Unit Phone Numier

7. Hireg Unk Fax Nuvbel

Coburmn A

Colurn B

Cobarn ©

Coturen O

TGO, Name
AIMEE INCIDENT

B e Onoer Mo (6.5 .. IO-B0F S00T25)
UT-USO-378434

0 Teelocs
{e9.,82CS)

P12348

T Teuiss Fazgoml R b

(eg. 033
C-25

12. Postson Coge

AABI

2.

AD-A

AD Class |14 AD Rate

51452

15 HomerHrng Una Accoust Coon

Mo | Tay

Stat

Sipg |  Hous

1 1

1445

08:15 |65

M 2018

38, Torsl Howes. 65

Same a5 Columo Oa

Same as Column [JA Os

saveasComn [JA [J8 [Jc

0 the "hours™ colume, indicate “H" fov hazerd pay, “E™ plos % for environment differential, “T~ for travel

[47. Totat Howrs {all cotumnsy: 6.5

18 Commissary and Travel

[For Paymest Conter use only

18a. Meonin

180, Day

18C. Catogary (%.0., Commisaary. masls, I0aging, Meage.
i, #C)

184 Rewrtursdment

181 FreCode

Ermious invoices

See Attachment for Details

TowaT S{1Z5.00]

19. Remarks

DRAFT ONLY - NOT FOR PAYMENT

1, Time Officer Signature
DRAFT ONLY - NOT FOR PAYMENT

NOTE: The above items are corect and proper for payment from avalladie Appropratons.

Departmeont of the Interior
Department of Agriculture  (U.S. Forest Service)

NSN 7540-01-7633

INTERIM

OPTIONAL FORM 288 (REV. 10/2015)

Page tof 1
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C-25

DRAFT ONLY - NOT FOR PAYMENT

01/01201 . 01/01/201

F-2016-UT-US0-928434-

INCIDENT ADJUSTMENTS REPORT 1. Hieed Al {04, IO-0OF)
(For use with OF-288 Block 18 Commissary Record) LAK-AF MX
2. Empioyne Common ientiter 3 Type of Empioyment (X & Firing Unt Name (0.9.. Fanger Cstnc)
] ﬁc“ 95 Federa D Omr
5. Name (F rst, Midols, Last) g Unk Phone Numter 7. Hiteg Unit Fsx Number
BILL BILLS
Block 18 C y and Travel (From OF-288)
18a. Month | 18b. Day 18¢. Category Description 18d. Addition 18e. Deduction 181. FireCode
12 21 COMMISSARY | BOOTS (3 75.00) P12345
12 21 COMMISSARY | BOOTS {$ 50.00) P12345

Total ] ($ 125.00)

Shifts in Excess of Standard Hours Report

The Shifts in Excess of Standard Hours report shows posted hours that are in

excess of the Standard Hours defined.

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

Time
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Sort Report By
(®) Request Number
() Person

() Total

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

Reguest Numher l,vo-1,2 lvgl
Standard Hours |:|

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

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

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

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

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

SHIFTS IN EXCESS OF STANDARD HOURS oazevze 13:04

Incidert Name:  PFEIFFER (US-CA-LPF-003810

Start: D8/10/2014 t

T Standard Hours: | 10006
Request # Name Shift End Total Shift Howrs Amount Excess
o4 GERWE. GER 14,00 400
04 GERWE, GER 13.00 300
o4 GERWE, GER 12.00 2.00
o4 GERWE, GER 14.00 4.00
04 GERWE. GERI 12.00 200
o4 GERWE, GERS 14,00 400
o4 GERWE, GERY 14.00 4.00
04 GERWE, GER 14.00 4.00
o-11 ARROYO, ALEX 15.00 5.00
022 CURTIS, CARMELA 14.00 4.00
0-127 GRIFFIN. GRETCHEN 14,00 400
0-127 GRIFFIN, GRETCHEN 1500 500
0127 GRIFFIN, GRETCHEN 14.50 450
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Personnel Time Report (Print/Fax)

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

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

e The Resource has an Agency defined.

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

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

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

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

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

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

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

8. Click the Fax button to fax the report directly from the e-ISuite system to
the fax number identified for the selected agencies.

9. Click the Export to Excel option to export the report to a format the user
can import into an Excel document.
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Report Of Personnel Time For NOTE - This report assumes that
PFEIFFER US-CA-LPF-003810 - Employees Nave empioyment coge of “FED" or "Omer *
G014 oo, s oo arieis iy o
For Timekeeper at (1111111 - Empioyzes Staus § nat "D for Dameoized
Questons? Contact Time Unit MURRAY MUNCHKIN at (2£80) 000-c008
Date Accounting Start Time Stop Tme Hours Promaum
MURRAY, KEVIN V
Thuy, 26 Jun
PFO1 0200 20:00 14,00
Fri, 27 Jun
PFD1 08.00 20:00 1400
Sat 28 Jun
PFOY 080C 18.00 12.00
Sun, 28 Jun
PFO1 0800 19:00 13.00
STEIDLEY, DEREK
Thu, 28 Jun
PFO1 08:00 20:00 14.00
Fn. 27 Jun
PFO 0800 2100 1500
Sat. 28 Jun
PFOt 06:00 20:00 1400
Sum, 28 un
PFO 0600 8:20 12.00

Work/Rest Ratio Report

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

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

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

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

4. Select one of the following Group By options:

¢ None -- Select this option if the user does not want to group the data
in the report.
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e Section -- Select this option to group the data in the report by section.
When this option is selected, the system allows the user to select
one or more of the following sections to group by:

o All

Command

e Operations
e Finance
e Planning
e Logistics
e External
e Date -- Select this option to group the data in the report by date.

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

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

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

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

Work/Rest Ratio Report
Incident: PFEIFFER US.CA.LPF.002810 Date Range: 06/10/2014 - 09/29/2014

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

Summary of Hours Worked

The Summary of Hours Worked report prints a summary for All Personnel or a
Specific Individual.
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1. Select a Date Range for the report by entering a Start Date and an End
Date or by clicking on the calendar icon to the right of the date box and
clicking on the appropriate date.

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

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

4. Select one of the following Group By options:

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

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

e Command
e External
e Finance
e Logistics
e Operations

e Plans

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

e Shift Start Date
¢ Request Number

¢ Name

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

6. Click the Preview/Print button to preview and then print the report.
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Summary of Hours Worked o:450%e Ropact Tome,
10003 PFEIFFER (US-CA-LPF-003510)

Starting Date. 06202014 Ending Date 090712014

o-n ARROYO, ALEX DOCL 60 €0

C
o-127 GRIFFIN, GRETCHEN TIME (o3 140 150 145 75 51.0
04 GERWE. GERI ovs C 140 140
05 STEIDLEY. SCOTT oIys P 14.0 14.0
06 MURRAY, MATTHEW DIvS C 14.0 140
oa JARVIS. JON SOFR C 16.0 160

o1l ARROYD, MEX DOCK

C
0-127  GRIFFIN, GRETCHEN TIME <
04 GERWE, GERI DIVS c 13.0 120 140 120 140 140 14.0 930
o5 STEIDLEY, SCOTT DIvVS P 150 140 120 410
06 MURRAY, MATTHEW oivs (= 14.0 120 130 300
o8 JARVIS, JON SOFR C 170 150 3za

Missing Days of Postings Report

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

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

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

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

e Vendor-- Select this option to only include vendor (OF-
286) resources.

3. Select the Personnel option to limit the report to a specific agency by
selecting an agency from the Agency drop-down list. The user can also
limit the report to a specific employment type by selecting a type from the
Employment Type drop-down list.

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

Number, Resource Name, Agency or Employment Code.

Select the Vendor option to sort the data in the report by Request Number

and Resource Name.

To exclude resources with either a Demobed or Reassigned Status, check

the Exclude Demob/Reassigned checkbox.

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

Missing Days of Postings by Personnel Report
Incident: PFEIFFER {US-CA-LPF-003810)
202014 - O7IS200E

Incident: PFEFFER (US-CALPF-003810)

Request # Name Date Request # Noene

A A V001e

AMMELA O

WA

AN

OV,

.

e

MWL

WOV

Sweracie

i)

Crew Roster

This report details members of a Crew Roster.

1. Select a Request Number from the drop-down menu.

Time
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2. Select a Resource Name from the drop-down menu.

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

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

PFEIFFER
US.CA-LPF.003810
Crew Roster Report for C-1: HCS1; S/T 934, C-1

rﬂ‘equas: L Nome Item Checkin Date Emplo yment Trainee Status Unit 10 First Work Cay iength of LastWork Day Actual Reloaso
Codle Type Status Assigament Date

= | HCS1; 5T 834, C1 HCS1 06/18/2044 = CAsSLU 0EMB2014 14 082572014

ELMORE. PETER STCR oOVIa2014 c CA-SLL DoMo2014 14 0a2072014

HC1 CASTA 17, C-1.2 HC! 0678/20%4 c CA-SLU gene2014 14 0oV22014

HC1, CASTA 15, C-1.3 HCH ooV1a/2014 c CA-BDF oone2014 14 0292014

Vendor Resource Summary

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

1. Select one of the following Group By criteria:

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

¢ Item Code -- Select this option to group the data by the Item Code
assigned to the OF-286 Resources.

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

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

2. Select one of the following Sort By criteria:
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¢ Request Number -- Sorts the data in the report in Request Number
order.

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

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

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

PFEIFFER
US-CA-LPF-003810

Vendor Resource Summary Report

Request # Resource Name Item Code Status VendorAgreement Number Unique Name Hire Date Hire Time Release Date Release
Time
Cc-20 CREW-MEISTERS HC2 C CREW SOLUTIONS CREWZ1t 0771412074 0000
eETE3TAS432Y
E4 ENG3 LP 1T, £E4 ENG3 C CREWSOLUTIONS ENGZ LP17
87687854321
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