QUICK REFERENCE FOR IQCS
Draft, March 8, 2005

GENERAL SEQUENCE FOR UPDATING I1QCS

Note: These instructions assume you will be verifying qualifications by

justifying Competencies, rather than justifying positions in the
Incident Qualification Screen.

. Get reference materials:

Print copies of the Quick Navigator from the Training Manual, on the web
site.

Click on Dispatcher Docs from the web site to print copies of Course
Tables, Organization Codes, and Position Codes.

Have a current copy of the 5109.17, and the IQCS Training Manual available.
(For other than Forest Service, use 310-1.)

Note: You will need to enter all your dispatch Unit ID’s for all your

responders. Refer to the IQCS web page for instructions.

. Print a list of the responders associated with your host unit ID’s (Page 3).
Compare this with your list of folks that should be in IQCS. Search for those
folks that don’t show up, and if that fails, have the Help Desk search for them
and restore them to your organization. You can then update their personal
and job information (page 4).If they don't exist, you’ll have to create them
(Page 11). If they are no longer with you, make them INACTIVE (Page 9).

. Enter all the Incidents in your dispatch area of influence, possibly for the last
couple of years (Page 17).

. To update an individual responder:

Go into the Incident Qualification Card screen and turn off (unclick) all the
Administrative Actions. This will allow the program to determine
gualifications according to attained competencies. (Page ***) Note that you
must Save, exit the screen, and re-enter the same screen in order for the
update to be reflected in the other screens.

Print a Master Record for the individual, (to determine any errors which
occurred in the upload to IQCS process) (Page 19).

Print a Responder to Role Matching report. This will indicate what
“competencies” are attained or missing for the individual (Page 21).

Enter all the Training for the responder (Page 22). You no_longer need to
enter them in the Competencies screen as well.

Enter all the Task Books for the responder (Page 24).

Go into Incident Qualifications Card, and certify positions that are
accurately showing as qualified (Page 29).

Enter all the Experience for the responder (Page 31).

Run the Responder to Role Matching report again. Obtain documentation and
correct any Competencies for the responder that you can (page 35). Note:
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*

To do this correctly, you should go back to the earliest qualification
leading to the current qualifications. FFT2, or EDRC, for example.
Continue to run the Responder to Role Matching and Master Record
reports as needed. Correct the information in the Competencies screen
(Training and Task Book screens, as appropriate), until the data accurately
reflects the responder’s qualifications.

Last step is to verify all the information in Incident Qualifications Card, and
print off a Master Record and clean Responder to Role Matching report for
the responder’s folder.

CELEBRATE!

General information to be aware of:

*

Completed training must appear in two places: Training History, and
Competencies. This will happen automatically when the Enterprise
Learning portion is fully functional. Until then, any training that was not
automatically uploaded from another qualification system must be
entered manually in both places.

Only training entered in Training History will show up on the Master
Record.

Only training entered in Competencies will show up on the Responder
to Role Matching report.

If training only shows in the training history, it will not count toward
gualifying a person for a position.

Training that has actually occurred is entered in both places. Training
that is just a competency because of grandfathering or equivalency
courses, does not get entered in the training history. The same is true of
Task Books.

If a Task Book is entered under “Task Books”, it will also show up under
“Competencies” (unlike training). The only time you will have to enter it
under Competencies, is when a responder was qualified prior to the
requirement for Task Books, and they don’t actually have one.

LOG ON TO 1QCS:

http://igcs.nwcqg.gov/

1. Click on Login

2. Enter your user ID & Password and click on Sign In button

3. This will bring you to the IQCS menu.



Note: If you type in your password incorrectly more than twice, you may
get logged out, and will have to call the Help Desk for a new one.



To Print a List of Your Responders

Navigate to: Workforce Administration>Job Information>Job Data

Job Data
Enter any information you have and click Search. Leave fields blank for a list of all values

/~ Find an Existing VValue

EmpliD: [eegins with =]
Name: [pegins with =]
Last Name: [begins with =1
Department SetiD: [ begins with =] [ =]
Organization ID: [ b ith = [ [ =Y]
Unit ID: [begins with =1 =]

™ include History ¥ Correct History [~ Case Sensitive

Search Clear | Basic Search [ Save Search Criteria
&] Den=

1. Type in the Unit ID (ex. — MT-HNF), and Organization ID (01120002) for
your organization. This will allow you to pull a list by District, for example.
The search function will only pull up 300 responders at a time, so it's
recommended to break them out.

Note: If you use the between function, (A — H, for example), it won’t
include the A or H, so it’s difficult to get a complete list.

2. Click on the Search button.

3. Inyour Search Results, click on the Last Name column header, to put
the list in alphabetical order,

ETm E
ODO02203148 0
00002204113 0
000022040000
00002202000 0
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3. Print the list from the Internet Explorer menu bar. Repeat for each unit in
your organization.



To Update information for Responders Restored or Transferred
to Your Area

TO UPDATE PERSONAL INFORMATION:

Navigate to: Workforce Administration > Personal Information >
Biographical > Update Personal Information

Note — before updating Personal Data, discuss with your supervisor which
fields should be updated and which can be left blank. It may not be
necessary or even desirable to enter all the fields.

1. From the Update Personal Information search screen, search for the
employee by entering information In the Unit ID, Last Name, or EmplID
boxes as appropriate.

a Update Personal Information - Microsoft Internet Explorer provided by USDA Forest Service

File Edit Wiew Favorites Tools Help ‘

GBack ~ = - @) fal | @l search [ Favorites  §0Meda (H | B-& = F

(=13
EmpliD: [ beging with =] | =l
Name: |begins withj|
Last Name: [neging with =] ey
Department SetiD: | begins with x| | e}
Organization ID: | begins with j| Q)
Unit ID: [begins with =] [ Q)

" Include History [ Correct History [ Case Sensitive

Search Clear | Basic Search [ Save Search Criteria

Search Results

123 ot 23
EmpliD Empl Red Nbr Hame E: an Department SetlD Organization ID Unit ID
000010001280 Finley,Carl FIMLEY BLMODO IMAC (hlank)
goooio022350 Einley. David EIMLEY BLMOD INAC thlankh
0oo010154260 Einley Beyvetl EIMLEY BLMOD INAC blank;
000010154270 Finley Diavid FINLEY BLKOO INAC (blank)
000010154280 Einley Peter EIMLEY BLMOO INAC (blank)
000010213400 Finley Haward FIMLEY BLMOD IMAC (hlank)
000010331520 Einley Karen EIMLEY BLROD IMAC (hlank)
000010423760 Finley Brent FIMLEY BLODO IMAC (hlank)
000010452960 Einley Brian EIMLEY BLMOD INAC (hlankh |
000010481930 Einley Richard EIMLEY BLMOD INAC thlankh
000010482010 Einley Oscar EINLEY BLRMOO INAC blank:
000010483040 Finley Donald "DUKE"  FINLEY BLMODO AL (blank)
000010484170 Finley Floyd FIMLEY BLMOD IRAC (hlank)
000010484850 Finley Clarence FIMLEY BLODO IMAC (hlank)
000010484860 Finley Clarence FIMLEY BLMODO IMAC (hlank)
000010484870 Finlev.Frank FIMLEY BLWOO 1A thlankh ﬂ
|@ lilil—éi 4 Internct
hstare ||| & @ & 3 #|| @welcom... | @J1ocs ... |[Eupdate.. Stiars | Ejsecuon_..| oSG SIS SE@Y S s

2.  Click on the yellow Search button and select the employee.

3.  You can also bring up a list of responders by Organization ID (District, for
example, as described in the Print a List of Responders section earlier in
the document.



Note that in all the tabs, you should use the + button to update information
so historical data is maintained.

Name History Tab

a Update Personal Information - Microsoft Internet Explorer provided by USDA Forest Service

File Edit Wwiew Favorites Tools Help ‘

GBack - = - @ fal | @hzearch  [FEFavorites §lMeda (F | B-& 5 F

£ 1QCS

=3

Mew Yiindow | Help

| Mame History "\ Address History )" Activity- 5 ¥ear |~ Birthdate |

EmpliD: 00002204862 Ermployee

*Type of Name: |Primaw =l =

*HffectveDate: 0170111340 1] =]
Format Using: USA QA United States Refresh the Mame Field |

Prefiz: 'I

First: |Rusaﬂna Middle: |
Last: [Finley Suffix: a)
Hame: Finley,Rosanna
B save]  [QUReturnto Search | [+SNesxtinList | (42 Previous inList | [EINetify | Hext tab | (g Refresh | (2] Alinclude History| | [ Correct History |

Marne History | Address History | Activity - 5 vear | Bithdate

& E
ifljStart |J @& M 3 B5 ”“ @We\cnm...l E]10C5H. . ||@u|;date... Higes | @sect\nn_ml ‘ﬂ5®&!ﬁ€3@>a@& 10:41 &M

1. Inthe Type of Name field, you can select either Primary or Preferred.

2. Select the appropriate Effective Date using the calendar button, and edit
the Person Name fields.



Address History Tab

a Update Personal Information - Microsoft Internet Explorer provided by USDA Forest Service

File Edit Wiew Favorites Tools Help ‘
SBack ~ = - &) fa | @ search [ Fovorites  FliMedia (3% | B-ES = E5

Address [ @] https: figes.nwc. gov:644:3 pspfpshrprd/EMPLOYEE/HRMS/c/ADMINISTER _WORKFORCE_(GBL).PERSONAL_DATA.GEL | @ao |Links > @& -
o) .
8 1QCS

=13
Mew Window | Help ]

[ Mame History | Address History {_ Aciivily- 8 Year j” Birlhdate |

Finley Rosanna Employee EmpliD: 00002204862

*Address Type: hd EHE

Address History Find | View All

*Effective Date: [001/1540 [ tatus: [actve = 3 =

Country: IUSA ﬂ United States

RIS Bl eotnaoress
[
Customize | Find | ] First 1-4 of 4 Last

*Phone Type Telephone

[Business =] [+06 4495475 4] =]

|Home x| [+0693zaszae ] =1 |

[other =] ] =]

|Pager 1 = =

Email Addresses Custornize | Find | 8

*Email Type *Email Address

I 1 — =
&7 pone ’_’_E & Internet
Bstan||| @@ 2 HE > @wekon.. | Enocsn. [[Eupdeten, Cine | Bl | RN T, T - -y ety

1. Click on the + button to add new Home, Business, or Mail Address Types.

2. Continue to use the + buttons to update information in the Address
History, Phones, and Email Addresses fields.

3. Be sure to select the appropriate new Effective Dates, and accept the
Status as Active.

4. If there is historical address data, click on the Correct History button, and
select View All from the Address History header. For information that is no
longer current, change the Status to Inactive, and change the Effective
Date to reflect the current status.

5. Click on the Save button.



Activity 5 — Year Tab

Note — The Last Activity Date field should change to today’s date automatically.

- Update Personal Information - Microsoft Internet Explorer provided by USDA Forest Service

File Edit Wiew Favorites Tools  Help

< Back ~ -~ - @& | @isearch [FFavorites €0media (B | (B & = H

Address [&] https:/fiacs .nwen.gov: 8445/ pspfpshrprdfEMPLOYEE/HRMS/c ADMINISTER _WORKFORCE_(GEL). PERSOMAL_DATA.GEL | e |Lnks @ & -
— .
2 1QCS

=g
Mew window | Help

/ Marne History y~ Address Histary j” Actiity - 5 vear Y Bihdate

Finley,Rosanna Ernployee EmpliD: 00002204852

Last Activity Date: ||321|3312|3D5 B ™ mManually Updated
& save ) Return to Search | [ +E Mextin List | | 1= Prewious in List | [EJMotify | |82 Previous tab | Mext tab | |45 Refresh | (=] Al include History | | [ Correst History |

Mame History | Address Histary | Activity - 5 vear | Binthdate

[ S [ nkeener

&7 Done
Mstart ||| & = B3 »|| @wetcame - L...| &710¢s Home .. |[E]0pdate Pe.. | iines | B section_qua...| [l < S BT QB <5 - EI@ b, 1101 AM

Birthdate Tab

- Update Personal Information - Microsoft Internet Explorer provided by USDA Forest Service

File Edit Wiew Favorites Tools Help

&= Back ~ = - @ 23 | @ysearch [EIFavorites &EPMedia OB | Y- & =1 =
Address |@ https:/figes .mweg .gav: 8443/ psprpshror dfEMPLOYEE/HRMS S/ ADMINISTER _WORKFORCE_(GEL).PERSOMAL_DATA.GBL Ll @G0 | Links & -

=1 »
Mew window | Help

[ Mame Histary | Address History ) Activity- 5 vear f Birthdate )

EmplID: 00002204862

Finley,Rosanna Employes
Date of Birth: )
Bl save) [(ClRetumio Sesrch) (LENextin List) (12 Pravious inList) ([E-INotiny ) (58 Pravious tab) (8 ) (& Retrash ) (Z21 -~ ) ( 2l inciuda History) ([ Comect History)

Marne History | Address History | Activity - 5 Year | Binhdate

=N —
[ Bsection qua. | [ lll# <o S B L OB 3 S EI@ 2, 11,02 am

<]
#Mystare |J = & B ”H @ weicome - L...| &719cs Home .. |[E]Undate Pe... iliacs

1. Use the calendar button to select the Date of Birth, and click on the Save
button.



TO UPDATE JOB INFORMATION:
Navigate to: Workforce Administration > Job Information > Job Data

Note — before updating Job Data, discuss with your supervisor which fields
should be updated and which can be left blank. It may not be necessary or
even desirable to enter all the fields.

1. From the Update Job Information search screen, search for the employee
by entering information In the Unit ID, Last Name, or EmplID boxes as
appropriate. (See screen capture in #1 above, page 4).

a Job Data - Microsoft Internet Explorer provided by USDA Forest Service

File Edit W%iew Favorites Tools Help ‘ﬁ

SBack ~ = - &) fa | @ search [ Fovorites  FliMedia (3% | B-ES = E5

Address [@] https: figes.nwc. gov:644:3 pspipshrprd/EMPLOYEE/HRMS//ADMINISTER _WORKFORCE_(GBL). JOB_DATA. GBL | @ao |Links > @& -
£ IQCS
RS

=13
Mew Window | Help ]

|/ Work Location {_Jok Infarmation |~ Salary Plan )" Employment Information |~ Job Groups

Finley Rosanna Employee EmpliD: 00002204862 Empl Rcd#: a
lork Location Find First (4] 1061 [¥] Last
Employee Status:  Active Date Created: 01011940 =
*Effective Date: 01/01/1840 | ] Effective Sequence: I—U *loh Indicatnr:l Prirary Jak :I'
Action/Reason [Hire = Iﬁ Q status change
urrent

*Regulatory Region: [UsA Q) United States

Company: WG Matl Wildfire Coordinating Grp

*Setid: lm =Y Forest Service

*OrganizationIp: ~ [01120000 @] Helena National Forest Ory Entry Date: lm &l

Unit ID: MT-HNF Y Helana Matianal Farest
Supervisor ID: ﬂ

|Selid1Lucatiun: MWC GI QIMTDDSS Q) Helena Mational Forest

|S£-!lid i Location: g| Q)
Dispatch Unit ld: MT-HDIC: g Helena Dispatch Center

B save)  [ClReturn to Search | [EMotify Mext tab | |4 Refresh Al Include History | | [ Correct History
‘Wark Location | Job Information | Salary Flan | Ernploviment Information | Job Groups |
=
&1 ’_’_E & Internet

i#ljstart |J - N = ”H D wekcome -L...| @IQCSHome...”@Joboataf... Higes | Bsection_qua...| |l L B SRS 12asm

2. See To Add a New Account on page 11 of this document. Note that some
of the tabs in the Job Data screen correspond to the tabs in the Hire
Employee screen shown on page 11. Refer to the instructions starting on
page 14 to update information in the Work Location, Job Information,
Salary Plan, Employment Information and Job Groups as appropriate.

3. Update Effective Date and Status as appropriate.

Important note — Unlike adding a new account, you should use the +
buttons to add new rows of data, and preserve historical data.



To Make an Employee Inactive

Navigate to Workforce Administration>Job Information>Job Data

Job Data

Enter any information you have and click Search. Leave fields hlank for a list of all values
Find an Existing Value

EmpliD: [egins with L”

Name: [begins with =]

Last Name: [begins with =]

Department SEIID:I hegins with L”

Organization ID: |begms wnhL“

Pl rapFe]

Unit 1Dz [begins with =]
™ Include History ¥ Correct History [~ Case Sensitive

Search Clear | Basic Search [ Save Search Criteria

&) Dons

1. Click the Correct History button, as shown above.

2. Type in the Employee ID (or some other search criteria), and click on the
search button, and the following screen will be displayed. (Minimize the
menu on the left of the screen).

a Job Data - Microsoft Internet Explorer provided by USDA Forest Service - ||:||5|

Eile Edit View Favorites Tools Help |
HBack - = - @ 21 | @Search [l Favarites @Media @ | %v S =t @ P

Address [&] htps: figcs.nweg. gov:a443{psppshrprd/EVPLOYEE/HRIVIS < ADMINISTER,_WORKFOR(CE_(GBL).J0B_DATA.GBL x| @60 |tnks >
IQCS

Home

Wew Windmw | Help 4]
| Work Location (__Job Information " SalaryPlan )" Employment Information }” Job Groups |,
Knaub, Phil Employee EmplD: 000022047 46 Empl Rcd#: 0
Find First
Employee Status:  Active Date Created: 07/04/2004
*Effective Date: IU?"U‘UNU4 EY Effective Sequence: 0 *Joh Indicatur:l Primary Jah j'
Action/Reason |Transfer = =y
urrent
*Regulatory Region: IUSA g United States
Comparmy: WCG Matl ¥yildfire Coordinating Grp
*Setid: IFSDUU =Y Forest Senice
*Organization ID: |U1 120001 Q) Towngend Ranger District Org Entry Date: |07/04/2004 5]
Unit ID: IMT'HNF ﬂ Helena Mational Forest
Supervisor ID: I g
|Setid /Location: INWCG[ QIMTDDEQ g Townsend Ranger District
|Se‘(il:| [/ Location: INWCG[ gIMTUUGQ g Townsend Ranger District
Dispatch Unit Id: IMT—HDC Q) Helena Dispatch Centar
& savel  (CRetun to Search | [Enotife | (S Newt tab | (2 Refrash | =] 0 Include History | | [ Conect History b
‘Wark Location | Job Information | Salary Plan | Employment Information | Job Groups ;l

] [ @weme
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3. Click on the Search button next to Organization ID, and the Look Up
Organization ID screen will be displayed.

4. Type in INAC next to Organization ID, and click on the yellow Look Up
button, as shown below.

5. Click to select INAC in the Search Results, under Organization
Description at the bottom of the screen.

+} Job Data - Microsoft Internet Explorer provided by USDA Forest Service

File Edt View Favorites Tools Help

GBak - =+ - D 7at | Qhsearch [BFavortes (Fmeda o4 | = N= E

Address Iﬂj https: ffiqes. nweg. gov: 8443 (pspipshrprd JEMPLOYEE HRMSCfADMIMISTER _WORKFORCE _{GBL).JOE_D

£ 1QCS

»

Look Up Organization ID
Seti: FE000
Organization I1D: | begins with j |\NAC
Compamy: | hegins with x| | al
Location SetiD: [begins with =] =]
Location Code: | hegins with j | Q)
Manager ID: | begins with ~| [ a
Budget with Department: | hegins with | [
Description: |begins with x| [

LookUn | | clear | | Cancel | Basic Lookup

Search Results

m 1of1 m
'Orpanization ID Description
INAC Inactive Emplovee

6. When you have returned to the Job Data screen, click on the yellow Save
button on the bottom of the screen.
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To Add a New Account

Navigate to Workforce Administration>Increase Workforce>Hire Employee

Note — before entering new account data, discuss with your supervisor
which fields should be updated and which can be left blank. It may not be
necessary or even desirable to enter all the fields.

Z Hire Employee - Microsoft Internet Explorer provided by USDA Forest Service -0l x|

File Edit View Favorites Tools Help |
P Back = = - @ 7 | @Search (] Favarites @Media @ | %’ S = =

Mew Window | Help

|/ Mame History \_Address History | Birthdate/ID }” Work Location " Jok Infarrnation ” Salary Flan_}” Employment nformation |

EmpliD: MEWY Employee
*Type of Name: =]
Effoctive Date:  [10/2612004 1) =]
Format Using: IUSA al United States Refresh the Name Field |
Prefix: | =
First: | Middle: |
Last: | Suffix: =Y
Name:
B save)l  ([Eldnetity | Next tab | |45 Retrash | Bladd

Mame History | Address History | Birthdate/NID | Yiork Location | Job Information | Salary Plan | Employrment Information

[& ’_’_E # Internet 4

Note — It's a good idea to minimize the navigation window.

Name History tab
1. Accept all defaults except fields described below. (You can ignore Prefix:)
2. Type in the First, Middle (if available) and Last Name of the employee.
3. Click on the yellow REFRESH THE NAME FIELD bar.

4. Do not click the Save button until all tabs are complete.
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Address History tab

a Hire Employee - Microsoft Internet Explorer provided by USDA Forest Service - |E||5|
File Edit View Favarites Tools Help |

{FBack ~ = - @ 4 | @Search [ Favarites @Media @ | %v = = -}

£ 1QCS
=
/” Name Histary "~ Address History {_Birthdate/NID " Work Location §~ Job Infarmation | Salary Plan ', V) =

EmpliD:  pEW

Address Type

“Address Type: it =

Address History

*Effective Date: |1 O/26/2004
Country: [ust @ ynited states
Address: = Edit Address

oo [ =]

=

*Phone Tyne Telephone

Email Addresses
*Email Type *Email Address

| E | 1 =]

B save) ([Elnotity || Previous tab | [ Nesd tab | [ Refresh | Bk add

Idarre Histare | Address History | Bithdate/NID | Work Location | Job Information | Salary Plan | Emplovinient Information

|@ Dane ’7 ’7 g " Inkernet

S Bl

1. Skip the address information.
2. Fill in the phone information section. Select Phone Type (Business, for

employees, and Home or Cell for AD's), and type in the phone number,
including the area code.
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Birthdate/NID Tab

3 Hire Employee - Microsoft Internet Explorer provided by USDA Forest Service

File Edit View Favorites Tools Help
Bk - = - D 7 | Qzearch  GilFavorites fMediz (4 | - S =t 2

Address I@ https: fiqes.nweg. gov:S443/psp/pshrprd/EMPLOYEEHRMS, ] ADMINISTER,_WORKFORCE_(GEL). JOB_DATA_HIRE.GEL j @Gn Links
i, -
5 1QCS

(=13

Mew Window | Help

/ Mame History | Address History | BirthdateMID _ork Location  Joh Information | Salary Flan | [W)

EmpliD:  NEW

Date of Birth: | (et

™ National ID Custamize | Find | |
Country }Na;iow Description National ID PrimaryID

usa 4 IPR Q] Social Security Number I v & =]

B savel  ([Elnctify | Previous tab | (38 Nexd tab ) |2 Refrash | B add

Iame History | Address History | Birthdate/NID | Yiork Location | Job Information | Salary Plan | Employment Information

] [ ]8 @ e Y

1. Click on the calendar button to select Date of Birth. Use 01/01/1980, if
the birthdate is unknown. It can be changed later.

2. Accept all other defaults, and enter the Social Security number under
National ID.
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Work Location Tab

Zj Hire Employee - Microsolt Internet Explorer provided by USDA Farest Service

File Edt ¥ew Favorites Tools Help

daBack ~ = - 4 | Bhsearch [EFavorites hveda (| By S = 5 2

Address [&] https: fiqes.nwcg.gov 6443 ]pspipshrprd[EMPLOYEE /HRMS/c/ADMIMISTER_WORKFORCE_{GBL). JOB_DATA_HIRE GEL =l
_— -
8 1QCS
3

/ Mame Histary " Address History | Birthdate/NID " Work Location \_Jab Infarmation | Salary Plan 'y Employment Infarmation |

EmpliD: NEW Empl Red#: 1}

Employee Status:  Active Date Created: 10529/2004 ll;l
*Effective Date: 100292004 Bl Effective Sequence: I—D *Joh Indicator: | Primary.Job :I'
Action/Reason |Hire il =Y

urrent
*Regulatory Region: [USA | Q) United States
Company: WG Matlwildfire Coardinating Grp
*Setid: Fso00 | Q Forest Semvice
*Organization ID: ~ |07120004 =Y Lincaln Ranger District Org Entry Date: |10/2872004 ]

Unit 1D: WT-HIF <l Helena MNational Forest
Supervisor ID: =Y

|Selid /Location: MG ﬂ MTO043 ﬂ Lincoln Ranger District

|Setid ILocation: MW GE ﬂ MTO043 ﬂ Lincoln Ranger District
Dispatch Unitld:  |MT-HDC Q| Helena Dispatch Center

B savel  [Elnetify | [ Previous tab | (2B Next tab) [ Refrash | Ekadd

Mame Histary | Address History | BithdatestID | Wark Lacation | Job Information | Salary Plan | Employment Infarmation

|&] Done [ & [ neermet

1. Accept the default value for Effective Date.

2. Consult your Supervisor before selecting an Action/Reason. Hire is
generally correct for new employees.

3. Accept all the defaults except the following:
4. Setid - Use the search button to select (FS0000, for example).

5. Organization ID - Use the search button to select the appropriate District
(Helena National Forest for SO employees, and AD's, for example).

6. Unit ID - Use the search button to select (Helena National Forest, for ex).

7. Under Admin Location, Setid - use the search button to select.

8. Under Admin Location, Location, click on the search button. In the
Location Code box, type in MT, and click the yellow Look Up button. Select

the appropriate District, (or Helena National Forest for SO employees, for ex).

9. Fill in the Duty Station information to match the Admin Location (unless the
person is on detail to another location).

10.For Dispatch Unit ID, click on the search button. Type MT-HDC in the Unit
ID box, and click the yellow Look Up button. Select MT-HDC.

11 Accept all other defaults.
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Job Information Tab

2} Hire Employee - Microsoft Internet Explorer provided by USDA Forest Service

File Edt Wew Favorites Tools Help

dBak » = - (D 7at | Qhsearch  [ElFavortes fMedia (H ‘ - S e op

Mew Window | Help

/ Mame History | Address History | BirthdatesNID Y Work Location | Job Information _Salary Flan ' [V}

EmpliD: NEWY Empl Rod#: 0
Job Information Find First 1cf1
Effective Date: 1002972004 Effective Sequence: 0 Job Indicator:  Primary Job
Action / Reasomn: Hire Current

*Joh Code: I Ql Entry Date: Ed

*FullPart: Full-Time Jid

Empl Kind: j
B save]  [Entify || Previous tab | (5 Next tab | [ F Refresh | Eradd

kame History | Address History | Bithdate/MID | Wark Lacation | Job Information | Salary Plan | Employment Information

[& '_’_ ’—g # Internet 4

1. This information must come from the Personnel Office. Only the Job Code
and Full/Part are required fields.

2. Full/Part will generally be 0462A for Forestry Tech, but consult with your
supervisor.

3. Select Full-Time or Part-Time as appropriate.
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Salary Plan Tab

=2 Hire Employee - Microsoft Internet Explorer provided by USDA Forest Service -0l x|

File Edit View Favorites Tools Help

Bk - = - D 7 | Qzearch  GilFavorites fMediz (4 | - S =t 2
Agdress@https:,r,hq:s.nwcg.guv:8443fpspfpshrprd,fEMPLOVEE,rHRMsfcfADMINISTER_WORKFORCE_(GBL).JOB_DATA_HIRE.GEL =] @0 |Lnks >
IQCS

Search: Mew Window | Help =4

D My Favarites [ Mame History ) Address History | Birthdate/NID_}” Work Location )" Job Information '}~ Salary Plan Y_Ermployment nformation

> Employee Self Service T .
[> Manager Self Service mpliD: NEW mp -0
=7 Wiorkforce Administration

=7 Increase Warkforce SalanyBlan
Effective Date: 1002902004 Effective Sequence: ] Job Indicator:  Primary Joh
Add Mon-Employes . .
: H

[» Personal Information e e Current
[> Jok Information
[ Responder Infarmation - R
[» 5elf Senice Transactions Salary Administration | QB Grade: =Y
[> Workiorce Reporis Plan:

[> wiorkforce Developrment

[ Organizational
Development

[ Enterprise Learning

[> Workforce Monitaring

[> et Up HRMS

[> 10CS Setup Tables

[> Wiorklist =

[ Application Diagnostics

[» Reporting Tools

[> PeapleToals
Change My Password
My Persanalizations
My Dictionary

- ol

[ @

1. Itis not required to change any of these fields. Accept the defaults.

Employment Information Tab

j Hire Employee - Microsoft Internet Explorer provided by USDA Forest Service -0 Ll
File Edit Wiew Fawvorites Tools  Help ‘
&Back ~ = - D fat | Qhsearch [GFavorites Zhvedia (4 ‘ B-S )

-

Mew Window | Help

Search:

| Mame Histary | Address History | Birthdate/MID | Work Location |~ Job Information §” Salany Flan_}” Employment Information \_

[> Mty Favorites
[ Employes Self Semnvice

[> Manager Self Service EmpliD: HEW Empl Rod#: a
= YWarkforce Administration

<7 Increase Workforce
" I HomeHost: Home

Add Mon-Employvee
[> Personal Information
[> Job Infarmation
[ Responder Information
[> Self Service Transactions

[> wyorkforce Reparts

E “gfg;ﬁ”é;iii‘f'”pmem Hire Date: Estimated Qualification EndDt: ||
Development Termination Date:

[> Enterprise Learning

[> Workforce Monitoring Rehire Date:

[> Set Up HRMS

[ 15CS Setup Tahles

[> warklist

[» Application Diagnostics

> Reporting Toals

[ PeopleTools
Change hiy Passward
My Personalizations
hty Dictionary

1. Itis not required to change any of these fields. Accept the defaults. Click on
the Save button when completely finished.
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To Find or Create Incidents

Navigate to: Workforce Administration > Responder Information > Incident
Setup

Note: Keep in mind, that although each Dispatch Center should enter their
own incidents, it is possible, or even likely that someone else entered some
of your incidents. It could have been entered several times, or not at all.

1. Search thoroughly for your incident. Keep the search simple, and
remember that if someone else entered your incident it could be mis-
spelled, or lack a Unit ID.

2. ltis usually safe to search by Year, State, and/or Incident Name. In the
example below, | search for the Boundary Fire. Click the Search button.

~J Incident Setup - Microsoft Internet Explorer provided by USDA Forest Service

File Edit View Favorites Tools Help
GBack ~ = - &) [} | @ 5earch [FFavorites EMMeda (4 | B-S= 5
S 1

=13

Incident ID:  [hegins with =] |

Incident Number: [begins with = |

Year: |heg|na wnthDDd

State: |begin9 withj| al

Incident Name: |begin5 withj|b0undary

Unit ID: [begins with =|| Q)

I” Case Sensitive

Search Clear | Basic Search ﬁ Save Search Criteria
Search Results
114 of 14

Incident ID  Incident Number Year State Incident Name

00000004757 83 2004 MM BOUNDARY i

0000000676E BEYE 2004 MY BOUNDARY BI-LYD

00000016127 BHIF 2004Tx BOUNDARY TALGRE

00001701470 COMVERTED  2004TH  BOUMDARY blank]

00000019557 AK-FAS-00193 2004 AK BOURDARY COMPLEX AK-ASCO

00000005110 Mh-EMP- 2004 MM BOUMNDARY PILES BX MM-EMP

00000004151 A4SE 2004 A Boundary AR

00000004666 AK-FAS-000193 2004 AK Boundary blank

00000006333 1D-MPF-019 200410  Boundary ID-MPF

0000000881 010-MPF-032 200410  Boundary ID-MHPF =
00000014663 AK-FAS-0193 2004 A Boundan AK-AFS

00000004148 AK-FAS-000183 2004 Ak Houndary Fire AK-AFS

00000002855 MT-KMNF-027 2004 MT  Boundary Mountain MT-KMHE

00000019373 FL-BCP-103 2004FL  Boundary RX EL-BCE ﬂ
& [ & [ meemet
st | S G B W | @wero| s | Flasek. | #1105 . [@Tmen., B | FERGEN T Imle Pt [ Y ey

2. Select the incident you want from the list.

3. If your incident needs to be created, click on the Add a New Value tab.
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=l Incident Setup - Microsoft Internet Explorer provided by USD# Forest Service

File Edit Wiew Favorites Tools Help
4= Back - = - @D £} | @ Search [EFavorites EFMedia 63 | - & = =

Address |@ https:{fiqes .mwcg.gov: 8443/ pspfpshrprdfEMPLOYEE HRMS/ cfADMIMNISTER _WORKFORCE _(GBL).1Q_INCIDENT _CHMP.GBL

=g

Bew wiiindow | Help

Incident Drata

/Eind an Existing Yalue Add a New Value

Incident 1D: [MEW

Add

Find an Existing Value | Add a Mew Value

£3) [ 2 [ meernee
listart || | & ES =] »|| @@wein...| Caiaes | BEauick.. | @31ocs .| [Eined... | st or... A G A LS @@ S 12slem

4. Click on the gray Add button, and the following screen will appear:

“J Incident Setup - Microsoft Internet Explorer provided by USDA Forest Service
File Edit Wiew Favorites Tools  Help

GBack - = - @ o} | Bisearch [FFavorites EMeda OF | RA- & = B

= »

Mew Window | Help

Incident Data

Incident ID:  NEW

*Incident Number: IMT—HNF-DDE “Year: IQDD4 Status: | Active 'I
*Begin Da(E:ID?H 4i2004 B End Date:IU?.H 812005 G

*Incident Name: |E><a mple

Incident Location: |

Event Code: IWF ﬂ Complexity: | Type 3 = Fuel Type: Tmhbr: 8-10 'l

Event Category: IFI Size Class: ID_ g 100.0- 299.9 Acres

Unit ID: IMT-HNF Q] Helena Mational Farest
country:  [Usa] (@ state: [T =Y

B save)  [ElNority [EAdd | |8 UpdatesDisplay |
|&7 Done [ [& [ meernet
Siston ||| @ @ SH W 7| @wero.| o | Blavek. | £li0cs - |[FTinc.. Bk, | IISRCEN T e - [ SN e

Note: Although it is each center’s responsibility to enter their own
incidents, it is possible for them to be entered by someone else, and
possibly several times. So search thoroughly, and if several are found, try
to select the one with the most accurate information.

5. Fill in as much information as you can, using the search functions and
calendars, when applicable. Click on the Save button.

Note: You may want to create a generic Misc AB Incident, or Prescribed

Fire incident for each year, instead of entering all your incidents.
Consider including your agency in the Incident Name. (HNF Misc AB).
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Turn Off Admin Actions

Note: This entire section is new

Navigate to: Workforce Development > Competency Management > Incident
Qualification Card > Incident Qualification Card.

1. From the search screen, enter the appropriate Unit ID, Last Name, or Empl
ID and click on the Search button to select the responder. This will take you
to the Qualifications screen.

2.  Unclick all the Admin Action check boxes.

a Incident Qualification Card - Microsoft Internet Explorer provided by USDA Forest Service

File Edit W¥iew Favorites Tools Help ‘
GBack ~ = - @ faf | fDisearch B Favorkes G Mediz €8 | == e

Address I@ https:figes. macg, govi&443/pspipshrprd/EMPLOYEE [HRMS e [MANAGE_COMPETEMCIES_(GEL).IQ_REDCARD.GEL j @Gu Links > @ -
% . o
2% 1QCS

Add to Favorites

(=13
Mew Window | Help
Qualifications
EmpliD: 00002203745 Bradway Mick Last Print Date:

Cert Official: 00002204652 QY Ruby,Bret
Fitness and Refresher Status

FITCAT Fitness Categaory Ardugus 05/17/2005
RFSR Fire Safety Refresher Attained 05/22/2005

Qualifications Custornize [Find | B First [4) 14014 [P Last

Priori Printto Certify Position Admin. Exper Previous Position/Taskbhook

Justification  Printed

Card Position Action Status Status Expiration Date
1 I I ] FALA Faller Class A O Q Qualified Ungualfied 09/25/2008 B -
2 I 2 v O FALB Faller Class B - Q Qualified Ungualfied 09/25/2008 % ]
3 I 1 c2l r FFT1 Adv FirefighterSquad Boss r Q GQualified Trainee  08/12/2009 B -
4 I 1 | 2 FFT2 Firefighter ¥ Ia Q| Gualified Unqualfied 07H5/2009 B ]
B save] [QLReturn to Search | ([ INotify 2 A Include History | | [ Comreet History |
|@ lililg 4 Internst

iﬁstart |J g @ Eg ”“ @Welcume— | @Cannot F\nd...I @sectlon_qu... I “Hred_cards “@mcident Q... \ﬂ%@%ﬁ!ﬁ}@&@& 11:42 AM

3. Click on the yellow Save button.

4. Go completely out of this screen by navigating to any other search screen in
the Menu.

5. Go back into the Incident Qualification Card screen. This is what

updates the other screens. You can now exit the Incident Qualification
Card screen.
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TO PRINT INDIVIDUAL MASTER RECORD

Navigate to: Workforce Administration > Responder Information > Reports >
Responder Master Record

1. Click on the Add a New value tab. If you already have a Run Control Id, you
can just search for it and use it over and over again.

Type in a new Run Control ID of your choice. (ex. master_jones),

Click on the ADD button. This will take you to the Report Request
Parameters screen.

a Responder Master Record (CO28) - Microsoft Internet Explorer provided by USDA Forest Service
File Edit Wiew Favorites Tools Help ‘
SBack ~ = - &) fa | @ search [ Fovorites  FliMedia (3% | B-ES = E5
Address [ @] https: figes.nwcy. gov:6443 psp/pshrprd/EMPLOYEEHRMS/ /4 DMINISTER _WORKFORCE_(GBL).1_RNCTL_C028.GBL | @G |Links * -
) i
%8 1QCS
3
, S =
Run Control ID:  hinf_01 ReportManager  Process honitor R
- _ Check box OM to print by the selected Agency, Qrg or Unit,
™" Print by Agency, Org or Unit o orryo print by the selected Individual List
- Group Assignments ¥ Issued {but not completed) Taskbooks
SelectALL ™ Future Jobs ¥ Completed Taskbook History
¥ Qualified Jobs on Redcard ¥ Responder Qualified Jobs
¥ Trainee Jobs on Redcard ¥ Responder Trainee Jobs
¥ unqualified Jobs on Redcard ¥ Responder Experience History
¥ Responder Training History ¥ Instructor History
Individual Responder List Custornize | Find | View Al | 88 First [ 1011 [ Last
EmpliD Hame
100002208784 | Q4 Gilbert Rocky =]
&1 ’_’_E & Internet
‘gl start |J e (B3] ﬁg ”H @We\com...l @IQCS H.., ”@Respon.._ iges I @uuwckﬁreml \ﬂ5®&ﬁp§€3@@&ﬁ& 1:29 PM

4. Note that there is no apparent option to select an individual master record.
To get this option, click in the Print by Agency, Org or Unit box twice.

Click on the desired report elements.
Search for the individual by Employee ID or Name.
Click to select the employee.

© N o o

Click on the Run option near the top of the screen. This will take you to the
Process Scheduler Request Screen.
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Z} Responder Master Record (CO28) - Microsoft Internet Explorer provided by USDA Forest Service [_[=]

File Edit Wiew Favorites Tools  Help
&= Back ~ = - @D ) | Bisearch [FFavorites veda (B | B- & = H
Address [&] https: fies nweg govi 8443/ pspipshrprd/EMPLOYEEHRMS/cfADMINISTER _WORKFORCE_(GEL).1G_RMNCTL_C028.GBL
& 1QCS
o
=1 »
Mew Window | Help
Process Scheduler Request
user ID: rfinley Run Control 1D: hnf_01
Server Name: ESn T =] Run Date: |U1125J’2'JE'5 Edl
— ~] Runtime: [Zz30aFm Resetto Current DatefTime |
Time Zone: MST G /mountain Time
Process List
Select Description Process Name Process Tvpe *Type *Format
~ IGRFTO2E IGRPTO28 SQR Report Web =1 [FoF ~] EH
oK Cancel
&1 |2 [ nkernet
Mstare ||| & =y &7 »|| @ welom... | £J1ecs .., |[E]Respon.. iges | B quick re... [5G Sl e S 1s2m

10. Accept the default Run Time. Type should be web, Format should be PDF,
and Server Name should be PNST. Click OK. This will start the report and
return you to the Report Requests Parameter’s screen (reference snapshot
above).

11.Click on the blue Process Monitor button to check the status of your report.
This will take you to the View Process Request screen.

12. When it displays Success, click on the blue details hyperlink.
13. At the Process Detail window, click on the blue View Log/Trace hyperlink.

14.In the View Log/Trace window, click on the PDF file in the Name field. Your
report will open in PDF format, to be saved or printed.

IF YOU GET AN ERROR MESSAGE, DO THE FOLLOWING:
In your browser, click on Tools, and select Internet Options.

2. Select the Advanced tab.

Pull the scroll bar all the way to the bottom. Be sure the following check boxes
are clicked on:

Use SSL 2.0, and Use SSL 3.0

4. Be sure the check box is clicked OFF for Do not save encrypted pages to
disc. Click on Apply and OK.
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To Print a Competency Report

Navigate to: Workforce Development > Competency Management > Reports
> Competencies > Responder to Role Match Report

Note: For more detail and screen captures refer to Print Master Record

© N O

above.

Click on the Add a New value tab. If you already have a Run Control Id, you
can just search for it and use it over and over again.

From the Report Request Parameters screen, search and select the
responder.

Click on the Run option near the top of the screen. This will take you to the
Process Scheduler Request Screen.

Accept the default Run Time. Type should be web, Format should be PDF,
and Server Name should be PNST. Click OK. This will start the report and
return you to the Report Requests Parameter’s screen. (reference snapshot
above).

Click on the blue Process Monitor button to check the status of your report.
This will take you to the View Process Request screen.

. When it displays Success, click on the blue details hyperlink.

At the Process Detail window, click on the blue View Log/Trace hyperlink.

In the View Log/Trace window, click on the PDF file in the Name field. Your
report will open in PDF format, to be saved or printed.
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To Enter Training For a Responder

Note: You no longer need to enter training in both Training (history), and

Competencies. Training competencies will be updated automatically when
entered in Training (history).

Navigate to: Workforce Development > Competency Management > Track
Person Competencies > Training

3 Training - Microsoft Internet Explorer provided by USDA Forest Service
File Edit Wiew Favorites Tools  Help

dBack - = - @ =} | @isearch (EFavorites Ehmeda B | - & = EH

Address [@] https: fines nweg govi 5443,

rprdfEMPLOYEE/HRMS{C/MANAGE_COMPETENCIES (GBL). TRH_STUDNT_CRS_DT1,GBL

=1 »

Mew Window | Help

Training
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

EmpliD: [begins with ;||
Mame: [kegins with =]
Last Name: [begins with =]

Department SetiD: [ begins with =] [ al
Organization ID:  [begins with =] =Y

™ case Sensitive

Search Clear Basic Search [ Save Search Criteria

2] Done ER
#Mstart |J o & B3 ”H i wielcame - Lotus ... | B section_update.d...| £]10Cs Home Fram..."@Traininngi ..... |l = o moEl s o maps soerm

1. From the Training search screen, search for the employee by entering
information in the Unit ID, Last Name, or EmplID boxes as appropriate.

2. Click on the yellow Search button and select the employee.

3. You can also bring up a list of responders by Organization ID (District, for
example, as described in the Print a List of Responders section earlier
in the document.

4. From the Training History screen you can enter additional training by
clicking on the gray plus sign in the top right corner of the screen.

5. Complete both the Course Information and Student Information
portions of the screen.
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43 Training - Microsoft Internet Explorer provided by USDA Forest Service

File Edit Wiew Favorites Tools  Help ‘

&Back -~ = - @) 1t | @i search [ Favorites  E0Media £ | B- & = B

Address [@] https: figcs.nweg .gov: 8443/ pspipshrord/EMPLOYEE/HRMS/c/MAMAGE_COMPETENCIES_(GBL). TRN_STUDNT_CRS_DT1,GBL =] o |nks > & -
9 I(I:S e
- Acid to Favorites S

=13
Mew Window | Help =}

Training History

Finley,Rosanna EmpliD: 00002204862
Course Code; IFFSR =Y Course Title: |F\re Safety Refresher
*Internal/External: I Internal :l' Facility: Language:
Session #: I— g Min: o] Max: o # Enrolled: 0 #Waiting: o
Start Date: [nzraznne Gl Start Time: End Time:

End Date: |U3J'1 572004 @
Training Request Data &

¥ Prerequisites Met Date Needed: I @
*Attendance: [completed = Status Date: |U3f1 52004 | ]
Training Reason: IJDh Regmt =
Business Unit:  |[FS000 (@) F= Organization |U1 120000 Q)
1D: s
Grade: P =Y Pass Letter Code: Letter Dt:
=
[&1 [ [ [ mternet

Hstart ||| & [ By 53 || @welcome - Lotus...| B]section update.... | E]10C5 Home Fra... |[@7Training - Micr... [5G LM EBLI0E @@ 3 sz

4. In the Course Information portion, enter the Course Code and click on the
search button. Select the appropriate code. (refer to course Tables
printed from the home page).

5. Accept the default for the Internal/External field. Select a Start Date and
End Date.

6. If the responder completed the training successfully, be sure to click on
the Prerequisites Met check box.

7. In the Attendance box, select Completed, or whatever is appropriate.
This will allow you to select an appropriate Grade.

8. Fill in other information as desired. Click the Save button.

Note: There is no condensed list of training completed in this screen.
However the Responder Master Record reflects the training entered
in this screen. You can see all the training entries in detail in the
Training screen by clicking on the View All button at the top of the
screen.

Training entered in this screen will automatically appear in the
Competencies Screen.
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Entering Task Books

Note: Position Task Books entered here will automatically load into the
Competencies screen, including the certification, if applicable.

Be sure to enter information correctly — Task book information in this
screen cannot be edited or deleted.

Navigate to: Workforce Administration > Responder Information > Position
Task Book.

Task Book Inititation
1. From the search screen, type in the Employee ID, click Search, and select

the responder. (For more information on the search function, see page 3).
The following screen will appear:

“J Position Task Book - Microsoft Internet Explorer provided by USDA Forest Service

File Edit W%iew Favorites Tools Help

GBack + = - @) fa} | @search [EFavorites Eveda (B | [B- & = EH

Address [&] hups: figes.nwcg. gov: 443/ psplpshrard EMPLOYEEHRMS/C/ADMIMISTER _WORKFORCE _(GELY.10_TASKECOK, GEL =] o |Lnks @ & -
=13
Blew Window | Help
Position Task Book
EmpliD: 00002203745 Bradway Mick _Refresh |

Custamize | E First (4] 130r3 (¥ Last

Task Book Certiication |, [F=#

‘SetlD *Job Code Description *Initiate Date Status Expire Date  Evaluation
1 Fs000 FFT1 Adv Firefinhter’Sguad Boss 0B/0372004 Active 0B/O3F2007 EVaILIaIIDnI + - I
: Q) al | Bl et Evaution| [+ ] | =
3 Fs000 FFT2 Firefighter 051872002 Certified Evaluation I + - I
B save Q) Return to Search | [EHatify 0l Include History | | (3 Correc t Histary
2] Done 2[4 meermet

i start |J a & EF ”H i welcame - Latus ... | @]cannct ind serv... | Efjsection_qual_car .. |[@]rosition Task ... |l 2> A QL2 S EI@ 5 o:msam

2. Click on the + button, and a new line of data will open. Search for the
appropriate SetlD and Job Code using the search buttons.

3. Select the date the Task Book was initiated by using the calendar button.
Entering the Evaluation Record
1. You must enter information from the Evaluation Record in the responder’s
Task Book. Use the evaluation which recommends the responder be

certified.

2. Gotothe Incident Setup screen to search for or create the incident, if it
doesn’t already exist. See “To Find or Create Incidents” on page 17.
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3. When the incident has been created, go to the Experience by Employee
screen to enter the certifying experience for the employee, If it hasn’t
already been entered. You can check by clicking on the Experience
Summary Tab. See “To Add Incident Experience” on page 31.

4. Go back into the Position Task Book screen and click on the Evaluation
button. The following screen will appear.

a Position Task Book - Microsoft Internet Explorer provided by USDA Forest Service

File Edit Wiew Favorites Tools Help ‘

GBack - = - @ fal | @hzearch  [FEFavorites §lMeda (F | B-& 5 F

=3

Mew Yiindow | Help

TaskBook Evaluations

EmpliD: 00002203745  Bradway,Mick

SetlD:  FS000 Job Code:  FFTH
First [4] 1014 [F] Last

Eval Seq: 1 EvalDt; [07/3102004 =1
Incitlent ID: Ql
Evaluator ID: ﬂ Phone:

OR... If Evaluatar is not in the 1QCE Systern.

Name: | Task Book Library

Comments

© Successful The individual has successfully performed all tasks for the position and should he
considered for cerification
© Hot Completed Individual was not able to complete certain tasks or additional guidance is required.

" Not All Tasks Evaluated Mot all tasks were evaluated on this a ignment. Additional assignment needed to
complete the evaluation

© Severely Deficient Individual is severely deficient in the performance oftasks for the pasition and needs
further training ¢hoth required & knowledge and skills needed) prior to additional
assignments as a trainee

OK Cancel I
& [ 8 (@menet
iglstart |J -3 &y BX ”“ @We\cnme-...l & |Cannot findml W section_qu... | £ |Position T... ‘dﬂ%@&“’%@aﬁ& 10:05 AM

5. Select the evaluation date using the Calendar button.

6. Use the search button to look up the Incident ID. If you have entered the
experience, chances are that IQCS will find the incident for you
automatically.

7. If aresponder automatically uploaded from Red Card with an initiated, but
not completed Task Book, the Incident ID search button will bring up
Conversion, as an option. This will work if you don’t have documentation of
the responder’s experience from the past.
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/J Position Task Book - Microsoft Internet Explorer provided by USDA Forest Service

File Edit View Favorites Tools Help ‘
GBack ~ = - @) fat | @ search [F]Favorites EMeda £F | B-& = 5
Address I@ https: figes.nwcg.gov: 8443 psp/pshrord [EMPLOYEEHRMS C ADMINISTER _\WORKFORCE _(GEL). 10 _TASKBOOK, GEL j 6>Go Links * -

£ 1QCS

=13

Mew indow | Help

TaskBook Evaluations

EmplID: 00002203745 Bradway,Mick
SetlD; Fs000 Job Code: FFT1
Eval Seq: 1 BvalDe  [0731/2004 i HE
Incident ID: [00000003831 . @ pgyjar
Evaluator 10: [10002204760. [ grmitn popent Phone: 406 4495490
OR... If Evaluatar is not in the IQCS System.
Hame; | Task Book Library

Comments

© Successful The individual has successfully performed all tasks for the position and should be
considered far certification.
€ Not Completed Individual was not able to complete certain tasks or addiional guidance is required.

Mot &ll Tasks Evaluated Mot all tasks were evaluated on this assignment. Additional assignment needed to
complete the evaluation

Individual is severely deficient in the performance of tasks for the position and needs
further fraining {both required & knowledge and skills needed) prior to additional
assignments as a trainee

 Severely Deficient

OK Cancel |
(3] ’_’_E # Internet
il start |J a & & ”“ @We\come-...l & ]Cannot Findml ) section_qu... | &]Position T... ‘dﬂ%@%a’g%@aﬁg 10:15 AM

8. Search for the Evaluator ID, or type it in the Name field if the individual is
not in IQCS. You can enter documentation by clicking on the yellow
Comments button.

9. Select the appropriate radio button. If Successful, you will now be able to
enter the final certification information. Click on the OK button to save your
information. You may have to click on the OK button twice, to return to the
Position Task Book screen.
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Final Agency Certification

“J Position Task Book - Microsoft Internet Explorer provided by USDA Forest Service

File Edit %iew Favorites Tools  Help
gack - = - @) o} | @search [FFavorites EPveda (B | [A- & = H
Address [] https://iqes.nweg.gov:a443(pspipshrprdEMPLOYEE/HRMS/cfADMINISTER_WORKFORCE _(GBL).1Q_TASKBOOK, GBL | -
1QCS
=1
MNew window | Help
Position Task Book
EmpliD: 00002203745 Bradway,Mick
First
Task Book {: Certification
*SetlD *Job Code  Description nitiate Date Status Expire Date Evaluation
1 F5S000 FFT1 Adv Firefighter/Sguad Boss 0B/M352004 Artive 07 &2007 Evaluation | |+ I -
2 F5000 FFT2 Firefighter 0451842002 Certified Evaluation |  + I -
B szve CLReturn to Search | ([E]Hatify £=] N Include Histary | |[3 Corract History |
& |2 [ mternet
Msvart ||| & [ @ EF >|| Giwelcome - ... | & ]cannat find.. | 8]section_qu... |[&]pasition ... [l S 0 FE 2 SEI@ IS 10:22am

1. Click on the Refresh button, and then select the Certifications tab. This will
take you to the following screen:

a Position Task Book - Microsoft Internet Explorer provided by USDA Forest Service

File Edit W%iew Favorites Tools Help ‘

SBack ~ = - &) fa | @ search [ Fovorites  FliMedia (3% | B-ES = E5

1QCS

(=3

Mew Window | Help

Position Task Book

EmplD: 00002203745 Bradway Mick _Refresn |

Task Book

*SetlDd *Joh Code  Certifier ID Name Certifying Date Certify TB
1 F5000 FFT1 | =Y Ef] ==
2 F5000 FFT2 00002208782 Harp,Duane 1000442002 = =]
B save] [ClReturn to Search | [ENotify = 2] Include History | | [# Conect History |
&7 pone ’_’_E & Internet
i#ljstart |J - N = ”H i weicome - ... | &]cannat find.. | Esection_qu... |[@7position ... |l e G L SR @ Y 102 an
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2. Note that a line of date has opened up for the appropriate Job Code; in this
case FFT1.

3. Use the search button to select the agency certifier from the Agency
Certification box on the inside front cover of the Task Book. Note that once

you select an appropriate agency certifier, the check box in the Certify TB
Is available to select.

a Position Task Book - Microsoft Internet Explorer provided by USDA Forest Service

File Edit W%iew Favorites Tools Help ‘

SBack ~ = - &) fa | @ search [ Fovorites  FliMedia (3% | B-ES = E5
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4. Use the calendar button to select the certification date, and click the Certify
TB check box. Click on the Save button.

5. The Task Book has also been automatically entered in the Competencies
screen.

Troubleshooting

Situation: An FFT2 was qualified before the requirement to complete L-180. All
his information was uploaded from Red Card. If you try to enter the task book

information received after the upload, the system won't allow it if he hasn't had L-
180.

Note that during the upload process, the system will automatically show him or
her fully qualified, with a justification documenting that L-180 wasn't required.

It's not possible to enter task book information for someone who was qualified
prior to a class requirement, if they haven't had the class.
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Incident Qualification Card

Navigate to: Workforce Development > Competency Management > Incident
Qualification Card > Incident Qualification Card.

Note: Changes in the Incident Qualification Card screen will not be
reflected in the other screens until you Save, Exit, and re-enter the Incident
Qualification Card screen.

1. From the search screen, enter the appropriate information and click on the
Search button to select the responder. This will take you to the
Qualifications screen.

2. Inthis screen you can certify positions, select which positions will print on
the Qualification Card, select a Priority for the position, take Administrative
Action, if necessary, and enter justifications.
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3. You can certify a position (if their Exper Status is showing Qualified), by
clicking on the Certify Position checkbox. If the responder is not
determined to be qualified, the check box will not be available.

4. Check or uncheck in the Print to Card check box as appropriate.

5.  When you are satisfied that all the correct positions are certified, you can
type in a Priority number, as appropriate.
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6. If the Qualification Card screen does not accurately reflect the responder’s
qualifications, you will need to run another Responder to Role Matching
report to see which competencies are lacking. For a DIVS, for example, you
will need to show all the competencies and prerequisites from FFT2 on.

Note: It is possible at this point to click on the Admin Action check box to
over-ride the system and show a responder as qualified by entering a
justification by the Certifying Official. However it is far preferable to track
down missing pre-requisite documentation and use the Training, Task
Book, and Competency screens so the Incident Qualification Card screen
will reflect the responder’s qualifications accurately.

You can also use the Admin Action checkbox in the Qualification Card
screen to change a qualification from Qualified to Unqualified.

If a responder is still showing as a trainee when the data should reflect fully

qualified, go to the IQCS home page and click on Migrated Trainee
Positions hyperlink for a solution.
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TO ADD INCIDENT EXPERIENCE

Experience by Employee

Navigate to Workforce Administration>Responder Information>Experience
By Employee. To add multiple incident experiences for a single responder.

Note that you will not be able to enter experience for a position
gualification that is not already certified in IQCS. You may need to correct
this before continuing.

1. This will take you to the Experience by Responder search screen.
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1. Search for the employee by entering information In the Unit ID, Last
Name, or EmplID boxes as appropriate.

2. Click on the yellow Search button and select the employee.

3. You can also bring up a list of responders by Organization ID (District, for

example, as described in the Print a List of Responders section earlier
in the document.

4. From the Experience by Employee tab, use the search button to search
for the Incident ID.
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8. Type in the Job Code that the individual performed (Example: DIVS), and
click the Search button to select it.

9. Click on the calendar to select the Arrival Date.

10.Type in the # of Operational Periods performed in this position.
11.Use the down arrow to select Experience Status (Qualified or Trainee).
12.When complete, select the yellow Save button

To select another responder, select the yellow Return to Search button.
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To Enter Instructor Experience

Navigate to: Enterprise Learning > Define Training Resources > Reports >
Instructor History

This will take you to the Instructor screen:

1. Enter in the Instructor’'s Last Name and click on the yellow search button.
Leave fields blank for a list of all values.

2} Instructor History - Microsoft Internet Explorer provided by USDA Forest Service

File Edit Wiew Favorites Tools  Help

GBack ~ = - @) | Bsearch [FFavorices Emedia (B | By & = EH

E

Mew Window | Help

Instructor History
Enter any information you have and click Search. Leave fields hlank for a list of all values.

Find an Existing Value %

Instructor ID: | begins with L”
Name: | begins with L”
Last Name: | begins with x] |
Department SetiD: [ begins with ||
Organization ID: | begins with L”
Unit ID: [begins with ]|

I case Sensitive

Search Clear Basic Search [F] Save Search Criteria

=il

|&] bore EER
iy start |J a (E = ”H @We\com...l #I0C5H.... ”alnstru(... iges I @qu\ck_reml ‘ﬁﬂ5®%“’€3®@a&& 12:58 PM

2. This will take you to the Instructor History screen.
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a Instructor History - Microsoft Internet Explorer provided by USDA Forest Service
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3. To add instructor history, click on the yellow + sign. Select the correct
course numbers.

4. Select the Instructor Level (Lead or Unit).
5. Select the start date from the calendar button.

6. Click on the yellow Save button.
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To Enter Competency for a Responder

All competencies must appear in the Competency screen for a responder to
show a qualification for a position.

Note: Faller competencies must always be entered in the Competency
screen. The certification is not entered under Training. However,
experience must also be current in order for the responder to be Qualified.

Task Books entered in the Task Book screen will automatically show up in
the Competency screen.

The only time you would enter a Task Book in the Competency screen, is if
the Certifying Official determines that the responder has the Competency,
even though the Task Book was not completed. For example, the
responder was qualified before the requirement for a Task Book.

Navigate to: Workforce Development > Competency Management > Track
Person Competencies > Competencies

Note: This example is for a position competency, but will also apply to
training, Task Books, pre-requisite positions, fitness, and refresher
Competencies.

1. Enter the Employee ID and click on Search.

2. Click on the Competency Assignment tab.
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3. Select View All in the Currently Assigned Competencies box. (Note that
it will only show the 1% 100)

4.  On the right side of the page, under Category, select Position from the
Drop Down list. (or select training, task book, etc, as appropriate).

5. Click on the Find button, and type FALA in the search string window.
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6. Click on the little check box, and click on the double arrows to move the
competency to the Assigned Competencies box.

7. Click on the Competency Rating tab.

8. Inthe Proficiency window, select Attained. Click on the yellow justification
button, select a certifying official, and Save.

Note: Always do only one proficiency at a time.
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Other Reports

To find out the required Competencies for a given position

Workforce Development > Competency Management > Track Person
Competencies > Competencies

1. Type in FS000 for 5109.17 requirements or NWCGO for NWCG
requirements in the Setid box.

2. Type in FALA (or whatever) in the Job Code box, and click on the Search
button.

3. Information about the positions and it’'s requirement can be found within the
3 tabs.

You can also go to: Set up HRMS > Foundation Tables > Job Attributes >
Responder Position Table

1. Type in the appropriate Setid and Job Code, and click the Search button.

2. Look under the appropriate tabs for information related to the position. Note
that required training is not listed.
View Responder’s Current History/Competencies

Workforce Development > Competency Management > Incident
Qualifications Card > Responder Summery History

1. Enter the Employee Id, and click on the Search Button.

2. Select the appropriate tab, to view the desired information.
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