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Time Overview

The Time section explains how to use the Time module to collect and track
incident time for Federal, Casual (AD), and Other personnel, as well as for
Emergency Contracted Resources. In Time, pay documents can be created such
as the Emergency Firefighter Time Report (OF-288) and the Emergency
Equipment Use Invoice (OF-286). Collecting accurate time data leads to
generating meaningful management reports.

e Managing Time Data for a Single, Overhead Resource

Crews -- Creating a Crew

e Crews -- Adding, Editing and Deleting Time Data

e Contractor Resource -- Adding, Editing and Deleting Time Data
e Contractor Resource -- Defining Contracted Resource Data

e Posting Time Adjustments

e Manage Contractors/Cooperators

¢ Manage Admin Offices for payment

e |nvoices

e Printing Time Reports
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Managing Time Data for a Single,
Overhead Resource

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

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

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

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

* The resource must have an Employment Code.

* The resource must have an Accounting Code.

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

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

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

S

F 3

ISuite

“ Enterprise

Welcome to

q LESEEIEES

USER INFORMATION MESSAGE BOARD
W W S

2. Select an Incident or Incident group.

3. Click the Time button from the main toolbar.

-

Incidenis | =

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

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

. () aAircraft O Overhead O Crews O Equipment () All Personnel () All Non-Personnel
r:«*t— N | 1

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 preceeded 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.

rmﬂuul:;'b Add Resouwrce From inventory | [Exiit Rest

e —— ki
dccounting Code | TEET | =] Unit 1D | - ’
[ i B ’
Request Number | | Agency T
Status *|C - Mobilization Data | E5 !
Parson [ ] Check-in Date | | B =S
ce Belup (OF-286) [ | Check-n Time (
REsaurce Name +| | Actual Release Date |
CHlPhona @ | Actusl Release Time f

ltem Code & | ;.|
r '-'“"-:*"‘. Py r . P, il P !m;-_-—l

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

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

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

AD Resource

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

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

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).

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

4. Select the Point of Hire from the drop-down list.
5. Select the Class from the drop-down list.

6. The Current Rate will automatically populate based on the Class.

Iz) .

CAD Empdoymant iInformation 1.J.'.i‘:-llﬁ Remarks I Mailing Address
Emploves Common ldentifier “ | - ECI Fiebd 1234567 will formatted as 0001234567
- ECI Feld will be required prior (o generating an invo

Point of Hire = | OR-5005 -

Class = =

L

Current Rate - :

7. On the OF-288 Remarks tab enter any OF-288 Remarks in the box.

| chackinData | Demob Data Cost Data
Employment Type | AD ,—-"'__l"-L: |
I AD Employment informa i

4

8. On the Mailing Address tab enter the Resource information.
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I Check-In Dala Demoh Data Cost Data

Employment Type  |AD lz)

I AD Employment Information | OF-288 Remarks

Mailing Address

sodrezz 1 || |
Address 2 |
City |

State - |

FED Resource

1. Select the FED Employment Type from the drop-down list.
2. On the FED Employment Information tab enter any OF-288 Remarks in

the box.
l Check.in Data ] Demob Data Cost Data
Emplaymeni Typa |FED |"';

OF-288 Rermnarks

3. On the Mailing Address tab enter the Resource information.
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Employment Type | AD [~
I AD Employment Information || 0F-288 Remarks ([ Mailing Address
Mailing Address ’
Address 1 II | 2
Address 2 | .
City ]
3

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.

4. Enter any OF-288 Remarks in the box.

Mhmlmmw_

Employment Type | OTHER | = |

OtherRate | 50.00

OF-288 Remarks

Pl g g

5. On the Mailing Address tab enter the Resource information.
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| checkinData | DemobData | TimeData | CostData —

Employment Type | OTHER ] |
I Other Employment Information )l Mailing Address.
Time
Maileg-—Jress

Address 1 || |
|
|
|

Address 2

City

,\_‘_&‘h‘

Slate ' -

|
2P |
I‘_....s.";.m I Save ani Roster !';ancai. ‘ ‘Pmm_r_ﬁ
6. Click Save.

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.

NOTE: When a crew member is selected, the mailing address for that crew
member can be propagated to all other crew members without addresses by
clicking the Propagate Crew Addresses button. All crew member addresses
can be cleared by selecting the Clear All Crew Addresses button.
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Time Postings for an AD Resource

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

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

—
L!-I:l Treat Enter as Tab

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

ISuite

" Enterprise

Welcome o

USER INFORMATICN

2. Select an Incident or an Incident Group.

3. Click the Time button from the main toolbar.

-

Incidents | =

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

calculate the Hours.

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

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

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

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

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

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

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

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

16. Click Save to save the time posting.

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

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

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

—
Lxlj 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.

Welcometo ‘e-ISuite

- Enterprise

USER INFORMATICN

2. Select an Incident or an Incident Group.

3. Click the Time button from the main toolbar.

-
e || o |- [l e -] vo -] e

Incidents

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

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

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

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

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

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

¢ 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 0 hours.

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

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

o 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 Item Code will be for that particular
time posting. It does not change the Item Code assigned to the resource for the
incident
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13. If appropriate, change the Trainee status.

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

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

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

automatically populate the Special field with the Travel option. The system will
only require a Start Time.

NOTE: When the Post Start Time Only checkbox is checked, the system will ‘

15. Click Save to save the time posting.

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

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

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

It { Add Resour e I Add Resource Fiom lnvenlony I [Edfit Resouice ] Dwilate Resouics ]'mi Post Adjustmeants i MiVOR 85
[0.322 REDNECK, CLARENCE }
Accounting Code = _'_-T-ST - "

o= b . N s
Date «|03152014 |[5] Seeciat l_' Start #| = | Stop + * | Hours ‘
clase «[aDE [+] Rata lem Coda # iFl—_' [«] Trainee [] PostStatTimeonly [ (

|' savwe JJ cancel [ ciear

“Date Start Class Rate [ iem Code Special Rate | Guantity | Accounting Cone wvaiced
T emedis | 500 2100 ADE 52068 i - TAE Teroer | -
ADE 52058 1 1
1
|

(LT [ 1400 Fm | x| TETeET

e T e N LY

i
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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.

—
Lxlj 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.

N\

ISuite

Enterprise

Welcome to

USER INFORMATION

2. Select an Incident or an Incident Group.

3. Click the Time button from the main toolbar.

-
e | e || vont || cos || o] e

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.

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

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

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

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

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

¢ 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 0 hours.

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

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

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

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

9. Enter the time posting's Start time.

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

10. Enter the time posting's Stop time.

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

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

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

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

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

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

automatically populate the Special field with the Travel option. The system will
only require a Start Time.

NOTE: When the Post Start Time Only checkbox is checked the system will ‘

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 Resourcs I Add Resource From linwentory I Edit Resource ] Dalete Resource |_Post Tima ] Post Adjustmants ] Vo a5

[ 0-322 REDNECHK, CLARENCE }
Accounting Code ".-'_' 87 Iz :
Date «|08/152014 |[F] Speca :_- Start #|| 'i| Stop |=) Hours ‘
Clase = |AD-E ~| Ratg lem Coda = EFF" [+] Trainee [ PostStatTimeonly [ ’

B save W cancen [ ciear

Dats | Start Class [ Rate [ MemCode | SpecislRate |  Quantity | Accounting Code Wvaiced

" temEne | 1800 | 2100 ADE | 520,68 [ il | B { | TETHET f

DRDZ2014 0E0H | 0 20,58 | ™ | TETORT

| | | | ! | 4

| | | | | | 7

| | | | | | £

|

! | ! | !

| )

| | | | | | ¢

i | ’ 4

| | | | | | :

| | | | | “

1
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Managing Time Postings
Editing a Time Posting Entry

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

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

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

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

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

zrhead :_, Craws '.:.l Equipment Q &ll Personmel l:) Al Non-Personnel | |:| Exclude Filled D Exclude DemobReassigned |:| Treat Enter as Tab

N v | s esnece rom oy | Gt s | ot s | entimec] 72

cellame |  sms |4 |0-322 REONECK. CLARENCE /‘
||: 4ecounting Code = | 787887 >
SO € Date #| |5 spedal [=) stan # t Stop #| ]LI Hours
=0 £ ltem Code = .FFT1 w | Trainee [] PostStatTime Only [
Y e
oot e e I oo oo
mss c Date Start Stop Clags . Rate | nemcCods Special Rate Quantity ihﬂ:wntingcoﬂ
gonaro | ¢ || TEmIR0TE [ Tz S S -+ W 1. i T
2 CLAREI] 2 | T4 geoa | 1900 ADE J S2068 | 2 T g 787587
wur | e ) T T T ; — :
0z |
I | | |
GONZOTH C
TUMBLE | ¢ | | | |
W, Dalsy | ©
PUT t I | | |
|, MDNTE | C I | | |
N, MARVEN| C
wrob | e | | | |
] | 1 I l
v
E— Edit Delete
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Deleting a Time Posting Entry

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

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

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

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

whead ) Crews O Epuwpment O & Persoanel O AkonPasamel | O] EckeosFied [ Exoute Dameofaassigeen | [ TreatEni=ras Tab
I e e [ A scuce From [ St fsouncs | Dotts iuscurce | bonc i ] o
vome | e (1] [032 mEOWECK CLaRENGE >

1 | Accouning Cole + TaTEET 1=l

= Tz i | patr w| = Spacal L \=) man =] || St =] Hour

£ i Code =] FFTY [#] Trinar [0 FosiSadTme ooy [
e c e
recet |2 W e [ ocosce | ceo
-1 = I (103 . T ' [T T (87T I' L) : ien Code : !D-H:i“‘llt: [T 'l-a-l.euwn-jl:-ml'
B T T (123 I T | % I [Tl | (£ I
“-.Mm. : E I,,-_FE:ETJ_I' recr 1 ism E | maEm e | I L I
K. raged o ".—I- .: = + | | 1 :_gr—._n———l;—“::
mur |2 | 1 I — == T (TE—— ] |
sl i I I I I | | | i I
cawenm & | 1
TuuBE [ | i | | | | I I I E I
T84
— I I I I | | | i I
moTE i ]
EE—— | ! ! | | | | | | !
H MazuH C
s | | | | | | | | | | i |

. 1§ 1 I 1 1 i 1 1 1

v —

5. A confirmation message will display, click Yes .

S - - — o ——

Do you realy want to remove the Teme Posting?

Yes | | Ho

Original Invoice.

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

#:

ISuite

“ Enterprise

Welcome to

I il s

UISER IKEORMATION J\J?ﬂ%’

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.

Admin Office

Contractors

1 I *
me Incident # Event Type Start Date

Add a new Admin Office for Payment

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

3. Click the Save button to save the new Admin Office.
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Office Hama |
Address Line 1 4=| t

Address Line 2 |
Slate + - | |
Zip Code +

Edit an existing Admin Office for Payment

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

2
3. Make the appropriate changes.
4

Click the Save button to save the changes.

Office Hame | Address 1 heldress 2 City Statd Ofice Mame | TRUDIS ADMIN OFFICE

I'] I Asdness Line 1 & 111 5222 W
- g Address Ling 2
Bas - FECAL SEAVECESE 20151 MEACATOR - RESTON Ve
; s z ; Cily + BALEM
BN - OCA22 PAYHERTE BULDEG 50 OENY PO BOK 2047 DENVER co
: 2 . State « OR: -
- = e e 2 Zip Code « | §9505
MATIOMAL PaRR SERIC. P BN 100080 HERMDON Wy =
Phone | (208 999-289
TRUDRS ADUN CFFKE | 11 S 23w SALEW 08 B

Delete an existing Admin Office for Payment
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INOTE: A standard Admin Office for Payment cannot be deleted. |

1. Select an Admin Office to delete in the grid.
2. Click the Delete Admin Office button.

Selected Incident:  GRIMY GULCH
_._._

Add Admin Office

3. A confirmation message will display.

4. Click Yes to delete the Admin Office.

Do you really want to remave the Admin OTfice for Payment?
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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.

ISuite

“ Enterprise

2. Select an Incident or an Incident Group.

3. Click the Time button from the main toolbar.

Lo | oo | Qe D con || vo ] v

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

|@) Al O Ajreratt O Overhead (O Crews ) Equipment () All Personnel |

5. Select the Resource for which to enter the adjustment.

Incidems

6. Click the Post Adjustments button.

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

8. Enter the Activity Date.

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

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

12. Enter the Amount for the commaodity.

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.

-1l Eimengnas  femnons et

Selectedincifiens  GRIMY GULCH

(& 4l L Aol U Ovestead ) Crews ) Eguisment ) Al Pessoanel () Allan-Persannel | LI Ewclade Filed || Excdude DemabReassigned I L TrearEdmer as Tan

[ HONI —— 0327 REDWECK. CLARENCE

: =N
| e | s s o vy | oo | i s | wm-a_@;ﬂ!
4
¢
&
)

Editing an Adjustment

Follow these steps to edit an adjustment:

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

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

Select from the grid the adjustment to edit.

> W b

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

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

MO Crepimaad ) Covvd OF Equipmisal D) Al Pandorasl (O & Man-Persannal | L Eacheds Fibed L] Excduos Demesile gegnsd | [ Treat Erier as Tab

N s | e e sty | i s | o e | s o (i)
L

{

[r— Nama | [o3zr meoweck. cLarEmCE

Stmna

Courdng Coda » 'Fﬁf --i Aoty Dals ":n—a:nl.;__'uu' "'_‘
Adusirsnl Teps @ [DEDLCTION |

Desciption = |MEAL
Amou «| 35000

|- Saw [ canced J[ cisar

Ackvity Oala Catagary Typm Gmcription

T Arcounting Code | “Amoum I
K _,—.__:ii.':'l'.:'-_-'-'i_ T AL T oeeenau ¥ HEAL = L H 52069 I
Ran e [ A | [ -

Deleting an Adjustment

Follow the steps in this section to delete an adjustment:

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

1. Navigate to the Resource for which to delete the adjustment.
Click the Time Adjustments button.

Select the adjustment to delete from the grid.

> W D

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

Do you reslly want to remove the Adustment?

= -

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, Check-In, Add Resource and also the
subchapter on Rostering an entirely new crew. Rostering an individual to a
checked-in crew is covered later in this section.

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

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

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

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

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

1. Select a crew resource from the resource grid.

2. Click the Edit Resource button.

3. Click the Time Data tab.
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4. For a FED resource, select the FED Employment Type and enter the
address information for the resource and any OF-288 Remarks.

Ernglogment Tpef™ |FED [=]

OF-288 Remarks

AN e

5. For an AD resource, select the AD Employment Type then enter the
Employee Common Identifier, Point of Hire and Class. Also enter the
address information and any OF-288 Remarks.

Employse Common eraber [ | ~ECIFa 1234567 wilkumatied ns 0904234567
== . [ECI Fizk] will be requred prios b generating an irveoice?
Point of Hire & | OR-5005 = |
Clazs =| =
Courmem Rale

4
4
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6. For an Other resource, select the Other Employment Type then enter the
Other Rate, address information and any OF-288 Remarks.

OF 20 R marios

7. Click the Save button.

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

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

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

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

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

NOTE: A Rate for each crew member will need to be entered. This information
does not propagate. Only the OTHER Employment Type propagates to the crew
resources.

| Pe— Dulnl'l'lnulhll H Cosa et r‘

Craw FED Propaeanon | | Crew OTHER Propagason
| £ wmzraa | c |
Ex AUTO, FOUR | e

NP VL T T B
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A s .
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Propagate Mailing Address

Follow the steps in this section to propagate the Mailing Address from one crew
member to other crew members that do not already have address information
defined:

1. Select a crew member.
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2. Enter the address information for that crew member.
3. Click the Save button to save the data to the crew member.

4. Click the Propagate Crew Address button to propagate that address
information to all crew members that do not already have an address
defined.

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

| cwckinDuta | omobpata | nime peta | costosia |

Claar all Crew Addresse:
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Mixed Crew Employment Type

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

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

Crews are built by attaching or rostering members to a primary resource. Follow
the steps in this section to create a crew.

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

Welcometo ‘e-ISuite

Enterprise

2. Select an Incident or Incident Group.

3. Click the Check-In menu button.

¥ oraf fiaad Equipmant (O &Il Persannal 0 &l Mon-Personngl [ Esctuoz Fillee ] Eschits DemanMeassignad

e -
T |
= | Checi. = L3 > osl -2 = s
) &0 O sroan O Over O Crews O ) Al Fersanngl

| Add R v | EditResowrce | Detets Resource | Cuck Stats

Group Checkin

Request lumber | Resource Name | ttem Hame St | El Accounting Code 12334 T=) unt i «[HMGNE | ¥)
|

Agency  |USFS

4. Click the Add Resource button on the Check-In page.
5. Enter the Resource data.

6. If an Incident Group is selected and the Manage as Group checkbox is
checked, select an Incident.

7. Select an Accounting Code from the drop-down list.
8. Enter a Request Number.
9. Select a Status from the drop-down list.

e F =Filled

e C =Checked In

e P =Pending Demob

e D =Demob
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e R = Reassigned
10. For a Non-Person Resource, enter the Resource Name.
11. For a Person resource, check the Person checkbox.
a. Enter the Last Name.
b. Enter the First Name.
c. For a Person Resource, click the Trainee checkbox if applicable.
12. For Invoice Setup (OF-286), click the checkbox.
13. Enter the Cell Phone #.

14. Select from the Item Code drop-down list. For a new Crew use the "HC"
series of Item Codes.

15. Select from the Unit ID drop-down list.
16. Select from the Agency drop-down list.
17. Enter the Mobilization Date.

18. Enter the Check-In Date.

NOTE: The Check-In Date cannot be prior to the Incident Start Date. The
system will notify the user if the Check-In Date is 5 days prior to the current
system date. The user can still add the date, but they must confirm that they
want the date 5 days prior to the current system date.

19. Enter the Check-In Time.
20. Enter the Actual Release Date.

21. Enter the Actual Release Time.

NOTE: The Actual Release Date and Actual Release Time fields will be disabled
unless the resource Status is D or R.

INOTE: The Actual Release Date cannot be prior to the Check-In Date. |
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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.

-

..&

ISuite

© Enterprise

Welcome to

q’ Miciclesins

USER INFORMATION MESSAGE BOARD f

2. Select an Incident or an Incident Group.

3. Click the Time button from the main toolbar.

—

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

Inclidents | =

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

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
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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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¥ AUTOH, DHE :
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Posting Time for an Entire Crew

1. To Post Time for the entire crew, click the All button to select all crew
members. To post time for a single crew member, only select the one crew

member. The Ctrl or Shift keys can be used to select multiple resources in
the grid.

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

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

3. Enter the time posting date.
4. |If a special circumstance applies select the appropriate code from the

Special drop-down menu. The codes available in the Special list are based
on the Employment Type.

Time Page 39 of 97



fe-ISuite

]
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.

o 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.

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

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

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

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

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

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

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

9. Click Save.

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

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

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

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

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 Iltem Code
and Rate. These fields are not available if the user selects multiple resources.
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Posting Different Time for Single or Multiple Crew
Members

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

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

¢ Different Start and Stop times.
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There are a variety of ways to post time when these situations appear. Follow
the steps in this section to post time in these situations.

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

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

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

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

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

4. Post the time and click Save.
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Editing Crew Time

1. Click the Post Time button to open the Post Time area.
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2. In the Resources grid, click the Crew Resource with the posted time to edit.

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

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

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

{82 Murnbar | Swsource Rams owtn 2] T VWHITE. S

AL Ay By 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 9/5/2013 and three of the
selected resources did not have that time posting, the system will apply that
change or add that time posting to the three that did not originally have that time
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Deleting Posted Crew Time

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

1. Select the Crew in the Resource grid.

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

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

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

R i Ll N B S L]

Do vou really want to remove the Time Posting?

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

Post Adjustments for Crew Resources

The same procedure that was used to post adjustments for a single, overhead
resource apply to posting adjustments for crew members. The individual crew
member must be selected from the main resource grid. Adjustments are dollar
amounts either added to or deducted from a resource's wages or invoice.

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

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

2. Click the Post Adjustments button.

L EXClude LemoiHeassignea | Ll IredlEnen s 1dn

_,--'-____“--._
d Resource From Inventory | Edit Resource | Delete Resource | Post Timd | PostAdjustments [)invoices |
'—-‘._____ —
v |
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 commaodity.

9. Click the Save button to post the adjustment to the system. When the
adjustment is saved it displays in the grid at the bottom of the window.
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Printing an Emergency Fire Fighter Time Report for Crews

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

1. Click the Time button from the main toolbar.

P
oo || ooror |- [ e | oo | srre

Incidents

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

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

at Enter as Tab

NOTE: If the primary resource is an OF-286 resource, when the Invoice button is
selected the system will allow the user to print an invoice for both the OF-286
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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:

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

Invaices 4
Emergency Firefighter Time Report r
C-1 CREW1 &
Last Date To nchise on inveice o |0x232014 | 5] [ Fmatievoice i

Print Options Report Dptions i
i_' Prawview Prind DRAFT lnvewcs &1 OF-288 lnwvoice and Adpssiments

) Generate ORIGBMAL Inwoice ) OF-288 inwoics Only ?
o PrevewPrint DUPLICATE ORIGMAL Invaice | | €3 OF-2B8 Adusimenis Onky | "

: Open Invoice | | Debete Last Invoice o
_"""—“""--‘.M.uﬂin- - -d*""—'-—a}'r i, ..mwa} e _‘___‘i)

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

NOTE: Selecting Generate Original Invoice will lock the postings, whether the
invoice has been printed or not. If a preview of the invoice is desired, select the
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IPreview/Print DRAFT Invoice button. |
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e Preview/Print DUPLICATE ORIGINAL Invoice - Generates a copy
of an Original Invoice. A list of available invoices to select displays
when this option is selected. Select the invoice to re-print from the list.
The words Duplicate Original Invoice print on this invoice.

Emergency Firefighter Time Report

C-1 CREW1

o *

%

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

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

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

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

P
e |- o |- [l e |- vo -] e

Incidents

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

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

elete Resource | PostTime | Post Adjustmen Invoices ' "

4. Select the Delete Last Invoice button.

Emergency Firefighter Time Report }

at Enter as Tab

C-1 CREW1 :
Last Date Te nciude on fvoice & | 192302014 !E L] Firal invaice ;
Print Options Report Options
'._‘;._' Previgw\Print DRAFT invaice '.5'_-' OF-288 Inveice and Adustments (
) Generste DRIGMAL hvoce I OF-28B invoice Qnky
() PreviewiPrint DUPLICATE DRIGHAL Inveite () OF-Z58 Adjusimants Onfy | (
;:lpun.i.wn

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

;_ Dweleting Invoice F-2014-0R-5005-393825-15662-A wil

unlock all tiene postings incuded in the involce. Do you
want to continua?
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6. When the Reason window opens, enter the reason for deleting the original
invoice and click the OK button.

il Reagon To Delete Time Invoice

| Enter Reason: =

i |
|

Cancel

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

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

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

1. Select the Time menu from the main toolbar.

Incidents

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

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

OR

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

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

Emergency Firefighter Time Report 5

C-1.2 ELLA CINDER i
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Print Options Report Options
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7. When the message displays indicating that all time postings will be
unlocked, select the Yes button to continue.

; Deleting lnvoice F-2014-0R-5005-853829-158681-A wil
unipck all ime postings included in the invoice. Do you
want to contnue?

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

il Reason To Delele Time Invoice |

7| Enter Reason:

| Cancel
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Managing Time Data for
Contractor/Cooperator

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

Reviewing or Editing Common Data

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

-,

ISuite

Enterprise

2. Select an Incident or Incident group.

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

_ -
vt ]| e -] beron |- [RRMRR" co -] v || tore

4. When adding a new resource select the Add Resource button and enter
the appropriate Common Data.
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5. If this resource is to be paid with an OF-286 Invoice, check the Invoice
Setup OF-286 checkbox. This checkbox enables the OF-286 Time Tab.

Contractor information on the Time Data tab

1. 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.

Imcammu

ContracienCooperator EN cn}b. TR-'C TUR

Contractidgreement # = |

.r—m,‘j_*@ E.r_wg._w. *‘1 v

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

a. Click the + button to add a Contractor.

b. Enter the Contractor/Cooperator.

c. Enterthe DUNS.

d. Enter the Address, City, State, ZIP and Phone.
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e. Click the Save button.
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f. Click the + button to add a Contract/Agreement #.

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

cooperator.
g. Enter the Contract/Agreement #.

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

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

Add Contract/Agreement for ZEN CONTRACTORS 2

Contract/Agreement # % |
Begnning Dale | Iil J
Expration Date | [‘ﬂ ;

| admin Office For Payment | w | | - | {

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

TP

b. Select the Contractors option.

c. Click the Add Contractor button.

ctor |) Edit Contractor | Delete Contractor | Time Post.

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

e. Save the data.

f.  Highlight the contractor or cooperator.

g. Select the Add Agreement button.

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

j- Repeat these steps to add additional contracts or agreements to a
single Contractor or Cooperator.
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12.

] Corftractiégreemant # &
Eeginning Dats i
Eipirztion Date |

Admin OMce For Payment N

Enter the Unique Name or VIN

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

Enter the Hired Time.

Enter the Point of Hire.

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

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

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

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

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

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

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

e Enter the Rate.

o [f appropriate enter a Guarantee.

e Optionally, enter a Description.

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

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

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

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

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

Rate Type | Time UOM | Rate Guarantes #
PREMZRY | DALY | $25.00 50.00 *\
SPECIAL EALCH | s10.00 50.00 ’

| | }

| | s

| | /

| | g

1 - <
_ add || Edit || Detete ] )
'«.#M_M.d = . e S

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

Time Page 58 of 97



(fe-rSuite

13. Click the OF-286 Remarks tab and enter any remarks for the resource.
Remarks will print on the OF-286 Invoice.

Chechin Dta | Demon Daca | Time Daia | Cowt Desa

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

S

Welcometo ‘e-ISuite

“ Enterprise

2. Select an Incident or an Incident Group.

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

4. Select the Contractors option.

5. Click the Add Contractor button.

4. Enter the Contractor/Cooperator name.

5. Enter the DUNS.

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

8. Click the Save button.

To add a contract or agreement:
9. Select the Contractor/Cooperator from the grid.
10. Enter the Contract/Agreement #.
11. Enter the Beginning Date.
12. Enter the Expiration Date.

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

oo = e A ke Y
Contractiagresment 2 & [
Begnnng Date I:_._,__'| )
Eapiration Date I"'.'_'I

Sdmin OMce For Payment =1 |
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14. Click the Save button.

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

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

Edit Contractor(s)

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

USER INFORMATION

2. Select an Incident or an Incident Group.

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

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

6. Click the Edit Contractor button.

Add Contractor (| Edit Contractor [yDelete Contractor | Time Post TimﬂMjmunv'

il

A i Ao B o HJ-L-',
7. The Contractor's information populates the Contractor fields.

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

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

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

18. Click the Save button.

T

R N - ,.,\#'h. |
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Delete Contractor(s)

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

2. Select an Incident or an Incident Group.

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

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

column.

6. Click the Delete Contractor button.

Add Contractor “ontractor (| Delete Contractor *. Time Post

R ¥ ..h'uﬂhh_,wwf—-

7. A confirmation message will display.

8. Click Yes to delete the contractor.

Do you realty want to remove the Contractor?

Delete a Contract/Agreement

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

4. Select the Contractors option.

:

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

5. Click the Edit Contractor button.

TTTCTESTITE TTOTT T OO Ty oo

|. ’MJ} o X L TR I PN ) “.r'-"'

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

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

Coni Agres Begin Dats Expire Oate ' Admiin Office
m | T
| | |E | ]E i Confracliagreament 2 = J
i Lo
| e — — TENIERE ADME OF Beginning Date | ’
Expiraion Date _‘
| Agmin Clice For Papmssnt _.'
4
| *
| >
| c) s concer ]
=S — = oy

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

11. Click Yes to delete the Contract/Agreement.
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| Do you really want to remove the Contracior Agreement?
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Rostering Resources to
Contractor/Cooperator

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

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

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

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

Welcometo /‘e-ISuite

" Enterprise

2. Select an Incident or Incident group.

3. Click the Time button from the main toolbar.

-
rcte] e || venon |- [ con || ] e

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

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

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

Foster Exisfing Incidest Resourve  Roster From Resource iveniooy

Person  [] taecenDee  [saoizon |
rivoice Satup (0F-2885 [ Chatin Tre [ 0000
Resource Hame & | Actusl Reepss Debe E ’
CelProas 8 Actusl Relpas Time ]
EenCode = - r
R R ‘

Darys Laft

Hozzation lefgort

Fursber of Persomel. (0 E';
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Posting Time for a Contractor or
Cooperator Resource

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

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

—
Lx[l Treat Enter as Tab
| |

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

Welcometo ‘e-ISuite

“ Enterprise

USER INFORMATION

2. Select an Incident or an Incident Group.

3. Click the Time button from the main toolbar.

oot -] oo |- IR e -] o0 L] rrre

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

(® Al O aircraft O Overhead () Crews () Equipment () All Personnel |

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

Incidents | =
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[ ] Treat Enter as Tab

7. With the resource selected, click the Post Time button.

[T EFTIUTE FIMET [T EXCIUOE DETmMoDiREassTaned | [T TTEQTENET d5 1d0

o e
dd Resource | Add Resource From Inventory | Edit Resource | Delete Resource m\PostTime [) Post Adjustments | Invoice

a
R gy vy A PR ,_-:W:'w.\,__’\ il d""""-t’

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

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

3 BEAR FOITY

Time LAT# Rata Guaranbie Dascripbion

Timary Raie |=| weRse | Siwn Dl Ena Diate =

Ceays

[=]
1 y TE 8 W

Bpecisl Rl

L, et e s, & il ity T ™ J‘

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

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

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

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

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

Time Page 71 of 97



Qé Ismfte

0324 BEAR, FOZZIY !

Accounting Code » | 7667 |-) [ Pomary | speciat | Bom Imu{

Dascription
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Special Rata

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

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

¢ 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.

{0324 BEAR, FOZZTY j
| Accounting Code +| 7667 I:J l.-mtmg_] Special |
Tirme Lo Rate Guarantee  Description

ianar_fRam | DALY | $160.00 | [NOGUARANTEE] | N.. |~| 1:3‘

12. If Y2 Rate applies, click to check the %2 Rate checkbox.

Tirme LICH Rate Guaranize  Desompfon

Primary Rate # [ DALY | 5160.00 | [ND GUARMNTEE] | - [ =] Star Cane o | | Endbate i)

Daiys

324 BEAR FOZTY
Accounting Code # | 7867 ir_ L___.M_] Special l Bodh I_ Gaarantes | I

g g, PG IR NG o\ i 85540 e .
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13. Click the Save button.

®
k
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m\jl:ﬂncel I Clear !
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NOTE: When a time posting is included on an Original Invoice, the system will
lock the time posting, display the time posting in red within the grid and include a
checkmark in the Invoiced column.

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

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

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

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

1. Select the primary Contractor/Cooperator resource.

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

3. Click the OF-288 Crew Posting button.
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Select the appropriate subordinate resources in the Crew Member grid.

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

For more information, see the Crew Post instructions.

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

Edit Posted Contracted Time

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

resource:
1. In the Resources grid, click the contracted resource with the posted time to
edit.
2. Click the Post Time button.
3. Inthe time post grid, click anywhere in the row with the posting to edit.
4. Click the Edit button.
5. Make changes to the time posting data.

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

6.

Click the Save button.
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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.

Click the Post Time button.

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

> LD

Click the Delete button.

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

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

Post Adjustments for Contractor or Cooperator
Resources

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

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

2. Select the Post Adjustments button.

L EXCluge LUemoi<eassigneq | L] PUEEL s ds 1En

T
d Resource From Inventory i Edit Resource | Delete Resource l Post hm(J Poﬂmmntsplnmc&ﬁ l
_'I-.___-_.___.-—
- |
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).
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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.

Printing an Emergency Equipment Report (OF-
286)

This report is the standard timekeeping record and payment document for

resources that have the OF-286 checkbox checked (Contractors and
Cooperators). Follow the steps in this section to print an OF-286:

1. Click the Time button from the main toolbar.

-
e || o |- [l e -] vo -] e

Incidents

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

3. Click the Invoices button to open the Emergency Equipment - Use Invoice
and Itemized Deductions Report window.
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NOTE: If an OF-286 resource is selected and there are OF-288 subordinates
rostered to it, the system will provide the option to print both the OF-286 invoice
and the OF-288 invoice.

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

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

it bvvnice | | Delete Last s

A A~

- e T _‘}‘" il

6. In the Print Options frame, 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, the user can choose to print
OF-286 Invoice and Adjustments, OF-286 Invoice Only or OF-286
Adjustments Only.
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InviHcEs

Emergency Equipment - Use Invoice and itemized Deductions
0322 REDNECHK, CLARENCE

e S

—
Linet Dabw 1o chude on invtice = | 0222004 | |:::| L Foal mvoice

i Print Options Report Options

| () PewsigaSrinl DRAFT raice (B} OF-288 Bvpice and Aduuimesty

| ) Genanshes CRIOMAL Bvoice ) OF-288 ivoice Daly

E () P Prind DUPLICATE ORIQRAL igice ) OF-285 Agjusimsnis Daly

L% T ¥ L N

i Dpen Invaoice [ I."I:le-le-l..l"Ln.l:.l.n'.'\c-_u J

il e i . .

\
:
\

¢ 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.

Iveaice s

Emergency Equipment - Use Invoice and Remized D:ductjan;
0-322 REDMECK, CLARENCE

= ¢
Laaf Date to include on Nvoice & | DVZL2044 | I"‘ L_i Final iwpice
1
Print Ciptions
N =
M | ) PrevieasFrint DRAFT hvpice i

() Generate QRIGHLAL Invoce !
1

) PreigayPried DUPLICATE ORIGRAL nvgics

d
[[Oveninvaics | [[Detese Lastinveics |
P X "““'1»._..“_‘ e #-4--_-"“-/
¢ 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.

Emergency Equipment - Use Invoice and [temized Deductions ]

0-322 REDMNECK, CLARENCE ,..

Laas Dnbe o nciade pn Bvgice & | ORCO04 o Ld Finad iInwiice f
]

Imnice Rumiber | First Dase Larsd Dlate

Prist Diptions

’ | i) PrwitinPrind DRAFT et

&) Generaie DRBHAL vrice | |

s
| | y

| Wn k|lu||:l_|J| I'.tlllf Lu!llv‘l_l:_j“‘ — i —

=i Preview/Privi DUFLICATE JRIGIRAL Immice
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NOTE: When reprinting an invoice, only one invoice can be selected at a time,
even if multiple invoices were originally printed.

7. To delete the last invoice for the selected resource, click the Delete Last
Invoice button. Two different warning messages display. Click the Yes
button on each window to delete the invoice.

Invoices

Emergency Equipment - Use Invoice and ltemized Deductions
0-322 REDNECK, CLARENCE

Ineoice Number | First Date | Last Date
Print Options

Last Date lo inchede on Invoice » EZ-':'.':':-'.'.Z-IJ- II"" Lo Finad nreice f
| o

") Preview/Prinl DRAFT voics

A Generate ORIGMAL nyoce | |

| J
) Freview/Print CUPLICATE ORIGMAL evoice ] |
€
B Invoice m j
b ———n Al ol

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

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

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

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

Time Invoices

e (OF-286 Invoice

e (OF-288 Invoice

Time Reports

e Shifts in Excess of Standard Hours

e Personnel Time Report

e Work/Rest Ratio

e Summary of Hours Worked

e Missing Days of Postings

e Crew Roster

e Vendor Resource Summary

OF-286 Invoice

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

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

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

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

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

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

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

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

¢ 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.
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NOTE: When generating an ORIGINAL OF-286 the system will also print the

following report, if applicable: Emergency Equipment Deductions and Additions
report.

7. Select Open Invoice to view the selected invoice.

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

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

Original
( DS292014 - 06252014
Emergency Equipment - Use Invaice e F-2014-CA-LPF-003310-14234-B
Thes rreviem his ol feceeved o | e and B subsec] o change priod o pagrmeiT! Offcial 1 Fage 1of 1
1. CONTRACTOR [Mafr ans iddees | 2 INCIDENT OF PROJECT NAME
CREW SOLUTIONS PFEIFFER CA-LPF-00E310
123 MAIN 5T F ;;.;-:_I:\QEEM?:E-;;:mﬂ | Frem OF 20}
PRINEVILLE OR  SBE0D =L —
ks i 4 EFFECTIVE DATES OF AGREEMENT
s SY08BETTTT . Bagirning B Ending
e DS152014 05142013
£ EQUIPMENT|Lisl maka, model, safmlf:, ke ]  ENGI, LP 17, E~2-ENGINE, B POINT OF HIRE (Localion whah hifed)
Unigis ID: [ EMGE3 LPIT TYPE 3
(TP T. DATE {F HRE 8. TIME OF HIRE
[ ET
B ADMMIBTRATIVE OFFICE FOR PAYMENT 90 THE WORK RATE 12 BASED OH ALL CPERATING
OREGON DEPARTMENT OF SUPPLIEE BEING FURMISHED BY
30655 GLANDER STREET [F] SO TRAC TOR fwsli [] GOWERMMENT] i |
- - 1. OPERATOR FURKMEHED BY
PORTLAND oR g4 [£] conTRACTOR [ GovERnMENT
12. RESOURCE ORDER NUMEER E-4
13, WEAR T4 WO O DALY RATE 15 EFECIAL MATE TR TOTAL 1. GURRANTEE | 18 AMCUN
2014 i UNTE | R RATE | = & UNITE | & RATE " E4RHED
MO | DA | WORKED WORKED e+ 150
(HLAILTA] MUK
5|23 I s|  szoonm £2,000.00 § 2,000.00
170 CHARGE oDk . OEIECT TOnE RIS AMOUNT CUE 5 2,000.00
PFO
24 [TEM 33 FROM PREVIOUS PAGE I
71 EGUPHENT WAS Orereassr  [] witHDraws L TN 2 RO PREVICLE PN 50.00
Dt Tirra 35 TOTAL ANKILINT DLE 5 2,000.00
= REMARME  INTERIM Fiia Pane ety 28 DEDUCTIONS (aBach sbaleraal) { 510000 )
R 7. ADDITIONE [wlach slabasran)
35 NET AMOUNT DUE 5 1,500.00
. NOTL: CONTRACT RELLASE FOR AND I CORSIDERATION OF RECEFT OF PATMENT IM THE AMCUNT SHOWN DR "MET ABCUNT DUL LMD 22
CONTRACTON HERERY RELEASES THE GOWERHMERT FRSOM AMY BAD ALL CLAMS ARISING UNDER THIS AGRIEMENT EXCEPT AS RESERVED K
MEMARKS" BLOCK 2
30 COMTRACTOR BEONATURE 31. DATE 32 RECEIVING OFFICERE EIOHATURE 35 DATE
34, PRINT HAME AND TITLE 35 PRINT MAME AMD TITLE
Printes DO 1245 Dl Foren eleiiflad. 57 7707 OPTIONAL FoRid 98
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Original
[ D&292014 - D62%2014)
Emeargaency Equipment Deductions and Additions Irvolce & F-2018-CA-LPFD03610-14804-5
iTar snm with SF-J086 Mioocs 22 snd 37 - Dwduciians end Asdon Stelsrm et Oimicial 1
1. CONTRACTOR (Hafa afd EMBEN) 2 FMCIDENT OR PROJECT HAME
CREW SOLUTIONS PFEIFFER
24 ACCOUNTING CODE
PFO
B e ENG3; LP 17; E-4-ENGINE, TYPE 3 % ADREEMENT NUMBER
Ungue Il ENGI LPAT Wake DETUETESAZ
Rejussl & .4 et 4 REPORT DATETIME
5202014 1245
Activity Date Daacription Dieduciions Addition
S2ar2014 MEALS (5 100.00 )
Totalks [ 5 100.00 )

OF-288 Invoice

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

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

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 on the calendar icon to the right of the date box and clicking on 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.

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

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

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

6. Select Open Invoice to view the selected invoice.

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

NOTE: When the last Original invoice is removed, the system will unlock all time
postings for that invoice.
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-4 Emergency FireFighter Commissary Record
{For use with OF-285 Bleck T2 Commissany F-2H4-CA-LPFO03810-
D&/26201-07/037201 Original Oficals 1
1. Wi (Firl, llidele, Linl ) 7. Firm Marfma
GERI GERWE PFEIFFER
2 Barcla | Bacir ity hurmibar d Firm Me
DO01232567 Ca-L PF-003510
T Corest Addreas W Firw Locaton 0. Gt
LPF
2 Cy 8 Ewte B FpCoda 11. Uit Cola
CA-LPF
Block 22 Commissary Record (From OF-288)
a. Dats b. Cabegory 0. Hem d. Amound
0eZaz01s MEALE MEALE & 100.00)
Total (3 100.00)

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.

Time Page 86 of 97



(fe-TSuite

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

Shifts in Excess of Standard Hours

Sort Report By
*) Request MNumber
() Person

() Total

(=) Select Request Mumber () SelectPerson () Select All Personnel

Request Mumber IEE/I

stanDate +|  |[E EnaDate s |
Standard Hours I:I

Print

2. Select one of the following options to identify how to select the resources to

include in the report: Select Request Number, Select Person or Select
All Personnel.

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

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

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

6. Click the Preview/Print button to generate the report.
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SHIFTS IN EXCESS OF STANDARD HOURS D20 13-4

Inciders Hame FFEIFFER (US-CA-LPF-DOEE10)

Start DEMO2014 Stop: DRZE014

T -Sun.d;ru-Hnw:: it :‘:. I
Request # Mame Shift End Total Shift Hours Amount Excess
o4 GERWE. GER D204 14,00 400
el GERWE, GER DAZT2014 1300 3.00
o ¥ | SERWE, GER DAZEZ014 12,00 200
04 GERWE, GER DAB2014 14,00 4.00
=¥ ] GERWE, GER DA/ 302014 1200 260
[a¥ | GERWE. GER oTIOLZ04 14,00 4,00
-4 GERWE, GER 073014 1400 4.00
=¥ | SERWE GER 0702014 14.00 4.00
X 1] ARROYD, ALEX ot HETe i1 F 1500 500
0.2 CURTIS, CARMELA D8:172014 14.00 4.00
o GRIFFIN. GRETCHEM DOZ0Z014 14,00 4,00
o127 GRIFFIN_ GRETCHEM 0012014 15.00 500
= 3 GRIFFIN, GRETCHEN DA222014 14.80 4.50

Personnel Time Report (Print/Fax)

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

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

e The Resource has an Agency defined.

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

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

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

buttons.

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

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

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

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

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

9. Click the Export to Excel option to export the report to a format the user
can import into an Excel document.

Report Of Personnel Time For NOTE - This report assumes that
FFEIFFER US-CALPF-003810 g 5:';"?:::: :"E:"::’:‘:;;L":If' g
SIMEERLS. iy A - ;-'w:p:;«;s aa:; u-:s mm:mﬂ e :La-..-:;hmn_r;: -
For Timsheapar.M A1) 113-1111 - Emipioy==E 503U 5 nol 07 for Demablzes
Questons? Contact Time Unit MURRAY MUNCHKIN a1 (800) 0o9-B000
Date Aoooasnting Start Tima Stop Time Hours Premium
MURRAY. KEVIN V
Thu, 28 Jun
PFD1 D00 20:00 14.00
Fri, 27 Jun
PFD1 Da:00 20:00 14.00
Sat 28 Jun
FFO1 D800 18:00 12.00
Sunm, 28 Jun
POt D&-0:0 18:00 13,00
STEIDLEY, DEREK
Thiu, 28 Jun
PR Da-00 20:00 14.00
Fri, 27 Jun
PFO1 D80 21:00 15.00
Sat. 28 Jun
PFO1 Da-00 20:00 14,00
Sun, 28 Juin
FFO1 DD 18:00 12.00

Work/Rest Ratio Report
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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 on the calendar icon to the right of the date box and
clicking on the appropriate date.

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

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

4. Select one of the following Group By options:

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

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

o All

e Command
e Operations
e Finance

e Planning

e Logistics

e External

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

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

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

6. To exclude resources with either a Demobed or Reassigned Status, check
the Exclude Demob/Reassigned checkbox.
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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: D6/10/2014 . 09/29/2014

Request # Resource Name Itein Code Status Shift Start Date Hours of Wark Hours of Rest Hours Exceeding
Worki'Rest 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 on the calendar icon to the right of the date box and
clicking on the appropriate date.

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

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

4. Select one of the following Group By options:

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

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

e Command
o External
e Finance
e Logistics

e Operations
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e Plans

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

e Shift Start Date
¢ Request Number
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 ke
10003 PFEIFFER (LIS-CA-LPF-0038 10)

Starting Date: 062002014 Ending Date 00012014

=11 ARROYD, ALEX |

C 6.0 L]
o-127 GRIFFIN, GRETCHEN TIME c 140 150 145 75 51.0
04 GERWE, GER1 DIvE C 14.0 140
0-5 STHOLEY. SCOTT Bivs P 4.0 140
o6 MURRAY, MATTHEW Divs C 4.0 4.0
o8 JARVIS, JON S0OFR = 16.0 1650

=11 ARROYD, ALEX DO

Lir
D127 GRIFFIN, GRETCHEN TIME <
o4 GERWE, GERI DivE C 13.0 120 140 120 140 4.0 140 830
o5 STEIDLEY, SCOTT Divs = w50 1440 120 410
o6 MURRAY, MATTHEW orvs C 14.0 120 13.0 X0
o8 JARNIS, JON S0OFR c 7.0 150 20

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

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

Date or by clicking on the calendar icon to the right of the date box and
clicking on the appropriate date.
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2. Select one of the following options to identify the information to include in
the report:

¢ 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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Missing Days of Postings by Personnel Report
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Crew Roster

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

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

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

Request # Hams Ibem Chechkdn Datée Employment Traines Status Umit 1D First Wark Day Lamgth of Last Work Day Actusl Releass
Code Type STatus ARSI Date
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Vendor Resource Summary

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

1. Select one of the following Group By criteria:

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

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

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

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

2. Select one of the following Sort By criteria:

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

e Item Code -- Sorts the data in the report by Item 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# Resource Mame em Code Status VemdorAgreement Number Unigue Nams Hire Date Hire Time Relsase Date Release
Time

C-20 CREW-MEISTERS HGC2 C CREW SOLUTIONS CREWZ1 D7n42014 Doon
SATREITOSITY

E4 ENGE LP 1T, E4 ENG3 € CREW SOLUTIONS ENG3 LP1T
BETEETEEAI2T

Time Page 96 of 97



| *e-I Suitc—g/

Index
A R
Adjustments Reports
deleting an adjustment, 26 time reports, 77
editing an adjustment, 25
time, 24 T
C Time
common data, 4
Common Data, 4 FED resource, 16
Contractors manage contractors, 58
manage, 58 overview, 3
posting adjustments, 24
p printing reports, 77
Posting, 36

Time Page 97 of 97



