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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 Managing Time Data for a Crew

e Managing Time Postings for a Crew

e Managing Time Data for a Contractor or Cooperator Resource

e Managing Time Postings for a Contractor or Cooperator resource

e Posting Time Adjustments

e Manage Contractors/Cooperators

e 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:
e The resource must have an Employment Code.

¢ The resource must have an Accounting Code.

e 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.

Welcome to ."e-ISSIIfte

ite

e ——

2. Select an Incident or Incident Group.

3. Click the Time button from the main toolbar.
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e-ISuite Site

Eix

Incident Name

SITE_GROUP
BLUE LAKE
FLAMINGO ROW
GREEN LAKE
HOPE VALLEY
HOT VALLEY
LAKE WOEBEGONE
RED LAKE
SCHAEFFER
TEST ADDING

Welcome jdoe

mv Check-In | v Demob v

Incident #

US-WA- -2380832
US-WA-ABDN-80758888
US-WA-ABDN-3892808
US-WA-ABDN-2830803
US-WA-ABDN-387283795
US-CA-SQF-001317
US-WA-ABDN-897897987

Active Database: HOPEVALLEY

Time v

FIRE - WILDFIRE
FIRE - WILDFIRE
FIRE - WILDFIRE
FIRE - WILDFIRE
FIRE - WILDFIRE
FIRE - WILDFIRE
FIRE - WILDFIRE
FIRE - WILDFIRE
FIRE - WILDFIRE

Cost

v IAP v Training v Reports

Add Incident I

Start Date Jurisdiction Dei

02/01/2020 USF5 345

02/01/2020 USFS 234

02/01/2020 USFS

02/01/2020 USFS 118

11/01/2019 USFS 238

02/01/2020 USFs

11/01/2019 USFS ag1

0g/24/2007 USFS

02/01/2020 USF5 138

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.

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

. WY

® Al Aircraft Equipment

==l -

COverhead Crews All Personnel All Mon-Personnel

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.

‘ Add Resource . dit Resource | Delete Resource | Post Time | Post Adjustments | Invoices

Accounting Code 1199 _vl Last Name * |CARLYLE UnitiD * |WaA-ABDMN _v|
Request Number — [Q-144 o First Name * [JESSICA Agency  |USFS :vl
Status * ¢ Tr| Cell Phone # Mobilization Date 02/01/2020 —
Person & ltem Code * |CART v Check-In Date | 02/01/2020
Invoice OF-286 Trainee a Check-in Time  [0600| ]
ltem Name  |CARTOGRAPHER Actual Release Date [ mm/ddryyyy

Aciual Release Time

e

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

NOTE: If a resource has time or adjustment postings and the Employment Type
is changed, the system will display a message indicating that the postings should
be reviewed before making the change. Click the OK button to save the change.
Click the Cancel button to cancel the change.

AD Resource

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

2. On the AD Employment Information tab enter the Time information for
the Resource.

3. Enter the Employee Common Identifier (ECI).

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

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

4. 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.
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Check-In Data | Demob Data Cost Data

Employment Type |AD

Employee Common Identifier

Point of Hire *

Class *

Current Rate

v —

5463456345 Hiring Unit Name | ABERDEEN FIRE DEPARTMENT
WA-ABDN v Hiring Unit Pnone Number  [(agg) 888-7777

AD-E EI Hiring Unit Fax Number |(388) 777-6666

§2292

+ Employee Common ldentifier Field 1234567 will be formatted as 0001234567
+ Employee Common ldentifier Field will be required prior to generating an invoice

Remarks

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.

Checkn Data | Demob Data Cost Data

Employment Type |FED

Remarks

v ~—
Hiring Unit Name | ABERDEEN FIRE DEPARTMENT
Hiring Unit Phone Number  |(g99) 888-7777
Hiring Unit Fax Number  |(g88) 777-6666

[ save [ save and roster [ cancel [ roster Resources |

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.

Time
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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.

CheckJn Data | Demob Data Cost Data

Employment Type  |OTHER ¥ &

Other Rate  |§35.00 Hirng UnitName | ABERDEEN FIRE DEPARTMENT
Hiring Unit Phone Number | (ga9) 888-7777
Hiring Unit Fax Number |(g28) 777-6666

Remarks

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 posting fields instead of the Tab key.

#| Treat Enter as Tab

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

| ——

ite

User Information

2. Select an Incident or an Incident Group.

Welcome to .--"“e-IsSufte

Message Board

3. Click the Time button from the main toolbar.

e-ISuite Site Welcome jdoe Active Database: HOPEVALLEY
m v | Check-In |~ Demob v
7| = /s

Incident Name

SITE_GRCUP
BLUE LAKE
FLAMINGO ROW
GREEN LAKE
HOPE VALLEY
HOT VALLEY
LAKE WOEBEGONE
RED LAKE
SCHAEFFER
TEST ADDING

Time

ncident #

US-WA-ABDN-38928
US-WA-ABDN-3
US-WA- -2389832
US-WA-ABDN-8975888
US-WA-ABDN-3892898
US-WA-ABDN-2830803
US-WA-ABDN-387283795
US-CA-SQF-001317
US-WA-ABDN-897897987

Time v Cost

FIRE - WILDFIRE
FIRE - WILDFIRE
FIRE - WILDFIRE
FIRE - WILDFIRE
FIRE - WILDFIRE
FIRE - WILDFIRE
FIRE - WILDFIRE
FIRE - WILDFIRE
FIRE - WILDFIRE

v IAP v | Training |v Reports

Start Date

02/01/2020
02/01/2020
02/01/2020
02/01/2020
11/01/2019
02/01/2020
11/01/2019
06/24/2017
02/01/2020

Add Incident I

Jurisdiction

USFS
USFS
USFS
USFS
USFS
USFS
USFS
USFS
USFS

Det

234

119
238

a8

138
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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.
6.

10

With the Resource selected, click the Post Time button.

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.

Enter the time posting date in the Date field.

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.

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

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

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

e (Casuals) Training -- 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.

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

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

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

NOTE: Any change made to the Item Code will be for that particular time
incident.

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

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

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

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

16. Click Save to save the time posting.

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

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

NOTE: If a new time posting overlaps another time posting, the system provides
the option to either Overwrite the existing time posting or Cancel the entry.
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Add Resource | Edit Resource | Delete Resource |JuvEailu=l Post Adjustments | Invoices

0-103 CRUTCH, LUCAS

Accounting Code * [1199 () Start * (0500 w| Clss* [aDD || Item Code * [DPIC v
Date * | 02/03/2020 Stop * [1200 [v] Rale [s20.84 Trainee
Special [w| Hours |7 Post Start Time Only
P
SamoEeE
\m'/ Start Stop Class Rate ltem Code Special Rate Quantity Accounting Code Invg
02/01/2020 0600 1800 AD-D § 20,84 DPIC 12 1199
02/02/2020 0600 1800 AD-D $20.84 DPIC 12 1199

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.

Time
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Time Postings for an Other Resource

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

1

L,D 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.

Welcome to ..-‘-‘e-ISSnite

ite

—
User Information Message Board

2. Select an Incident or an Incident Group.

3. Click the Time button from the main toolbar.
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e-ISuite Site Welcome jdoe Active Database: HOPEVALLEY

m v | Check-In | v Demob v Time v Cost v IAP v | Training |v Reports
A =1y :
Ij AL Add Incu:lentl

Incident Name ncident #

ent Type Start Date Jurisdiction Dei

SITE_GROUP
BLUE LAKE US-WA-ABDN-38928 FIRE - WILDFIRE 02/01/2020 USFS 345
FLAMINGO ROW US-WA-ABDN-326833 FIRE - WILDFIRE 02/01/2020 USFS 234
GREEN LAKE US-WA- -2380832 FIRE - WILDFIRE 02/01/2020 USFS
HOPE VALLEY US-WA-ABDN-80758888 FIRE - WILDFIRE 02/01/2020 USFS 119
HOT VALLEY US-WA-ABDN-3892808 FIRE - WILDFIRE 11/01/2019 USFS 238
LAKE WOEBEGONE US-WA-ABDN-2830803 FIRE - WILDFIRE 02/01/2020 USFS
RED LAKE US-WA-ABDN-387283795 FIRE - WILDFIRE 11/01/2019 USFS a8
SCHAEFFER US-CA-SQF-001317 FIRE - WILDFIRE 06/24/2017 USFS
TEST ADDING US-WA-ABDN-897897987 FIRE - WILDFIRE 02/01/2020 USFS 138

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.

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.

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

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

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

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

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

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 Item Code status for the item code.

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

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

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

Add Resource | Edit Resource | Delete Resource [Rii=alyl=h Post Adjustments | Invoices
0-105 COLUMBO, RALPH

Accounting Code * |1199 v Start * [gs00 w| OtherRate [545.00 ltem Code * [PIOF v
Date * |02/03/2020 Stop * 1900 v Trainee
Special ?| Hours |44 Post Start Time Only

omomEes
fo—

Date Start Stop Rate ltem Code Special Rate Quantity Accounting Code Invoiced
02/01/2020 0600 1800 §45.00 PIOF 12 1199
02/02/2020 0600 1800 $45.00 PIOF 12 1199

NOTE: To change the Iltem Code, Rate or Trainee status, click on the Edit
Resource button and edit the information on that screen. Edits on the Edit
Resource screen will apply to all subsequent time postings.
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Time Postings for a FED Resource

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

#| Treat Enter as Tab

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

system:

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

| ——

ite

User Information

2. Select an Incident or an Incident Group.

Welcome to .--"“e-IsSufte

Message Board

3. Click the Time button from the main toolbar.

e-ISuite Site Welcome jdoe Active Database: HOPEVALLEY
m v | Check-In |~ Demob v
7| = /s

Incident Name

SITE_GRCUP
BLUE LAKE
FLAMINGO ROW
GREEN LAKE
HOPE VALLEY
HOT VALLEY
LAKE WOEBEGONE
RED LAKE
SCHAEFFER
TEST ADDING

Time

ncident ¥

US-WA-ABDN-38928
US-WA-ABDN-3
US-WA- -2389832
US-WA-ABDN-8975888
US-WA-ABDN-3892898
US-WA-ABDN-2830803
US-WA-ABDN-387283795
US-CA-SQF-001317
US-WA-ABDN-897897987

Time v Cost

FIRE - WILDFIRE
FIRE - WILDFIRE
FIRE - WILDFIRE
FIRE - WILDFIRE
FIRE - WILDFIRE
FIRE - WILDFIRE
FIRE - WILDFIRE
FIRE - WILDFIRE
FIRE - WILDFIRE

v IAP v | Training |v Reports

Start Date

02/01/2020
02/01/2020
02/01/2020
02/01/2020
11/01/2019
02/01/2020
11/01/2019
06/24/2017
02/01/2020

Add Incident I

Jurisdiction

USFS
USFS
USFS
USFS
USFS
USFS
USFS
USFS
USFS

Det

234

119
238

a8

138
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. 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.
6.

9.

With the Resource selected, click the Post Time button.

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.

Enter the time posting date in the Date field.

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%.

¢ 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.

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.
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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.

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.

Add Resource | Edit Resource | Delete Resource [OES =N Post Adjustments | Invoices

0-101 RANDOLPH, FELIX

Accounting Code * 1199 v Start * [1300 v ltem Code * [CANH =
Date * | 02/03/2020 Stop * |2200 v Trainee
Special ¥ Hours |g Post Start Time Only

Pt
(I save ) cancel || Aga | it | Deiete

Start Stop tem Code Special Rate Quantity Accounting Code nvoiced

02/01/2020 0600 1800 CANH 12 1199
02/02/2020 0600 2200 CANH 16 1198
02/03/2020 0600 1200 CANH 3 1199
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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
ill apply to all subsequent time postings.
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Managing Time Postings

Editing a Time Posting Entry

o &>

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

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

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

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.

|DWE|E| Add Resource | Edit Resource | Delete Resource Post Adjustments | Invoices
Request # Resource Name ¢/ 0-101 RANDOLPH, FELIX
Accounting Code * [1199 v Start * [os00 | ¥ tem Code * [CANH v
Date * [02/01/2020 stop < [1800 | w Trainee
RANDOLPH, FELIX - Spacil ¥] Hous [ Post Start Time Only

0-102
0-103
0-104
0-105
0-106
0-107
0-108

FARADAY, MARK
CRUTCH, LUCAS
HOLMES, SHERLOCK
COLUMBQ, RALPH
FLETCHER, JESSICA
STONE, OLIVER 02/02/2020 0600 2200 CANH 16 1199
JONES, TOM 02/03/2020 0800 1200 CANH 6 1199

Deleting a Time Posting Entry

1.
2.

Time

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

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

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

Click the Delete button to remove the posted time.
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0-101 RANDOLPH, FELIX

Request # Resource Name E
- - Accounting Code * [1199 v start * (0600 v Item Code * [CANH v
Date * [02/01/2020 stop * [1800 |[¥] Trainee
0-101 RANDOLPH, FELIX Specil ¥ Hors i Fost Start Time Oy
0-102 FARADAY, MARK —
o CRUTER LCes save || Cancel || Add || Edil(} Detete
Dy st

0-104 HOLMES, SHERLOCK
0-103 ‘COLUMBO, RALPH art Stop ltem Code Special Rate Quantity Accounting Code Invoiced
0-106 FLETCHER, JESSICA 02/01/2020 0600 1800 CANH 12 1199

0-107 STONE, OLIVER 02/02/2020 0600 2200 CANH 16 1199
0-108 JONES, TOM 02/03/2020 0600 1200 CANH 6 1199

5. A confirmation message will display, click Yes .

Confirm Delete

Do you really want to remove the Time Posting?

Yes || No

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.

Welcome to ..-*'e-ISSufte

ite

T —
User Information Message Board

2. Select an Incident or an Incident Group.

3. Click the Time button from the main toolbar.

e-ISuite Site Welcome jdoe Active Database: HOPEVALLEY

mv Check-In | v Demob v Time v Cost v IAP v | Training |v Reports
I_| Add Incident I

Incident Name ncident #

ent Type Start Date Jurisdiction Det

SITE_GROUP
BLUE LAKE US-WA-ABDN-38928, FIRE - WILDFIRE 02/01/2020 USFS 345
FLAMINGO ROW US-WA-ABDN-326833 FIRE - WILDFIRE 02/01/2020 USFS 234
GREEN LAKE US-Wa- -2380832 FIRE - WILDFIRE 02/01/2020 USFS
HOPE VALLEY US-WA-ABDN-8078288 FIRE - WILDFIRE 02/01/2020 USFS 119
HOT VALLEY US-WA-ABDN-3892808 FIRE - WILDFIRE 11/01/2019 USFS 238
LAKE WOEBEGONE US-WA-ABDN-2830803 FIRE - WILDFIRE 02/01/2020 USFS
RED LAKE US-WA-ABDN-387283795 FIRE - WILDFIRE 11/01/2019 USFS a8
SCHAEFFER US-CA-5QF-001317 FIRE - WILDFIRE 06/24/2017 USFS
TEST ADDING US-WA-ABDN-897897987 FIRE - WILDFIRE 02/01/2020 USFS 138

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.
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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.).

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.

I = _g 0o Add Resource | Edit Resource | Delete Resource | Post Time [T YT el Invoices
Request #

Resource Name £ 0-103 CRUTCH, LUCAS Umulative Total: ( -% 350.00 )
Accounting Code * [1199 v Description * |MEALS
Activity Date * |02/01/2020 Amount * |5 150.00

0-101 RANDOLPH, FELIX
Category * |MEAL

C-102 FARADAY, MARK

C-104 HOLMES, SHERLOCK
Activity n i nvoiced

0-105 COLUMBO, RALPH ctivit Category Type Description Accounting Amour
0- £R, JESSIC
sl it 02/01/2020 coms DEDUCTION COMMISSARY ITEMS 198 (§350.00)
o107 STONE, OLIVER
0-108 JONES, TOM
o-109 JONES. DAVEY

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. Click the Post Adjustments button.
2. Select the Resource with the adjustment that needs editing.

3. Select the adjustment to edit from the grid.
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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.

I ] ?_g [e] Add Resource | Edit Resource | Delete Resource | Post Time [[EEg el Invoices
Request# e z/ ©0-103 CRUTCH, LUCAS Cumulative Total: (-$500.00)
- - Accounting Code * [1199 [v| Description * [COMMISSARY ITEMS
Activity Date * | p2/01/2020 Amount * 5350 00
0-101 RANDOLPH, FELIX o s I
ategory COMS

o-102 FARADAY, MARK =

0-104 HOLMES, SHERLOCK

0-105 COLUMBO, RALPH Activity Capedbry Type Description ‘Accounting Amoun nvoiced

0-106 FLETCHER, JESSICA COMS DEDUCTION COMMISSARY ITEMS 1199 ($350.00)

0-107 STONE, OLIVER

02/01/2020 MEAL DEDUCTION MEALS 199 (5150.00)

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. Click the Post Adjustments button.
2. Select the Resource with the adjustment that needs to be deleted.
3. Select the adjustment to delete from the grid.

4. Click the Delete button.

H ‘|j|‘\‘:gu—‘ Add Resource | Edit Resource | Delete Resource | Post Time |[EEBNTEnrnrl Invoices
Request # Resource Name e 0-103 CRUTCH, LUCAS Cumulative Total: ( -% 500.00 )
= - Accounting Code * [1199 [w| Description * [COMMISSARY ITEMS
Activity Date * [02/01/2020 Amount * [5350.00
0-101 RANDOLPH, FELIX - —
Category * |COMS v/
0-102 FARADAY, MARK —
o103
0-104 HOLMES, SHERLOCK
0-105 COLUMBO, RALPH Activity .. Category Type Description Accounting Amount nvoiced
e e COMS: DEDUCTION COMMISSARY ITEMS 1199 (§350.00)
o-tor STONE, OLIVER 021012020 MEAL DEDUCTION MEALS 1199 (§150.00)

5. A confirmation message will display. Click Yes.
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Confirm Delete

Do you really want to remove the Time Adjustment?

Yes || No

Time
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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.

Rene 14 Pesrresltme E Accoun ting Code 1199 v Last Name * |JONES UnitiD * |w

Request Number |C-1.1 First Name * |[EDDIE Agency i}
Siatlus * ¢ v Cell Phone # Mobilization Date m
-1 CREW 1 o
Person ¥ Leader Type PRIMARY v Check-In Date 14
c-11 JONES, EDDIE o -
ke tem Code * [CRWB v Check-In Time  [p
c1.2 SMITH, BARNEY
Trainee Actual Release Date n
Cc-13 ROGERS, NED ltem N =
lem Name  |CREW BOSS Actual Release Time
c-2 CREW 2
= (BRENG Check-In Data Cost Data
CREW 4
idl Employment Type Crew FED Propagation | Crew OTHER Propagation | Propagate Hiring Info | C'
E-1 ENGINE 1
Hiring Unit Name

E4 WATER TENDER 1

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.
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Check-n Data | Demob Data Cost Data

Crew FED Propagation | Crew OTHER Propagation | Propagate Hiring Info | Clear All Crew Hiring Information

v
\ Hiring Unit Name
Hiring Unit Phone Number

Hiring Unit Fax Number

Employment Type  |FED

Remarks

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.

Check-In Data | Demob Data Cost Data

Employment Type |AD v Crew FED Propagation | Crew OTHER Propagation | Propagate Hiring Info | Clear All Crew Hiring Information
Employee mon Identifier | 0poo001234 Hiring Unit Name
Point of Hire * |wWaA-ABDN ¥ Hiring Unit Phone Number
Class * |AD-G v Hiring Unit Fax Number

Current Rate  |§27.24

+ Employee Common Identifier Field 1234567 will be formatted as 0001234567
+ Employee Commen Identifier Field will be required prier to generating an invoice

Remarks

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.

Check-InData | Demob Data Cost Data

E%OTHER v Crew FED Propagation | Crew OTHER Propagation | Propagate Hiring Info | Clear All Crew Hiring Information
Other Rate |§25.00 Hiring Unit Name

Hiring Unit Phone Mumber

Hiring Unit Fax Number

Remarks

7. Click the Save button.

Propagate FED Employment Type

Follow the steps in this section to propagate the FED Employment Type:
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c3

£l
-4
35
&8

Select either the primary crew resource or any subordinate crew resources.

Click the Crew FED Propagation button.

The system will propagate the FED Employment Type to all crew resources
that did not already have an Employment Type defined.

Resource Name

CREW 1
cu
c-12 SMITH, BARNEY
ROGERS, NED
CREW 2
CREW 3
CREW 4
ENGINE 1
‘WATER TENDER 1
DOZER 1
BACKHNF 1

c13

E

Accounting Cade

Request Number

Sfatus *

Person
nvoice OF-286

Check-In Data

Employment Type

1198 ¥|  LastName *

1A First Name *

C v Cell Phone #

- Leader Type
ltem Cade *

Trainee

Item Name

Demob Data Cost Data

FED v

JONES UnitID *
EDDIE Agency
Mobilization Date
PRIMARY v Check-In Date
CRWB v CheckIn Time
Actual Release Date
[CREW BOSS

Actual Release Time

Grew FED Propagation | Crew OTHER Propagation | Propagate Hiring Info

Hiring Unit Name

Hiring Unit Phone Number

Propagate OTHER Employment Type

WA-ABDN v
USFsS v
mmidd/yyyy
02/01/2020

0600

mmi/dd/yyyy

Clear All Grew Hiring Information

Follow the steps in this section to propagate the OTHER Employment Type:

1.
2.
3.

Select either the primary crew resource or any subordinate crew resources.

Click the Crew OTHER Propagation button.

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.

c3

£l
-4
35
&8

Resource Name

CREW 1
cu
c-12 SMITH, BARNEY
ROGERS, NED
CREW 2
CREW 3
CREW 4
ENGINE 1
‘WATER TENDER 1
DOZER 1
BACKHNF 1

c13

Time

E

Accounting Cade

Request Number

Sfatus *

Person
nvoice OF-286

Check-In Data

Employment Type

1198 ¥|  LastName *

1A First Name *

C v Cell Phone #

- Leader Type
ltem Cade *

Trainee

Item Name

Demob Data Cost Data

FED v

JONES UnitID *
EDDIE Agency
Mobilization Date
PRIMARY v Check-In Date
CRWB v CheckIn Time
Actual Release Date
CREW BOSS Actual Release Time

Grew FED Propagation | Crew OTHER Propagation | Propagate Hiring Info

Hiring Unit Name

Hiring Unit Phone Number

WA-ABDN v
USFsS v
mmidd/yyyy
02/01/2020

0600

mmi/dd/yyyy

Clear All Grew Hiring Information
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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.

Request Resource Name E Accounting Code 1169 v Last Name * | JONES UnitID * |WA-ABDN v
Request Number ¢4 First Name * [EDDIE Agency  [UsFs v
o pree = Status * ¢ v Cell Phane # Mobilization Date | mm/ddryyyy
11 Person ¥ Leader Type  [PRIMARY v Checicin Date  [02/01/2020
c-12 SMITH, BARNEY mesics Q268 ltem Code * |CRWE v Check-nTime (0500
c13 ROGERS, NED Trainee Aclual Release Date | mm/ddyyyy
c-2 CREW 2 llem Name  [CREW BOSS Aciual Release Time
3 CREW3
p p— Checkdn Data | Demob Data Cost Data
& — Employment Type  [FED = Crew FED Propagation | Crew OTHER Propagationsh Propagate Hiring Info | Clear Al Crew Hiring Information

4 WATER TENDER 1 Hiring Unit Name  [ABERDEEN FIRE DEPARTMENT
s DOZER 1 Hiring Unit Phone Number (999) 888-7T777
£6 BACKHOE 1
&[ing Unit Fax Number [(333) 777-6666
E7 CHIPPER 1
X WATER TENDER 2

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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c1
c12
13

ca

£
£4
£5
£6

Mixed Crew Employment Type

Resource Name E Accounting Code

Request Number

CREW 1 = Status *
JONES, EDDIE Person
nvoice OF-286

SMITH, BARNEY
ROGERS, NED
CREW 2
CREW3

W Check-In Data
CREW 4
ENGINE 1 Employment Type

'WATER TENDER 1
DOZER 1
BACKHOF 1

1199 w|  LastName *
14 First Name *
c v Cell Phone #
Cd Leader Type
ltem Code *

Trainge
Item Name

Demob Data Cost Data

unitiD * |\WA-ABDN v
Agency  |USFS v

Mobilization Date | mmyad/yyyy
Check-In Date | 02/01/2020
Check-In Time (0600

Actual Release Date | mm/dd/yyyy

Actual Release Time

FED v Crew FED Propagation | Crew OTHER Propagation | Propagate Hiring Infa ] Clear All Crew Hiring Information
fing Unit Name

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 is 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.

Time
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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. It is not necessary that

the user has the Check-in/Demob role.
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Posting Crew Time

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

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

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

Welcome to ..-*e-ISSuite

ite

———

2. Select an Incident or an Incident Group.

3. Click the Time button from the main toolbar.

e-ISuite Site Welcome jdoe Active Database: HOPEVALLEY
m v | Check-In |~ Demob v Time v Cost v IAP v | Training |v Reports
A\ &= s :
Ij A Add Incident I

Incident Name ncident #

ent Type Start Date Jurisdiction Det

SITE_GRCOUP
BLUE LAKE US-WA-ABDN-38928 FIRE - WILDFIRE 02/01/2020 USFS 345
FLAMINGO ROW US-WA-ABDN-326833 FIRE - WILDFIRE 02/01/2020 USFS 234
GREEN LAKE US-WA- -2389832 FIRE - WILDFIRE 02/01/2020 USFS
HOPE VALLEY US-WA-ABDN-8975888 FIRE - WILDFIRE 02/01/2020 USFS 119
HOT VALLEY US-WA-ABDN-3892898 FIRE - WILDFIRE 11/01/2019 USFS 238
LAKE WOEBEGONE US-WA-ABDN-2830803 FIRE - WILDFIRE 02/01/2020 USFS
RED LAKE US-WA-ABDN-387283795 FIRE - WILDFIRE 11/01/2019 USFS ag1
SCHAEFFER US-CA-SQF-001317 FIRE - WILDFIRE 06/24/2017 USFS
TEST ADDING US-WA-ABDN-897297347 FIRE - WILDFIRE 02/01/2020 USFS 138

4. Select a Primary Crew resource. The system displays a grid that includes
all Crew Members at the top of the Time Posting screen.
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= ; = 5
|7 t! 400 Add Resource | Edit Resource | Delete Resource Post Adjustments | Invoices
Reg Resource Name g CLCREW1
5 -
Show Active Show Inactive Accounting Code * = ftem Code * =
Al || None | | Invert .
Date * [ mmy/aaryyyy Trainee

ASDFA

Nappe Status Emp Type Special 3| Fost Start Time Only
Al AIR TANKER ‘? e
JORTES, FE art * v
A2 FIXED WING OIS, ECDIE < ° -
0p * v
> a3 e SMITH, BARNEY c FED
ROGERS, NED c FED Hours

crew i

52 CREW 2
c3 CREW 3
> C4 CREW 4 Z
£1 ENGINE 1
£5 DOZER 1
$Eo BACKHOE 1
i e Date Start Stop tem Code Special Rate Quantity Accounting Code mvoiced
£ WATER TENDER 2
£-10 ENGINE 2
e ENGINE 3 No Rows To S

NOTE: If the primary resource is an OF-286 resource, select the OF-288 Crew
Posting button to display the Crew Member grid.

EE Add Resource | Edit Resource | Delete Resource Post Adjustments | Invoices
Request # Resource Name ff E© BAC_K"OE 1
Accounting Codf * (1199 v  EEE0 svecil | Both | Guarantee
TIMEUOM Rate Guarantee Description
e | ecoor Primary Rate |[EACH | § 3,250.00 | (NO GUARANTEE) | (NO DES| ¥ 112 Rate Date *[mmraar
&7 CHIPPER 1 ! ate *| mm/dd/yyyy
€9 WATER TENDER 2 Units =
10 ENGINE 2 Special Rate v
e ENGINE 2
0-100 ARMSTRONG, NEAL
oo RANDOLPH, FELX | save || Cancel || ada | Ectt | Detetel] OF-285 Crew Posting
G102 EARADAVIMARK Date Type Time ez > Rate Amount Accounting Code
c-103 CRUTCH, LUCAS
e T 020012020  PRIMARY EACH 1 5325 $3250.00 $3250.00 1199

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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1=

Request #

A-1

A-3

c-1

c2
c-3
c-4
E-1

E-4

Resource Mame

ASDFRA

AIR TANKER
FIXED WING
AIRCRAFT 3
CREW 1

CREW 2

CREW 3

CREW 4

ENGINE 1
WATER TENDER 1

i

one

Name

JONES, EDDIE
SMITH, BARNEY
ROGERS, NED

Show Inactive Accoul

Invert

I Save lCanceI IAdd LE'ditl Delete m

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.

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.

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

3. Enter the time posting date.

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

Time
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on the Employment Type.

e Continuation of Pay -- Select this option to post Continuation of Pay
time for the resource. The Start and Stop Time fields do not display.
The system will automatically post 0 hours for FED and Other
employment types. For AD employment types, enter up to 8 hours in
the Hours field that displays.

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 0 hours for FED and Other employment types. For
AD employment types, enter either 0 or 8 in the Hours field that
displays.

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%.

¢ 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 for FED and Other employment types. For
AD employment types, enter up to 8 hours in the Hours field that
displays.

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

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

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

e (Casuals) Training -- 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.
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8. The Hours will automatically calculate if a Start and a Stop Time are
entered. This is a display only.

9. Click Save.

10. A Crew Time Posting Results window displays with a list of all crew
members to which the time posting was applied. Click the OK button to
continue.

Crew Time Posting Results

The following time posts were created/updated.
Resource Employment Type Date Start Stop Class Rate Item C.. Special Rate Quant. Accounting Code
JONES, EDDIE FED 02/02/2... 0600 1800 §.00 CRWEB 12 1199
ROGERS, NED FED 02/02/2... 0800 1800 §.00 FFT1 12 1199
SMITH, BARNEY FED 02/02/2... 0600 1800 $.00 FFT1 12 1199
»

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

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.
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Request # Resource Name E C1CREW1
A

Accounting Code * 1199 v Iter Code * [CRWE

Date * [ mmidd/yyyy Trainee
op Type > Post Start Time Only

Special v

ASDFA

A1 AIR TANKER -
art * v
Az FIXED WING JONES, EDDIE C FED

Stop * v
e J— SMITH, BARNEY c FZD

CREW 1 ROGERS, NED C FED Hours g
c-2 CREW 2
c-3 CREW 3
Cc-4 CREW 4

E-1 ENGINE 1
4 WATER TENDER 1
E-5 DOZER 1

E6 BACKHOE 1

E-7 CHIPPER 1 Date Start Stop
£ WATER TENDER 2

JONES, EDDIE

Posting Different Time for Single or Multiple Crew
Members

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

¢ Different accounting codes for individual or multiple crew members.
e Different Special Codes that may not apply to all crew members.
o 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.
Post the time and click the Save button.

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

> WD

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.
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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. Post the time and click Save.
Request # Resource Name Ex C-1CREW1
® Show Active hawy Inactive Accounting Code * [1199
ASDFA = None Date * | mmidalyyyy
e J— Mame Status Emp Type Special
e P—— JOMES, EDDIE c FED Start * ¥
= TEY ROGERS, NED C FED Hours g
R o] CREW 2
C-3 CREW 3
>oCc4 CREW 4 3
E-1 ENGINE 1
E-4 WATER TENDER 1 -
e DOzER | I Save I Cancel I Add I Edit I Delete _
JONES, EDDIE
R BACKHCE 1
E7 CHIPPER 1 Date Start Stop tem Code Special Rate
E9 WATER TENDER 2
Editing Crew Time
1. In the Resources grid on the Post Time screen, click a primary Crew
Resource that has subordinate resources with time postings that need to be
edited.
2. Inthe Crew Post grid, select the crew members that need time postings
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.
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. . . E C-1CREW 1
Show Active Show Inact Accounting Code * 1198 = ltem Code * [CRWE
All || Non Invert Date * [02/01/2020 Trainee
ASDFA — ol o Spacl ¥ PostStart Time Ony
At ARTAMER JONES, EDDIE c FED Start * Joso0 | ¥
A e SMITH, BARNEY c FED Stop *[1800 | ¥
A3 AIRCRAFT 3 ROGER'S = e o / Hours  [12
c2 CREW 2
c3 CREW 3
c4 CREW 4 2
£ ENGINE 1

Y
= WATER TENDER 1 :
£5 DOZER 1 | save | cancel | add{f Edit § Pelete

JONES, EDDIE
E-6 BACKHOE 1
= Date Start Stop item Code Special Rate Quantity Accounting Code
pow [0 V]
£ \WATER TENDER 2 02/01/2020 0600 1800 CRWE 12 1199

£ CHIPPER 1 ; : E

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 9/5/2018 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.

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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Request # Resource Name

ASDFA
A1 AIR TANKER
A2 FIXED WING
A3 AIRCRAFT 3

e

E

C-1 CREW 1

® Show Active

Show Inactive

All || None | Invert

JONES, EDDIE
SMITH, BARNEY
ROGERS, NED

Status
C FED
C FED
C FED

A:nmlmg Code *

Date *

Special

Start *
Stop *

Hours

1199
02/0

0600
1800
12

Item Code * [CRWE v

Traines

| Post Start Time Only

> c2
c3
> oca
£
£4

CREW 2
CREW 3
CREW 4 C
ENGINE 1

‘WATER TENDER 1

—
| save || cancel | add | Edif| pelete
JONES, EDDIE

E-5 DOZER 1
> E6 BACKHOE 1

. PEp—— Date Start tem Code Special Rate Quantity Accounting Code
£g WATER TENDER 2 02/01/2020 _[IE\HO 1800 CRWB 12 1189

5. A confirmation message will display, click Yes.

Do you really want to remove the Time Posting?

Yes || No

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

Follow these steps to post an adjustment to a crew member:
1. Select the primary Crew record in the Resource grid and expand it to view
the crew members. Select the crew member for which to post the

adjustment OR, us the All Personnel filter to locate the crew member.

2. Click the Post Adjustments button.
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Add Resource | Edit Resource | Delete Resource |REES K Post Adjustments Lnvoices

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.

Remrer TrerTiEon r, C-1.1 JONES, EDDIE Cumulative Total: ( -$% 150.00)

Code * [1109 v | Description * [MEALS

Px CREW T Activity Date * | p2/01r2020 Amount * |5 220.00

JONES, EDDIE
12 SMITH, BARNEY N
Save ) Cancel | Add || Edt || Deicte
EE—— ‘memmmem
Aclivity Categor ccounting nount nvoiced

Adjustment Type * |DEDUCTION v

-2 CREW 2 T egory Type Description

sC3 CREW 3

ce CREWA 02/01/2020 DEDUCTION COMMISSARY ITEMS 199 (5150.00)

AD Batch Adjustments

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

Welcome to .-*'e-IsSuﬂe

ite

- —
User Information Message Board

2. Select an Incident or an Incident Group.
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3. Click the Time button from the main toolbar.

e-ISuite Site Welcome jdoe Active Database: HOPEVALLEY

m v | Check-In |~ Demob v Time v Cost v IAP v | Training |v Reports
A= 1y :
Ij 400 Add Incident ||

Incident Name ncident #

ent Type Start Date Jurisdiction Det

SITE_GRCUP
BLUE LAKE US-WA-ABDN-38928 FIRE - WILDFIRE 02/01/2020 USFS 345
FLAMINGO ROW US-WA-ABDN-326833 FIRE - WILDFIRE 02/01/2020 USFS 234
GREEN LAKE US-WA- -2389832 FIRE - WILDFIRE 02/01/2020 USFS
HOPE VALLEY US-WA-ABDN-8978888 FIRE - WILDFIRE 02/01/2020 USFS 119
HOT VALLEY US-WA-ABDN-3892898 FIRE - WILDFIRE 11/01/2019 USFS 238
LAKE WOEBEGONE US-WA-ABDN-2839893 FIRE - WILDFIRE 02/01/2020 USFS
RED LAKE US-WA-ABDN-387283795 FIRE - WILDFIRE 11/01/2019 USFS a8
SCHAEFFER US-CA-SQF-001317 FIRE - WILDFIRE 06/24/2017 USFS
TEST ADDING US-WA-ABDN-897897987 FIRE - WILDFIRE 02/01/2020 USFS 138

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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Request #

crew s

E1
£

v ES

> E6
E7
£9
E10
11
0-100
0-101
0-102
0-103
0-104

Resource Name |

Posting Batch Adjustments on

ly applies to resources wi

ith AD as their

Employment Type.

C-5 CREW 5
/\ | Al || None || Invert | Accounting Code * [1199 v
- 8 Status Emp Type . —
= : Activity Date * [02/01/2020
ENGINE 1 ) —
JOHNSON, JACK € AD /? Category * |MEAL v|
WATER TENDER 1 - ) N —
GROBAN, JOSH ® AD Descriplion * [MEALS
DOZER 1 )
MAYER, JOHN € AD Amount * § 25.00
BACKHOE 1
CHIPPER 1
WATER TENDER 2
ENGINE 2 & L
ENGINE 3
ARMSTRONG, NEAL —)
- Save |§ Cancel f| Add | Edit | Delete
RANDOLPH, FELIX TR
FARADAY, MARK Actvity 4 Category Type Descriplion Accounting
CRUTCH, LUCAS 02101/2020 CoMs DEDUCTION COMMISSARY ITEMS 1199

HOLMES, SHERLOCK

Cumulative Total:

(-$150.00 )

nvoiced

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.

AD Batch Adjustments Resulis

C-5.1
C-5.2
C-5.3

Time

Request # T

Resource Mame

JOHNSON, JACK
GROBAN, JOSH
MAYER, JOHN

Date
02701

The following AD adjustments were posted.

F2020

02/01/2020

02/01

F2020

Category
MEALS
MEALS
MEALS

Amount

§25.00
§25.00
§25.00
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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.

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.

Request # Resource Name | Posting Batch Adjustments only applies to resources with AD as their Employment Type.
C-5 CREW 5 Cumulative Total: (-$175.00)
Al || None || Invert /
Accounting Code * [1199 v
c-5 CREW 5 P Name Status Emp Jfe ,
Activity Date * [02/01/2020
€51 JOHNSON, JACK .
Category * |MEAL v
52 GROBAN, JOSH JOHNSON, JACK c AD

GROBAN, JOSH C AD Description * |MEALS

53 MAYER JOHN .

Amount * 52500
o ENGINE 1 MAYER, JOHN c D /
£4 WATER TENDER 1

E-5 DOZER 1
> E6 BACKHOE1 L3
E-7 CHIPPER 1

E-9 'WATER TENDER 2
E-10 ENGINE 2
EN ENGINE 3 Activity Description Accounting Amount
0-100 ARMSTRONG, NEAL

02/01/2020 DEDUCTION MEALS 1199 ($2500)
0-101 RANDOLPH, FELIX

02/01/2020 Coms DEDUCTION COMMISSARY ITEMS 1199 ($150.00)

8. An AD Batch Adjustment Results window opens that contains a list of
AD resources to which the changes were applied. Click the OK button to
close the window.
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AD Batch Adjustments Resulis

The following AD adjustments were posted.
Request # T Resource Name Date Category Amount
C-51 JOHMSON, JACK 02/01/2020 MEALS §25.00
c-5.2 GROBAN, IOSH 02/01/2020 MEALS $25.00
C-53 MAYER, JOHM 02/01/2020 MEALS §25.00

4 3

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.

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.

4. Select the adjustment to delete.

5. Click the Delete button.
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Posting Batch Adjustments only applies to resources with AD as their Employment Type.

Request # Resource Name
C-5 CREW 5 Cumulative Total: (-$175.00)
7 |V All || None || Invert Aummg Code * [T139 0
CREW 5 - Hame st & V Activity Date ™ | mm/adiyyyy D
El ENGINE 1 JOHNSON, JACK c AD Category * v
E-4 'WATER TENDER 1 GROBAN, JOSH c AD Description *
e DOZER MAYER, JOHN ® AD Amount * 5 0.00
> E6 BACKHOE 1
£7 CHIPPER 1
2 WATER TENDER 2
E-10 ENGINE 2 ’
11 ENGINE 3
0-100 ARMSTRONG, NEAL
0-101 RANDOLPH, FELIX JOHNSON, JACK
o102 FARADAY, MARK Activily Category Type Description Accounting Amoun nvoiced
0-103 CRUTCH, LUCAS 02/01/2020 MEAL DEDUCTION MEALS 1199 (§25.00)
2t [ DLLER G ELETE 020172020 coms DEDUCTION COMMISSARY ITEMS 1199 (5150.00) 7]

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

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.

e-ISuite Site Welcome jdoe Active Database: HOPEVALLEY

m v| Check-In |« Demob v| Time v Cost v IAP v Training v Reports
IE?_ Add Incident II
Incident Name Incident # ent Type Start Date Jurisdiction Det
~  SITE_GRCUP
BLUE LAKE US-WA-ABDIN-38928; FIRE - WILDFIRE 02/01/2020 USFS 345
FLAMINGO ROW US-WA-ABDIN- FIRE - WILDFIRE 02/01/2020 USFS 234
GREEN LAKE US-WA- -2380832 FIRE - WILDFIRE 02/01/2020 USFS
HOPE VALLEY US-WA-ABDN-8978888 FIRE - WILCFIRE 02/01/2020 USFS 119
HOT VALLEY US-WA-ABDN-3892898 FIRE - WILDFIRE 11/01/2019 USFS 238
LAKE WOEBEGONE US-WA-ABDN-2839893 FIRE - WILDFIRE 02/01/2020 USFS
RED LAKE US-WA-ABDN-387283795 FIRE - WILDFIRE 11/01/2019 USFS 981
SCHAEFFER US-CA-SQF-001317 FIRE - WILDFIRE 06/24/2017 USFS
TEST ADDING US-WA-ABDN-897897987 FIRE - WILDFIRE 02/01/2020 USFS 138

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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e: HOPEVALLEY Home Page Logout Help
l ] Cost L IAP =] Training = Reports Selected Incident: HOPE VALLEY US-WA-ABDN-8978888
annel All Mon-Personnel | Exclude Filled Exclude Demob/Reassigned | ¥ Resources Selected in Grid

Add Resource | Edit Resource | Delete Resource Post Adjustme Invoices
0-101 RANDOLPH, FELIX

Accounting Code * [1109 v Start * v item Code * [CANH v
Dale * |mm/ddiyyyy Stop * E| Trainee
Special 7| Hours | Post Start Time Only

| save | cancel | Add | Edit | Delete

Date Start Stop Item Code Special Rate Quantity Accounting Code Invoiced

02/01/2020 0600 1800 CANH 12 1199

selected the system will allow the user to print an invoice for both the OF-286

NOTE: If the primary resource is an OF-286 resource, when the Invoice button is
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. In the Print Options frame, click one of the following options to identify the
type of invoice to create:

o 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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Incident Time Report
C-5 CREW S
Last Date to include on Invoice * |g2/01/2020 Final Invoice
Print Options Report Options
* Preview/Print DRAFT Invoice * OF-223 Invoice and Adjustments
Generate ORIGINAL Invoice QOF-288 Invoice Only
Preview/Print DUPLICATE ORIGIMAL Invoice OF-288 Adjustments Only

Open Invoice § Delete Last Invoice § Close

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 or
not the invoice has been printed. If a preview of the invoice is desired, select the
Preview/Print DRAFT Invoice option.

Invoices

Incident Time Report
C-5 CREW 5

Last Date to include on Invoice * | g2/01/2020 Final Invoice

Print Options
Preview/Print DRAFT Invoice
* Generate ORIGINAL Invoice
Preview/Print DUPLICATE ORIGIMAL Invoice

Open Invoice | Delete Last Invoice § Close

e Preview/Print DUPLICATE ORIGINAL Invoice - Generates a copy
of an Original Invoice. A message displays indicating that a parent
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resource is selected and the last invoice for all crew member

resources will display. The words Duplicate Original Invoice print on
this invoice.

Crew Invoices

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

Ok

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.

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.

e-ISuite Site Welcome jdoe Active Database: HOPEVALLEY

mv Check-In |~ Demob v| Time v Cost v IAP v Training v Reports

I@‘@“j‘ Add Incident II
Incident Name Incident # ent Type Start Date Jurisdiction Dei
~  SITE_GROUP

BLUE LAKE FIRE - WILDFIRE 02/01/2020 USFS 343
FLAMINGO RCOW FIRE - WILDFIRE 02/01/2020 USFS 234
GREEN LAKE US-Wa- -2389832 FIRE - WILDFIRE 02/01/2020 USFS
HOPE VALLEY US-WA-ABDN-8078888 FIRE - WILDFIRE 02/01/2020 USFS 118
HOT VALLEY US-WA-ABDN-3892898 FIRE - WILDFIRE 11/01/2019 USFS 238
LAKE WOEBEGONE US-WA-ABDN-2839893 FIRE - WILDFIRE 02/01/2020 USFS
RED LAKE US-WA-ABDN-387283795 FIRE - WILDFIRE 11/01/2019 USFS 981
SCHAEFFER US-CA-SQF-001317 FIRE - WILDFIRE 06/24/2017 USFS
TEST ADDING US-WA-ABDN-897897987 FIRE - WILDFIRE 02/01/2020 USFS 138

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.
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Home Page Logout Help

e: HOPEVALLEY
Selected Incident: HOPE VALLEY US-WA-ABDN-8973888

lv| Cost |v| 1AP |v| Training |1| Reports

annel ) All Non-Personnel | || Exclude Filled || Exclude Demob/Reassigned | ¥ Resources Selected in Grid
| Add Resource | Edit Resource | Delete Resource | U= BN Post Adjustmen y Invoices |

0-101 RANDOLPH, FELIX

v
Date * [mm/dd/yyyy Stop * l:lz] Trainee [
| '-] Hours l:l Post Start Time Only [

Special |
El=E= L
Invoiced

Special Rate Quantity Accounting Code
12 1199

Stop Item Code
1800 CANH

Date T Start
02/01/2020 0600

4. Select the Delete Last Invoice button.

Invoices

Incident Time Report
C-5 CREW 5
Last Date to include on Invaice = |p2/01/2020

| Final Invoice

Print Options

L Preview/Print DRAFT Invoice

' Generate ORIGINAL Invoice

® Preview/Print DUPLICATE ORIGINAL Invoice

Delete Last Invoice

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

Time Reporis

This will delete the last invoice for each crew member?

Do you want to continue?

Yes | No
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NOTE: All time postings that were included on the original invoice will be
unlocked and available for editing.

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

Deleting an Invoice for a Single Crew member

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

1. Select the Time menu from the main toolbar.

e-ISuite Site Welcome jdoe Active Database: HOPEVALLEY

m v Check-In |~ Demob v Time v Cost v IAP v Training v Reports
Ij B¢ Add Incident I

Incident Name Incident # ent Type Start Date Jurisdiction Ded
SITE_GROUP

BLUE LAKE US-WA-ABDN-38928; FIRE - WILDFIRE 02/01/2020 USFS 343
FLAMINGO RCOW US-WA-ABDIN- FIRE - WILDFIRE 02/01/2020 USFS 234
GREEN LAKE US-Wa- -2389832 FIRE - WILDFIRE 02/01/2020 USFS
HOPE VALLEY US-WA-ABDN-8078888 FIRE - WILDFIRE 02/01/2020 USFS 118
HOT VALLEY US-WA-ABDN-3892898 FIRE - WILDFIRE 11/01/2019 USFS 238
LAKE WOEBEGONE US-WA-ABDN-2839893 FIRE - WILDFIRE 02/01/2020 USFS
RED LAKE US-WA-ABDN-387283795 FIRE - WILDFIRE 11/01/2019 USFS 981
SCHAEFFER US-CA-SQF-001317 FIRE - WILDFIRE 06/24/2017 USFS
TEST ADDING US-WA-ABDN-897897987 FIRE - WILDFIRE 02/01/2020 USFS 138

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

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

OR

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

5. Select the Invoices button to open the Incident Time Report window.
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Home Page Logout Help

e: HOPEVALLEY
Selected Incident: HOPE VALLEY US-WA-ABDN-8973888

lv| Cost |v| 1AP |v| Training |1| Reports

annel ) All Non-Personnel | || Exclude Filled || Exclude Demob/Reassigned | ¥ Resources Selected in Grid
| Add Resource | Edit Resource | Delete Resource | U= BN Post Adjustmen y Invoices |

0-101 RANDOLPH, FELIX

v
Date * [mm/dd/yyyy Stop * l:lz] Trainee [
| '-] Hours l:l Post Start Time Only [

Special |
El=E= L
Invoiced

Special Rate Quantity Accounting Code
12 1199

Stop Item Code
1800 CANH

Date T Start
02/01/2020 0600

6. Select the Delete Last Invoice button.

Invoices

Incident Time Report
C-5.1 JOHNSON, JACK
Last Date to include on Invoice * | g3/43/2020

| Final Invoice

Report Options

Print Options
'® OF-288 Invoice and Adjustments

'® Preview/Print DRAFT Invoice
' Generate ORIGINAL Invoice
'~ Preview/Print DUPLICATE ORIGIMNAL Invoice

) OF-288 Invoice Only
0 OF-288 Adjustments Only

Open Invoice § Delete Last Invoice § Close

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

Deleting Invoice F-2020-WA-ABDMN-39738388-0084A will unlock all time postings included in the invoice.

I
Do you want to continue?
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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.

Welcometo ‘e-ISuite
Site

————

——

2. Select an Incident or an Incident Group.

3. Select the Time menu button from the main toolbar.
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e-ISuite Site Welcome jdoe Active Database: HOPEVALLEY

m v | Check-In | v Demob v Time v Cost v IAP v | Training |v Reports
IECE_ Add Incident I

Incident Name Incident # ent Type Start Date Jurisdiction Ded
~  SITE_GROUP
BLUE LAKE US-WA-ABDN-38925) FIRE - WILDFIRE 02/01/2020 USFS 343
FLAMINGO ROW US-WA-ABDN- FIRE - WILDFIRE 02/01/2020 USFS 234

GREEN LAKE US-WA- -2380832 FIRE - WILDFIRE 02/01/2020 USFS
HOPE VALLEY US-WA-ABDN-80758888 FIRE - WILDFIRE 02/01/2020 USFS 119
HOT VALLEY US-WA-ABDN-3892808 FIRE - WILDFIRE 11/01/2019 USFS 238
LAKE WOEBEGONE US-WA-ABDN-2830803 FIRE - WILDFIRE 02/01/2020 USFS
RED LAKE US-WA-ABDN-387283795 FIRE - WILDFIRE 11/01/2019 USFS a8
SCHAEFFER US-CA-SQF-001317 FIRE - WILDFIRE 06/24/2017 USFS
TEST ADDING US-WA-ABDN-897897987 FIRE - WILDFIRE 02/01/2020 USFS 138

4. When adding a new resource select the Add Resource button and enter
the appropriate Common Data.

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.

Edit Resource | Delete Resource | Post Time | Post Adjustments | Invoices

Accounting Code 1199 "w| Resource Name * [ENGINE 12 UnitID * |WA-ABDN v

Request Number  |g-12 o Agency USFS $|
Status * |¢ ?| Mobilization Date mm/dd/yyyy —
Parson Cell Phone # Check-In Date [ p3sp1/2020

Invoice OF-286 |+ Item Code * |ENG1 l| Check-In Time  [gg00

ltem Name |EMGINE, TYPE 1 Actual Release Date [ mm/dd/yyyy

Actual Release Time

Contractor information on the Time Data tab

1. In the 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.
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Contractor/Cooperalor  |BOB'S CONTRACTORS v | - Gov't Operator OF-286 Remarks
Contract/Agreement # * $| s Gov't Supplies
Unigue Name or VIN * - \Withdrawn
Description 1
Description 2 Rate Type Time Rate Guarantee Description

Hired Date | mmydd/yyyy
Hired Time

No Rows To Show

Point of Hire

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

a. Click the + button next to the Contractor field to add a Contractor.
b. Enter the Contractor/Cooperator.

c. Enter the DUNS.

d. Enter the Address, City, State, ZIP and Phone.

e. Click the Save button.

Add Contractor

Contractor/Cooperator * |JERRY'S RENTALS Address 1 4418222 E
DUNS 238923893 Address 2 |SUITE 10
City  |oLYMPIA
state [wa ||
Zip 39838

Phone  \(gg9) 8887777

Save | Close

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

NOTE: Multiple contracts or agreements can be attached to a single contractor or
cooperator.
g. Enter the Contract/Agreement #.
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h. Enter the Beginning Date or select from the calendar.

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

Add Contract/Agreement for JERRY'S RENTALS

Contract/Agreement # * 1234567200
Beginning Date 03/01/2020
Expiration Date 03/01/2021

Admin Office For Payment  [BLM - OC-622 PAYMENTS T. v|[+

Save | Close

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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Admin Offices for Payment

Office Name = \WASHINGTON STATE PAYMENT OFFIC |
Address Line 1 * (111 §. 222 E. |
Address Line 2 |SUITE 100 |

City * |SEATTLE |
state = [wa [ v]
Zip Code * 99999 |
Phone  [(999) 388-7777 |

Save | Close

k. Click the Save button.
e From the Time menu button:
a. Select the drop down arrow next to the Time menu button.

Incidents | v| Check-In | v| Demob | v ﬁ Cost ‘ v|

® Al O pjrcraft ) Overhead ) Crews O geg Admin Office () A) Non-Personnel |

EE) “

Contractors

Request # Fesource Name - A—— I:IZ;——!Q_

| v || v | v Status * [C
ASDEA - Person LJ
ey Y Iny1ice OF-"86 I+

b. Select the Contractors option.
c. Click the Add Contractor button.

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

e. Save the data.

Contractor/Cooperator * [JERRY'S RENTALS | Address1 [111E.2228. |
DUNS (398020808 | mddress2 [sUITE 100 |
City  [TACOMA |

stte [wa_|¥)

BOB'S CONTRACT... 283208838 (222) 333-4442

[t car
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re-ISuite

Time

10.

11.

12.

13.

Time

f. Contract/Agreement # fields display on the screen after saving the
Contractor/Cooperator.

g. Populate the Contract/Agreement # information following the steps
outlined above.

h. Save the data.

RS Conlractor/Cooperator * [JERRY'S RENTALS Address 1 [111E 2228

DUNS  [g989a0s98 Address 2 [SUITE 100
BOB'S CONTRACT. 283298938 City |TACOMA

JERRY'S RENTALS State [wa |v
Zio [99999
Phone |(999) 888-7777
Contract/Agreemen... Begin Date Expire D... Admin Office IEZ3| pelete
ContractiAgresment# * [A123456789
Beginning Date | 03/01/2020
Expiration Date | 03/01/2021
Admin Office For Payment | BLM - 0C-622 PAYMENTS,

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

Enter the Unique Name or VIN

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

Enter the Hired Time.

Enter the Point of Hire.

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

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

If the resource was withdrawn from the incident by the contractor, check the
Withdrawn checkbox.

Enter any remarks for the resource in the OF-286 Remarks field. Remarks
will print on the OF-286 Invoice.

Click the Save button.
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CheckJn Data | Demob Data Cost Data

+ Gov't Operator OF-286 Remarks

Contractor/Cooperaior | JERRY'S RENTALS _YI
Contract/Agreement # * [A123456789 $| + Gov't Supplies
Unigue Name or VIN * [ENGINE 12 — Withdrawn
Description 1
Description 2 Rate Type Time Rate arantee = fio

Hired Date 03/01/2020
No Rows To Show
Hired Time  [paao

Pointof Hire  |ABERDEEN

Capture screenshot.
Save | Jave and Roster | Cancel | Roster Resoutce e o |

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

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

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

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

e Enter the Rate.

e [f appropriate enter a Guarantee.

e Optionally, enter a Description.

e Click the Save button.
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Add Contractor Rate

Rate Type =
Time UOM =
Rate =

Guarantes

FRIMARY
DAILY

<«

2500
0

Description

Save | Close

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. Make
the appropriate changes to the data and click Save.

Check-In Data | Demob Data Cost Data

Contractor/Cooperator | JERRY'S RENTALS ?| + Gov't Operator OF-286 Remarks
Contract/Agreement # * [a123456789 v |+ Gov't Supplies
- Withdrawn

Unigue Name or VIN * |ENGINE 12

Description 1

Rate Type Time .. Rate Guarantee Description

PRIMARY DAILY

Description 2

Hired Date $2500.. $0.00

03/01/2020
Hired Time  |paoo

Point of Hire | ABERDEEN
»

[ £an |Joeet |

e To delete a rate, select the rate from the table and click the Delete button.
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| | Checkdn Data | Demob Data CostData |

Contractor/Cooperator [ JERRY'S RENTALS [v) Gov't Operator (]  OF-286 Remarks
Contract/Agreement # * |A123455y39 |‘:| Gov't Supplies [
Unique Name or VIN * [ENGINE 12 | Withdrawn L]
Description 1 | |
Rate Type Time Rate Guarantee Description

Description 2 | |

Hired Date | p3sp1/2020 PRIMARY DAILY 52500 $0.00
Hired Time  |paoo

Point of Hire |ABERDEEN |

4 »

- .

NOTE: Contractor Rates that are included in a time posting for a resource cannot
be deleted.
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Manage Admin Offices for Payment

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

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

Welcome to ..-"'-"e-ISSui“te

ite

T —
User Information Message Board

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.

Incidents |+ Check-In Demob

| Adrcraft Cverhead Crews Equipme
Al =i Frs
EER

P . R et Nz na )
Add a new Admin Office for Payment

1. Click the Add Admin Office button.

2. Enter the following Admin Office information:

o Office Name

e Address Line 1

e Address Line 2
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e City

o State

e Zip Code
e Phone

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

Incidents |v| Check-In |v| Demob |v| Time |v| Cost |v| 1AP |v| Training |v| Reports Selected Incident: HOPE VALLEY US-WA-ABDN-8978888 F

LOCRL TR R Edit Admin Office | Delete AdminOffice | Time Post | Time Adjustments

Office Name * [ALBUQUERQUE SERVICE CENTER J City * [ALBUQUERQUE b
Address Line 1 * [5141 MASTHEAD NE | sute* [ [v] .
AddressLine2 | | zip Coce * [g7100

Save | Cancel

Office Name T Address 1 Address 2 City State Zip Code Phone

[ w1 w1 [ | [ I S 0 ) S 2 ) I
BIA FISCAL SRVCS DIV PAYMENTS 20151 MERCATOR DR. RESTON WA 20191 (703) 390-6336

BLM - OC-622 PAYMENTS TEAM BUILDING 50 DENVER FEDERAL CENTER PO BOX 25047 DENVER o 80225-0047 (303) 236-6333

NATIONAL PARK SERVICE AOC PO BOX 100000 HERNDON VA 20171 (703) 487-9310

USFS ASC - INCIDENT FINANCE 5141 MASTHEAD NE ALBUQUERQUE NM 87109 (877) 372-T248

YETI'S ADMIN OFFICE 1118, 2222 k. SUITE 10 TACOMA WA 099887 (999) 888-7777

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 to the Admin Office information.

4. Click the Save button to save the changes.

[
Reports Selected Incident: HOPE VALLEY ~ US-WA-ABDN-8978888 | Paste

Add Admin Office |NSHIRLEINTTRVIEER Delete AdminOffice | Time Post | Time Adjustments

Clipboi
L

City * ‘TACDMA
Zip Code * 09887
Fhone  (999) 886-7777

Office Name: * [YETI'S ADMIN OFFICE

Address Line 1 * [1115 2222 € | Sates
Address Line 2 [SUITE 10 ]

Office Name T Address 1 Address 2 City State Zip Code Phone
BIA FISCAL SRVCS DIV PAYMENTS 20151 MERCATOR DR. RESTON VA 20191 (703) 390-6336
BLM - OC-622 PAYMENTS TEAM BUILDING 50 DENVER FEDERAL CENTER PO BOX 25047 DENVER w© 80225-0047 (303) 236-6333.
NATICNAL PARK SERVICE AOC PO BOX 100000 HERNDON VA 20171 (703) 487-9310
USFS ASC - INCIDENT FINANCE 5141 MASTHEAD NE ALBUQUERQUE NM 87109 (877)372-7248

YETI'S ADMIN OFFICE 1118, 2222 SUITE 10 TACOMA WA 99887 (999) 888-7777

Delete an existing Admin Office for Payment
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CexSuite rim,

NOTE: 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.

Incidents ‘v‘ Check-In |v‘ Demob |v‘ Time ‘vl Cost ‘vl IAP ‘v‘ Training ‘v‘ Reports Selected Incident: HOPE VALLEY  US-WA-ABDN-8978888

Add Admin Office |([SiatITTRIEY

Office Name * [YETI'S ADMIN OFFICE City = [TACOMA. |

|
Addrsss Line 1 * (1115 2222 | suter[wa [v]
]

Address Line2  [SUITE 10 Zip Code * 99887 ]

Phone |(o99) 888-7777

pelete AdminOffice | Time Post | Time Adjustments

[Sove [cons

sPVVVe *x0O -+

Office Name " Address 1 Address 2 State Zip Code Phone

BIA FISCAL SRVCS DIV PAYMENTS 20151 MERCATOR DR. VA 20191 (703) 390-6336

BLM - OC-622 PAYMENTS TEAM BUILDING 50 DENVER FEDERAL CENTER PO BOX 25047 w@ 80225-0047 (303) 236-6333

NATIONAL PARK SERVICE AOC PO BOX 100000 VA 20171 (703) 487-9310

USFS ASC - INCIDENT FINANCE 5141 MASTHEAD NE NM 87109 (877) 372-7248 »

YETI'S ADMIN OFFICE 11152222 E SUITE 10 TACOMA WA 99887 (999) 888-7777

3. A confirmation message will display.

4. Click Yes to delete the Admin Office.

Admin Office

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

Yes | No
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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.

Welcome to e-ISm“te

Site

Incidents

——

2. Select an Incident or an Incident Group.

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

Incidents | | Check-In @« Demob Time Cos'

2 All Aircraft Cverhead Crews Equipmen Admi
|| ﬁ|"——? b Contractors

All Mow

4. Select the Contractors option.

o

Click the Add Contractor button.

6. Enter the Contractor/Cooperator name.

N

Enter the DUNS.

8. Enter the Address, City, State and Zip.

©

Enter the Phone number.
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10. Click the Save
button.

e —
‘E‘E|E | UG L ET T )Edit Contractor | Delete Contractor | Time Post | Time Adjustment:

T
Contractor.. DUNS Phone Number ContractoriCooperater * [ACHE RENTALS | addess1 [i11E 2225 |

I v | v | | v DUNS  [238083298 | Address2 [suITE 100 |
BOB'S CONTRACT.. 283298938 (222) 333-4444 City  [oLYMPIA ]
JERRY'S RENTALS. 898989808 (999) 888-7777 State 7]

Zio ogeg7
Phone |(999) 888-7777

.
[Jors

P

To add a contract or agreement:

11. After saving the Contractor/Cooperator data, Contract/Agreement fields
displays at the bottom of the Contractor screen.

12. Enter the Contract/Agreement #.
13. Enter the Beginning Date.
14. Enter the Expiration Date.

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

Admin Offices for Payment

Office Name =

WASHINGTON STATE PAYMENT OFFIC
111 8. 222 E.
Address Line 2 |SLJITE 100
City * |SEATTLE
State * E|
Zip Code * 99999 |
Phone (999) 888-7777 |

Address Line 1 =

Save | Close
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16. Click the Save

Add Contractor |B=il@e6)lie:ls0' @ Delete Contractor | Time Post | Time Adjustment
Contractor/Cooperator * [ACME RENTALS Address 1 H111E. 222§
DUNS 238933298 Address 2 |SUITE 100
City  OLYMPIA
state [wa | v|
Zip 99837
Phone (agg) ags-7777
Contract/Agreemen... Begin Date Expire D... Admin Office m Delete

Contract/Agreement # *
Beginning Date mm/dd/yyyy
Expiration Date | mm/ddryyyy

Admin Office For Payment ¥|| +

Save Cancel

No Rows To Show

17. 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.

Welcome to ..-*'e-ISSuﬁe

ite

—

2. Select an Incident or an Incident Group.

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

Time Page 69 of 104



Incidents @« Check-In |~ Demob v Time v Cost -
= Al Aircraft Overhead Crews All Mon-Personnel |
Ii_ E“"" @| ol
1 CCounmng Coag (1109
Request # Resource Mame RequestNumber  [E9
Y ¥ W Status * ¢
ASDFA - Person

Inyaice OF-786 |«

= Sewgear v

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

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.

10. Click the Save button.
IE@E_ Add Contractor , Delete Contractor | Time Post | Time Adjustment

i DUNS Pho

Coimit "e| | Contractor/Caggerator * [ACME RENTALS Address 1 [111E.2228
v v DUNS 233983208 Address 2 [SUITE 100
238083208 TE59) 6 city [oLvmPiA
BOB'S CONTRACT.. 283298938 @23 sate [wa | w)
JERRY'S RENTALS soseseses 2998 Zio [osee7

Phens  |(e99) 888-7777

Save | Cancel

a0 | Daete |

Contract/Agreemen... | Begin Date Expire D... Admin Office
v v v gnigactirgreement # * [123456
123456 03/01/2020 03/01/2021 Beginning Date  |03/01/2020

Expiration Date | 03/01/2021

Admin Office For Payment

Delete Contractor(s)

1. From the Home page, select the Incidents button.
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Welcome to "e-Is Suite

ite

2. Select an Incident or an Incident Group.

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

Incidents » Check-In |~ Demob v Time v Cost v
® Al Aircraft Overhead Crews All Mon-Personnel |
=& 1
[EE
cCountng Coas 1100
Request & Resource Mame
Request Mumber  |E-g
Status * ¢
ASDFA Ferson

- s g g nviice OF-7868 ¢
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.
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R g conscuor [T

Delete Contractor ‘ Time Post | Time Adjustment

Phone Number Address

Contractor/Cooperator * [ACME RENTALS TE 2225
v i i DUNS  [238983208 Address 2 [SUITE 100
(999) 888-7777 - City [OLYMPIA
(222) 333-4444 state [wa [v)
(999) 888-7777 Zip [9g887
Phene  (9g9) 888-7777
v i, BeginDate | Expire D..
v v v v ContractiAgreement # * [123456
123456 03/01/2020 03/01/2021 Beginning Date | 03/01/2020
Expiration Date | 3101/2021
Admin Office For Payment 21
“ »

7. A confirmation message will display.

8. Click Yes to delete the contractor.

Do you really want to remove the selected Contractor?

Yes || No

Delete a Contract/Agreement

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

Welcome to ,*e-IsSufte

ite

I
User Information Message Board

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

4. Select the Contractors option.

Incidents |+ Check-In |~ Demob v Time v Cost -
® Al Aircraft Overhead Crews ag Admin Office All Mon-Personnel |
[EE R
— | CCOUNNg Coos ({199
Request # Resource Mame
Request Mumber |[E-g
Y Y W Status * ¢
ASDFA - Person |J
. e g g Inynice OF-"36 W
5. Select the Contractor to edit or utilize the search fields at the top of each
column.

6. Click the Edit Contractor button.

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

8. In the Contract/Agreement grid, select the Contract/Agreement to delete.
9.

Click the Delete button.

| N oo TR o covni i | s dmar

Phone Number e Contractor/Cooperator * [ACME RENTALS Address 1 [111E. 222 S
v v v DUNS  [238983298 Address 2 [SUITE 100
(399) 888-7777 City [oLYMPIA
(222) 333-4484 state [wa_|v)
(999) 888 7777 Zip |o9s87
Phone  [(ag9) 8857777
Contract/Agreemen... Begin Date Expire D... Admin Office
- . - ContractAgreement # * [123456
123456 03/01/2020 Beginning Date | 03/01/2020
Expiration Date | 03/01/2021
Admin Office For Payment [¥)[+]
10. When the confirmation message displays, click Yes to delete the
Contract/Agreement.

Contractor Agreement

FPlease vou really want to delete the Agreement?

Yes || No
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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: Very few 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.

Welcometo ‘e-ISuite
Site

e ——

2. Select an Incident or an Incident Group.

3. Click the Time button from the main toolbar.
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re-ISuite

“Time

e-ISuite Site

[Srel]

Incident Name

~  SITE_GROUP
BLUE LAKE
FLAMINGO ROW
GREEN LAKE
HOPE VALLEY
HOT VALLEY
LAKE WOEBEGONE
RED LAKE
SCHAEFFER
TEST ADDING

Welcome jdoe

mv Check-In | v Demob v|

Incident #

US-WA-ABDN-80758888

US-WA-ABDN-3892808
US-WA-ABDN-2830803
US-WA-ABDN-387283795
US-CA-SQF-001317
US-WA-ABDN-897897987

Time v

Active Database: HOPEVALLEY

ent Type

FIRE - WILDFIRE
FIRE - WILDFIRE
FIRE - WILDFIRE
FIRE - WILDFIRE
FIRE - WILDFIRE
FIRE - WILDFIRE
FIRE - WILDFIRE
FIRE - WILDFIRE
FIRE - WILDFIRE

Cost

v IAP v

Start Date

02/01/2020
02/01/2020
02/01/2020
02/01/2020
11/01/2019
02/01/2020
11/01/2019
06/24/2017
02/01/2020

Training v

Reports

Add Incident |I

Jurisdiction Ded
USFS 345
USFS 234
USFS

USFS 118
USFS 238
USFS

USFS 981
USFS

USFS 138

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

5. Click the Edit Resource button.

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

HT ”E{H\?ﬂ_‘ Add Resource | Delete Resource | Post Time | Post Adjustments | Invoice

‘ACCoUNmng Loae 1189 ¥ | ResoUrce Name Dt ¥ 1 unmiu " [WA-ABDN v
Request # Resource Name Requesthumber  [£.1 Agency  [USFS v
v v |v status * [¢ 2 Mobilization Date | mm/dd/yyyy
o Cell Phone #
ASDFA Person S Fhane - Check-InDate 020112020
= Ld .
n e — Invoice OF-286 ltem Code * [ENG1 v Cnesici Tmd-. [oson
> A2 FIXED WING ftem Name:  |ENGINE, TYPE 1 Actual Release Date | mm/dd/yyyy
> A3 AIRCRAFT 3 Actual Release Time
> CREW 1
5 e cRewz eckin Data | Demob Data Cost Data
> 3 CREW 3 Contractor/Cooperator  [7EN CONTRACTORS <) [+ Gov't Operator OF-286 Remarks
> 4 CREW 4 ContractAgreement # * 3397320837 ¥ [+ Gov't Supplise
[ CREW S Unique Name or VIN * [ENGINE 1 bk
v cs iz Description 1
ENGINE 1 Description 2 Rate Type Time Rate Guarantee Description
E4 WATER TENDER 1 )
Hired Date [ mm/ddlyyyy PRIMARY EACH $1500..  §3000.00
> ES DOZER 1
Hired Time PRIMARY DALY 525000  $0.00
o E6 BACKHOE 1
Point of Hire PRIMARY HOURLY 51500  50.00 4
3 CHIPPER 1 ,
ED WATER TENDER 2
E-10 ENGINE 2 Add | Edit | Delete
E11 ENGINE 3
E12 ENGINE 12

7. Enter the appropriate information for the rostered resources into the fields
on this window. (See Rostering Resources).

8. Click the Save button to save the rostered resource to the
Contractor/Cooperator resource.
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( Fe-TS@mite =
_ —11ime

Roster Resources

Request # Resource Name GO G TR Roster Existing Incident Resource

Accounting Code 1199 Last Name * |RANDOLPH

UnitID * [WA-ABDN [v)
£1 ENGINE 1 Request Number  |E-1.1 First Name * |FRED Agency  |USFS E|
Status * ¢ 52 Cell Phone # Mogilization Date | mmyddiyyyy
Person (¥

Leader Type  |NONE

Check-In Date | 2/01/2020
Invoice OF-286

ltem Code * |DRIV

IR

Check-InTime 0600
Trainee Actual Release Date mmiddiyyyy
Item Name  |DRIVER/OPERATOR

ChecknData | Demob Data Cost Data
Employment Type  [AD

Actual Release Time

v

Employee Common Identifier 0456345634 Hiring Unit Name
Point of Hire * |WA-ABDN

Hiring Unit Phone Number

Class * |AD-E v

Hiring Unit Fax Number
Current Rate |5 23 60

+ Employee Common Identifier Field 1234567 will be formatted as 0001234567
+ Employee Common Identifier Field will be required prior to generating an invoice

Remarks
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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 posting fields instead of the Tab key.

#| Treat Enter as Tab

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

Welcome to .-"‘e-ISSHi“te

ite

—

2. Select an Incident or an Incident Group.

3. Click the Time button from the main toolbar to open the Post Time screen.
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e-ISuite Site Welcome jdoe Active Database: HOPEVALLEY

m v| Check-In |~ Demob v| Time v Cost v IAP v Training v Reports
I__ﬂ Cg [¢[#] Add Incident I

Incident Name Incident # ent Type Start Date Jurisdiction Ded
~  SITE_GROUP
BLUE LAKE US-WA-ABDN-38925) FIRE - WILDFIRE 02/01/2020 USFS 343
FLAMINGO ROW US-WA-ABDN- FIRE - WILDFIRE 02/01/2020 USFS 234

GREEN LAKE US-WA- -2380832 FIRE - WILDFIRE 02/01/2020 USFS
HOPE VALLEY US-WA-ABDN-80758888 FIRE - WILDFIRE 02/01/2020 USFS 119
HOT VALLEY US-WA-ABDN-3892808 FIRE - WILDFIRE 11/01/2019 USFS 238
LAKE WOEBEGONE US-WA-ABDN-2830803 FIRE - WILDFIRE 02/01/2020 USFS
RED LAKE US-WA-ABDN-387283795 FIRE - WILDFIRE 11/01/2019 USFS a8
SCHAEFFER US-CA-SQF-001317 FIRE - WILDFIRE 06/24/2017 USFS
TEST ADDING US-WA-ABDN-897897987 FIRE - WILDFIRE 02/01/2020 USFS 138

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

= Al Adrcraft Cverhead Crews Equipment All Personnel All Mon-Personnel

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

5. 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.

6. 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.

Add Resource | Edit Resource | Delete Resource Post Adjustments | Invoices
E-1 ENGINE 1

Accounting Code * [1199 El 700 special | Both | Guarantee

TIMEUOM  Rate  Guarantee  Description

Primary Rate [EACH | 5 1,500.00 | 5 3,000.00 | (NO DESCRFTIO[ Y| 41 Rate Date *| mm/ddiyyyy

Units*
Special Rate [DAILY | § 50.00 | (NO GUARANTEE) | (NO DESCRIPT| ¥

| save | cencel | Ada || Edit | Detete
Date 7',- pe Time ... Start Stop Units Rate Amount Total Amount ACCounting Code |
020012020  PRIMARY  EACH 1 5150..  51500.00 5 1500.00 1199 &
02102020  PRIMARY  FACH 1 F150.. 5150000 5 1500.00 1199 [
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NOTE: If Guarantee is selected, only the Guarantee rate is required. Only use
his option when there is no work time documented (i.e. the resource was in

Staging all day).

7. 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 Date and Stop Date.
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.

Add Resource | Edit Resource | Delete Resource Post Adjustments | Invoices

E-1 ENGINE 1

Accounting Code * 1109 v

pecial | Both | Guarantee

TIME UOM  Rate  Guarantee Description
{NO DESCRIPTION ™|

Primary Rate |EACH | § 150000 5 3,000 1/2 Rate Date = | mm/dd/yyyy

Units =

Special Rate DAILY | §250.00 | (NO GUARANTEE) | (NO DES( =

HOURLY |5 15.00 | (NO GUARANTEE) | (NO DESCE

MILEAGE | § 25.00 | (NO GUARANTEE) | (NO DESCH
E .

Date Units Rate Amount Total Amount Accounting Code

1 3150 §1500.00 5150000 1199 c
[

02/01/2020 b
FL7H 1 s FARPANO rARrg a8 1gap

020330 SRIFY S

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

e When posting a Daily rate, enter the Start Date and Stop Date.
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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mnel ) All Non-Personnel | || Exclude Filled || Exclude Demob/Reassigned | ¥ Resources Selected in Grid ¥ Treat Enter as Tab

| Add Resource | Edit Resource | Delete Resource | Post Adjustments | Invoices

E-1 ENGINE 1

Accounting Code * |1109 ﬂ

TIMEUOM  Rate  Guarantee  Descriptig

Hoth | Guarantee |

EACH | 52500 (NO GUARANTEE) | (NO DESC

HOURLY | $ 10.00 | (NO GUARANTEE) | (NO DESC

MILEAGE |3 5.00] (NO GUARANTEE) | (NO DESCR|

Date T Units Rate Amount Total Amount
02/01/2020 | , . 1 $150 5 1500.00 5 1500.00
03052020 PRIMARY EACP 1 $150° 5150000 FARMAD

12. If /2 Rate applies, click to check the %2 Rate checkbox.

12 Rate | Start Date * | mm/dd/yyyy End Date *| mm/ddiyyyy

Accounting Code |

E-1 ENGINE 1

Accounting Code * E] Specwall Eoth I Guarantee I

TIME UOM Rate Guarantee Description
Primary Rate |EACH |5 1,500.00] % 3,000.00 | (NO DESCRIF‘TIO| Y]

1/2 Rate ¥

Date = mm/dd/yyyy

Special Rate |DAILY | $ 50,00 | (NO GUARANTEE]) | (NO DESCRIPT| Y]

| save | cancel || Add | Edit | Deiete

Date T Type Time .. Start Stop Units Rate Amount Total Amount
02/01/2020 FRIMARY EACH 1 5150, & 1500.00 5 1500.00
aar s Dripar e Tasn A T 4AEr T Ay TaRrar

13. Click the Save button.

Accounting Code |

1199 G

e I~

E-1 ENGINE 1

Accounting Code * [1199  [v|  |ZE Svecial | Botn | Guarantee |

TIMEUOM Rate Guarantee  Description

Primary Rate |[EACH | § 1,500.00 | § 3,000.00 | (NO DESCRIPTIO| ¥ | 12 Rate ¥ Date =] 03/01/2020

Special Rate DAILY | § 50.00 | (NO GUARANTEE) | (NO DESCRIPT] ¥ |

a Save l&:anw || Add | Edit | Delete
Type Time ... Start Stop Units Rate

T Amount Total Amount
02/01/2020 FRIMARY EACH 1 $150... 5 1500.00 5 1500.00
Yoy oo ary =r h W F A/ NN TARAD AN

Accounting Code

1199 &
Sl ~

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.

Time
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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.

2. Enter the appropriate time posting data for the resource and click the Save
button.

3. Click the OF-288 Crew Posting button.

E-6 BACKHOE 1
Accounting Code * [1199 v [ETE00 special | Botn | Guarantee

TIMEUCM  Rate  Guarantee  Description
Primary Rate |EACH | § 3,250.00 | (NO GUARANTEE) | (NO DES| ¥ 112 Rate Date | mmiddiyyyy

Units =

Special Rate v

I Save I Cancel I Add I Edit I DeLeie( OF-288 Crew Posting

Date ype me ..

Units Rate Amount Total Amount Accounting Code

02/01/2020 PRIMARY EACH 1 5325 $3250.00 $3250.00 1199

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 |
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Time Post button. |

Edit Posted Contracted Time

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

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

Click the Post Time button.

In the time post grid, click anywhere in the row with the posting to edit.

> WD

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
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. In the 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.
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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.

Add Resource | Edit Resource | Delete Resource |RivEaiilnl=1& Post Adjustments Invoices
e —

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

down list.
4. Enter the Activity Date.
5. Select the Adjustment Type (i.e. Addition or Deduction).
6. Enter a Description of the commodity (e.g., socks, boots, toiletries, etc.)
7. Enter the Amount of the adjustment.
8. Click the Save button to post the adjustment to the system. When the

adjustment is saved, it displays in the grid at the bottom of the window.

Add Resource | Edit Resource | Delete Resource | Post Time |REdY [T Ll Invoices
E-1 ENGINE 1 Cumulative Total: (-% 25.00)
Accounting Code * | 1199 E| Description * |COMMISSARY ITEMS
Activity Date * | p2/02/2020 Amount * |§ 150.00

Adjustment Type * |DEDUCTION [ ¥]

S)mmEes

Activity .. Category Type Description Accounting ... Amount nvoiced

02/0172020 DEDUCTION ‘ MEALS | 1199 (525.00)
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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 Invoice:

1. Click the Time button from the main toolbar.

e-ISuite Site Welcome jdoe Active Database: HOPEVALLEY

m v| Check-In |« Demob v| Time v Cost v IAP v Training v Reports
IE\?_ Add Incident |I
Incident Name Incident # @nt Type Start Date Jurisdiction Det
~  SITE_GRCUP
BLUE LAKE US-WA-ABDN-3892. FIRE - WILDFIRE 02/01/2020 USFS 345
FLAMINGO ROW US-WA-ABDIN- FIRE - WILDFIRE 02/01/2020 USFS 234
GREEN LAKE US-WA- FIRE - WILDFIRE 02/01/2020 USFS
HOPE VALLEY US-WA-ABDN-8978888 FIRE - WILCFIRE 02/01/2020 USFS 119
HOT VALLEY US-WA-ABDN-3892898 FIRE - WILDFIRE 11/01/2019 USFS 238
LAKE WOEBEGONE US-WA-ABDN-2839893 FIRE - WILDFIRE 02/01/2020 USFS
RED LAKE US-WA-ABDN-387283795 FIRE - WILDFIRE 11/01/2019 USFS 981
SCHAEFFER US-CA-SQF-001317 FIRE - WILDFIRE 06/24/2017 USFS
TEST ADDING US-WA-ABDN-897897987 FIRE - WILDFIRE 02/01/2020 USFS 138

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 ltemized Deductions Report window.

e: HOPEVALLEY Home Page Logout Help
¥ Cost v IAP ] Training ] Reports Selected Incident: HOPE VALLEY US-WA-ABDN-8978888
onnel All Non-Personnel | Exclude Filled Exclude Demob/Reassigned | ¥ Resources Selected in Grid

Add Resource | Edit Resource | Delete Resource Post Adjustme Invoices

0-101 RANDOLPH, FELIX

Accounting Code * [110g v| Start * v ltem Code * [CANH v
Date * [mm/dd/yyyy Stop * v Trainee
Special "y| Hours o Post Start Time Only
EEDmEeE
Date Start Stop ltem Code Special Rate Quantity Accounting Code Invoiced

02/01/2020 0600 1800 CAMNH 1199

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

E-1 ENGINE 1
Actual Release Date and Time | mmyddfyyyy
ast Date to include on Invoice * | g2/19 FZDED
Print Options Report Options
®! Preview/Print DRAFT Invoice * OF-286 Invoice and Adjustments
Generate ORIGINAL Invoice OF-286 Invoice Only
Preview/Print DUPLICATE ORIGIMAL Invoice COF-286 Adjustments Only

Open Invoice § Delete Last Invoice § Close

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

OF-286 Invoice and Adjustments, OF-286 Invoice Only or OF-286
Adjustments Only.
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Invoices

Emergency Equipment - Use Invoice and Itemized Deductions
E-1 ENGINE 1

Actual Release Dafte and Time

mm/dd/yyyy
Last Date to include on Invoice * | p2/41/2020 || Final Invoice
Print Options Report Options
* Preview/Print DRAFT Invoice *' OF-286 Invoice and Adjustments
Generate ORIGINAL Invoice OF-286 Invoice Only
Preview/Frint DUPLICATE ORIGIMAL Invoice QOF-286 Adjustments Only

Open Invoice §| Delete Last Invoice | Close

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
E-1 ENGINE 1

Actual Release Date and Time | mm/dd fyyyy

Last Date to include on Invoice * | p2/41/2020 || Final Invoice

Print Options
Preview/Print DRAFT Invoice
* Generate ORIGINAL Invoic
Freview/Print DUPLICATE ORIGINAL Invoice

Open Invoice § Delete Last Invoice § Close
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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

Emergency Equipment - Use Invoice and Itemized Deductions

Generate ORIGINAL Invoice

* Preview/Print DUPLICATE ORIW

E-1 ENGINE 1
Actual Release Date and Time | mym/dd/yyyy
Last Date to include on Invoice * | g2/41/2020 Final Invoice
Print Options Invoice # First Date Last Date
Preview/Print DRAFT Invoice F-2020-WA-..  2/1/2020,24.. | 2/11/2020,:

Open Invoice § Delete Last Invoice

Close

even if multiple invoices were originally printed.

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

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.
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Invoices

Emergency Equipment - Use Invoice and Itemized Deductions
E-1 ENGINE 1

Actual Release Date and Time

mm/dd/yyyy
Last Date to include on Invoice = |g2/41/2020 || Final Invoice
Print Options Report Options
® Preview/Print DRAFT Invoice * QOF-286 Invoice and Adjustments
Generate ORIGIMAL Invoice COF-286 Invoice Only
Preview/Print DUPLICATE ORIGINAL Invoice OF-286 Adjustments Only

Open Invoice § Delete Last Invoice § Close

financial export.

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

Time
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Printing Time Reports

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

1. From the Home page click the Incidents button.

2. Select an Incident or an Incident Group.
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
contractor and cooperator resources assigned to the incident.
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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
the calendar icon to the right of the date box and selecting 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.

¢ 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
report.

Time
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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.

postings for that invoice.

NOTE: When the last Original invoice is removed, the system will unlock all time

Emargency Equipment - Uss Invoics

Original
[ DE/Z92014 - 06/2%2014 )

Iwcn  F-2014-CA-LPF-003310-14934-8

This Frececs his ol fecevad @ fial s afd B sulec I charge o o gayrmei! Offcial 4 Fage 1 of 1
1. CONTRACTOR [Mafrm and addoess) 2 IHCI:_t"-T_'_ﬂ PROJECT MAME
CREW SOLUTIONS e N — L
123 MAIN ST El :;.;-:_;tEu?:E-\SL;i:la: i | From OF -204)
PRINEVILLE OR  9E50D L ; T
B OUNE  DIGABETTTY 1 [& Ening
= THIEM ISH42013
£ EQUIPMENT|LIsl maka, medel, sarmin:, ot ]  ENGI; LP 1T, E-4-ENGINE, |4 POINT OF HIRE (Localicn s hised)
Uniqua ID: [ ENG3 LPIT TYPE 3
Mk T DATE OF HRE & TIME OF HIRE
TR
& ADMMISTRATIVE OFFICE FOR PATHEENT L THE WORK RATE 18 BAZED Ol ALL CPERATING
COREGON DEPARTMENT OF SUPPLIES BEING FURNISHED BY
30655 CLANDER STREET [F] S TRAC TR [l [] GoWERMMENT] dry |
= H‘11h ST = L 1. DPERATOR FURMEHED EY
A ot LW gt [1] coNTRACTOR [] GovERNMENT
12. RESOURCE ORDER NUMEER E-4
= TEAR TH_ PR, L DALY FATE 5. GPECIAL RATE TH TOTAL 1. GURRAMTEE | 18 AMn
2014 i. UNTE | & RATE & AlNHTE | & " EARMED
MO | D& | WORKED WORRED e+ 15
LHRTA; MUHILITA)
6 |2 :“_.1:,' - & 2300003 &2, 0060 360 £ 2 00000
10 CHARGE &ODE . OEIECT CO0E 0% WROES AMOUNT DUE 5 2,000.00
PFON
. EGLUFEENTWAS [reeaz=n ] W=D 24 [TEM 23 FROM PREVIOUS PAGE % 0.00
Dl Tirm 35 TOTAL AMCLINT DLE %5 2,000.00
I REMARME  INTERIM Erict Patigl Pesmenis 3 DEDUCTIONS (aBach tutermaent) { 5 100.00 )
R e 37 ADDITIONE [alinch alibafrnl)
28 HET AMOUNT DUE % 1,900.00
3 NOTE: CONTRACT FELEASE FOR AND W CONSIDERATION OF RECEFT OF PATRENT 1M THE AMOUNT SHOWS OR “HET AMOUNT DUE™ LNz 28
CONTRACTON HERCEY RELEASES THE GOWERNMEINT FROM AT AND ALL CLARMS ARISING UNOER THIS AGRITWEENT EXCEPT AS RESEMED N
MEMARKS" BLOCK 22
30 COMTRACTOR BEONATURE 31. DATE 2 RECEIVING OFFICERE BIGHATURE 35 DATE
34, PRINT MAME AND TITLE 3L PRINT MAME AMD TITLE

Finbed DACOTNN4 1245

Disle Foren lecdifad 5707

OPTIONAL FORM a8
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Iime
Original
[ DE2902014 - 06253014 )
Emargancy Equipment Deductions and Additions Imvgice # F-2014-CA-LPF-D03510-14594-8
T snm wi OF-J0F koo 28 e 37 - Deciians ng Asdion Slawrmsd Oificial
1. CONTRACTON (Hame and ENGEN] 2 MCIDENT OR PROJECT HAME
CREW SOLUTICNS PFEIFFER
Ta ACCOUNTING CODE
PFO1
ot ek ENG3; LP 17; E-4-ENGINE, TYPE 3 & ANREEMEENT MUMEER
iy 1D ENGS LT Wane DEToETEo4321
Regjussl & E-4 il 4 REPORT DATETIME
522014 1X45
Activity Date Daacription Dieduciions Addition
G204 MEALS (5 10000 §
Totalks [ 5 100.00 )

OF-288 Invoice

This report is the standard timekeeping record and payment document for FED
and Casual (AD) personnel assigned to the incident.

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

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

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

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

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

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

¢ 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.
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¢ 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-288 Invoice and the OF-288
Adjustments document, if applicable. The word Original prints on this
invoice.

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

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

6. Select Open Invoice to view the selected invoice.

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

NOTE: When the last Original invoice is removed, the system will unlock all time
postings for that invoice.
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C-25BILLS, BILL DRAFT ONLY - NOT FOR PAYMENT U018 - DU0M20NE F-2015-UT-US0-528434-D00%4
- Fied M [e 5 I0-E0FY
INCIDENT TIME REPORT AK-AFN
T Employee Comemon [denifier 1 Type of Emeloyment (X One) 4 Fiting Ll Wame: (&5, FRanger Diskich)
|Em [] reten [ ower
£ P (Fitss, Migdie, Last) . g Line Phone Numees 7. Hiieg LNk Fax Mambei
BILL BILLS
Cobamn A Coturn B Cobsrn © Coturrn O
SameosColwnn [ ]A Bame s Column  [JA Oe saemCobn [Ja [J8 [c
B ol Name
AIMEE INCIDENT
fi Tracmiensl Croies Fauertast ... 10-B0F G001 080
UT-LUS0-028434
Tretois T Wezuics Maduet] Favber
{eg., B2CE) g, =33
P12345 C-25
= Fosimon Coss | 13.AD Claas | 14 AD Fasie
AAB| AD-A 51452
15, HomafHnng Uil Accoust Cooe
ue | Dy | sun Sie Hows
1 1 14:45 | 08115 6.5
= EiL] W8, Tokil Hour's ]
in Eve “howrs ~ column, indfcate "W v Aarard pay, “E” pies % for environ ment differendial T for revel 1T, Totsl Maowars |8l columnal 65
18 Commissary and Trawel FFor Paymest Center use only
i Eimious Imvoices
o Menn | 185, Day '“LMD‘“"W‘;‘":‘“W"""‘*- TV pe— 184, Dustuction 181 FreCose
See Attachment for Details
Totar: ${T25.00]
W
e DRAFT ONLY - NOT FOR PAYMENT
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DRAFT ONLY - NOT FOR FAYMENT
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T L]
C-25 DRAFT ONLY - NOT FOR PAYMENT 01017201 - 017017201 F-2015-UT-US0O-928434-
INCIDENT ADJUSTMENTS REPORT +-Fired i {n.g., KSIOF)
(For s with OF-288 Black 18 Commissary Recond) |AKAF WX
T Employee Corveron Moriiter 3. Type of Emplopment (X Orey 4 Hring Lind Name (e 5. Ranges Deinicl)
| |ﬁ.cnm [] Focami [ e g
B e (s, Widie. Lot 6. riring Uik Phone Huméer 7. Fiifieg LUnk Fax Rumier
BILL BILLS
Block 18 Commissary and Travel (From OF-288)
182 Month | 18b. Day 18c. Category Descripthon 18d. Addition | 18e. Deduction 181. FireCode
12 21 COMMISSARY | BOOTS (% 75.00) P1Z345
12 21 (COMMISSARY | BOOTS (% 50.00) P12345
Total (S 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. Enter the Start Date and End Date for the report.

2. 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).

3. Select one of the following Sort Report By options: Request Number,
Person or Total.
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Shifts in Excess of Standard Hours

Sort Report By
(®) Request Number
() Persan

() Total

(* Select Reguest Mumber () Select Person () Select Al Personnel
Request Mumber  [(G-1.2 |7

StartDate »  |[Fd] EndDae s |
Standard Hours I:I
Print

4. 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.

5. 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.

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

1304

SHIFTS IN EXCESS OF STANDARD HOURS D20

Incidert Name:  FFEIFFER (US-CA-LPF-DC3810)

Staet DEMO2014 Stop: DR2E2014

T -SIIHII:I.l.rﬂ Howrs: it '_":. T
Request # Mame Shift End Total Shift Hours Amount Excess
= 08287014 1400 400
(=% | DE2T2014 1300 1.00
o4 DAZEZ014 12,00 200
-4 DR2B2014 14.00 4.00
==} 08/302014 12.00 200
(=¥ | SERWE. GER o704 14,00 400
04 GERWE, GER 0722014 14.00 4.00
(=¥ | SERWE, GER 07014 14.00 4.00
o1 ARRCYD, ALEX DOMEInTe 15,00 500
522 CURTIS, CARMELA 08172014 14.00 4.00
T DA0I014 14,00 400
o127 DA/212014 15.00 500
=3 . DE222014 14.50 4.50

Work/Rest Ratio Report

Time
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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 the calendar icon to the right of the date box and
selecting 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.

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

Work/Rest Ratio Report
Incident: PFEIFFER US-CA-LPF-003810 Date Range: 06/10/2014 - 097232014

Request # Resource Hame Iteim Code  Status Shift $tart Date Hours of Waork Hours of Rest Hours Exceeding
Work/iRest Ratio

Summary of Hours Worked

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

1. Select a Date Range for the report by entering a Start Date and an End
Date or by clicking the calendar icon to the right of the date box and
selecting 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
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When the user selects Section, the system also allows you to select
an option to use in sorting the data. Available sort options include:

e Shift Start Date
e Request Number
e 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.

Summary of Hours Worked FeARiile et Ty
10803 PFEIFFER (UIS-CA-LPF-003810)

Starting Date: 06202014 Enching Date 00012014

=11 ARRCYD, ALEX DOeCL

C 6.0 a0
o-127 GRIFFIN, GRETCHEM TIME C 140 150 145 1.5 510
0-4 GERWE, GERI DS C 14.0 140
0-5 STEIDLEY. SCOTT DIvS P 14.0 140
o6 MURRAY, MATTHEW Divs C 14.0 140
o0 JARVIS, JON SOFR C 16.0 150

11 ARROYD, ALEX DOeCA

C
o127 GRIFFIN, GRETCHER TIME C
o4 GERWE. GERI DIVE  C 130 120 14.0 120 140 14.0 14.0 030
o5 STEIDLEY, SCOTT ovs P 150 140 120 410
o6 MURILAY, MATTHEW one 140 120 13.0 300
o9 JARVIS, JON SOFR  © 170 150 320

Missing Days of Postings Report
This report details Resources with missing postings in a selected Date Range in
the system.

1. Select a Date Range for the report by entering a Start Date and an End

Date or by clicking the calendar icon to the right of the date box and
selecting the appropriate date.
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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.

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

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

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

8. Click the Preview/Print button to preview and then print the report.
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Incident: PFEIFFER (US-CA-LPF-003810)
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Crew Roster

This report details members of a Crew Roster.

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

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

3. Click the Preview/Print button to preview and then print the report.
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PFEIFFER
US.CALPF-003810
Crew Roster Report for C-1: HCS1, S/T 934, C-1

Request # Hams Item Chechk-in Date Employment Traines Siatuc Umit 1D “First Wark Day Langth of Last Work Day Actusl Release
Code Typa Status ASSIGrmEnt Date

= | HCS1; 5/T B34, C-1 HCE1 OS24 c CASLL DEMEE014 14 DE2HZ014
ELMORE. PETER ETCR D8/ 12014 c CA-SLU oaMara014 14 Da2w2014

HO1, CASTA 17, C-1.2 HC1 DaTarI0 e c Ca-SLU Dana2014 14 D204

HGC1; CASTA 1% C-1.3 HCH DA/ 3014 G CA-EDF DaMA014 1] Da2e2014

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 Iltem Code
assigned to the OF-286 Resources.

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

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

2. Select one of the following Sort By criteria:

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

¢ Item Code -- Sorts the data in the report by ltem Code.

e Vendor -- Sorts the data in the report by Contractor.
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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

Reguest # Resowrce Name ltem Code Status Vendon'Agreement Number Unigue Hame Hire Date Hire Time Release Date Release
Time

C-20 CREW-MEISTERE HC2 C CREW SOLUTIONS CREWZ1 OFr142014 a0
SaTEETAMIY

E4 ENGZ LP 1T, E4 ENG3 € CREW SOLUTIONS ENGILP1T
GETEATBEAI21
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