Getting Help
*» Accessthee-ISuitewebsiteat: http://eisuite.nwcg.gov

* Contact the Hel pdesk at: (866) 224-7677

Manage Resource Data

Therearedifferent typesof datathat can be edited for aresource. Two of those addressed in thisdocument arethe
Common Data, whichisgenerally entered at Check in; and the second is Cost specific data, whichisfor useby auser
withtheCostrole.

1. Edit Common Data—The Common Datain the Edit Resourcesareaincludesall editableinformation about the
resource. Fieldsinclude* Accounting Code, * Request Number, * Satus, Per son, I nvoice Setup (OF-286),
*Resource Name, Cell Phone#, *I1tem Code, Trainee, Unit 1D, Agency, Mobilization Date, Check-1n Date,
Check-In Time, Actual Release Date. Itemsmarked with an asterisk arerequiredfields.

. Edit Cost Specific Data—Click onthe Cost tab to display information related to Payment Agency, Assign Date,
Accrual Code, L ock Accrual Code, UseActualsOnly and Gener ate Costs.

Daily Cost Records

. Thesystemwill generatedaily cost recordsfor checked in resourcesfor every day that resourceisassigned to the
incident. A Daily Cost record containsinformation about asingleday’sactivity anditscostsrelated to theincident.

. Thesystem creates Daily recordsfor aresourcefrom thetimethe resource hasan Assign Dateto the current date, or
the Actual Release Date, whichever occursfirst.

. TheDaily record containsasystem generated cost estimate based on the Agency and I tem Code defined for the
resource.

. Inorder for thesystemto generate daily cost recordsfor aresource, thefollowing conditions must be met by the
resource:

I. Statusof C (Checked In).

ii. AnAssignDate

iii. Anltem Code

iv. AnAgency

V. TheGenerateDaily Costscheckbox isselected.

. Thesystem can generatedaily cost recordsfor both aparent and subordinate resource. Subordinate resources
generally function the same asthe parent. Depending on the existence of actud time posting, the generate costs
checkbox may beturned onor off for either the parent or the subordinate asfollows:

i. If thereareno actual time postingsor only actual time postingsfor the parent, daily cost recordsare only
created for the parent.

ii. If thereareactual time postingsfor the subordinate, and not the parent, daily cost recordsare only created
for the subordinate.

iii. 1f thereareactual time postingsfor both the parent and the subordinate, therearedaily cost recordsfor
both.

iv. Theuser can check or uncheck the Gener ate Costs checkbox at any timeto forcethe systemto create
daily cost recordsfor either the parent or subordinate.
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Create Daily Cost Records

Daily cost recordsare created and updated through the generate costs process.

1
2.

Tomanually update costsfor al resources, click theRun Cost button.
Tomanually update costsfor asingle or multipleresources:

I.  Click to check the Resour ces Selected in Grid checkbox.

ii. Selectoneor moreresourcesinthegrid.

iii. Click theRun Costsbutton.

. Tohavethe system automatically update cost records, select thel ncident Cost Settingsoption from the Cost menu

onthemaintoolbar. WhentheRun CostsAutomatically radio buttonisselected, the systemwill automatically
update costsfor the Incident or Incident Group selected. Otherwise, the system default isRun CostsManually.
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Edit Daily Cost Records

. Select aResourcefrom the Resourcesgrid.
. Click the Cost record inthe Cost grid to edit. The datawill popul atein the dataentry box at thetop of the screen.

Makethe necessary editsand save when compl ete.

. When editing anaircraft record the systemwill display different datain thedaily cost record asfollows:

Aircraft Costs—thetotal daily cost of theaircraft

ii. Flight Hours—hourstheaircraft flew during the day

iii. Num L oads—number of loadsan Airtanker dropped in aday

iv. Water Gal —number of gallonsof water dropped by ahelicopter
. Ret Gal —number of gallonsof retardant dropped by an Airtanker
i. LbsCargo—number of poundsof cargo delivered by ahelicopter
ii. Num Trips—number of tripsmade by ahelicopter

viii. Passenger s—number of passengersdelivered

Manually add Daily Cost Records

. Select an existing Cost Record from the table with the same date on which the new cost record isto be added.
. Clickthe Add button.

Enter the Cost UOM, Unitsand Unit Cost. Changethe Account Code, Accrual Codeor addaCost Group if

desired.

If acost group isentered, the system will auto-populatethe Shift field. Thiscannot be changed.

. Click the L ocked checkbox tolock the Cost record, if desired.
. Click the Flow Down checkbox to flow down datafrom the sel ected Cost record to subsequent cost records, if

desired.

. Click Saveto savethenew cost record.
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Update Rates after a Rate Change

1. Selectaresourceand adaily cost record fromthegrid.
2. ClicktheUpdate Ratesbutton. Select Yesto updateall daily cost recordsfor the sel ected resource.

Cost Level

1. CostLevels(CL) for aresource are base on how the costs were generated for that cost record.
i. E=Estimated Costsgenerated by the system
ii. A=Actua CostspostedintheTimeModule
iii. F=CostsFlowed DownfromanActual cost record to subsequent records
iv. U= User updated costs, or flowed down from auser updated cost record
V. M =Manually added cost record

vi. Blank =the Generate Costs checkbox isunchecked for the resource
Manage Other Costs Data

1. Nexttothe Resource Coststab isthe Resour ce Other Coststab whereyou can enter costsfor resourcesor
servicesnot reflected on theincident through the check in process.
i. Add Other Cost

1. Click the Add Resour ce button
2. Enter all thedatafor your other cost, assuring that all required fieldsdenoted by an“*” are entered.
3. Any Item Code can be assigned to an Other cost.
4. If thereisno specific Item Code, usethe M iscel laneous option asthe Item Code.
ii. Editother Cost

1. Select aCost Record from the grid and click the Edit Resour ce button. Oncethe changesare made,
click Saveto savethe cost record.

iii. Delete Other Cost

1. Select aCost Record from the grid and click the Delete Resour ce button. Click Yesto confirm removal
of therecord.

iv. View Other Cost

1. Click the View Daily Cost button to view cost records generated for Other Costs. From herethe user
canAdd or Delete an Other cost record.
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Generate Costs for Other Costs
. Aratetableisusedto calculate costsfor al Item Codes except the Misc Item Code. Theratefor the Misc Item Code
iszero, which can manually be updated by the user.
i. ClicktheRun Cost buttonto run costsfor all resourcesand al costs. Costswill also begenerated if the
Run Cost optionisset to automatically run.

ii. SelecttheResourcesSelected in Grid checkbox to select only those resourcesfor which to generate
costs.

iii. 1f applicable, select the Update Rates button to updatetheratesin all Cost recordsfor the selected
Resource.

. Manually Generate Cost Records:
i. Thesystem defaultisto manually run costs. Thisoptionisonthe Cost Settings page. Costscan be
selectively runfor oneor more Other Costslistedinthegrid.

. Manually Add an Other Cost Record:
i. If aCost recordismanually added to an Other Cogt, existing Cost Recordsfor that same datewill not be
overwritten. It will be saved asaseparate cost entry for that same date.

. Cost Groupsfor Other Costs:
i.  OnceaCost Group isassigned to one or more of an Other Costs's Cost records, it isassigned that same
Cost Group asall additional Daily Cost Recordsand istreated asthe default.

ii. WhenaCost Groupisselected for an Other Cost record, it isassigned the Shift for the Cost Group and
cannot be changed.
. Updating Rates:
I.  When auser hasupdated rates, daily costsfor the selected Other Costswill berecal cul ated based onthe
new ratesdefined for the Item Code.

ii. ClickingUpdateRateswill overwriteall estimated ratesinthe Daily Cost recordswith the new rates.

laosmsmemesb agoouni . apeea_gnsusrons [y sngr™ castuom

Incident Cost Settings
1. Tochangethedefault settings, click the drop-down arrow next to the Cost menu button and select I ncident Cost
Settings.
i. Default Hours: Thesystem defaultis 14 hours.

ii. RunCost Manually: Whenthisoptionisselected, the system only updates cost recordswhen the user
selectsthe Run Costsbutton.

iii. Run Cost Automatically: When thisoption isselected, the systemwill createdaily cost recordsand
update those cost recordswhenever changes are madethat will affect them.

Cost Settings Window *

Default Hours

Default Hours =

Run Cost Options

@ Run Cost Manually
O Run Cost Automatically

=
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Cost Rates

. Toaccessthe Cost Ratesarea, click the drop-down menu next to the Cost menu button and select Cost Rates. A
non-editablelist of al theratesby Item Code and Agency will display.
. View/Edit Rate Groupingsby Rate Type.
i. Theinitia screenintherateareaisReview All Rates, whichisaview only area. To edit rates, select a
Rate Typefrom thetop menu choicesof Fed Rates, Sate/Cooperator Ratesor Contractor Rates.

. View/Edit Rates Groupingsby I tem Code.
I. Selectanitem codeto edit, by clicking anitem codeinthegrid. Thegrid can befiltered by clicking oneof
thefilter buttons abovetherates. FiltersincludeAll I1tem Codes, Over head, Equipment, Crewsor
Other. A user can aso usethe Advanced Search field.

. View/Edit Overhead Rates and Custom State Cooperator Rates.
i. Overhead ratesperform differently than other rates. For overhead, the system presentsthe user with rates
for asingledirect resource, asingleindirect resource and asubordinate. Theseratescan be edited and will
apply to all overhead positionsthat relate to the specific rate type edited.

ii. Under the Sate/Cooper ator button, thereisanother unique button for Sate/Cooper ator Custom.
When thisbutton is selected, the user can then select astate and enter specific rates by item codefor that
state. Ratesentered herewill take precedence over default rates set up for that state.

item Description
ategory
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\
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Cost Accruals

1. Accruasaredefined asan expensethat has occurred or been committed to, but not yet paid. Accrualsreportstothe
USForest Servicearerequired daily.
2. Reportable USForest ServiceAccrua Categories
i. AD=Casud hires

ii. AMD =Aviation Management Directorateaircraft
ii. CONT =All non-air contracts

iv. INTL =International

V. NOAA = Nationa Weather Service personnel

1. Sates=All fifty statesplusthe District of Columbia, Guam, Puerto Rico, Saipan, Midway, Samoaand
theVirginldands.

vii. NW S = National Weather Service

3. Accrua Categoriesthat areNOT includedintheextract are:
i. EXCL =Exclude

ii. FED = Federal Resources

4. AccrualsCrossing Fisca years
i. TheForest ServiceFiscal year startson October 1 and accrualsstart a$0.00. Thetwo digit Fiscal year
isappended to the accounting codefor accrualsinthe Accrual Summary Report, Detail Report and
Financial Export. Incidentsspanning morethan oneFisca year will havetwo accrua accounting codes,
onefor each year.
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Cost Accruals cont’d

5. AD Draw Down

i. Exceptfor Casual Hires(AD) the Forest Service accounting systemisableto reference existing accruals
when payment are made, thus drawing down accrual sto zero when all paymentsare complete. e-I Suite
includesan AD Draw Down processthat will reduce (Draw Down) accrualsasAD’sarepaid. The
system considersan AD as paid when an Original OF-288 Invoiceisprocessed, printed and includedina
financid exportfile.

ii. TheAD Drawdownwill bereflected in accrual reports, theday after an AD ispaid and their paymentis
includedinaFinancid Exportfile.

iii. TheAD Draw Down usesthetotal invoicesamount prior to any adjustmentsthat wereidentifiedin Block
22 onthe OF-288 Invoice.

iv. Ontheaccrual reports, the systemwill total payments (AD Drawdown) by accounting code and resource.
Theaccrual detail report will display the AD Drawdown by resource and the accrua summary report will
display theAD Drawdown by accounting code.

6. AD Draw Downand Fiscal Year Rules
i. TheAD Draw Downwill occur intheprior Fiscal year when dl of the postingsand the AD Draw Down
stepsprevioudy defined occur inthe prior Fiscal year.
ii. TheAD Draw Downwill occur inthenew Fisca Year when dl of the postingsand theAD Draw Down
steps previoudy defined occur inthe new Fisca year.

iii. TheAD Draw Downwill occur inthe new Fiscal Year when the Original OF-288 I nvoi ce spansboth
Fiscal Years. Whenthisoccurs, the systemwill only draw downthe new fiscal year invoiced amount inthe
new Fisca year.

iv. TheAD Draw Downwill not occur whenal postingswere madeinthe prior Fiscal Year, but not all of the
AD Draw Down stepswere completed inthe prior Fiscal Year

7. Extracting CostAccruds
i. Select the Accrualsoption from the drop-down menu next to the Cost button.

ii. Click the Extract buttonto extract theaccrua data.
iii. SelectanAccrua Extract fromthegrid and click the Finalize button.

iv. Inthewindow that displays, enter the Prepar ed by Name, Prepar er Phoneand click OK to savethe
data

8. Accrua Accounting Code
i. A Cost user may want an accounting, code set up for theincident, to act like adifferent accounting code
for accrual purposes. Anaccrua accounting code can be set upintheaccrual extract.

ii. Click theAccrual Accounting Code button.

iii. Select an Accounting Codefrom the drop-down menu.

iv. Select anAccrua Accounting Codefrom thedrop down listto useastheAccrual Accounting Code.
Noteyou can only select accounting codesthat exist ontheincident.

. Click Saveto savetheAccrua Accounting Code.
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Cost Accruals cont’d

9. Accrua Reports

i. Accrual reportscan befound ontheright side of the accrual extract screen. Threereportscan be
previewed and then printed. Except for the Detail All report, aspecific accrual extract must be selected
to preview.

Daily Cost .
Accrual Extract

Extract Date Total Amount | Change Amount | Finalized Date

011312015 5133.80 5133.80

Cost Projections

The Cost Proj ectionsoption allowsauser to select and manipul ate datato generate customized projections.
Projectionsusethe current day’s count of Resourcesplusthe cal culated daily cost of thoseresources.

1. Createand Edit aCost Projection
i. AddacCaost Projection

1. FromtheAdd Projection window, click the Add/Edit Projection button.
2. Enter the number of Daysthe projection should cover.
3. Enter the Pr oj ection Name and click the Save button.

ii. EditaCostProjection

1. Select the Cost Projection to be edited and update the number of daysto includein the projection.
2. Click the Save button to update the cost projection.
iii. DeleteaCost Projection

1. Select the Cost Projection to be del eted and click the Delete button to delete the projection. Click
Yesto confirm deletion.

2. Editthe Resource Summary

i.  TheResource Summary sectionisasummary, by Item Code, including all thedirect resourcesand a
summary of direct and support overhead. The system calculateseachitem code based onthe current
dayscost information for the Quantity, Aver age Cost, Total and Peoplefields.

ii. Theresource summary can be updated to refect the current daysinformation, at any time. Whenyou
click the Update Resour ce Summary button.

1. All thedatain the Resour ce Summary will be refreshed with current resourceinformation.
2. Thedatefor the cost project isupdated to the current date plus 1.

3. The system comparesthe manually added cost datawith actual resourcesfor theincident and
removed themanually added itemiif it now existsontheincident.
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Cost Projections cont’'d

3. Manualy added Item Codes
i.  Userscanmanually add item codesfor resourcesthat do not exist on theincident and do not display inthe
Resource Summary.

ii. Addanltem
1. Click the Add buttoninthe M anually Added Item Codesarea.
2. Select an Item Code from the drop-down list and enter the Aver age Cost for the ltem Code.

3. Click Saveto savetheitem code.
ii. Editanltem

1. Select amanually added Item Codeinthe M anually Added | tem Codesgrid.
2. Changetheltem Codeor Average Cost, if desired.

3. Click Saveto savethe changes.

iv. DeleteanItem
1. Selectanltem Codeinthe M anually Added Item Codesgrid.
2. Click the Delete button and click Yesto confirm deletion.

4. Support Costs
i. Thisareaof the system generatescal culations of the average support costs. The average support costs
areused for support cost calculationsin the projection worksheet. Fieldsinthisareainclude Total
Support Costs, Total Personnel and Aver age Cost Per Per son.

5. Cost Projection Worksheet
i. TheCost Projection Wor ksheet isto theright of the Resources summary inthe projectionsscreen. The
worksheet displaysall thedatesto beincluded in the projection acrossthetop of the screen.

ii. ClicktheUpdateWorksheet Button to refresh the worksheet datawith any changesmadeinthe
Resour ces Summary areaof the projection.
6. CreatingaProjection Report
i. FromtheReport/Graph Typedrop-down menu select from Report Only, Graph Only or Report and
Graph.
ii. Selectfromthefollowing reports: Projection Wor ksheet Detail, Daily Projection by Category or
Cost ProjectionsTotal Report.

iii. Click Preview/Print topreview or print thereport.

Projections »rl:B Report/Graph Type wl:B (0] Projection Worksheet Detail 0 Daily Projection by Category ) Cost Projections Total Report
l Add/Edit Projection I Update Resource Summary I Update Workshest I Preview Print

Resource Summary (To propagate changes to the Projection Worksheet, Projection Worksheet
click the Update VWorksheet button)

Item Codes
tem Code Quantity | Average Cost Total eople Quantity |#People | Quantity |#People | Quantity |#People | Quantity |#People | Quantity |#People | Quantity |#People

£

U E U -
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Average Cost *I:I Total Current Cost
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Cost Groups

. Cost Groupsfunctions can be used as Cost Tracking or Cost Share. Cost Groups can be accessed by clicking the

Cost drop-down menu and selecting the Cost Groupsoption.

. Addanew Cost Group

i. SeecttheCost Group Information tab and enter aSart Datefor the Cost Group.

ii. SelectaShift, enter Cost Group nameand enter the Description of the Cost Group.

iii. Select an Agency Codefromthedrop-down menu, if desired.

iv. Select theappropriate Agency Per centage and click the Save Percentageto List button.

V. Repeat these stepsuntil the Per centage Total equal s 100% and click the Save button to save the Cost
Group.

Edit aCost Group
i. Selectthe Cost Group fromthegrid and click the Edit Cost Group button.

ii. Edittheinformation desired and click the Save buttonto savethe changesto the Cost Group.

DeleteaCost Group
i. SelecttheCost Group fromthegrid and click the Delete Cost Group button. Click Yesto confirm
deletion of the Cost Group.

. ViewAgency Percentages

i. Select anexisting Cost Group fromthegrid and click the M anage Agency Per centagestab.

ii. ExpandaDatefor whichto view the percentagesand click the Edit button to make changestothe
percentages.

. Assign Resourcesto aCost Group

i. Click theCost button to open the Cost areaand select aresourceto assign to acost group.
ii. Clickthedaily cost record for the dateto add the cost group to.

iii. FromtheCost Groupsdrop-downlist, select the Cost Group to assign to that resourcefor the defined
date and click the Save button to save the Cost Group to theresource. Notethat the Shift fieldis
automatically generated andisnot editable.

Selected Incident:  FROG USHIT-BRF-0000L:

"J: -. Add Cost Group | Edit Cost Group | Delete Cost Group | Daily
Cost Group Start Date Description W

A

Y
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Cost Group *‘
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Cost Reports

1. TheCost moduleallowsusersto run anumber of pre-designed reportsfor management decision-making purposes.
To accessthesereports, click Repor tsfrom the main toolbar and select the Cost tab.
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