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INCIDENT QUALIFICATION SYSTEM

Introduction

Welcome to the Incident Qualifications System Version 4.0 IQS). The National Association of State
Foresters (NASF) in cooperation with the USDA-Forest Service developed 1QS. 1QS is a software

program that allows the user to track incident qualifications, experience, tasks books and fitness levels
for individuals within vatious organizational levels throughout your agency. 1QS also allows the user

to analyze the organizations training needs and schedule training based upon the agency needs for
incident management personnel. The system is designed to track all-risk training and qualifications,
however the job classifications, qualifications and training courses included in the data base is from
the National Wildfire Coordinating Group INWCG) 310-1 Wildland Fire Qualification Subsystem
Guide PMS 310-1 January 2000. The system allows the user to add local job qualifications training
courses and prerequisites. Other risk applications may be added to the system if your agency has
recognized training, certification and qualification standards for a specific risk application, such as law
enforcement or urban search and rescue. If an agency wants to use this system for other risk
applications, then job classifications, qualifications and training courses needs to be entered in the
same format as NWCG 310-1.

The intent of NASF is that each state will adopt the Incident Qualifications System. Once the system
is implemented, it will allow for the exchange of data between 1QS Systems and other compatible
databases such as ROSS. This will facilitate the exchange of information between local, regional and

national IQS system users.

1QS is a PC Based system that can be configured for stand-alone or networked environments. The
system was developed with MS Access 2000 and Visual Basic 6.0. The system includes security
groups that allow various levels of access into the system from view only to system administration.

NASF sponsored a development team has included the following individuals:

Keith Smith
Dale Eberhardt
Dan Francis
Steve Holden
Mike Kopitzke
Jerry Rose

Su DaWalt
John Grosman
Michael Bowden
Leslie Wiles
Steve Maurer
Mike Howard
Bill Miller
George Cooper
Ira Jolly Jr.
Dean Groe
Tom Bourn

Joan O’Hara Wehner

Washington Department of Natural Resources
California Department of Forestry and Fire Protection
California Department of Forestry and Fire Protection
Montana Department of Natural Resources

Montana Department of Natural Resources
Minnesota State Forester — NASF Fire Committee Liaison
Wisconsin Department of Natural Resources
Wisconsin Department of Natural Resources

Ohio Department of Natural Resources

Maine Forest Service

New Jersey Forest Fire Service

Virginia Department of Forestry

North Carolina Division of Forest Resources

Florida Division of Forestry

Florida Division of Forestry

Florida Division of Forestry

NWCG IOSWT Liaison

National Association of State Foresters
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The intent of NASF is to continue this project and develop future versions of this program. If you
have any comments to improve the performance of the program or include additional features please

direct your comments to IQS Project Management Team, NASF, 444 N. Capitol Street NW,
Suite 540, Washington DC 20001.
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INCIDENT QUALIFICATION SYSTEM
CHAPTER 1 SYSTEM OVERVIEW

CHAPTER

1 System Overview

HOW TO ACCESS 1QS

IFor Software/Hardware requirements and Installation Instructions see Appendix A

Double-click on the 1QS icon.

You will be prompted to enter a user id and password.

. ncident Qualification System Login

Userld: fsrithi oK.
Current Password: I*mi LCancel |

If you do not know your 1QS User Id password, ask your IQS system manager. When 1QS was
installed, the system administrator was given a starting password to enter IQS and set up 1QS users.

The user I1QS is distributed with a blank database. The password for the user IQS
is 1QS.

Remember that the password is case sensitive! It is possible the system administrator did not give
you a password. In this case, you can set your own password. After entering your User 1d, just leave
the password blank and hit OK. The system will prompt you with a message saying, ““You must
change your “Password”. Press OK to continue. You can then enter a new password.

After executing IQS and entering your user id and password, you will see the screen below. The
options available to you will be bold based upon the privileges your username has been given. If you
do not have access to the option, it will be “grayed.” Refer to the “System Administration/Security
and Workgroups” section for more information on I1QS user groups and privileges.

| tncsient quabfcation System =0ix|
B Opliorn Hel
Corthicatio
EBrsnl\’Dl!
Training
nm hln
Past Dﬂnnllnm:n
FBeparts
Reference Dala
Ty,
7
All Risk Training and Qualification Tool ]_ \_'.
\‘.
Welcoma o W15 VDB U | 0918 | 1102 pe
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WHAT'S IN 1QS

- Incident Qualification Systeny e o ] A
File Cptions Help

Cenrifications

Person{Org

Training

Post Fitness

Post Experience

Reports

Reference Data

AllRisk Training and Qualification Tool

|Wel-::ume to 105 |?| DB F‘ 09/18/01 ‘11:02 pm

1QS is an automated tool that allows the user to track incident qualifications, experience, tasks books
and fitness levels for individuals within various organizational levels throughout your agency. 1QS
also allows the user to analyze the organizations training needs and schedule training based upon the
unit’s needs for incident management personnel. The system is designed to track all-risk training and
qualifications. The job classifications, qualifications and training courses included in the data base are
from the National Wildfire Coordinating Group (NWCG) 310-1 Wildland Fire Qualification
Subsystem Guide PMS 310-1 January 2000. The system allows the user to add local job
qualifications, training courses, and prerequisites. Other risk applications may be added to the system
if their agency has recognized training, certification and qualification standards for a specific risk
application such as law enforcement, emergency medical, and urban search and rescue. It should be
noted that if the user wants to use this system for other risk applications then job classifications,
qualifications and training courses need to be entered in the same format as NWCG 310-1. For
further information refer to “Reference Data” Section in the user manual.

The system includes 7 menu options for managing information, performing analysis and producing
repotts, these categories include: (1) Certifications, (2) Person/Otrganization, (3) Training, (4) Post
Fitness, (5) Post Expetience, (6) Reports, and (7) Reference Data. All options can be accessed from
the IQS main menu shown above. Some options include several sub-menu items. An explanation
of each menu option follows.
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1IQS MENU OPTIONS

*Not all menu options may appear due to the level of access the user is granted by the system administrator.

1)

2)

3)

4)

5)

6)

7)

Certifications
Qualifications
Training
Experience
Target Positions
Task Books

Person/Org
Edit information about persons in the 1QS database.

Training

Workforce Requirements

Training Needs Analysis

Schedule Training

Student Selections

Post Course Results

Instructors and Coordinators
Instructor/Coordinator Qualifications

Post Fitness
Post results of fitness testing.

Post Experience
Post experience for individuals by incident.

Reports (also available from within each module by selecting “Reports” from the menu bar)
Run all IQS reports.

Reference Data (Maintain data that supports the 1QS application)
Course Equivalencies

Job Curtrency

Job Prerequisites

Station Addresses

Certifiers

Courses

Employment Statuses
Fitness Certification Period
Incidents

Incident Fuel Types
Incident Management Levels
Incident Size Classes
State-NWCG’s

Issuers

Jet Ports

Job and Skills

Level Otrganizations

Risk Types

Training Locations

May 11, 2005
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About the IQS Main Menu

After executing 1QS and entering your username and password, you will see Main 1QS screen as
shown below. The options available to you will be highlighted in bold based upon the privileges your
username has been given. If you do not have access to the option, it will be “grayed.”

10S MENU BAR
File Options Help
Exit Change the Application DB About

Change the Reports DB
Logon as Another User
Change Password
Sounds

System Administration

- Incident Qualification System oy 4

File Options Help

Certifications

PersonfOrg

Training

Post Experience

Beports

Post Fitness |
Reference Data |

FOREST SRy

All Risk Training and Qualification Tool '=

ABEL

|Welcume to 105 EWW| 09/18/01 | 1M:02pm
|

Displays IQS Version

Displays IQS database file being accessed by 1QS.
Double click to change database (Windows 2000 users
must have Admin rights to change database).

Displays current user logged onto system. Double click
to change IQS user.

Displays System Date. Double click to change system
date.

Displays System Time. Double click to change system
time.

Use the mouse to choose and click on the option you want to execute. If you don’t have a mouse,
use the arrow keys or tab key to navigate between the buttons. Alt-[hot key] will also activate menu
items. The hot keys are the underlined letters in the menu item name. For example, to activate the
“Certifications” menu item using hot keys, hit Alt-C.
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Change Application Database

Choose Options/Change the Application Database from the IQS menu bar. This option allows the
user to change the database file (1QS.MDB) that the application is using. You will get a file selection
menu to pick the new file you want to use as shown below.

This menu option is disabled if your windows user id does not have write
privileges to the 1QS registry keys. For Windows 2000 users, you must have

“Administrator” privileges or write access to the IQS registry keys to perform this
operation.

Select another 1G5 Database (135.mdb] |

EE | cNigs\Other DEs
=T Jgz.m Select
e [ = |
& Other DBs
Metwork. ..
Cancel

After selecting the new file, you will get a message to confirm that you want to make this change. The
1QS security and workgroup file (1QS.MDW) must be present in the directory where the IQS.MDB
resides. If IQS.MDW is not in that directory you will not be able to connect to that database. Move
or Copy the IQS.MDW file to the same directory as the IQS.MDB file that you are connecting to.

Select another 135 Database -- Confirmation ]
@ “You have selected ‘o higehOther DBshige.mdb’ as the new D atabaze,
[ you wizh to make thiz selection pemanent™?

If pou choose e, the Database vou have selected will be used until vou select anather; it will persist even after pou
exit this session,

If wou chooze ‘Mo’ your zelection will be ighored and nothing will be changed.
MHa |

This option is also available by double-clicking on the bottom right toolbar selection - “DB”.
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Change the Reports Database

Choose Options/Change the Reports Database from the IQS menu bar. This option allows the user
to change the reports database file (IQS_RPTS.MDB) that the application is using.

This menu option is disabled if your windows user id does not have write
privileges to the 1QS registry keys. For Windows 2000 users, you must have

“Administrator” privileges or write access to the IQS registry keys to perform this
operation.

You will get a file selection menu to pick the new file you want to use as shown below.
Select another I35 Reports Database [IQ5_Rpts.mdh] |
I = Js =]

Cr—— Select
[L1 Office
[Z3 Other DBs Hetwork. ..
[ zetup
Cancel

After selecting the new file, you will get a message to confirm that you want to make this change.

Select another 185 Reports Database -- Confirmation E
@ 'ou have selected 'T:505%gs_rpte.mdb’ as the new Repaorts Database.
Do pou wish to make this selection permanent?

[f pou choose “es', the Reports Database you have zelected will be used until you select anather; it will persist even
after pau exit this sezzian,

If pou choosze Mo’ your selection will be ighored and nathing will be changed.
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Logon as Another User

This option is used to log into IQS as another user without having to exit the application. The logon
window will appear so you can enter a new username and password.

. fncident Qualification System Login

U zer I|:|:|||35 oK.

Lurrent Pazsswond: I Cancel |

This option is also available by double-clicking on the bottom right toolbar selection - “U”.

Change Password

This option is used to change the password for the user you are currently logged in as. You will see
the screen below. Enter the new password and verify the new password then select “OK”.

i, fncident Qualification System Change Password Ed |
userld:lms QK
LCurrent Password: I************** Cancel |

MHew Paszward: Ixm

Yerify Mew Passward: |===<=<=1

Sounds

Turns sounds on or off for application. A check mark indicates the sounds are turned on. To turn
off, just select the menu option.

System Administration
Please refer to Chapter 2 - System Administration for complete details on System administration options.

Help About

This option displays a screen with information about the 1QS application including versions and paths
to the database and reports database files, a link to the IQS Web page and displays a count of the
persons in the database.
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GETTING STARTED

Step One: Create new users who will be using 1QS

(Done by System Manager after Installation or IQS user with IQS Manager privileges).

1QS is distributed with a user called “IQS.” This user has been given IQS Manager privileges. You
can sign into 1QS initially as IQS and set up new users.

e Refer to Chapter 2 System Administration for more information on Users and Groups.

Step Two: Add your organizations to 1QS.

Tracking “Organizations” within I1QS serves two purposes. First, people within the database are
associated with an “Organization.” Reports and training analysis can be done on groups of people
belonging to the same organizations. Secondly, the organizations are also used to assign 1QS users
Organizational Level Access (OLAs). OLAs are established by the system administrator to give users
access to subsets of data within 1QS. For example, the user “smithj” may be given the ability to view
or edit only those persons within one of the organizations tracked by 1QS.

NOTE: THE ESTABLISHMENT OF THESE ORGANIZATIONS IS A CRITICAL
FACTOR IN THE SUCCESSFUL IMPLEMENTATION OF 1QS.

Five fields can be used to define an organization. Considerations such as statewide, regional, or
jurisdictional boundaries, or location of facilities may be used when determining your organizational
structure. People within the IQS system can be grouped into organizations for the purpose of
querying and reporting. Consideration should be given to how the data, reports, and access to the
data will be needed, when developing the organizational structure.

Choose “Reference Data” from the Main Menu and select each of the following:

o State-NWCG’s

e Organization Level 1
e Organization Level 2
e Organization Level 3
e Organization Level 4

Refer to Chapter 3 Reference Data for more information on editing reference data.

Step Three: Assign Organizational Level Access

(Done by System Manager after Installation or 1QS user with IQS Manager privileges).
Each of the IQS users that have been assigned to the groups 1QS Data Entry should be given
organizational level access (OLA) to one or more “organizations.” IQS Data Entry Private should be

associated with an individual.

o Refer to Chapter 2 System Administration for more information on Users and Groups.

PAGE 1-8
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Step Four: Reference Data

Go through each of the sub-menu items under “Reference Data” and add any local codes you will
need for your database. You can also do this at any time in the future. As you use the system you
will find areas where you will need to go back and enter you local values into the reference table.
Some examples are “Certifiers,” “Issuers,” “Incidents.”

Refer to Chapter 3 Reference Data for more information on editing reference data.

Step Five: Enter persons into database

To do this, choose “Person/Organization” from the Main Menu.

Refer to Chapter 4 Person/ Organization for more information on editing personnel information.

Several reports are available to view personnel information. To run reports choose “Reports” from
the Main Menu or select “Reports” from the top menu bar within each main menu pick. Follow the
directions on the screen for running the report you choose.

Refer to Chapter 9 Reports for more information on running reports.

Step Six: Use other options from the IQS Main Menu as needed to manage your
Incident Qualifications and Training.

SYSTEM

Users
MANAGEMENT : 4

Enter Org Level
________________________________________ Reference Data Access
5 6 7
DATA P?:pdle Filne:sogesulls P-;?i:?(f;s
MANAGEMENT 0
TraiBning gszt Qualifligatiuns Expelrlience
12 %3A 14 15 16
T R A I N I N G Rve\/:;il?:nf.)ﬁs Nte:-drsa i’grlll?ysis icr':glur:; Cour:eothesulls QLIJI;Titf?é;(ijgns

MANAGEMENT i

Reports

OUTPUTS
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NAVIGATION

1QS uses standard Windows navigation. Editing information in the program is done through several

different data entry screens. The data entry screens have two basic looks. One type contains
separate fields or controls. The other type contains a grid of information. A grid is similar to a

spreadsheet. A grid displays several records at one time. The table below summarizes the keystrokes

used in navigating through the IQS system. A toolbar is available on all data editing screens with
standard options for inserting, updating, deleting, copying and undoing records.

IQS Keystrokes

KEY
TAB — Next Control

ACTION

Moves cursor between separate fields or controls (not in a grid)

ENTER — Next Field

Grid — Changes mode when field is being edited to highlighted.
Moves to next field from left to right when field is highlighted.

UpArrow — Previous Record

Grid — Moves to previous record

DownArrow — Next Record

Grid — Moves to next record

LeftArrow — Previous Record

Grid — Moves to next field to left when field is highlighted, moves
to next character to left when field is being edited.

RightArrow — Next Field

Grid — Moves to next field to right when field is highlighted,
moves to next character to right when field is being edited.

AltDownArrow — Drop Down

Displays drop down box if available when cursor is in the field.

Drop Down Box Search

With drop down box displayed, begin typing first letters of value.
The closest match will be highlighted in drop down. To select,
press enter when desired value is highlighted.

ESC

Within a field, undoes the last edit; within a grid only before
pressing Enter the first time.

Hotkey- Alt (Letter)

Pressing Alt and the underlined letter of any menu or sub-menu
item will invoke that menu option.

Tool Tips

Hovering over a value with cursor will display a tool tip if present.

F2

With cursor within a field, toggles between selecting the field and
editing the field.
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Grids and Drop-Down Lists

The screen below is an example of a grid in IQS.  As you can see the grid displays several records at
one time. Placing the mouse on the vertical line in the column header can change the display width
of the columns. When the cursor changes to a cross, click and drag the column to the desired width.
Some fields within a grid may have a “Drop Down List” of available and/or required values. Fields
with a drop down list will have an arrow at the far right of the field when the cursor is in the field.
Activate the drop-down list by clicking on the arrow (or Alt-Down Arrow). Select the value from the
drop down by single clicking on that value or arrow to the value and press ENTER.

. [0S Reference Data

Fil=  Eepaorts
Courses
*Risk Twp|*Course (| “Title *Hours | *Standard Course Type ﬁnﬁnh.}fded?yji f
R R=-300 |Prescribed Fire Bun Boss 40 MaTIONAL] I CLASSROOM 01./01/2000
R F-310 | Introduction to Fire Effects 36 AGEMCY
Fi Fix-410 | Smoke Management Techniques 28 01,/1954
R R=-510 |Applied Fire Effects a0 REGIOMN
R Rx-580 |Advanced Fire Uze Applications a0 STATE 01,/2000
W D110 |Dispatch Fecorder 12 01,/1959
WF D-310 | Support Dizpatcher 32
WwiF [0-480 | Coordinator 32
W D510 | Supervizory Dispatcher 32
W 1-100 Introduction to [CS 4 MATIOMAL CLASSROOM
WF 1-200 Basic ICS a2 MATIONAL CLASSROOM
WF 1-220 Bazic ICS g MATIOMAL CLASSROOM
WF 1-300 Intermediate |C5 16 MATIONAL CLASSROOM
W 1-400 Advanced ICS 16 MATIOMAL CLASSROOM
WF 1-401 M ulti-tgency Coordinator 32 MATIONAL CLASSROOM 01./01/2000
WF 1-402 ICS for Executives a MATIONAL CLASSROOM 01./01/2000
wiF lAMS Interagency Aviation Management & Sa| 40 MATIONAL CLASSROOM
WwF J-236 Staging Area kanager I} HATIOMAL CLASSROOM
WwiF J-244 Display Processor I] HATIONAL CLASSROOM
WF J-248 | Statuz/Check-in Becorder i MATIONAL CLASSROOM
- WwF J-252 Ordering Manager i MATIONAL CLASSROOM _|;|

ve] ] ] 3| o

Saving Changes: Changes are automatically saved when you move from the
record being edited to another record. The save button can also be used to save
changes. The “Undo” button will only undo changes on the record being edited.

Selecting Records: If the grid can be edited, a record is selected by click on the
far left. If the grid is not editable, records can be selcted by click anywhere inside
the grid on the desired record.
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IQS Toolbar

A toolbar is available on all data editing screens with standard options for inserting, updating, deleting,
copying and undoing records. The toolbar is located at the bottom of the screen. Some buttons may
be grayed depending on the uset’s level of access.

o B | B o

\

Duplicate Current Record

Undo All Pending Changes

Delete Current Record

Update Record Now

Add New Record

IQS Name or ID Search

Several data edit screens have the ability to search for individuals in your database by either name or
ID. This search function is found at the bottom of the screen to the right of the toolbar.

W[ 4[Poson bl »#| =2 w2 B2 | w0 | Name Search: [Kine, Richard B ] ID Search[ 125457865 =]
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IQS Filter

A filter is used to query a subset of the records. Frequently within 1QS, records will be filtered by the
agency so only the records belonging to a given organizational level are displayed. 1QS uses two
kinds of filters. First, the reports section uses a series of screens that we call filters. The filters are
used to pull the subset of information you want for a particular report. Secondly, filters are used
within the application to display a subset of data for a specific organization on a screen. This type of
filter is shown below. When the “Apply Filter” button is pressed, the subset of records are displayed.
In the example below the State-NWCG is WA-WAS. When the wildcard is used in all Org Levels,
the user will view information for all Org Levels within the WA-WAS Agency. To see all records in
database regardless of State-NWCG, the “Wildcard” is used in this field.

Oftentimes, a user supplies the same values for the filters over and over again. If your 1QS user id has
a default Organizational Level Access (OLA) defined for it, these values will appear in the filters
automatically. The values can be changed if the user desires to use different filter values. See Chapter
2 — System Adprinistration/ Organizational 1evel Access for information on setting your default OLA.

W, IQ5 Training - Needs Analysis

ELile Traming Reports Toolar CertsTarget Pos Blamtam Beterence Data

State-MWCG: Org Lewel 1: Org Level 2 Org Level 3: Org Level 4:

WAWAS 7l |DNF| 7l I[Wildcard] 7l I[Wildcard] 7l I[Wildcard] 7l ?{l

Filter Criteria Apply Filter

Field Colors

Colors on fields indicate:

Green — Required

Red — Expired

Yellow — Warning

Blue — selected (may vary with your windows settings)
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CHAPTER

2 System Administration

It is important for the IQS System Manager to identify the levels of security for the management of
this information database. They should meet with the organization’s agency administrator and
determine who should have access to the 1QS information. They should determine who may enter
information, change or modify records, certify and qualify individuals for various job classifications,
issue “Incident Cards” and view the records.

ESTABLISHING SECURITY WORKGROUPS

Seven workgroups are defined for the IQS system. The workgroups are used to control access to the
modules within IQS. IQS users may be assigned to one or more workgroups.

Admin — Users belonging to this group will have full access to the 1QS system including the ability to
add new workgroups and reconfigure the modules to which each workgroup has access. Members of
this group will be restricted to the IQS Project Management Team.

1QS Admin — Users belonging to this group will have full access to the IQS system with the exception
of the ability to add new workgroups or reconfigure existing workgroups. Members of this group
will be restricted to the IQS Project Management team.

1QS Manager — Users belonging to this group will have access to the IQS System administration
functions such as creating new users and assigning them to groups and giving them organizational
level access.  1QS Manager also inherits the rights of 1QS Data Entry.

1QS Data Entry — Users belonging to this group will have access to all modules except the system
administration module. Restricted access to the “Reference Data” will also be given.

1QS Data Entry Private — Users belong to this group will have private access to all modules except the
system administration module. The access would allow an individual to update only one person’s
record. Usually this would be used to give an individual access to their own record.

1QS View — Users belonging to this group will have view only rights to the modules to which they
have access.

1QS View Private — Users belonging to this group will have view only rights to view one person’s data
within the modules to which they have access.

Users that are assigned to the workgroups “1QS Data Entry” and “IQS View” can be further assigned
to one or more organizations. The organizational access further defines the subset of data available
to the user within IQS for updating, reporting and viewing. This organizational level access will be
referred to as “OLA.”
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The matrix below defines the modules to which each workgroup will be given access.

Modules =
Workgroups V¥

Person/Organiz
Post Fitness
Post Experience
Print 1Q Card
Maintain
Reference Data
System Admin
Configure
System Security

Certifications
Training

Admin
(Not distributed)

IQS Admin
(Not distributed)

1QS MANAGER

IQS DATA X X X X ROSS
ENTRY (OLA) | (OLA) | (OLA) (OLA) | (OLA) (OLA) | (restricted) | Export
Only
I0S DATA X X X X X X X
SNENELCICEN OLA) | (OLA) | (OLA) (OLA) | (OLA) (OLA) | (OLA)
X
X X X (OLA) (OLA)
1QS View
(OLA) | (OLA) (restricted) | (restri
cted)
- X
IQ_S View X X
Private (restricted)

OLA- Organizational Level Access
Restricted- Access is limited to a few sub-options
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USERS AND GROUPS

The Users and Groups screen is used to create new users, edit existing users, delete users, and assign
users to a group. To access this area, you must be an IQS Manager or above.

Create New IQS Users

Begin typing a new unique username to create a new user. The “new” button becomes active once
you begin typing a new name. User name and passwords are case sensitive. The user name can be a
maximum of 20 and allows no special characters except spaces and underscores. Press “new’” after
typing the desired new user name. You will receive a message stating the new user was created. You
may assign a new user a password by pressing “Change Password.” If you do not assign a password,
the user will be asked to enter a new password the first time they sign on to IQS.

i, I8 Usars And Groups

—zer

|Jnhr1

Lhange Pazswornd

0 Mew

[Elear Passward | [elete

— Group Membership

Axailable Groups:

Q5D atak ntny

Q50 atak ntrePriveat
IQ05SManager
Q54w

105 WiewPrivate

drld

<4 Hemoye

tember of;

= &gzociate Berzomn with User

Perzon:

Azsociate

F

[Nizaszoniate |

Edit Existing User Access

Use the drop down to select the user you want to access.

Delete a User

Select the user you wish to delete from the user drop-down. Press the “delete” button.

May 11, 2005
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Assign a User to a Group(s)

The group membership box is used to add or remove users from the available groups based on the
1QS access they should have. Users need only be assigned to the highest group in which they need
access. Rights to lower groups are inherited. To add a user to a group, highlight the group and press
the “Add>>"" button.

i, FQY Usars And Groups

—zer
ITani - ew

Change Pazswaord Clear Paszward | Delete

— Group Membership

Axailable Groups: tember of;
Q5D atak ntny G5V iewPrivate
Q50 atak ntrePriveat
IQ05SManager Add >
105 Wigw -

<< Remove

—A&gzociate Person with Uzer

Perzan: | Corverze, Tani E J

Azsociate Digaszociate |

Associate a User With a Person

If a user is given membership to the group IQS View Private or IQS Data Entry Private, this option is
used for selecting the person in the database to which the user would have View Private access. This
option is grayed out unless the user belongs to View Private or Data Entry Private groups. To create
an association, select a person who has already been entered into the database. Press “Associate” to
give the IQS user access to the person you selected.
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ORGANIZATIONAL LEVEL ACCESS

This option is ONLY for users belonging to the group IQS Data Entry or IQS View. Through
Organizational Level Access (OLA) a user can be given access to a group of persons in the database
associated with one or more organization. A check mark can be placed in the “Default” column by
one of the Organizations. If a default is indicated, this organization will automatically be entered into
the filter sections of Reports, Training options and Post Fitness.

W, IQ8 Orgouization Level Access

User: [Tari I8l
Users' Organizations
Default| State-NW LG | Qg Level 1 Abbrey | Org Lewel 2 Abbrev  |Qig Level 2 Abbrev | Org Level 4 Abbrev | Comment
[ [wawas [Placeholder) [Placehalder] [Placeholder) [Placeholder)
[ [wWawWaS DMA [Flaceholder] 2} [Placeholder) [Placeholder)
*
A |

>*| Ha| M| | ﬂ|

When editing the OLA for an 1QS user, the organizations must be entered from left to right. The
“[Placeholder]” or [Wildcard] value must be filled in for those levels that do not have an
organizational code. The value [Placeholder] in an organizational level would preclude the user from
access to any persons belonging to organizations at that level. For example, the user ‘tani” shown
below would be able to access only those individuals belonging to WAWAS or those individuals
belonging to WAWAS, and DNR. The [Wildcard] value gives the user access to any persons
belonging to organizations at that level defined within the higher levels. If the wildcard value was
used in the first record shown above, the user “tani” would have access to individuals within WAWAS
and any organizational levels defined below WAWAS, and DNR.

NOTE: The organizations must be entered into the reference base prior to using
this screen. To enter the organizations, select “Reference Data” from the main
IQS menu and select any of the sub menu options; “State-NWCG,” “Organization
Level 1,” “Organization Level 2,” “Organization Level 3,” or “Organization Level 4.”

Assigning Organizational Level Access

Select the user for which you want to assign or edit their organizational level access. If the user has
been assigned access, the information will be displayed. Enter or edit a previous combination of
organizations that will give the user appropriate access to individuals within your database.
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Organizational Level Access Field Definitions

FIELD ‘ DEF ‘ DESCRIPTION ‘
User (Text, 8) The user for which organizational level access is being defined.
Default Boolean Indicates if record should be used as a default for the filter sections

of Reports and Post Fitness
State-NWCG (Text, 5) The State-NWCG 3 letter identifier for this person.

Level 1 Organization
Abbrev

(Text, 20) | The level 1 organization to which the user is being given access.

Level 2 Organization
Abbrev

(Text, 20) | The level 2 organization to which the user is being given access.

Level 3 Organization
Abbrev

(Text, 20) | The level 3 organization to which the user is being given access.

Level 4 Organization
Abbrev

(Text, 20) | The level 4 organization to which the user is being given access.

In the example below, the 1QS user “test5" would be able to access data from people belonging to
WAWAS —DNR and any organization defined below WAWAS-DNR.

%, I8 Organization Level Access
ser: IlE-'StE J
Users' Organizations
Default | State-MWCE  |Oig Level 1 Abbrev  |Org Lewvel 2 Abbreyv | Org Level 3 Abbrewv | Org Level 4 Abbrey | Comment
[ ['wisiwias DHR [wildeard) =l twildard) [wildcard)

*
E| v

Hel E,;rl ¥ | | '] |
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EXPORT

The Export option is used to export selected data from an IQS database. Note: Only IQS
Managers or above have access to this function. Also, you must be the only person currently
accessing the database.

NOTE: V2.0 has a new option “EXPORT INDIVIDUAL”". With this option you just
select an individual(s) for export. The program automatically selects all the
reference information required for the individuals being exported. On import, you
are prompted to enter new organizational information for the people being
imported. The “EXPORT” option here is more generic. It exports all records from
only the tables you identify in the screen below. If you select an individual to
export you may or may not get the related information depending on what other
tables you select. When you import the records into another database, they will
successfully import only if all the required related data exists. For transferring
individuals records from one 1QS database to another, consider using the “Export
Individual” option.

The exported data resides in an unsecured MS Access database file that you name (an unsecured
database is one that any user can open using MS Access). (The main database, IQS.MDB is secured,
or locked, to maintain the integrity of the database structure.) The data exported from IQS can then
be imported into another IQS database using the Import option, as described in the next section
“Import”.

From the IQS Main Screen bar menu, click on "Options" (or do the Alt-O keystroke combination),
then choose "System Administration" and "Export" to view the IQS Export screen as shown below,
which is the main screen for exporting 1QS data.

wi. 135 Export O x|
Persons Info - Double Click on T able to Espart/Catcel Ref Info - Double Click ot Table to Expart/Cancel
Selected Table ta Export Selected T able to Expart E
» [] Persans Infa | 3 Certifiers [
Courges

Courze Equivalencies

Course Prerequisites - Courses
Courze Prerequisite Jobs
Employment Status

Fuel Types

Incident b anagement Levels
Incident Size Clagses
Incidents

lzzuers

Jet Parts

Job Currency

Job Prerequisites - Experience
Job Prerequisites - Training
Jobs and Skill:

) ) o

raining Info - Double Click on T able to E xpart/Cancel State MWGs

Selected T able to Export

- Org Level1
|3 [] workforce Requirements

[ Trairing Scheduled Higlleiclc

Org Level 3

Org Level 4

Rizk Types

Station Information
; == "
Select All i Dezelect All Advanced Dptions Export Selected Data
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Operational Steps:

1. Choose the data to export by positioning the cursor in the left-hand column of any record and
double clicking. A checkmark indicates the data will be included in the export. The double-
click will highlight the row and change the entry from select to unselect.

NOTE: When the "Persons Info" is selected by changing it to a checked box, more
information about the person will be displayed.

2. Choose the “Select All” button or the “Deselect All” button for changing multiple selections.

3. Features for the "Advanced Options" button are desctibed on page 2 - 8 of this User Guide.
This option is used as a filter for selecting individual, or organizational values.

4. Once you have all the options selected for your export, press the “Export Selected Data” button
to create export file. You will be prompted for a name and location for the export file.

Selecting Data to Export

When selecting the data for your export file, you need to consider several factors:
1. The purpose of your exported data.

2. If the data is going to be imported into another IQS database (target database), what data exists in
the target database.

When selecting data to export, it is important to select all the records that you wish to export. For
example, if you select an individual within Person Org, you should select all data that you feel is
relevant, such as training, experience, and qualifications. If the data already exists within the new
database, it will not accept the data. It is better to have more reference data than you need in the
export file, rather than not enough.

Use the “EXPORT INDIVIDUAL” option if you want to transfer all the data for an
individual or group of individuals from one 1QS database to another.
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In the example below, the export file would contain the person info and their qualifications for all

persons in the database plus the reference data for State-NWCG and Organization Level 1 — 4.

If you would like to further limit the records by Organization or Person, then select “Advanced
Options” before performing the export.

W, QN Export

Persons Info - Diouble Click on Table to Esport/Cancel

Ref Info - Double C

ick _on Table to Esport/Cancel

Selected Table to Export Selected Table to Export E
Persons Info Certifiers =]
[l Persons Experience Courses
| Persons Phone Mumbers Course Equivalencies

» [ Persons Qualifications Course Prerequizites - Courses

] Perzons Target Pogitions Course Prerequisite Jobs
] Perzong Tazk Books Employment Status
] Perzonz Training Fuel Tupes
O Instructor History Incident Management Lewvels
[ Instructor Qualifizations Incident Size Classes

Incidents

Issuers

Jet Ports

Job Curency

Job Prerequisites - E xperience

Job Prereguisites - Training

Jobsg and Skills

| 9 e e B e | T 0 ) O 0 0| 0| 0 0 0 o Oy 0y 0 O

rainitg Info - Double Click on T able to Ewport/Cancel g
Selected Table to Export gtrati;:ﬁﬁs
» L] “Workforce Requirsments g

] Training 5 cheduled eigitesElE
Org Level 3
. Org Level 4
Risk Types

Station |nformation

Select All Deselect All Advanced Dptions Export Selected Data |

Advanced Options

If you are exporting "Person Info,” selecting individuals or selecting organization values can filter the
data set that you export.

For example, if you want to export all the persons in your database belonging to one district, then you
could indicate this district in the “Organization Selections.” Your export file would only contain the

individuals from the specified organization. Likewise, if you only wanted to export 1 or more

specified individuals from the database, you could indicate those individuals by choosing “Individual
Selections.”

wi. Q8 Advauced Export Properiies

Persons Selection - by Individuals or Organizations

Individual Selections

Exit

Organization Selections
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Individual Selections

A screen similar to the screen below will be displayed if you select “Individual Selections.” Double-
click on the selected column to change the selected value. Data for those persons with a checkmark
value in the selected column will be exported. In this case, Abel, Abrahams, and Adams.

. [QX Select People Individually
Double Click on Persong Data vou Want bo Export
Selected  |Last Mame Firzt Mame |MI |Job Title State niwcg|0ORG Levell |ORG Level? |ORG |~
] ABBOTT JAMES P |FOREST FIRE FTR  [wiawas  [DMNA [Placeholder] | [Flace™
ABEL FRAM FOR PRAC BOARD  |wiawisS  (DMR o B
] ABERLE BARBARA MAT RES SCIEMT 2 |'wishwidS  |DMR kAR FMN
] ABLEMAM GARY WAWAS  |DMA s [Place
] ABLEMAM Ta0D WAMWAS  |DMA W' [Place
ABAAHAMS MIKE WAMWAS  |DMA E® [Place
[ ABRARMS RICHARD WAMWAS  |DMA [ JH
.3 ADaMS AMT K. |FOREST FIRE FTR  [wiawas  |[DMA W' HC
] ADAMS DEAM A |FORESTER 1 WAWAS  |DMA F* JB
] ADaMS JAY WAWAS  |DMA Lk [Place
] ADaMS JIM WAWAS  |DMA E® [Place
] A0AMS FEWIM A [EQUIP SHOP ASST - |WwiahwidS  |DMR ZE CF
] a5 MARE. WawAS  |DMA E* [Place
] a5 RaMDy WawAS  |DMA E* [Place
L] A0ARSE] Law/RENC |B |COL C GRAD - CET - [widhwias  |DMA 5" Wi
L] ADEN DOMALD |L |FORESTER 2 WawiAS  |DMA E* DG
L] ADEN WIRGIMIA LAMD TECH 2 WawiAS  |DMA E* AR
[] ADKIMS DEMA, WawiAS  |DMA 5" [Place
L] ADKIMS STEWEM |E |FOREST FIRE FTR  [wiawias  |DMA 5" BE.
[] ADLER DA 1D WawiAS  |DMA Lk [Place
[] AEBI FARIME WawWAS  |DMA E* [Place
L] ASERNI AMDREW W WawWAS  |DMA W D
[] AGUILAR MIkE WawWAS  |DMA Ll [Place
[] AHART PALL WawWAS  |DMA 5" [Place
L] AHRARRN MARTIM (L |SCIEMTIFIC TEC 1 WS |DMA h* RF
(] AHN [N WIAIAT | TIRIE s =]
| T
Accept Selections and Return | Cancel Selections and Return

Operational Steps for "Individual Selections"

1. Choose the "Individual Selection" button, by clicking on it, to display the "Select People
Individually" screen. This section displays each individual within the database by last name, first
name, middle initial, job title, and their organization level. (For an explanation of "Otganizational

Level" see Chapter 3, Reference Data.)

2. Choose the data to export by positioning the cursor in the left-hand column of the record, and
double click. A checkmark indicates the data will be included in the export. A double click will
highlight the row and change the entry from selected to unselected. This procedure can be used to
select multiple records.

Note: Prior to selecting an individual or organization level for export, you must
select data for that individual, such as "Person Info,” "Task Books," etc.
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Organizational Selections

A screen similar to the screen below will be displayed if you select “Ozrganization Selections.” Enter
the values for the State-NWCG and each Organizational Level for which you would like to use the
filter to export data set. You can use the “[Wildcard]” and “[Placeholder]” values as in all other parts
of the IQS application. In the example below, the export file will contain all persons belonging to the
FL-FLS, DOF and any organization below.

. IQ8 Seloct People By (rganization

StateNWCG: [FLFOS 7|
Org Lewvel 1: Iﬁ
Org Lewvel 2: Im
Org Lewvel 3: I["\"v"ildcafd] 3
Org Level 4: W

accept Selections and Retum Cancel Selections and Return

Operational Steps for "Organizational Selections"

1. Choose the "Organization Selection” button. Click to display the "Select People by Ozg" screen.
This screen displays the Org levels as described in Chapter 3, Reference Data. This allows the user to
define and select the "Org Level" of persons within that specific organization. For example, if you
want to export individuals within a particular Org Level 2 of your organization, you would select that
predetermined "Org Level." This will allow the user export identify all of those individuals within the
selected Org Level 2.
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IMPORT

The import option is used to import selected data from an MS Access database that has been exported
to you from another IQS database or is in a compatible format. The records that you import will be
appended to any existing data in your database. When data is imported into your 1QS database, if
that data contains information currently existing within your database, the imported data will
not be transferred/imported. If you suspect some of your data did not successfully import, you
can open your import database after importing in MS Access to see if any records were not loaded.
Each table in your import file contains a column called "UpdateMsg.” If a record was not loaded,
you will see the error code and message in this field.

@&, Microsoft Access [_ (O] %]
” File Edit Yiew Insert Format Records Tools Window Help |

IERCIEEY AR - A A O -l ===

B thl_igs_persons_IP3 : Table

UpdateMsy p_person_id | p_state_nwcyg | p_org_levell | p_org_levelZ | p_s
¥ | 3022 : Record already in database| 779602864 OHOHS ODMR AD (Pla
3022 : Record already in database. | 7724085963 OHOHS QODMR QDF DIS:
3022 : Record already in database. | 777485631 OHOHS ODMR AD (Pla
3022 : Record already in database. |BEEES3775 OHOHS ODMR ODF DIs"
Record: 14| [T 1 > [»ir#|cf a5 4 |
= 'Iﬂd

|Current ‘“Workgroup: F:\I0SW1.1,01Igs.mdw -- Current Database: F:iIQSY1.1.01Igs.mdt l_ UM L

From the IQS Main screen menu bar, select "Options," then "System Administration,” then "Import"
by clicking on the items. Navigate to and select the file you want to import. Press “Select Import
File and Begin Update” to import the file. The main screen for importing IQS data will be displayed
as shown below.

. Import 135 Data | _ [O] <]
I S 'l C:AQ5MOther DE s\Flonida
TN
108
=3 Other DE=
135UPD. mdb
Select Import File and Begin Update LCancel and Retum to kain 105 kMenu

If the file you are importing was created using the “Export Individual” option within 1QS, you will be
prompted to enter a new set of State-NWCG and Org Level 1-4 values for those individuals being

imported.

Note: The following information is set to blank when exporting individuals: State-
NWCG, Org Level 1-4, Jets Ports and Availability. You will be prompted to enter
the State-NWCG and Org values upon import. You will need to edit the Jet Port
and Availability information using 1QS “Person/Org” data entry screen.
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EXPORT INDIVIDUAL

The Export Individual option is used to export one or more individuals from an IQS database.
Only the data pertinent to the individuals being exported will be included in the file. This is different
from the regular Export option where all the data in a reference table selected is included.

The individuals exported from 1QS can then be imported into another 1QS database using the Import
option, as described in the previous section “Import”. When importing, the program will recognize
that your file contains individuals rather than a regular export file. You will be prompted to supply
new organizations for the individuals before the import.

From the IQS Main Screen bar menu, click on "Options" (ot do the Alt-O keystroke combination),
then choose "System Administration" and "Export Individuals". The group of persons to export can
be designated by selecting individuals or organizations.

For example, if you want to export all the persons in your database belonging to one district, then you
could indicate this district in the “Organization Selections.” Your export file would only contain the
individuals from the specified organization. Likewise, if you only wanted to export 1 or more
specified individuals from the database, you could indicate those individuals by choosing “Individual
Selections.”

i, fndividual Selections

Persons Selection - by Individuals or Organizations

Individual Selections Organization Selections

Exit

Individual Selections

A screen similar to the screen below will be displayed if you select “Individual Selections.” Double-
click on the “Selected” column to change the selection value. Data for those persons with a
checkmark value in the selected column will be exported. In this case, Abel, Aberle, and Ableman.
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Operational Steps for "Individual Selections”

1.

Choose the "Individual Selection" button, by clicking on it, to display the "Select People
Individually" screen. This section displays each individual within the database by last name, first
name, middle initial, job title, and their organization level. (For an explanation of "Otganizational
Level" see Chapter 3, Reference Data.)

W, IQ8 Seloct People Individually
Diouble Click on Persons D ata Vou Want to Evpart
Selected  |Last Name Firzt Marne |MI |Job Title State nweg|ORG Levell [ORG Level2 |0RG =
[l ABBOTT JAMES P. |FOREST FIRE FTR  [widhw/aS  |DNR [Flacehalder)| [Place—
ABEL FRAM FOR PRAC BOARD  |wWawas  [DMA [Pl E
ABERLE BARBARS MAT RES SCIENT 2 |wiawas  [DMA b FM
|4 ABLEMAN GaRy WS | DMR R [Flace
O ABLEMAN Taoo with/nS | DMNR L [Flace
O ABRAHAMS MIKE with/nS | DMNR E* [Flace
[ ABRAMS RICHARD withe/S | DMRE [ M
[ ADARS A k. |FOREST FIRE FTR  [widhw/aS  |DMR b+ HC
[ ADARMS CDEAM R |FORESTER 1 withe/S | DMNR F JB
O ADAMS Ja WS | DMR i [Flace
O ADAMS Jitd WS | DMR E" [Flace
O ADAMS KEWVIN A |EQUIP SHOP A55T  |wWia/aS | DNR ZE CF
O ADAMS MARE, with/nS | DMNR E* [Flace
O ADAMS RO with/nS | DMNR E* [Flace
[ ADAMSE] LAWREMC (B |COLCGRAD -CET  [widhw/dS  |DNR 5 WG
[ ADEM COMALD L |FORESTER 2 Wwithe/S | DMR E® OG
[] ADEM YIRGINLA LakD TECH 2 wiar/aS | DMR E" 4B
O ADKINS DEMA WS | DMR 5" [Flace
O ADKINS STEVEM [E |FORESTFIREFTR  |wWiwiaS  |DNMR 5" BE.
O ADLER DD with/nS | DMNR ™ [Flace
O AEBI KARIME with/nS | DMNR E* [Flace
[ AERMI AMDREW |'w Wwith/nS | DMR L 8]
[ AGUILAR MIKE Wwithe/S | DMR ot Place
[ AHART PAIIL Wwithe/S | DMR 5 Place
[] AHbAMNM MARTIM (L |SCIEMTIFICTECAH wininS | DMR hd* RF
H 1 AH | [ Y= [ ":"""_,i;

Accept Selections and Return |

Cancel Selections and Return |

2. Choose the data to export by positioning the cursor in the left-hand column of the record, and
double click. A checkmark indicates the data will be included in the export. A double click will
highlight the row and change the entry from selected to unselected. This procedure can be used to
select multiple records.

Note: The following information is set to blank in the export file and must be
updated for the individuals when imported: State-NWCG, Org Level 1-4, Jets
Ports and Availability.
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Organization Selections

A screen similar to the screen below will be displayed if you select “Ozrganization Selections.” Enter
the values for the State-NWCG and each Organizational Level for which you would like to use the
filter to export data set. You can use the “[Wildcard]” and “[Placeholder]” values as in all other parts
of the IQS application. In the example below, the export file will contain all persons belonging to the
WA-WAS, DNR and any organization below.

i, Individual Salection of Peopla By rganization

State-MWCG: |w&-was

Org Level 1 IDNH

Org Level 2 I[‘v’v‘ildcard]

Org Level 3: Il"\"\"'“'jﬁafd]

Lal Laf La] pa] L4

Org Level 4: IMi|dCard]

Accept Selections and Return Cancel Selectionz and Return

Operational Steps for "Organization Selections”

1. Choose the "Organization Selection" button. Click to display the "Individual Selection of People
by Organization" screen. This screen displays the Org levels as described in Chapter 3, “Reference
Data.” This allows the uset to define and select the "Org Level" of persons within that specific
organization. For example, if you want to export individuals within a particular Org Level 2 of your
organization, you would select that predetermined "Org Level." This will allow the user to identify all
of those individuals within the selected Org Level 2.
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EXPORT FOR ROSS

Overview of ROSS Export

An export file can be created from 1QS for importing into ROSS (Resource Ordering and Tracking System).
The IQS export process will allow users to select individuals by organization or individually to create the
export file. The IQS user will need to identify a dispatch organization and a provider in ST-NWCG format
for the export file. The provider will usually be the State-NWCG code identified for the individuals within

1QS.

The combination of dispatch organization and providing organization the user supplies for the export will
need to be a valid combination recognized by ROSS. You may supply separate files identified by the same
dispatch organization but different providers. Submitting separate files with the same provider and different
dispatch organizations will most likely result in an invalid organization in ROSS.

ROSS considers all the individuals identified by the providing organization as belonging to the same
organization. The 1QS interface allows the user to identify whether the import file will replace all individuals
in ROSS identified by the same organization as the export file or simply update existing records with data in
the import file.

NOTE: The ROSS import requires the Person ID of all exported persons to contain ALL
NUMBERS. If you are using characters (a through z) in the IQS person id, the person id
should be changed to contain all numbers before exporting those individuals for ROSS. In
place of a 2-letter state identifier, please use the numeric state FIPS code. For example
instead of CO for Colorado, the FIPS code is 08. The list of these codes can be found at
http://www.itl.nist.gov/fipspubs/fip5-2.htm

Creating an Export for Ross

From the IQS Main Menu, select Options/System Administration/Export for ROSS. 1QS
users must belong to the group IQS Manager or IQS Data Entry to access this option.

:—/Incide nt Qualification System

File WNelsldlst-¥ Help

Change the Application Database. ..
Change the Reports Database...
Logon as Another User,..

Change Password. .. Personf{Org

v Sounds F
Training

System Administration Users and Groups. ..
Organization Level Access. ..

Certifications

Import...
Export,.. Post Experience

Export Individual. ..

Beports

Export For ROSS

Post Fitness ‘

Carnpack Reference Data

Preferences. ..

AllRisk Training and Qualification Tool

Welcome to 105 ¥ DB (U 03/27/03  07:39 am
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Individual or Organization Selections

Press “Individual Selections” if you would like to create your export file by choosing various
persons from throughout your database regardless of their organization.

Press “Organization Selections” if you would like to create your export file by selecting all the
individuals from within an organization.

w. Export 105 for ROSS E@@

Persons Selection - by Individuals or Organizations

Individual Selections Organization Selections

E it

Individual Selections

&= [0S Select People Individually.

Selected Mame [Last, First, kid] Person [ Type in name wanted
» T JABTS Y IBTRREIE |
[ ACKLEY.TOM . 3BTR2ER: | | =l Enter the Dispatch
[] ADAMS . CHARLES R. 31644807 Organization far
O ALBRECHT.THOM&S R 3345217¢ | M ame [Last, First, Mid] | Perzan D thiz Expart:
(] |ALLIKAS JAMES E. 525 > | |
[ |AMBOURN.NEILG. 47TRAR3I
[ |AMIELR&TY . 38258992
[ |ANDERSOM.ELAIR W, 27564241 Enter the Providing
[1 [ANDERSOMN.PaUL 39062525 Organization for this
[] |AMDERSOMPETER 39486385 Export;
[] |&NDERSOMFHILLIFF. 39443535 Ii
[] |&NDERSON.TODD M 46ER4414
[] |ASHEREMMER.JAMES E. | 39940032
[ [AVELALLEMANT W TE | 39376590 Export Cert. Options
[ [A<ELRODALFRED N E7REA05Z — National
(1 |BACKHAUS.CARL J. 39642342
[ |B&ILEY.D&VID C. 33652001 [~ State
[ |BAKKABEVERLY L 33052911 .
(1 |BANASZAKTIM 4337015¢ I Region
[ |BARGANDER.SHIRLEY M| 35552028 B Aeey
[ |BARKLEY.JEFFREY D. IEEE205E
[ |[BARNIER JAMES 36682432 Upload Options
[ |BARTH.ELLEN 33452186  Faplace Al
[] |BARTHOLOMEw RDBER| 5577053%
[] |BARTOLEETHM 33070241 v Update
] |[BATES.DOMALD P 3B95243E
[ |BAUGHMAN JAMES E. 3394245F
[] |BAUMGART BEMJAMIN | 39090057
[ |BECKER.JAMES H. 33634450
1 |BEER.DAVID F. B450437: ¥ Cancel
Ll vl o | r

Select one or more persons from the list on the left for inclusion in your export file. To select an
individual double-click on the desired row in the “Selected” column. You will see a check mark
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appear. The check mark indicates this person is selected. The persons selected will also be listed
in the box on the right. Double-clicking again on a check mark will de-select that person.

To select several individuals at once, highlight the top row, hold down the Shift key and highlight
the bottom row.

\ Persons with no qualifications will not be displayed in the list. |

You can search for persons in the list by using the drop-down in the upper right portion of the

screen. Just start typing the name of the person you want to find and select the person from the
list. The person will then be displayed with the pointer on the right. You can add the person
you searched for to the list by hitting ENTER or you can check the selected box.

Once you have selected the persons for your export file, enter the information on the right on the
screen as described on the next page.

. |05 Select People Individually

Personls] selected: 19 Type in name wanted
Selected | Mame [Last, First, Mid) Perzon [ «

ABELFRAN S752881C | | =l Enter the Dispatch
O ABER.FREDRICE P. 98866677 | Organization for
ABRAHAMS MIKE 96082524 Mame [Last, First, Mid) Perzan D thiz Export:
AGUILAR MIKE 93339807 ABELFRAN 375288100 T
AMSDEMKEYIN 9725610 LBRAHAMS MIKE 960825249
¥ |ANDERSOMDAVID 9950975 AGUILAR MIKE 933338078
W] |ANDERSOMKEMNITH 95521497 AMSDEN KEVIN 967256709 Enter the Providing
v &vOTTEJESSE 9506321F AMDERSON DAVID 986097359 Orgarization for thiz
BAILIE STEVEN 9E547265 AMDERSON EENMITH 955214929 Export:
BAKER DAN qAR477RC AYOTTEJESSE 950632159 EWAG
EAKER M 9REEATZS BaAILIESTEYEM 965472659
[1 |BARMESJOHN 9396496- BAKER.DAN 945422533
] BATCHELOR J&Y 96705207 BAKER I 9RER32229 Export Cert. Options
] BELDING D&M 9E54530F BEMMETT.LAMCE 9RB8203479 .
BENNETT LBNCE 20347 BUTLER,DARYL 910599749 [ Mational
[0 [BERTSCH.COREY g67817a: HUFF.CHUCK 347463859 ™ State
[1 |BICKELDAMIEL 9680950: KERKER.SCOTT 963488703
] EIDDLE JOHN 985427290 PROCTOR ROEERT 990274769 [~ Reqion
] EORDWELLLJEFF 9570302z ROHMER BREMDA 9R0891729  Agency
[1 |BROZOVICH,GERALD 55457047 xmLEELN[»)T\% ggggigg;g
oo e | LR lman | et
BUTLER.DARYL 51059374 ® Lizdzen sl
1 |BUTTERFIELD.RET. S47EEEZE + Update
[1 |CAMERONJIM 945GE40E
[1 |CARDIMALMWILLIAM 93588554 =
[1 |CARLOCKALAN §7522347 xport
1 |[CHARLTOM.JIM 39661054

¥ [ |CHEETHAM RTAN 54020107 ~ ¥ Cancel

L} 3 4 3

Dispatch Organization — enter the valid STNWCG organization that is the dispatch center for the
individuals in this export file.

Providing Organization — enter the valid STNWCG organization that is the providing organization for
the individuals in this export file. This will usually be the IQS STNWCG identified for your individuals.
However, if individuals are identified by more than one STNWCG in 1QS, you must determine one to
assign them for ROSS.
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The combination of Dispatch Organization and Providing Organization must be
valid within ROSS.

Export Cert. Options — check one or more certification levels to export only certifications of the level(s)
indicated. Leaving all blank will select all certifications regardless of level including those with no level

defined.

Upload Options —
* Replace All — if this option is checked, when this file is imported into ROSS, all individuals
belonging to this providing organization will be replaced by those in this export file.

*  Update — if this option is checked, when this file is imported into ROSS it will update the

individuals belonging to this providing organization with the data in this file. New individuals
contained in this file will also be added.

Organization Selections

. Export IOS for ROSS Q@@

Select the organization to E?;ZLE?:HEE If:l;mh
be exported thiz E spart:
State-MWCG: | j
Enter the Providing
Organization for this
Org Level 1: | j E wpart:
i Level 2 | j Export Cert. Options
[ Mational
Org Level 3: | j [ State
[ Region
Org Level 4 | j | Agency
Upload Options
Export Cancel " Replace Al
f* lpdate

Select the combination of State-NWCG and Ozrg Levels 1 thru 4 that will create the desired list of individuals
for export to ROSS. You can use “Placeholder” and “Wildcard” values as you do in all other parts of IQS to
include only individuals at a certain org level or all individuals below a certain org level.

Only the organizations you have been given OLA (Organizational Level Access) will be available for selection.
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Once you have selected your organization for export, enter the information on the right portion on the screen
as described on the next page.
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. Export 105 for ROSS

Enter the Digpatch
Organization for
thiz Export;

AT

Enter the Providing
Organization far thiz
Export:

MRS

Export Cert. Options

Select the organization to
be erported

Kl

State-NwWCG: |wA-WA5

Org Level 1: |DNF|

Kl

Org Lewvel 2 |MM

Kl

Org Level 3: |["-A-"i|d|:ar|:|] j r State
[ Region
Org Level 4: |[‘v‘v"ildcard] j [ Agency

Upload Options

Export Cancel " Replace Al

{« Update

Dispatch Organization — enter the valid STNWCG organization that is the dispatch center for the
individuals in this export file.

Providing Organization — enter the valid STNWCG organization that is the providing organization for
the individuals in this export file. This will usually be the IQS STNWCG identified for your individuals.
However, if individuals are identified by more than one STNWCG in 1QS, you must determine one to
assign them for ROSS.

The combination of Dispatch Organization and Providing Organization must be
valid within ROSS.

Export Cert. Options — check one or more certification levels to export only certifications of the level(s)
indicated. Leaving all blank will select all certifications regardless of level including those with no level

defined.

Upload Options —
= Replace All — if this option is checked, when this file is imported into ROSS, all individuals
belonging to this providing organization will be replaced by those in this export file.

= Update — if this option is checked, when this file is imported into ROSS it will update the
individuals belonging to this providing organization with the data in this file. New individuals
contained in this file will also be added.
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Create Export File

Org Level 4: |[‘-.-\-"i|du:aru:|] j [~ Agency

Upload Options

Export Cancel " Replace &l

(* lpdate

In either the Individual or Organization selection screen, press “Export” once you have completed the
information on the screen and are ready to create the file. Press “Cancel” if you want to quit and not
create an export file.

Save i |_} data ﬂ & i B

§ Elidelete_this_fie;
igs_IDMNIC_01-21-2003_WIWIS

ty Recent
Documents

©)

Dezktop

2

My Documents

-
43
My Computer
h‘_‘] File name: ligs_WAWAL_0312-2003_ WwAS | save |
" ﬂ Caricel

My Metwork,  Save as tvpe: |
Places

After pressing “Export”, you will be prompted for a location to file the output file. The filename format
is igs_[dispatch organization|_|mm-dd-yyyy]_[providing organization].

You can choose the location to create the file, but DO NOT CHANGE THE FILE NAME.

After the file is created, you will see a message on your screen indicating the file was successfully created.

You are now ready to start ROSS and import this file. Follow the instructions in ROSS for
importing a file from 1QS. You will need to UPLOAD the file you created from your system
to ROSS and then perform the import.

For more documentation on using ROSS to import qualifications from 1QS, please
reference http://ross.nwcg.gov/ and select User Support then Import Qualifications.
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ROSS Export Technical Notes

The following 1QS data is included in the ROSS export file:

e Social Security Number (encrypted in file)
e Tast Name
e First Name
e Middle Initial
e Providing NWCG
e Employment Status
- ROSS recognizes PFT, PPT, EFF or SEA. Other values in employment status will
be set to null when imported.
e Sex
e Weight
Jet Port
Electronic Address
Home Phone, Work Phone, Pager Phone
Fitness Level, Fitness Expiration Date
Dispatch NWCG
Qualifications
- Qual Type
*  Only type JOB or TRN are selected by 1QS.
- Qual Code —

*  Only qualifications where persons fitness level is adequate for the position
are selected by 1QS.

* ROSS imports only qualifications with valid codes within ROSS. Invalid
codes will not be imported and will show as an error in the log; however, the
person will still be imported and any of their valid qualifications.

- Expiration Date
®  Only current qualifications are selected by 1QS.
- Priority

= QS selects qualifications with either null or not null priority. Priority is

NOT exported to ROSS.
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DELETE INDIVIDUALS

The Delete Individuals option is used to delete one or more individuals from an IQS database.
This option will PERMANENTLY delete the individuals you select from the database. The only
recovery would be to use a previous 1QS database file that you have as a backup.

From the IQS Main Screen bar menu, click on "Options" (ot do the Alt-O keystroke combination),
then choose "System Administration" and "Delete Individuals". The person(s) to delete can be
designated by selecting individuals. If you want to delete all the individuals in an entire organization,
then use the option “Delete Individuals by Org”.

= [0S Delete People Individually

Personfs] selected: § Type in name wanted
Selected Mame [Last, First, id] Fa
[ |&damsBilyJ 34| | sams, Ray M |
(1 |Adams,Chuck 254
(] |AdamsMak D 2 Mame [Last, First, bid) Pery Delete
el |AdamsRay M 2531 idaTSf ay T ggg
W i 1 guilar,Luiz
O hampan = llen Calvin S5{ _Concel |
O AgacingkiKennsth H92! Spence.Bil IS
1 [AgularColin 3 il »_|Spuring. Blaine 267
vl Aguilar,Luis J 555
O Ahem.Allen D 580
O] Akerman,Daniel & 423
O Alban,David 273
Ll Albury Erin ' 58S
[ Alday.Emmett L 261
O Alexander,Donald 2661
[ [AlexanderHerbert O 2651
O Alexander, Tyrone K 415
L1 |ALFORD.BRYANT 267
0 Allen Brenda M 1251
¥l |AllenCalvin R 589
(1 |AllenMichael B 53
O Alligood Charles & 2E4!
L Alterdeffy H. 2641
[ Amelung Michael L 261
[ |AmersonNeil C 591!
O Ammans,5. Craig 229
O Arnar Rolanda D 147
L] AndersonAlbert L 263
] Anderson,Billy L 2637
a | 2 KT v

Once you have selected the individuals you want to delete from the database, press the “Delete”
button on the far right. You will be prompted with the message below asking if you are sure you want
to delete the selected persons from the database. If you answer “Yes”, the persons will be
permanently deleted. Selecting “No” will exit the option with no changes made.

Are wou sure khat wou wank to delete all the selected individuals from wour database?

If you opt to delete the persons selected, a text file named 1QSDeletes.txt is created. This file lists the
names of the persons you have deleted plus the date deleted and the username of the IQS user that
performed the delete. This file is appended to every time you delete persons from the database. You
can view the file in notepad. A message will be displayed telling you the filename and path.
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DELETE INDIVIDUALS BY ORG

The Delete Individuals by Org option is used to delete all the individuals in an organization from an
1QS database. This option will PERMANENTLY delete the individuals in the organization you
select from the database. The only recovery would be to use a previous 1QS database file that you
have as a backup.

From the IQS Main Sctreen bar menu, click on "Options" (or do the Alt-O keystroke combination),
then choose "System Administration" and "Delete Individuals by Org".

. Delete Individuals by Organization E@@
Select the arganization
whoze personnel are to be
deleted
State NWCG: || -~

Org Lewvel 1: | j

Org Level 2: | j

Org Lewvel 3: | j

Org Lewvel 4: | j

Delete Cancel

Select the organization to which the persons you want to export belong and press “Delete”. A text
file named IQSDeletes.txt is created. This file lists the names of the persons you have deleted plus the
date deleted and the username of the IQS user that performed the delete. This file is appended to
every time you delete persons from the database. You can view the file in notepad. A message will be
displayed telling you the filename and path.
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COMPACT

Over time as you use your IQS database, it may become fragmented. This option compacts
fragmented data in your IQS database. Compacting will also realign the alpha indexes of the
references data tables. Only one user in the IQS database should perform this operation. If
you are on a network, make sure there are no other users running IQS. Itis recommended you
compact your database weekly. During peak use, you may want to compact daily.

Operational Steps

1. From the IQS main screen menu bar, select "Options," then click on "System Administration,"
then "Compact.” You will then be able to view the "Compacting IQS Database" screen.

2. The message screen below will be displayed when you choose this option. Press “OK” to
continue with the compact process.

Compacting 108 Database | ] |

A backup of your databaze before the Compacting process beging has just completed. This is a zafety precaution. 'We
do not expect problems. Howewer, if a problem occurs you can manually restore the oniginal databaze if the automatic
restore fails. Pleaze ask for help if vou are unzure on how to reztore the database if a problem occurs.

The backup file iz named: d:A\QS5WESCMPEL. mdb

3. When your database has been successfully compacted, you will see the message below:

108 |

@ Databaze successfully compacted.
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PREFERENCES

This option is used to set warning periods for Qualifications and Task Books. The value you supply is
used to calculate and display an expiration that is within the warning periods YELLOW in the data
entry screens. This gives a quick visual to see which qualifications or task books may be close to
expiration for an individual.

Enter the number of months prior to the expiration date you would like as a warning. Click on accept
to update the file.

i, Q8 Praforences

Set the number af monthz priar ta the expiration date you wauld like
az a warning [date will be dizplayed with velow background].

Clual Im T azk Boaok |1 5
W arning W arning
Accept | Cancel |

BACKUP

Routine backup times for IQS should be defined. It is recommended you back up the database with
your regular back up procedures. During periods of high IQS use (pre-training season; pre-fire
season), we recommend the database be backed up daily.

For Stand-Alone configurations, the folder 7gs and all its contents should be routinely backed up. At
a minimum, the files zgs.72db and igs.mdw should be backed up whenever changes or additions to the
1QS data are made.

For Network configurations, the files igs.mdb and igs.mdw located on the network should be routinely
backed up.

To restore a backup file, simply copy the backed up files over your existing files. Be aware that
copying over your existing file will completely replace the data you are currently using.

For more information on the IQS files and system configuration, refer to Appendix B, System
Configuration.
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CHAPTER 3 REFERENCE DATA

CHAPTER

Reference Data

EDITING REFERENCE DATA

The “Reference Data” option on the main menu has several sub-menu options that allow the user to
edit the reference information associated with each option. The IQS user must belong to the “IQS

Managet” group to access the majority of the sub-menu items

Incident Qualification System
File ©Options Help

=10 x|

Welcome to 1Q5

Certifications

PersonfOrg

Training

Post Fitness

Fost Experience

Reports

Reference Data

All Risk Training and Qualifica

v

COURSE EQUIVALENCIES
JoB CURRENCY

JoB PREREQUISITES
STATION ADDRESSES
CERTIFIERS

COURSES

EMPLOYMENT STATUSES
FITNESS CERT. PERIOD
INCIDENTS

INCIDENT FUEL TYPES
INCIDENT MGMT LEVEL
INCIDENT SizE CLASSES
STATE — NWCG'S
ISSUERS

JET PORTS

JOBS AND SKILLS

LEVEL 1 ORGANIZATIONS
LEVEL 2 ORGANIZATIONS
LEVEL 3 ORGANIZATIONS
LEVEL 4 ORGANIZATIONS
RISk TYPES

TRAINING LOCATIONS
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INCIDENT QUALIFICATION SYSTEM

The screen design and operation is generally the same for all the options. The items above the gray
line have multiple grids while the menus below the gray line are single grids. Examples of each type
of screen follow.

Key Movement

e The “*” symbol to the left of a row indicates a new record.
e The pencil symbol to the left of a row indicates the record is being edited.

e Press ENTER or TAB to save a new entry or edit in a field, Press ENTER again to move to the
next field.

e Use LEFT or RIGHT Arrow keys to move from field to field.
Use UP or DOWN Arrow keys to move from record to record.

Press ESC before leaving a field to undo changes within that field.

Press UNDO before leaving a record to undo all changes to the record.

To delete a record, highlight the row by clicking in the far left-hand column and press DELETE.
Within each field, you can only type as many characters as the field allows.

NOTE: When the cursor is first positioned in a field containing data, the value is
highlighted. To edit the data, click inside the field so that you see a blinking
cursor. Press ENTER to accept the changes. Press ESC to undo your changes
within a field if you have not moved off the field. Click the UNDO toolbar option to
undo changes to any field within a record if you have not moved off the record.
Once you move your cursor out of the record you are editing, your changes
are automatically saved.
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INCIDENT QUALIFICATION SYSTEM
CHAPTER 3 REFERENCE DATA

COURSE EQUIVALENCIES

. JQ8 Reference Data

File Eeports

Course Equivalencies
*Equivalent |*Equivalent x
Course Code | Risk Type Standard

*Courge Code | *Risk Type
* =]

vel ) ) 3| o

Editing Course Equivalency

The course equivalency screen allows you to define courses that are equivalent to one another. This
information is used when displaying the suggested and required training prerequisites for a person’s Target
Position (Certifications/Target Position). If a suggested or required training has an equivalent course defined,
an asterisk “*” will appear next to that prerequisite course code. If a person has completed the equivalent
course, a check will appear in the box next to that course prerequisite.

Both the course code and the equivalent course code must be in the IQS system prior to defining an

equivalency. If the course code is not in the drop down list, exit this screen and add that course via the
“Reference Data/Courses” option.

Course Equivalency Field Definitions

(* required)
FIELD ‘ DEFINITION ‘ DESCRIPTION

* Course Code (Text, 10) Course Code of current National level course.
* Risk Type (Text, 2) Type of risk to which the training pertains.
* Equivalent Course Code (Text, 10) Code of equivalent course. This course must exist

in the courses table prior to making an equivalency.
Example: a historic course no longer offered.

* Equivalent Risk Type (Text, 2) Type of risk to which the training pertains.

* Standard (Text, 10) Level of standard by which course equivalency is
defined (National, State, Region, Agency Specific).
National level codes are based on NWCG 310-1.
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INCIDENT QUALIFICATION SYSTEM

JOB CURRENCY
. [0S Reference Data g@@'

File Reports
Job

Job Code [Rizk [Job Title Standard Cert Period | Fit Fe 2]
DECK. W | Deck Coordinator HATIOMAL 3 ]

Drivizgion Group Supervizor HATIOMAL ) A
DIVSS) [WF [ Division/Group Supervisor STATE ] ]
DKOB WFE | Demobilization Unit Leader HATIOMAL ) M
DOCL WF | Documentation Unit Leader HATIOMAL ) M -
Other Jobs that Maintain Curency If an employes satisfactorily completes an

i . . . | azzignment in any of the positions listed
Job Code|*Risk Type Standard =) here, currency will alzo be maintained for the

= | poszition highlighted above, Thesze positions
b JREIHE Br  NATIONAL ™ Gy e those stated inthe PMS 310-1

LTAN R MATIONAL under "Other Positions that will b aintain
ACDR i MATIONAL Currency”' and alzo includes any pogition for
ACLC WE MATIOMAL which the above position iz a prerequizsite.
ALCPC W MHATIOMAL

ATGES W HATIOMAL

FBAM W HATIOMAL

ICT1 WE | MATIOMAL

I4| r ._._....bﬁ
re| S| %] B o

Editing Job Currency

This screen is used to define other positions that will maintain their currency through experience on
an incident.

The “Job” grid is display only. When the form is opened, all jobs available in the 1QS database will
be displayed. When a job is selected, the other positions that job maintains currency for will be
displayed in the bottom grid. The user can add, delete and edit the other positions that the
highlighted job maintains currency for.

The job currency information is used when experience is entered for an individual
(Certifications/Expetience). If an employee satisfactorily completes an assignment, IQS also updates
the currency for other positions based on this table.

The NATIONAL data distributed in this table is based on the NWCG PMS 310-1 Guide January
2000.
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INCIDENT QUALIFICATION SYSTEM
CHAPTER 3 REFERENCE DATA

Job Currency Field Definitions

(* required)
FIELD DEFINITION DESCRIPTION

* Job Code (Text, 10) Job code of assignments that will maintain currency for “job code.”

* Risk Type (Text, 2) Risk type of the job assignment that will maintain currency for “job
code.”

*Standard (Text, 10) Level of standard by which job currency is defined (National,
State, Region, Agency Specific). National level codes are based
on NWCG 310-1

job.

NOTE: The “Job” grid is display only. When the form is entered, all the jobs
available in the 1QS database will be displayed. When a job is selected, the “Job
Currency” grid displays the positions that will maintain currency for the selected
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INCIDENT QUALIFICATION SYSTEM

JOB PREREQUISITES

. I8N Heference Data

File  Bepoits
Jobz
Job Code |Rizk [Job Tite Standard Cert Pe| Fit Be
Drivizgion Group Supervizor MHATIOMAL il
DMOE  |WF |Demobilization Unit Leader MATIOMAL ] i
DOCL WF | Documentation it Leader HATIOMAL i i
DOZB YWF | Dozer Bosz [Single Resource) MHATIOMAL ] il
DFRO "WF | Dizplay Proceszor MATIOMAL ] i =
E=perience Prerequisites
*Type *lob Code | *Fizk Twpe | *Group Mumber *Standard
JOB =l TFLD WF 1 MATIOMAL
TRM DS W 1 MATIOMAL
JOB ICT3 "W F 2 MATIOMAL
TR DS Wi F 2 MATIOMAL
*

>*| ?:?| M| | -ﬂl

*Course Code

Trainirg Prereguisites
“Rigk
Tupe
5339 =l WF |Required MATIOMNAL

*Tupe *Standard

He| H;r' m| | nl

Editing Job Prerequisites

The job prerequisites screen is used to define the experience and training required to perform a given
job. The “Job” grid is display only. When the form is opened, all jobs available in the IQS database
will be displayed. When a job is selected, the experience prerequisites for that position are displayed
in the middle grid and the training prerequisites for that position are displayed in the bottom grid.

This information is used to show the position requirements when entering a person’s target position
(Certifications/ Tatget Position).

The NATIONAL data distributed in this table is based on the NWCG PMS 310-1 Guide January
2000.
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INCIDENT QUALIFICATION SYSTEM
CHAPTER 3 REFERENCE DATA

Job Prerequisites Field Definitions

Experience Prerequisites

* required)
FIELD DEFINITION ‘ DESCRIPTION

*Type (Text, 2) Indicates whether the prerequisite is as a Trainee
(TRN) or Position (JOB) assignment.

*Job Code (Text, 10) Job code of course’s prerequisite job.
*Risk Type (Text, 2) Type of risk which training pertains.
*Group Number (Number/ Double, 8) The group number indicates a set of prerequisites

that together must all be satisfied in order for the
requirement to be met. Each group is a possible
combination of positions a person must have
performed to be qualified. If they meet all the
requirements in any one group, they satisfy the
prerequisite.

*Standard (Text, 15) Level of standard by which course prerequisites is
defined (National, State, Region, Agency Specific).
National level codes are based on NWCG 310-1.

Training Prerequisites

(* required)
FIELD DEFINITION DESCRIPTION

*Course Code (Text, 50) Course code of job’s prerequisite course.
*Risk Type (Text, 2) Type of risk to which training pertains.
*Type (Text, 2) Indicates whether the prerequisite is for required training or

suggested training.

*Standard (Text, 50) Standard by which this prerequisite is defined.

May 11, 2005 PAGE 3-7



INCIDENT QUALIFICATION SYSTEM

STATION ADDRESSES

i, IQS Station Addresses Y [m]
Station Addresses

*Station Addrezss *City *State EEE;EE%?SEIEEIEI
WA 41 Cedar Street Augusta kT 53410
2112 Tree Lined 'way Funmywille MT 59999
Organization &zzocisted With Selected Station Address
State-MWChH Org Level 1 Org Level 2 Org Level 3 Org Lewvel 4
WAMIAS - |OMHA [J# B [Placeholder)
*

Find Organization Address E

b+ 8| | Bl of

Editing Station Addresses

This screen is used for maintaining Station Addresses and the Organizations (the term Organizations
implies a unigue combination of State-NWCG and Orgs Level T — 4) that are associated with an address. A
station address can be used for one or more organizations; however each organization level
combination can only be assigned one address. The records displayed are sorted by: city, state and
zip. 'This screen can also be accessed from the “Person/Organization” screen by right-clicking over
the station address fields.

To add or edit and organization for a particular address, highlight the address record in the Station
Addresses grid. The bottom grid will display any organizations currently associated with this address.
You can edit, insert or delete the organization associated with the selected address.

No data is distributed nationally with this table.
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INCIDENT QUALIFICATION SYSTEM
CHAPTER 3 REFERENCE DATA

Station Addresses Field Definitions

Station Addresses

(* required)
FIELD ‘ DEFINITION DESCRIPTION

*Station Address (Text, 100) Street or P.O. Box address for station.
*City (Text, 30) City where station is located.

*State (Text, 2) State where station is located.

*Zip (Text, 10) Zip code of the station’s address.

Organization Associated with Selected Address

(* required)
FIELD ‘ DEFINITION DESCRIPTION

*State-NWCG (Text, 5) State and NWCG unit identifier for the organization
being associated with a station address.

*Org Level 1 (Text, 20) Abbreviation of Level 1 Org code for the organization
being associated with a station address.

*Org Level 2 (Text, 20) Abbreviation of Level 2 Org code for the organization
being associated with a station address.

*Org Level 3 (Text, 20) Abbreviation of Level 3 Org code for the organization
being associated with a station address.

*Org Level 4 (Text, 20) Abbreviation of Level 4 Org code for the organization
being associated with a station address.
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INCIDENT QUALIFICATION SYSTEM

CERTIFIERS

. I8N Roference Data

File  Beports

Certifiers
*I0S Certifier's Mame [Last, First] Inactive O ate [mmddd ] L=
BILL ‘WILBURHM
BILL "WILLIAMS
BILL. FISHER -
BOBE BARMARD
BOB HOFFMAM 1./071./2000
BOB REIS
BOMMIE BUNMIMG
BRIUICE CLUFF
BRUCE HOLLOWAY
CDF-FIRE M&R
CHRIS SKIMMER
CHUCK FRAME
DAWVE BEAM
DavE LUSE 01./071 /2000
DAVE ZIBELL
DD LIJSE
DIAME JOHMS
DICE. DUWNTOM
DICE. GORMLEY
DoT
Fi,
FISHER FOR LI

CoOnOCcT Aoy eIyl

vel @] | 8| o]

Editing Certifiers

This table is used to identify the people who can certify qualifications and task books within the 1QS
system (Certifications/Qualifications or Task Books).

No data is distributed nationally with this table.

Certifiers Field Definitions

(* required)
FIELD DEFINITION DESCRIPTION

*Certifier Name (Text, 35) Name of the person who can certify qualifications for a
person in the IQS database. Enter last name, first name.

Inactive Date Date/Time Date this person no longer is a certifier.
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INCIDENT QUALIFICATION SYSTEM
CHAPTER 3 REFERENCE DATA

COURSES

. I8 Heference Data
File Eeports
Courzes

*Rizk Typ|*Course []*Title *Hours  [*Standard Courze Type ﬁ'uﬁ'tul;ded?y:iz f
B =IFA-300 [Prescrbed Fire Burn Boss 40 MATIOMAL CLASSROOM 01,/01/2000

R Rx=-310 [Introduction to Fire Effects 36 MATIOMAL CLASSROOM

R R=-410 [Smoke Management Techhigues 28 MATIOMAL CLASSROOM 01/01/1994

R R=-510 [Applied Fire Effects 40 MATIOMAL CLASSROOM

R R=-580 [Advanced Fire Use Applications 40 MATIOMAL CLASSROOM 01.,/01/2000

WE D110 [Dispatch Recarder 12 MATIOMAL CLASSROOM 01,/01/1939

WE D-310  [Support Dizpatcher 32 MATIOMAL CLASSROOM

WE D-480  [Coordinator 32 MATIOMAL CLASSROOM

“WE D510 [Supervizory Dispatcher 32 MATIOMAL CLASSROOM

“WE |-100 Intraduction to ICS 4 MATIOMAL CLASSROOM

W |-200 Bazic ICS g MATIOMAL CLASSROOM

W |-220 Bazic ICS g MATIOMAL CLASSROOM

W |-300 Intermediate 1C5 16 MATIOMAL CLASSROOM

W [-400 Advanced ICS 16 MATIOMAL CLASSROOM

W [-401 Multi-Agency Coordinator 32 MATIOMAL CLASSROOM 01,/01/2000

W |-402 ICS for Executives g MATIOMAL CLASSROOM 01,/01/2000

“w'F Ik S Interagency Aviation banagement & Sa| 40 MATIOMAL CLASSROOM

“w'F J-236 Staging Area Manager 1] MATIOMAL CLASSROOM

“w'F J-244 Dizplay Proceszsor 1] MATIOMAL CLASSROOM

W J-248 Status/Check-in Recorder 0 MATIOMAL CLASSROOM

'F J-252 Ordering b anager 1] MATIOMAL CLASSROOM _l_v|

4] 5
2+ Byl | B o

Editing Courses

This screen is a list of training courses. The course information is used throughout the IQS system.
The courses are used to identify planned and completed training for an individual
(Certifications/Training), define the training requitements for a job (Reference Data/Job
Prerequisites), schedule training courses (Training/Schedule Training) and any other place where
courses ate used in the system.

Locally defined courses can be added to this list of NATIONAL courses. Local courses should be
identified as either STATE, REGION, or AGENCY SPECIFIC. The courses identified as
NATIONAL will be maintained as a nationally supported and approved reference set. Only those
identified as NATIONAL may be updated or overwritten in future IQS updates.

The NATIONAL data distributed in this table is based on the NWCG PMS 310-1 Guide January
2000.
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INCIDENT QUALIFICATION SYSTEM

Courses Field Definitions

(*required)
FIELD DEFINITION DECRIPTION

*Risk (Text, 2) Type of risk to which the training pertains.

*Course (Text, 10) Course code (agency specific courses usually are
numbered below 100).

*Title (Text, 50) Course title.

*Hours (Number/ Double, 10) Number of hours required to complete the course.

*Standard (Text, 10) Levels of standard by which course is defined (National,

State, Region, Agency Specific). National level codes
are based on NWCG 310-1 for WF and RX risk types.

Course Types (Text, 10) The type of course.

Active Date (Date/Time, 8) The date the course was offered on curriculum
(mm/dd/yyyy).

Inactive Date (Date/Time, 8) The date the course is no longer offered on curriculum
(mm/dd/yyyy).
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INCIDENT QUALIFICATION SYSTEM
CHAPTER 3 REFERENCE DATA

EMPLOYMENT STATUSES

. JQ8 Roforence Data

File Eeports

E mployment Statuses

*Employment Statu:] Employment Status Description
Active

COM Contractar

EFF Casual/Emergency Firefighter

LTE Limited Term Employes

M Mot Active

FFT FPermanent Full Time

FPT Fermanent Part Time

RET Fietiree

SEA Seazonal

WL Yalunteer

*

re| | | Ba| o

Editing Employment Statuses

The employment status code is used when identifying an employment status for an individual
(Person/Otganization).

The values in this table can be added/deleted or modified to meet your agency or unit needs.

Employment Statuses Field Descriptions

(* required)
FIELD DEFINITION DECRIPTION

*Employment Status (Text, 3) Code for employment status.

Employment Status Description (Text, 40) Description of employment status code.
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INCIDENT QUALIFICATION SYSTEM

FITNESS CERTIFICATION PERIOD

iw. I8 Raference Data

File Eeports
Fitness Cert. Period

*Fitnessz [| *Descrption *Cert. Perniod [Months]
A, ARDUOLS 12

L LIGHT 12

ke MODERATE 12

i HOME 1]

*

ve] B | ] o

Editing Fitness Level

This screen is used to modify the fitness certification period. The fitness levels A (arduous), M
(moderate), L (light), and N (none) are a standard for IQS and cannot be modified; however a unit
can customize the certification period. The certification period is used when calculating the
expiration date for a person’s fitness (Post Fitness).

Fitness Cert. Period Field Definitions

(* required)
FIELDS DEFINITION DESCRIPTION

*Fitness (Text, 1) Fitness level code. (Display only)
*Description (Text, 50) Fitness level description. (Display only)
*Cert. Period (months) (Number/ Integer, 2) Number of months for which fitness level is valid.
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INCIDENT QUALIFICATION SYSTEM
CHAPTER 3 REFERENCE DATA

INCIDENTS

-
F

. 1085 Reference Data
ile  Beports
Incidents

*|ncident Mo. Ancident Hame “Risk Typ| *Start Da|Mamt Le'| Size Claz|Fuel Type
Tesq Big Fire: W 014014210
EOOEDE311997  |JUMIPER DUMES W 03431411
H280108261557  |'wA BENTON CO FIRE WiF 08/26/1!
W 22408241997 FERRY ROAD WiF 08/23/1!
EO04051471937 GOLD CREEF. W 13144
WOB508141997 RED LAKE W 1341441
WOBE0E141997 NEWKIRE, WiF 08/14/1!
ED00308121997 STAR WiF 08121}
EO0208031937 PO wiH KEE W 1303411
E30308031997 Pah it H KEE W 1303411
EOEEOE021997 CLUMMINGS W 0a/02M1
EO0107211997 DISTRICT LIME WiF 0742118
EOO507211997 CORFU W 072148
EO03071471997 CHUCKER LAKE W IR
Wi00405191997  |LIMERICK W 05413414
E12210121996 LOMG TOM CAMNYOM WiF 1011218
E10305281996 CRIMELEwWQOD W 03/23/1¢
HO154097141336 '/ ABC MISC W 1341441
E035051.31996 FIELD SPRINGS W 034134
HOZ5209111336  |OR BULL FIRE WiF 013/11/1!
H20447108311396 |'wid HavwiaRD W 0331411
COOFO00209 QO DLOCe] AR 2204 2

ve] ) | 5] o

Editing Inciden

ts

This screen is used to record the incidents to which your personnel have had assignments. The
incidents are used when recording experience for an individual (Certifications/Expetience). The
incident must be in this list before being able to record a person’s experience at the incident.
Records can also be edited in this table from the “Post Experience” option.

Incident Field Definitions

(* required)
FIELD ‘ DEFINITION DESCRIPTION

*Incident (Text, 15) Incident Number.
*Incident Name (Text, 40) Incident name.
*Risk (Text, 2) Incident risk type.
*Start (Date/ Time, 8) Date the incident started. Format mm/dd/yyyy
Mgmt (Text, 50) Incident Management level (1, II, 11, IV, V).
Size (Text, 10) Size class of incident.
Fuel Type (Text, 10) Type of fuel at incident.
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INCIDENT QUALIFICATION SYSTEM

INCIDENT FUEL TYPES

. I0S Reference Data
File  Eepaits
Incident Fuel Types
*Fuel Tup| Dezcription
om Grasz group - rapidly moving surface fire
0z [Grasz goup - surface fires where herbaceous matenial, besides litter and dead-down stermwaood from overstory, contribute to
03 Grasz goup - most intense of grass group and display high rate of spread under influence of wind
04 Shrub group - fire intenzity and fazst spreading fires involve follage and live and dead fine wody material in the crowns of col
05 Shrub group - fire iz generally carried in the surface fuels made up of litker cast by the shiubs and the arazses or fartbs in the
06 Shrub group - fires camy through the shrub laver where the foliage iz more flammable than fuel model B, but require moderat
07 Shrub group - fire burns through the zurface and shrub strata equally. e can ocour at higher dead fuel moisture contents
na Timber graup - glow burning around fire with law flame heights are generally the caze, although an occasional Yjackpob or §
03 Timber group - firez run through the surface litter faster than model 8 and have higher flame height. Both long-needle conifg
10 Timber group - the fires bum in the surface and ground fuels with greater fire intenzity than other timber litter models.
11 Logging slazh group - fires are faily active in the zlash and hertbaceous material intermized with the tlazh.
12 Logging slazh group - rapidly spreading fires with high intensities capable of generating firebrands can ocour.
13 Logaing slazh group - fire iz generally caried by a continuous layer of slash. Large quantities of >3 inch matenal are preser
*
KN v
+| 8| ] B =

Editing Incident Fuel Types

This screen is used to edit the fuel type codes that categorize the fuel type for a wildland fire incident.
The data distributed within this table are the types associated with the fire behavior courses.

Incident Fuel Type Field Definitions

(* required)
FIELD ‘ DEFINITION ‘ DESCRIPTION

*Fuel Type (Text, 2) Code that describes fuel type for a wildland fire incident.

*Description (Text, 200) Description of fuel type code
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INCIDENT QUALIFICATION SYSTEM
CHAPTER 3 REFERENCE DATA

INCIDENT MANAGEMENT LEVEL

. JQ8 Roforence Data

File Eeports
Incident Mamt Lewels

*gmt Le| Mgt Level Description

| Type | Incident

Il Type |l Incident

] Twpe Il [ncident

I Type IV Incident

v Type V' Incident

»+] %] | 5] of

Editing Incident Management Level

This screen is used to edit the management level codes that categorize the management level for a
wildland fire incident. Data distributed is from the NWCG PMS 310-1 Guide January 2000.

Incident Management Level Field Definitions

(* required)
FIELD DEFINITION ‘ DESCRIPTION

*Mgmt

(Text, 2)

Code that indicates the management level for a wildland fire incident.

*Description

(Text, 200)

Description of the management level code.
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INCIDENT QUALIFICATION SYSTEM

INCIDENT SIZE CLASSES

. JQ8 Roforence Data
File Eeports

|nzident Size Claszes

*Size Cla| Size Clags Descrption

] .20 acres or less

B 269 acres

[ 10-99 acres

i) 100-299 acres

E 300339 acres

F 1000 - 4,939 acres

B R000 or maore acres
*

»+] %] | 5] of

Editing Incident Size Classes

This screen is used to edit the size class codes that desctibe the area of an incident in actes.

Incident Size Classes Field Definitions

(* required)
FIELD DEFINITION ‘ DESCRIPTION

*Size Class (Text, 1) Code to describe the size class of the fire.
*Size Class (Text, 50) Description of the size class code.
Description
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INCIDENT QUALIFICATION SYSTEM
CHAPTER 3 REFERENCE DATA

STATE-NWCGS

. IQ8 Reference Data

File  Eepoits
State-WwCGs
*State-MNwCG MHame Geographic Area
[ | WASHIMGTOM STATE MORTHWEST
W P Wi SHIMGTOM STATE TEST HOME
*

»¢| B | Bal of

Editing NWCG

This screen is used to edit State and National Wildfire Coordinating Group 5-letter abbreviation.

This code is used as the highest level in defining an organization to be used in the 1QS system. One
sample code is distributed in this table which can be deleted. Fach person in the IQS system must be
associated with a State-NWCG code (Person/Otrganization). The code ARCHIV is also distributed.
Persons associated with this code can be lumped into one group for archiving purposes.

The codes you add to this table for your unit should be based on the State plus 3-letter identifier
found in a current copy of NWCG publication Unit Identifiers, NFES #2080. The picture on the
following page displays the geographic areas and coordination centers. If your organization is not
specifically listed in the Unit Identifiers publication, the user would enter the State-NWCG three letter
code for the state you are in. The user would then enter their organization designator in the
Otrganizational Level 1.

State-NWCG Field Definitions

(* required)
FIELD ‘ DEFINITION DESCRIPTION

*State-NWCG (Text, 5) State and NWCG unit identifier.
Name (Text, 40) State and NWCG unit identifier name.
Geographic Area (Text, 40) Geographic area unit falls within.
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Geographic Area Coordination Centers

lNorthwes

= Biitlatic -

. Mortherri Rockies
i Missoula '

* Albuguargue |
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INCIDENT QUALIFICATION SYSTEM
CHAPTER 3 REFERENCE DATA

ISSUERS

i, JQ8 Raference Data

File  Eeports

lszuers
35 lzzuer's Hame [Last, First] Inactive [ ate [mm/ddAyypy] L2
AMNDY AMDERSEM n
AMNDY CARD
BILL BOYES
BOE REIS
BRUCE HOLLOMW @y 01./01./2000
CHUCE. FRAME
DAVE LUSE
FISHER FOR LJ
JACK ZACCARDO
JERRY KWALE
JOHMN WIADA,
KIRE wWILLIS
L SWEEMEY
LaRRY SWEEMEY
LEROY
LEROY JOHHMSOM 01/01/14933
LEROY JOHMSOM
LEROY JOHMSON 041096
LEROY JOHWSOM 0960195
LEROYJOHMSON
LLUSE /SWwWEEMEY
LUSE/SWEEMEY

Coal 1AL ICT R

»+| %] | Ba o

Editing Issuers

This table is used to identify the people who can issue task books within the IQS system
(Certifications/Task Books).

Issuer’s Field Definitions

(*required)
FIELD DEFINITION DESCRIPTION

*|QS Issuer's Name (Text, 50) Name of person who can issue task books. Enter last
name, first name.

Inactive Date Date/Time Date this person no longer is an issuer.
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INCIDENT QUALIFICATION SYSTEM

JET PORTS

iw. JQ8 Roforence Data

File Eeports

Jet Ports

*let Port | Jet Part Hame
DA Dervver International Airport
kM50 Mizzoula Airpart

»+] %] | 5] of

Editing Jet Ports

This screen is used to enter the 3-letter identifier for any jet ports out of which your personnel may be
dispatched. This information can be assigned to an individual in the (Person/Organization) screen.
This table will be distributed empty.

Jet Port Field Definitions

(* required)
FIELD DEFINTION DESCRIPTION

*Jet Port (Text, 3) 3 letter national designator for the jet port (i.e. DIA for Denver
International Airport).

Jet Port Name (Text, 40) Name of the jet port.
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INCIDENT QUALIFICATION SYSTEM
CHAPTER 3 REFERENCE DATA

JOBS AND SKILLS

. I8 Heference Data
File Eeports
Jobs and Skills
*Rizk Tyy| *lob Cod|=lob Title *Cert Period [yrs] | #Standard ICS Func|Fithess B fnﬂiyded,gi
R  =ZIFEMO  |Fire Effects Monitor 5 MATIOMAL PS5 A,
R FUMA  [Fire Uszer Manager 5 HATIOMAL CS b
R LTAM  [Long Termn Fire Analyst 5 MHATIOMAL PS A
R R=B1 Prescribed Fire Burn Boss 1 5 MHATIOMAL CS A
R R=B2 |Prescribed Fire Burn Boss 2 5 MHATIOMAL CS A
R A= Prescribed Fire [grition Specialist 1 5 MHATIOMAL s A
R Rl2 Prescrbed Fire [gnition Specialist 2 5 MHATIOMAL s A
R Rkl [Prescrbed Fire Manager 1 5 MHATIOMAL CS A
Fi Axk2  [Prescrbed Fire Manager 2 5 MHATIOMAL CS A
WE AA0F  [Agency Air Officer 3 MATIOMNAL as M
W ABROD  [Aircraft Baze Radio Operator 3 MHATIOMAL s L
W ACALC  [Area Command Avwiation Coordinator 3 MHATIOMAL s M
W ACDR  |Area Commandsr 5 MHATIOMAL CS M
W ACLC  [Area Command Logistics Chief 5 MHATIOMAL LS M
W ACPC  [Area Command Planning Chief 5 MHATIOMAL PS M
W ADBD  [Air Operations Branch Director 3 MHATIOMAL s M
“w'F AREFP  |Agency Reprezentative 5 MHATIOMAL Cs M
“w'F A5G5 A Support Group Supervisor 3 MHATIOMAL as M
“w'F ATCO  [Air Tanker/Fived *ing Coordinatar 3 MHATIOMAL as M
“w'F ATGES  |Air Tactical Group Supervizaor 3 MATIOMAL as M
'F BCMG [BasesCamp b anager 5 MATIOMAL LS M _l_v|
4] v
2+ Byl | B o

Editing Jobs and Skills

This screen is used to edit the list of jobs and skills used by 1QS. The job information is used in
several places throughout the IQS system. The jobs are used to identify a person’s qualifications
(Certifications/Qualifications), identify a position performed on an incident
(Certifications/Experience), define the task book an individual is assigned, and any other place where
jobs or job experience are used in the system.

Locally defined jobs can be added to this list of NATIONAL jobs. Local jobs should be identified as
either STATE, REGION, or AGENCY SPECIFIC. The jobs identified as NATIONAL will be
maintained as a nationally supported and approved reference set. This list may be updated or
overwritten in future IQS updates.

The NATIONAL data distributed in this table is based on the NWCG PMS 310-1 Guide January
2000.
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Jobs and Skills Field Definitions

(* required)
FIELD DEFINITION DESCRIPTION

*Job Risk (Text, 2) Type of risk to which the job pertains (i.e. WF, RX).
*Job (Text, 10) Job code.
*Job Title (Text, 50) Job title.

*Cert. Period

(Number/ Double, 8)

The certification period for this job in years.

*Standard (Text, 20) The standard by which this job is defined (National,
State, Regional, Agency Specific).

ICS (Text, 2) The functional area to which this job belongs within the
Incident Command System.

Active (Date/ Time, 8) The date that this job or skill is active (mm/dd/yyyy).

Inactive (Date/ Time, 8) The date that this job or skill is inactive (mm/dd/yyyy).

Fitness (Text, 1) The fitness level required to perform this job or skill.
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LEVEL 1 ORGANIZATION

. [0S Raference Data

File  Eeports

Lewvel 1 Organizations
“Org Level 1 Code Org Lewel 1 Mame

AR SORTIMG TEST
DMR Division of Matural Resources
KER Test

v %) 78] Bl o

Editing Level 1 Organizations

This screen is used to edit the Level 1 organizations. The Level 1 organizations define the next level
of organization below the State-NWCG code. This level is usually an agency or division within a
state.

Each person in the IQS system must be associated with a Level 1 organization code

(Person/Organization). The value [Placeholdet] is also available in this table. [Placeholdet] is used
to indicate the person is not associated with Level 1 of the organization.

Level 1 Organizations Field Definitions

(* required)

FIELD DEFINITION DESCRIPTION

*Organization Level (Text, 20) Abbreviation of Level 1 organization, usually an agency.
1 Code

Organization Level 1 | (Text, 50) Name of the Level 1 organization.

Name
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LEVEL 2 ORGANIZATION

. Q5 Reference Daia
File  Reports
Level 2 Organizations
*Org Level 2 Code Org Level 2 Hame L=
2El Added by TEC B
b7 Adrniniztration
AATEST Test
A M edia Production
B= Added by TEC
C* Central Fegion
D= Financial Management
E* Southeast Region
F* Olyrnpic Region
G* Gealogy
H= Added by TEC
HH Flesource Protection
J* Information Technology
% Anquatic Resources
L* Added by TEC
LL Rezource Planning & Aszzet Manag
be® Added by TEC
b b Forest Resources
MM “Wwebster's Mursery
M Employee Services
ME Added by TEC
P Added by TEC -
2+ | | B o

Editing Level 2 Organizations

This screen is used to edit the Level 2 organizations. The Level 2 organizations define the next level
of organization below Level 1 organization. This level is usually a region or division of the level 1.

Each person in the 1QS system must be associated with a Level 2 organization code

(Person/Otganization). The value [Placeholdet] is also available in this table. [Placeholdet] is used
to indicate the person is not associated with Level 2 of the organization.

Level 2 Organization Field Definitions

(* required)
FIELD DEFINITION DESCRIPTION

*Organization Level 2 (Text, 20) Abbreviation of Level 2 organization, usually the region
Code or division.

Organization Level 2 (Text, 50) Name of the Level 2 organization.

Name
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LEVEL 3 ORGANIZATION

. Q5 Reference Daia

File  Eeports

Level 3 Organizations

*Org Level 3 Code

Org Level 3 Hame <]

‘Ix

2x

24

3x

34

3B

ac

an

IE:

4B

40

4E

?x

Ex

Sx

IX:

&1

b2

&3

&4

&5

A6

sy

v+] %) | 3] of

Editing Level 3 Organizations

This screen is used to edit the Level 3 organizations. The Level 3 organizations define the next level
of organization below Level 2 organization. This level is usually a district, area or station of level 2.

Each person in the 1QS system must be associated with a Level 3 organization code
(Person/Otganization). The value [Placeholdet] is also available in this table. [Placeholdet] is used
to indicate the person is not associated with Level 3 of the organization.

Level 3 Organization Field Definitions

(* required)
FIELD ‘ DEFINITION DESCRIPTION

Name

*QOrganization Level 3 (Text, 20) Abbreviation of Level 3 organization, usually the
Code district, area or station.
Organization Level 3 (Text, 50) Name of the Level 3 organization.
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LEVEL 4 ORGANIZATIONS

. 108 Reference Data
File  Reportz
Level 4 Organizations
*Org Level 4 Code Org Level 4 Hame =
I | VOLUMTEERMISC B
am Wi STATE PARKS
(0kest
1ot ADAKS CO FIRE MaRSHAL
oo ADAKMS CO FD #1
monz2 ADAMS CO FD #2
D03 ADAMS CO FD #3
004 ADAMS CO FD #4
005 ADARMS CO FD #5
11006 ADAMS CO FD #E
M D0o7 ADAMS CO FD #7
01k LIND FIRE DEPT
01k 02 OTHELLO FIRE DEFT
0103 RITZWILLE FIRE DEFT
2C01 ASOTIM CO FIRE MARSHAL
02001 ASOTIM COFD 1
2L ASOTIM COUMTY SHERIFF
2 ASOTIM FIRE DEFT
02k 02 CLARKSTOM FIRE DEPT
03co1 BEMTOM CO FIRE MARSHAL
3001 BEMTON CO FD #1
Q3002 BEMTOMN CO FD #2 -
o] B| | B o

Editing Level 4 Organizations

This screen is used to edit the Level 4 organizations. The Level 4 organizations define the next level
of organization below Level 3 organization.

Each person in the 1QS system must be associated with a Level 4 organization code

(Person/Otganization). The value [Placeholdet] is also available in this table. [Placeholdet] is used
to indicate the person is not associated with Level 4 of the organization.

Level 4 Organization Definitions

(* required)
FIELD DEFINITION DESCRIPTION

*Organization Level 4 (Text, 20) Abbreviation of Level 4 organization.
Code

Organization Level 4 (Text, 50) Name of the Level 4 organization.
Name
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RISK TYPES

Editing Risk Types

Wi, [05 Heferestce Data

File  Eeports

Rizk Types

*Rizk Con| Rigk Description

AC Airplane Crash

AR All Risk.

EM Ermergency Medical

HR High Rize Fire

HZ Hazardous b aterials

LE Law Enforcement
HD h atural Dizazter

HR Mo Rigk

s Qil Spill Responze
FE Planned Event

R+ Prescribed Bum

Sl Specialized Incident
ST Stuctural Fire

Ul rban Interface

s Irban Search and Rescue
WE wildfire

WS wildland Search and Rescus

vs] B 7] B of

This screen is used to maintain a standard list of codes for incident risk type. Each job and training
course in the IQS system is also identified by the risk type. For 1QS to track the training and
qualifications for other risk areas, jobs and courses can be added that are designated by risk such as Ul

for Urban Interface.

NOTE: This list was determined by the 1QS Development Team from research on
several emerging standards for all-risk tracking. No national standard yet exists
for these codes. To help maintain a consistent set of codes nationally for IQS
please contact the NWCG Incident Operations Standards Working Team Chair at
NIFC, 3833 S. Development Ave., Boise, ID 83705.

Risk Types Field Definitions

(* required)
FIELD DEFINITION DESCRIPTION

*Risk

(Text, 2)

Type of risk (i.e., WF for Wildfire, RX for Prescribed Burn).

Risk Description

(Text, 50)

Description of the risk type.

May 11, 2005

PAGE 3-29



INCIDENT QUALIFICATION SYSTEM

TRAINING LOCATIONS

m. IQ¥% Reference Data

File  Eeports

Training Locatiohs

“Facility M arne

Facility Address

Sponzaring Agency

Facility Informationf

ABERDEEN

ALLYN

BELFAIR

BELLINGHAM WASHINGTOM STATE

BOMMEY LAKE

BREMERTON

BRUSH PRARIE

CAMP CHAPARRAL

CAPE GEORGE

CASHMERE

CASTLE ROCK

CENTRALLA

CHEHALIS

CHELAM

CHENEY

CLE ELUM

COLYILLE

COULEE Dakd

DARRINGTON

DEER PARK

EAST WENATCHEE

]

ve] 2] ] 3] of

Editing Training Locations

This screen is used to edit a list of training locations. The training locations are used when scheduling
courses (Training/Schedule Training).

Training Location Field Definitions

(* required)
FIELD ‘ DEFINITION DESCRIPTION
*Facility Name (Text, 50) Name of training location.
Facility Address (Text, 50) Address of the facility.
Sponsoring Agency (Text, 50) Name of agency sponsoring location.
Facility Information (Text, 255) Any pertinent information about training facility.
Facility Contact (Text, 50) Contact person at training facility.
Facility Contact Phone (Text, 25) Phone number for facility contact.
Facility Contact Fax (Text, 25) Fax number for facility contact.
Facility Contact Email (Text, 50) Email address for facility contact.
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CHAPTER

Person/Org

GENERAL INFO

The “Person/Org” screen is used for adding, deleting and editing the people in your IQS database.
With 1QS there is an opportunity to track a large amount of data for each person. The only required
data is that displayed in the fields with the “green” background. These fields are: ~ Name, State-
NWCG, and Organization Levels 1 — 4.

. JQ8  Person/Org

File Eeports Toolbar  Eeteremce Data

= g _EE- Qual: Updated: Review Date: Anticipated
Person Id: [Ba6 666570 uals Updated:  [12/05/2000 evisw Date: [/ / .
*Mame: [4BBOTT [JAMES [P, JobTitle: [FOREST FIRE FTR Emp Stat. [LTE -

= Shate-WwWiCG: IWA-WAS :I Station Address: |2'I 12 Tree Lined way
“ DrgLevel 1: [ONR | City, State, Zip: [Funnyvill [MT [53358
“Org Lewvel 2: I[F'lacehnlder] :I Harie Address: I
* Org Lewvel 3: I[F'lacehnlder] j City, State, Zip: |EENTF|,€:._|_|,& Iml
*Org Level 4: I[F'Iacehculder] j £ st I
Person's Phone Mumbers
Loe [Hber ___ Available?. Y& NC Primay JetPort [+
* Last Updated:lr Second Jet Port: Iﬁ
Comment: |

E Contact Info;
Date of Bith: [01/01/1999 Biood Type: [T SRS LS I

. Sherry Abbat - 2228573425
Sewt M(v  FO Allergies: |Sulpha, Bee Sting

Height: I tedications: INDNE
wieight: I Clathing Sizes: |Shirt M. Pants 36

4] 4 Person P[] b+ |22 0 By | o | Mame Search fappaTT JamES P, o P Seareh saaeeesry ]|

NOTE The toolbar options can also be accessed at the top menu bar option
“Toolbar.” Several boxes within the Person/Organization include list boxes for
selecting a value into the selected field such as organizational levels, employment
status, etc.
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FIELD NAVIGATION

Use TAB to move from field to field. To navigate within the Phone Numbers grid use the arrow
keys or ENTER.

Editing Person/ Organization Info

To insert a new person, press the “add new record” button on the tool bar or select toolbar Alt-O.
The green background indicates required fields. On new records, the phone numbers grid will not be
available until the record is saved. On new records, the station address information will not be
displayed until the record is saved.

The fields for Station Address are display only on this screen. Each unique organization combination
can have one address associated with it. The same address can be associated with more than one
organization combination. If you want to associate the organization with a new or different station
address, press the RIGHT mouse button while positioned with the mouse pointer or cursor over any
of the station address fields. Station address may also be maintained from the “Reference Data”
menu. If a station address exists for a new record you are entering, it will be displayed after the
record is saved.

Person/Organization Field Definitions

(* required)
FIELD DEFINITION ‘ DESCRIPTION

"Person ID (Text, 9) Person’s social security number or unique identifier. The social
security number can be masked on any reports that contain it. If you
are not using a SSN for an ID, consider a numbering scheme that will
allow for the possibility of combining data with other units or states and
still ensuring uniqueness. For example, add your FIPS state identifier
to the beginning of the id. (see note below)

NOTE: The ROSS import requires the Person ID of all exported
persons to contain ALL NUMBERS. In place of a 2-letter state
identifier, use the numeric state FIPS code. For example instead of CO
for Colorado, the FIPS code is 08. The list of these codes can be found
at http://www.itl.nist.gov/fipspubs/fip5-2.htm A complete list of codes
can also be found at the end of this section.

“Last Name (Text, 30) Person’s last name.

"First Name (Text, 20) Person'’s first name.

Middle Initial (Text, 2) Person’s middle initial.

Job Title (Text, 40) Person’s non-fire job title.

Employment Status (Text, 5) Person’s employment status.

Qualifications (Date/Time, 8) | Use for clerical purposes to track the date the qualifications were last
Updated updated. Double-click in field to enter the system date. Field is

automatically updated when any change is made to a person's
certifications. Right mouse click on field label to invoke calendar.

Review Date (Date/Time, 8) Date of person’s last fire committee review. Data entry format
mm/dd/yy, mm/dd/yyyy, mm-dd-yyyy, mm-dd-yy. Right mouse click
on field label to invoke calendar.

Anticipated (Date/Time, 8) | Date person anticipates retiring from position. Right mouse click on
Separation Date field label to invoke calendar.
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CHAPTER 4 PERSON/ORGANIZATION

"State- NWCG (Text, 5) The State-NWCG 3 letter identifier for this person. (You will only see
the codes to which your IQS user has been given organizational level
access)

*Organization Level 1 (Text, 20) The level 1 organization to which this person belongs.

*Organization Level 2 (Text, 20) The level 2 organization to which this person belongs.

*Organization Level 3 (Text, 20) The level 3 organization to which this person belongs.

*Organization Level 4 (Text, 20) The level 4 organization to which this person belongs.

Station Address (Text, 50) Person’s station address (street or P.O. box and suite #). This is

display only. To edit a change station address info, position the mouse
over the station address field and right click.

Station City (Text, 30) Person’s station address (city). This is display only.

Station State (Text, 2) Person’s station address (state). This is display only.

Station Zip (Text, 10) Person’s station address (zip). This is display only.

Home Address (Text, 50) Person’s home address (street or P.O. box).

Home Address City (Text, 30) Person’s home address (city).

Home Address State (Text, 2) Person’s home address (state).

Home Address Zip (Text, 10) Person’s home address (zip).

E-mail (Text, 50) Person’s Electronic address.

Home Phone (Text, 25) Person’s home phone number.

Pager (Text, 25) Person’s pager phone number.

Work Phone (Text, 25) Person’s work phone number.

FAX (Text, 25) Person’s fax phone number.

CELL (Text, 25) Person’s cell phone number.

Available (Yes/No, 1) Indicates if person is available for dispatch.

Last Updated (Date/Time, 8) | Date availability was last updated. Data entry format mm/dd/yy,
mm/dd/yyyy, mm-dd-yyyy. Right mouse click on field label to invoke
calendar.

Comment (Text, 100) Comments about person’s availability.

Primary Jet Port (Text, 3) Identifier for primary jet port from where person will be dispatched.

Secondary Jet Port (Text, 3) Identifier for secondary jet port from where person will be dispatched.

Date of Birth (Date/Time, 8) | Person’s date of birth. Data entry format mm/dd/yy, mm/dd/yyyy, mm-
dd-yyyy. Right mouse click on field label to invoke calendar.

Sex (Text, 1) Person’s gender, M= male, F= female.

Height (Text, 10) Person’s height in inches preferable. Any format ok.

Weight (Number/Integ Person’s weight in pounds.

er)

Blood Type (Text, 3) Person’s blood type.

Allergies (Text, 30) Allergies a person may have, prints on Redcard.

Medications (Text, 30) Any medications a person might be required to take, prints on
Redcard.

Clothing Sizes (Text, 10) List shirt sizes (S, M, L), pants waist and boot size.
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Emergency Contact (Text, 75) Emergency name and phone number.
Table 1
FIPS State Codes for the States and the District of Columbia

FIPS FIPS FIPS FIPS

Name State' State Name State' State
Numeric Alpha Numeric Alpha

Code Code Code Code
Alabama 01 AL Missouri 29 MO
Alaska 02 AK Montana 30 MT
Arizona 04 AZ Nebraska 31 NE
Arkansas 05 AR Nevada 32 NV
California 06 CA ﬂg"n”]pshire 33 NH
Colorado 08 CcO New Jersey 34 NJ
Connecticut 09 CT New Mexico 35 NM
Delaware 10 DE New York 36 NY
Columba 1 bC Carolina 37 N
Florida 12 FL North Dakota 38 ND
Georgia 13 GA Ohio 39 OH
Oklahoma 40 OK

Oregon 41 OR

Hawaii 15 HI Pennsylvania 42 PA

Idaho 16 ID Rhode Island 44 RI
lllinois 17 IL oot 45 sc
Indiana 18 IN Soutn 46 sD
lowa 19 1A Tennessee 47 TN
Kansas 20 KS Texas 48 X
Kentucky 21 KY Utah 49 uT
Louisiana 22 LA Vermont 50 VT
Maine 23 ME Virginia 51 VA
Maryland 24 MD Washington 53 WA
Massachusetts 25 MA West Virginia 54 wv
Michigan 26 Mi Wisconsin 55 Wi
Minnesota 27 MN Wyoming 56 wYy

Mississippi 28 MS
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STATION ADDRESSES

i IS Station Addresses 1O x|
Station Addresses
*Station Addreszss *City *State Zip Lode
339593-5339

141 Cedar Street Auguzta bAT 29410
2112 Tree Lined ' ay Funryille bAT 559339

*

Drganization Associated With Selected Station Address

State-HWwCh Org Level 1 Org Lewvel 2 Org Level 3 Org Level 4
WS -~ | DA [1* B [Flaceholder)

*

Find Organization Address E

4| Bl | B o

Station Addresses Maintenance

When the “Station Addresses” screen is called from the Persons screen, the user can select an address
or create a new address to associate with the person and organization entered for the current record.
The association created or changed affects all other persons who belong to the State-NWCG and
Organization Level 1-4 defined for the person you atre currently editing.

To assign a station address to a person:

1. Highlight the address record on the grid by clicking on the box to the left of the address you
desire as shown above.

2. Press “select” to assign the address to the person. The association created or changed affects all
other persons who belong to the State-NWCG and the Organization Level 1-4 defined for the
persons you are currently editing. After pressing “select” you will be returned to the
“Person/Otganization” screen.

3. If you do not wish to change the station address association press “Done.”
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REPORTS OUTPUT

Reports that can be produced for this section include:

Persons Personnel List
Persons Master Record

Organizations
e Organizations Station Address

REFERENCE DATA USED FOR THIS FORM

("Required Fields)

*State-NWCG
*Organization Level 1
*Organization Level 2
*Organization Level 3
*Organization Level 4
*Employment Statuses
*Jet Ports
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CHAPTER 5 POST FITNESS

CHAPTER

Post Fithess

The “Post Fitness” option is used to update the fitness level for persons in the database. When the
screen is opened, you will need to provide the organizations to filter the list of persons you want to
edit. The organizations available to you will be controlled by the Organization Level Access given to
your IQS UserID. After you have entered the organizations, press the “Filter”” symbol on the far
right. A list of persons within the organization specified will be displayed. If your user id has a
default OLA specified, those values will be displayed when you enter this screen and the filter will be
automatically applied.

=10] %]

. IQ8Y Post Fitness

File  Reportz Toohar Eeterence Data

[ ] 4 ]Person: p [ M| "*l“ﬁ’?lmlhl nl Mame Search: I

State-MwfCG: Org Level 1: Org Level 2 Org Level 3 Org Level 4:
[Wwianias x| [onR 7l |twideard) 7| |wildcard) 7| |wildcard) - EI
Person 1D Mame [Last, First, Mid] "Elglisls Certifier 't g'z'fgve t T:?g?;mn Cornrmet ﬂ
975-28-8100 |ABEL, FRAM A DICK. DUNTOM 01./01,/1959
975-67-2169 |ABERLE, BARBARA, L 01./01/1933
9E65-22-2639 |ABLEMAN, GARY B DICE DUMTOM 01./01/1953
958-0B-9679 |ABLEMAM, TODD M DICE. DUNTOMN 01./01,/1959
9E60-82-5249 | ABRAHAMS, MIKE L DICE. DUNTOM 01./01,/1959
937-40-0939 |ABRAMS, RICHARD M DICK. DUMTOM 01./01/1953
381-19-2109 |ADAMS, Ak K. M DICE, DUMTOM 01./01,/1953
967-80-9509 |ADAMS, DEAMN R. A DICE. DUNTOMN 01./01,/1959
967-81-6659 |ADAMS, JAY b4 DICE. DUNTOM 01./01,/1959
969-41-8149 |ADAMS, JIM A A, BMDERSEM 01./01/1953
958-43-9099 |ADAMS, KEVIMN A, b4 A, BMDERSEM 01./01,/1953
949-28-3759 |ADAMS, MARE. A A AMDERSEM 10/10/1959
996-48-0560 |ADAMS, RAMDY
959-28-8269 |ADAMSE], LAWREMCE B.
954-09-83809 |ADEM, DONALD L
985-21-9279 |ADEM, VIRGIMIA
960-80-3169 |ADKIMS. DEMA
926-48-9619 |ADKIMS, STEVEM E.
975-25-6449 |ADLER, DAVID
940-89-3779 |AEBI, KARINE
OOE.AA 7019 | AFRKI AMDRELL WS

:I I Search:l EI |

NOTE: If your agency does not require fithess standards, do not enter data in this

section.
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EDITING FITNESS RESULTS

You can edit the Fitness Level, Certifier, Effective and Expiration Dates, and the Comment for each
person. Records cannot be inserted or deleted from this screen. If you need to add a person, do so
through the “Person/Otganization” option first.

The fitness level “N — None Required” does not allow an effective date or expiration date. The other
fitness levels, “A — Arduous,” “M-Moderate,” and “L — Light,” require an effective date and
expiration date. Press ENTER after keying in the effective date to automatically calculate the
expiration date. To quickly copy the same dates for all the records, see section “Propagating Certifier
and Effective Date." Expired fitness levels will display the Expiration Date in RED.

To delete a fitness level, highlight the fitness level and press the delete key. When you press ENTER,
or move off the record, the values in certifier, effective date and expiration date will also be cleared.

To sort the records by a specific column, click on that column heading. For example, if you want to
sort the records by “Fitness Level,” click on that heading and choose Ascending or Descending order.
The records displayed will be re-ordered.

Post Fitness Field Definitions

(* required)
FIELD DEFINITION DESCRIPTION

Person ID (Text, 10) Person’s social security number or unique identifier.

Name (Text, 50) Person’s name (Last, First, Middle).

Fitness Level (Text, 1) Person’s current fitness level (A= Arduous, M= Moderate, L=
Light, N=None). See next table for detailed description of
Fitness Level.

Certifier (Text, 50) Name of official who approved person’s fitness level.

*Effective Date

(Date/Time, 8)

Effective date of person’s fitness level, except for “N.”

*Expiration Date

(Date/Time, 8)

Expiration date of person’s current fitness level, except for “N.”
The expiration date is calculated from the effective date, based
on the fitness period specified in “Reference Data.”

Comment

(Text, 225)

Any pertinent comments

IQS FITNESS LEVELS

Fitness Category

Numerical Equivalent

1.5 Mile Run Pack Carry

ARDUOUS 45 11 MINS. 42 SEC OR LESS 3 MILES W/ 45 LBS. IN
45 MINS OR LESS

MODERATE 40-44 13 MINS 15 SEC — 11 MINS 43 | 2 MILES W/ 25 LBS IN 30

SEC MINS OR LESS

LIGHT 35-39 14 MINS — 13 MINS 16 SECS 1 MILE W/O ANY WEIGHT
IN 15 MINS OR LESS

NONE UNDER 35 OVER 14 MINS OVER THE TIME LIMIT
FOR EACH TEST

PAGE 5-2
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PROPAGATE CERTIFIER & EFFECTIVE DATE

If you want to change all the “Effective Dates” and/or “Certifiers” to the same value for a group of
records, follow the procedures below:

1) Select the records you want to change by clicking on the record selector for each row. For
consecutive rows or continuous range, hold down the Shift Key. For non-consecutive rows or
individual selections, hold down the Ctrl Key. 2) Position the mouse anywhere IN THE ROW
that has the “Effective Date” and/or “Certifier” you want to propagate to the other records.
3) Click the RIGHT mouse button. Select the option you desire.

w. /05 Post Fitness Mi=1E3
Fi

le  Eeports Toolbar  Eeterence Data

State-NwChG: Org Lewvel 1: Org Level 2: Org Level 3: Org Lewvel 4:

| it A x| [onR 7l |twidcard] 7l |rwidcard) ¥ |rwidcard) = EI

Perzon D Marne [Last, Firzt, Mid) FL';:_'ZTS Certifier Enggve Erg;?;mn Comment j
988-66-6570 CANCEL LACE 11/415/2000) 1141542001

375-28-8100 Propagate ‘Certifier’ to all Selected NTON 01/01,/1333

375672163 Propagate ‘Effective Date’ to all Selected 01/01/1333

365-22-2633 || Propagate ‘Both’ to all Selected MNTOM 0140141333

958-06-9579 HTOM 01./01.41999

960-82-5249 [ABRAHAMS, MIKE
9597-40-0933 [ABRAMS. RICHARD
951-13-2109 [ADAMS, AMY K.
9E7-80-9609 [ADAMS, DEAN R.
9E7-21-5569 [ADAMS, JaY
963-41-8149 [ADAMS, JIM
958-43-3099 [ADAMS, KEVIN A
943-28-3759 [ADAMS, MARK
9596-43-0560 [ADAMS, RANDY
9593-28-3269 |ADAMSEI LAWRENCE B.
954-03-8809 |[ADEN, DOWALD L
985-21-9279 [ADEMN, WIRGIMIA
9E60-80-3169 [ADKINS, DEMA
986-453-3619 [ADKING, STEVEM E.

975-25-6449 |ADLER, DAVID
OAN.00. 9779 | AFRI KARIRE

INI 4|F'er3u:|n: b | P*l“ﬁlﬂﬁl‘lﬂl Mame Search: :IlD SEarch:I 3 ‘

DICK, DUNTOM 0140141993
DICK. DUNTAMN 0140141333
DICK. DIUNTAMN 0140141333
DICK DUNTOM 0140141993
DICK. DUNTOM 0140141993
& ANDERSEN 0140141333
&, ANDERSEN 0140141333
&, ANDERSEM 10410419393

HEEEEGEEE

NOTE The propagate feature does not currently abide by the same rules where a date is not
allowed for fitness levels of NONE. If you have a mixture of NONE and other fitness levels,
you should sort by fitness level before using the propagate feature. (Sort by clicking on the
“Fitness Level” column heading)
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CHAPTER 6 POST EXPERIENCE

CHAPTER

Post Experience

I0S  Post F:

File Eeports Toofar Eeference Data

Incidents

“Murnber “Mane KTH}I::Sl: “Start Diate  |Fuel Type E:ZZS tamt Lewel t
ITest Big Fire WF 01./0./2000

EO0R08311997 JUMIFER DUMES WF 08/31.1997

H2301 05261997 '/t BEMTOMN CO FIRE WF 08/26/1997

22408231997 FERRY ROAD WF 08/23/19497

WOEENS] 4100 CCO kT ¥ Of A O =

Persannel Experience for Incident # E00E08311937

M ane *Perzon D *Ti;i Euolélil xTHys: RDE:tI;- OF |*Ewal  |Clualiby Carmments
ABBOTT, JAMES P, =l998666570 |JOB CREF  [wWF 014011933 (1 |5

H&WES, KARLA 933424323 |JOB HECH  |'WF 08/1A1337 |0 |5

ABBOTT. JAMES P. 338EEEEY0 |JOB A5GS W 08/31/1337 |2 |5

ABERLE, BARBARA 375672163 |JOE FFT1 WF 08/31/1397 5

TEMPLIM, SCOTT A 939815919 |JOE HECH  |'wWF 08/31/1997 |0 |5

*

mn Perzon: B m >*|“¢|m |‘| r’Jl |ncident Mumber Search: j |

The “Post Experience” option is used to record experience for several individuals by Incident. This is
an alternative to entering experience via the “Certifications/Expetience” option where the experience
is entered by individual. The top grid contains a list of Incidents as recorded in the “Reference
Data/Incidents” section. The list is sorted descending by Incident Start Date. The bottom grid
displays the individuals that have experience for the record highlighted in the Incidents grid.

EDITING POST EXPERIENCE

Incidents can be added or edited ditectly in the Incidents gtid (or through Reference Data/Incidents).
To add an incident, press Insert Record on the toolbar while your cursor is positioned anywhere in the
Incidents grid.

Persons can be added or edited in the Personnel Experience grid. The person added for an
expetience must exist in your 1QS database. You can use the drop-down on the Name column to
select a person. The Experience Date is automatically entered based on the Incident Start date but
can be manually overwritten. When the record is saved, the Incident information is automatically
written to the record. Once you have recorded information for an individual here, you will see the
same expetience when viewing the individual through “Certifications/Experience”.
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Incidents Field Definitions

(* required)
FIELD DEFINITION DESCRIPTION

*Number (Text, 15) Code for incident.

*Name (Text, 40) Name of the incident.

*Risk Type (Text, 2) Type of risk to which the incident pertains.
*Start Date (Date/Time, 8) Date the incident started.

Fuel Type (Text, 10) Type of fuel at incident.

Size Class (Text, 10) Size class of incident.

Mana|1gement (Text, 50) Incident Management Level (1, II, 1, 1V, V).
Leve

Personnel Experience for Incident Field Definitions

(*required)
FIELD DEFINITION DESCRIPTION

*Name (Text, 50) Name of person (Last, First, Middle).

*Person ID (Text, 9) Person's social security number or unique identifier.

*Experience Type (Text,) Type of experience the person has attained.

*Qualification (Text, 10) Code for position performed.

Code

*Risk Type (Text, 2) Type of risk to which the incident pertains.

*Experience Date (Date/Time,8) Date of first day assigned to incident (mm/dd/yyyy).

OoP (Number/Double, 8) | Number of operational periods position was performed at
incident.

Evaluation (Text, 1) Evaluation of person's performance on the incident (S =
Satisfactory, U = Unsatisfactory, N = Not Received).

Quality (Text, 50) Record of the quality of the experience gained (i.e. Hot Line,
Mop Up).

Comments (Text, 225) Any pertinent comments pertaining to the qualifications.
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CHAPTER 7 CERTIFICATIONS

CHAPTER

Certifications

GENERAL INFORMATION

The “Certifications” menu option on the main IQS menu has five sub-menu items: Qualifications,

Training, Experience, Target Positions and Task Books. Selecting any one of the 5 sub-options will
take the user to the corresponding data screen.

+= Incident Qualification System -0 =|
File Options  Help

Certifications

PersonfOrg

Training

Post Fitness

Post Experience

Reports

Reference Data

|welcume to 135 |?| DB |F| 09/18/01 | 11:39 pm

You will be entering records for persons under several scenarios. The order in which you should
enter the individual’s records for qualifications, training, experience, target positions and task books
can be different under each scenario. The following section explains the logic programmed into the
1QS system so you can determine how to use the system to update certifications.
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Entering records from historical data

e Step 1 — Add people
Step 2 — Post Fitness
Step 3 — Enter Target Positions

Step 4 - Enter Training Courses completed and planned
Step 5 - Enter Task Books completed and initiated

Step 6 — Enter current qualifications

NOTE The expiration date that IQS automatically enters for the qualification will
be the date the qualification was effective plus the certification period (3 or 5
years). If the effective date for the qualification is 3 or 5 years prior to the current
date, the qualification will automatically show the lapsed date highlighted in red.
You should manually change the expiration date to the date that the qualification
expires. If you do not do this the currency will not be maintained correctly.

e Step 7 - Enter experience

Entering records for a new person or a new target position for a person

e  Step 1 — Add person
Step 2 — Post Fitness
Step 3 — Enter Target Positions

Step 4 - Plan Training as identified in the Target Position
Step 5 - Initiate Task Books

NOTE If you use the training scheduling feature of IQS to schedule and post
course results 1QS will automatically update the persons training record. If you
do not use the training modules contained within the IQS system you will have to
update the persons training record by entering the course completed date under
the training tab.
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CHAPTER 7 CERTIFICATIONS

Certification Edits and Checks

The diagram below illustrates the automated edit checks and updating that occur within the
Certification areas when records are updated.

The words along the arrows define an action the user would be performing within the system. The
phrase where the arrow is pointing explains an action the 1QS program will automatically perform.
Some actions also prompt the user for input.

Task Book .
Initiated
»TRN Qualification is
* Warning issued if current created (if no qual
Qualification already exists. exists) with effective
. . I . date same as Task
If expired Qualification exists, Boolinitiatedlaae
Qualification type is changed from
JOB back to TRN. Qualification PTarget Position is
effective date is changed to TB created (if target does
initiated date. Qualification’s old not exist) at user’s
effective date is copied to the request.
Qualification’s comment field.
* |If target position does not exist for
this task book, user is prompted with
the option to create one.
Completed date & certifier entered . e
»TRN Qualification
updated to JOB with
effective date updated
to Task Book completed
date.
Certifier and certified date entered o
P»Target Position for
Task Book is deleted.
Experience Recorded »OB Qualification
* Warning issued if no current JOB or ERICEEy = ma_untamed.
TRN Qualification exists. The_ anllflcatlo_n
expiration date is
increased by the
certification period of
the position for any
position kept current by
the experience.
Targ("?t Plan Training Option o
Position plraining records can
be created for an
individual with a
planned date.
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INCIDENT QUALIFICATION SYSTEM

QUALIFICATIONS

The top portion of the screen displays information for a person. The fields in this section are display
only. When the user opens the screen, the first person, in alphabetic order, will be displayed to which
the user has been given access.

. IQS Certifications i =] 3]
File Reports Toolbar Reference Data
Perzon |d: IS?S-B?-21 3] Fithess LeveI:IL Guals Updated:l
Mame: IABEHLE IBAHBAHA I Effective Date:l 010141933 Review Date:l 02/15/2000
State-Drgs{1-4): [w/a wA3; DNR; MM; FN; [Flacsholder) Expires: | N TNGME000 Anticipated Separation;|  08/15/2003
Bualifications T Training T Experience T Target Positions T Task Books
“Type “Qual “Rizk| D escription “Effective | “Ewpires |Certifier Qual Level PP |Camrients
x |FFT1 WF | Advanced Firefighter/S quad Be| 08/31/1997| 08/31/2002| ANDY ANDER! 2
JOR FFT2 WFE | Firefighter 07/14/1995 ANDY ANDERI 1
TRH DOZE W | Dozer Bosz [Single Resource] | 01/01/2000) 01/01/2003
* | |
[l «JPezon ¥ o] b |y | || o Mame Search; | SBERLE, BARBARA =1 1D Search| 375672163 vl|

The bottom portion of the screen displays any qualifications previously entered for the person. The
user can add, delete and edit the qualifications from this screen. The bottom toolbar functions the
same as the “Person/Organization” screen. To move to another person record, use the record
selector arrows at the bottom left or use the “Search” option on the bottom right. When using the
search option, press ENTER after selecting the person. The user can move to any of the other
certifications by clicking on the tab corresponding to the desired option.

NOTE: Clicking the mouse on most of the qualification column headings will allow
the user to sort by that column in ascending or descending order.

A record that is being edited will have the “Pencil” symbol to the left of the record. A new record
will have the ”*” to the left of the record. A down arrow in a specific field indicates a drop down list
to choose from.
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CHAPTER 7 CERTIFICATIONS

Editing Qualifications

After keying the effective date, press ENTER to have the expiration date calculated based on the
certification period for the qualification. Pressing the right mouse button while in the effective
date field will give you the option of selecting an effective date from a calendar or
recalculating the expiration date. Expired qualifications ate shown in RED. Qualifications that
will expire within 6 months (or a value you supplied in preferences), the expiration date is shown in
YELLOW. This serves as a warning to the training manager or dispatching to possible get that
person an assignment before the qualification expires.

The comment field can be expanded into an edit window by pressing the expand symbol within the
field.

When edits are complete, click on the SAVE button on the toolbar at the bottom of the screen. The
qualifications displayed on this screen are the records that will print on the Incident Qualification
Card. Use the field “Priority” to indicate and prioritize the qualifications that will be printed on the
card.

CAUTION!! Hitting ENTER while positioned in the Effective Date column will re-
calculate the Expiration Date based on the Effective Date. This may not be
desirable if the Qualification has been kept current by experience. Re-calculating
may produce an invalid and expired expiration date.

Certification Edits and Checks for Qualifications:

(See diagram in previous section, “Certification Edits and Checks”)

1. Trainee positions (TRN) are created by the system when a task book is initiated.

2. When a task book completed date and certifier are entered, the trainee position is automatically
updated to type JOB.

3. Job qualification currency is maintained when an experience is recorded for any position that
would maintain the qualifications currency. The qualification expiration date is increased by the
certification period for the position. To see a list of jobs a position will keep current, refer to
“Reference Data/Job Currency”.
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Qualification Field Definitions

(* required)
FIELD DEFINITION DECSCRIPTION

* Type (Text, 5) Code to indicate if qualification is job, trainee or skill (JOB, TRN,
SKILL).

* Qual (Text, 10) The position code for the JOB, TRN, or SKILL.

* Risk (Text, 2) Risk type of qualification.

Description (Memo) Description of qualification code. (This is display only.)

* Effective (Date/Time, 8) Date qualification is effective. Press ENTER to calculate the

expiration date. Right click on this field for options to recalculate
expiration date or select date from calendar.

Expires (Date/Time, 8) Date qualification becomes lapsed. This value is calculated based
on the certification period of the qualifications. Red indicates qual
has expired. For TRN positions, the expiration is always 3 years
from the effective date.

Certifier (Text, 50) Name of person certifying the person’s qualification.

Qual Level (Text, 50) Indicates the level to which this qualification is applicable
(NATIONAL, STATE, REGION, AGENCY SPECIFIC).

Preferred (Text, 1) Indicates the position in which the person prefers to be dispatched.

Position IMPORTANT Use this field to prioritize positions to be printed

on the Incident Qualification Card.

Comments (Text, 255) Any pertinent comments pertaining to the qualifications
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CHAPTER 7 CERTIFICATIONS

TRAINING

The top portion of the screen displays information for a person. The fields in this section are display

only. When the user opens the screen, the first person, in alphabetic order, will be displayed to which
the user has been given access.

w. IQS Certifications i ] 3]
File Reports Toolbar Reference Data
Person |d: IS?S-B?-21 2] Fithess LeveI:IL Quals Updated:l
Marne: IABEF!LE IBAHB!—‘AH.& I Effective Date:l 01./01./1999 Review Date:l 08/15/2000
State-D0rgs{1-4]): A WS ; DNR; MM; FI; [Placehalder) Expires: | IRGINE000 Anlicipated Separations|  08/15/2003
Qualifications T Training T Exrperience T Target Pasitions T Task Books
*Course *Risk| Dezcription Pri | *Planned | Completed |Scr |Instictor L ocation Hrz  |Host Age
x |'F | Firefighter Training 0341541333 100 BELLINGHAM W 24 |'Washingtd
5-190 WF | Introduction ta Fire Behavior 06/30/2019) 06/30/2019(45 |REIS, ROBERT M. |FORT LEWIS
5620 ‘WF | Area Command 10/10/2000 Tani Converse ABERCEEN
*
4 | »
mn Person B . >*|ﬂ‘y|m | By | IC'Jl Mame Search: IABEHLE. BARBARA =lio Search:l 975672163 = ‘

When the form is opened, the bottom portion will display any training previously entered for the
person. The user can add, delete and edit the training for each person from this screen. If a course
is planned, the completion date field will be empty. Entering a priority number in the "Pti" column
can prioritize planned courses. Once the course is completed, the completed date, score, instructor,
location, houts, and host agency can be entered manually. If you use the option “Post Course
Results”, this information will be posted at that time. You would not need to enter it again here.
See Chapter 8 — Training, Post Course Results for more details.

NOTE: Clicking the mouse on most of the qualification column headings will allow
the user to sort that column by ascending or descending order.

A record that is being edited will have the “Pencil” symbol to the left of the record. A new record

will have the “*” to the left of the record. A down arrow in a specific field indicates a drop down list
to choose from.

MAY 11, 2005 PAGE 7-7



INCIDENT QUALIFICATION SYSTEM

Editing Training

Planned training records can be created automatically from the “Target Position” tab through the
“Plan Training” button.

When training is completed, the completed date and remaining course information is automatically
updated through the “Training- Post Course Results” module. When entering records from

historical information, user must manually enter all course information.

When edits are complete, click on the "Save" button on the toolbar at the bottom of the screen.

V2 has made planned date a required field. In updating from V1.5.3 to V2,
records that did not have a planned or completed date were given the planned
date 1/1/1950. The user can change this data as appropriate. For records that
had a completed date, but no planned date, the completed date was assigned to
the planned date.

Training Field Definitions

(* required)
FIELD DEFINITION DESCRIPTION

* Course (Text, 10) Code for course. If a course has become
inactive, it will not be listed in the drop-down;
however this course code can still be entered

manually.
* Risk (Text, 2) Type of risk to which the training pertains.
Description Description of course code. (Display only.)
Priority (Text, 1) Indicates the priority of this course toward
achieving target position.
* Planned (Date/Time, 8) Date person plans to take training.
Completed (Date/Time, 8) Date person completed the training.
Score (Text, 10) Score a person received for course.
Instructor (Text, 50) Name of the person who instructed the course.
Location (Text, 50) Facility where course was taken.
Hrs (Number/Double, 8) Length of the course in hours.
Host (Text, 10) Name of agency hosting course.
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CHAPTER 7 CERTIFICATIONS

EXPERIENCE

The top portion of the screen displays information for a person. The fields in this section are display
only. When the user opens the screen, the first person, in alphabetic order, will be displayed to which
the user has been given access.

. IQ5S Certifications
Fi

ile Reports Toolbar Reference Data

g = 3

Person Id: IE\?E-B?-21 =]

Name: [4BERLE

[BAREARA [

State-Orgs1-4]: fuauaS : DNR; MM: FM; (Placehalder]

Fitness LeveI:IL
Effective Date:l 01,/01./1939
Evpires: | RRHON

Quals Updated:l
R ewigw Date:l 08/15/2000
Ainticipated Separation:l 08/15/2003

Qualifications T

Training T

Experience T Target Positions T Task Books

“Type *QHual “Risgk

Dregcription

“hcident

Incident Mame

“Date| 0P “Eval Quality

~|AREP  |WF |Agency Representative W03907161970 BULLFROG 071641370 5
JOB FFT1 W |Advanced Firefighter/S quad Be| EDDG08311337 JUNIPER DUNES 08/31/1357 5
JOB FFT2 Wk | Firefighter FO1407131967 RAFT RIVER 014011933 u

4 |

-F'erson }. Héligrlmllﬂl

3
Name Search; [ABERLE, BARBARA =]/ ID Search] 375672163 v”

When the experience form is opened, the bottom portion will display any experience previously
entered for the person. The user can add, delete and edit the experience for each person from this

screen.

NOTE: Clicking the mouse on most of the qualification column headings will allow
the user to sort that column by ascending or descending order.

A record that is being edited will have the “Pencil” symbol to the left of the record. A new record
will have the ”*” to the left of the record. A down arrow in a specific field indicates a drop down list

to choose from.
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Editing Experience

When a new JOB or TRN experience record is saved, the system checks to see if the person has a
current qualification of the same risk type and job code as the experience being entered. If the
person does not have a current corresponding qualification, the user will see an error message stating
“This person does not have a current qualification for this experience.” The message is just a
warning; the record will be saved.

When edits are complete, click on the SAVE button on the toolbar at the bottom of the screen.

Maintain Currency

Job qualification currency is maintained when an Experience is recorded for any position that would
maintain the Qualification’s currency. The Qualification expiration date is increased by the
certification period for the position. To see a list of jobs a position will keep current, refer to
“Reference Data/Job Currency”.

CAUTION!! Editing the columns in an experience record DOES NOT affect the
Qualification(s) that may have had their currency maintained by the original entry
of the Experience. If a mistake was made in data entry of an Experience, any
Qualification expiration dates that would have been affected have to be manually
edited.

Experience Field Definitions

(* required)
FIELD ‘ DEFINITION DESCRIPTION

* Type (Text, 5) Code to indicate if experience is job experience, or trainee, or
on the job training experience (JOB, OJT, TRN).

* Qual (Text, 10) Code for position performed.

* Risk (Text, 2) Risk type of qualification.

Description Description of Qual Code. (Display only.)

* Incident # (Text, 15) Number of identifying incident where the experience was
gained.

* Date (Date/Time, 8) Date of experience (default value is incident start date).

OoP (Number/Double, 8) Number of operational periods position was performed at
incident.

* Eval (Text, 1) Evaluation of person’s performance on the incident (S=
Satisfactory, U= Unsatisfactory, N= Not Received).

Quality (Text, 50) Record of the quality of the experience gained (i.e. Hot Line,
Mop Up).
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CHAPTER 7 CERTIFICATIONS

TARGET POSITIONS

Target positions are those positions that an individual has been identified to receive training and

expetience in, to eventually become certified.

The top portion of the screen displays information for a person. The fields in this section are display
only. When the user enters the screen, the first person, in alphabetic order, will be displayed to which

the user has been given access.

. IQS Certifications o ]
File Reports Toolbar Reference Data
Person |d: Im Fithess Level:lL— Quals Updated:l—
Narme: IABEF!LE IBAHB!—‘AH.& l_ Effective Date:lm Rewvigw Date:lm
State-Orgs(1-4] [y/a wiaS,; DNR: MM; FN; (Placeholdsr) Evpies | EOIG000 Anlicipated Separatiors|  08/15/2003
Qualifications T Training T Exrperience T Target Positions T Task Books

[*Target [Risk] D escription | “Created]Prior  [Comments
|

F |Area Commander
‘F | Dozer

01./01/1933/1
0

Fithess

Prerequisites Plan Training | BRCEDIITS

Training Experience
O 5-290  WF Intermediate Fire Behavior [R) (1) FFT1 'wF S atisfactony Perf. as Advanced Firefighter/Squad Bozs
O 5-230 WF Crew Boss (Single Resource) [R) (1) DOZB WF Satisfactory Pos. Perf. ag Dozer Boss (Single Resource)
O 1-2000 “WF BasicICS (5]
O 5-232  WF Dozer Boss (Single Resounce) (5]
O 5-260 WF Interagency Incident Business Manager (5]
O 5-270  WF Basic Air Operations [5]
O 5-234  WF Fiing Methods and Procedures [5]

mn Person }. >*|ﬂ‘y|m||n|

Mame Search: [4BERLE. BARBARA

j 1D Search:| 375672183

|

When the form is opened, the middle portion displays any target positions that have been previously
entered for the person. The bottom portion of the screen displays the prerequisites for the target

position to which the record selector is pointing,

to sort by that column in ascending or descending order.

NOTE: Clicking the mouse on the qualification column headings will allow the user

A record that is being edited will have the “Pencil” symbol to the left of the record. A new record
will have the ”*” to the left of the record. A down arrow in a specific field indicates a drop down list

to choose from.
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Edit Target Positions

The user can add, edit and delete target positions for each person from this screen.

When edits are complete, click on the SAVE button on the toolbar at the bottom of the screen.

Target Position Prerequisites

There are three categories of prerequisites displayed in the bottom portion of this form, which include
fitness, training, and experience. They are “read only” fields and are displayed for planning purposes.
If a person has completed or meets the prerequisite in any of these categories, the box to the left will
contain a check mark. The specific prerequisites for each target position is based on information
contained in the “Reference Data” function of IQS. Only the IQS manager is authorized to edit
these standards.

Fitness Prerequisite

For this box to be checked, the person whose record is open must have completed the appropriate
fitness level or higher for the position. The box will be automatically checked or left blank based on
data entered in the “Post Fitness” function covered in Chapter 5.

Training Prerequisite
For the training requirement box to be checked, the person must have completed the same
course/risk or equivalent course. Courses with an equivalent course have an asterisk (*) to the left of
the course number. Suggested and required courses are identified by either (S) or (R) on the far right.

The box will automatically be checked or left blank based on data entered in the “Training” tab of this
1QS function.

Experience Prerequisite

There are two types of experience that IQS searches for to determine when a person has met the
experience prerequisite for a position. They include assignments in which the person performed as
fully qualified in a position and assignments in which the person performed as a trainee to complete a
position performance evaluation.

For the “performance as a” experience prerequisite box to be checked, the person must have a

satisfactory “JOB” performance in the matching job/risk code. For the “position performance as a”
box to be checked the person must have a completed task book for this job/risk code.

Target Position Field Definitions

(* required)
FIELD DEFINITION DESCRIPTION

* Target (Text, 10) Code for that target position

* Risk (Text, 2) Risk type of target position.

Description Description of position code. (Display only.)

* Created (Date/Time, 8) Date target position was created.

Prior (Text, 1) Indicates the priority in which target position is to be achieved.
Comments (Text, 225) Any pertinent comments pertaining to the qualifications.
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CHAPTER 7 CERTIFICATIONS

Plan Training Option

The following screen will appear when you click on the “Plan Training” button next to the
Prerequisites heading for “Target Positions.” The courses displayed will be those that the person
needs to meet the requirements for the “Target Position.” Only courses that the person has not
completed and does not already have planned will be displayed.

%, IQ8 Plan Training

Job Code: I DOZE Risk, Type: I WF

"Target Fozition

Trainitig to Plan

Courze Ce|Risk |Courze Title Type Standard
5290 WF | Intermediate Fire Behawvior Required MATIOMAL
|-200 WF |Basic IC5 Sugoested HATIOMAL

5232 WF |Dozer Boss [Single Resource] Suggested MATIOMAL
5-260 WwF  [Interagency Incident Business Ma| Suggested MATIOMAL
5-270 WwF | Basic Air Operations Suggested MATIOMAL
S5-234 “WwF |Firing Methods and Procedures | Suggested MATIOMAL

*Planned Date: [_/_1___ Plan Selected Training |

The “Plan Training” option allows the user to create planned training records for the person’s target
position.

One or more courses can be planned for the date (mm/dd/yyyy) you provide at the bottom of the
screen. For selecting more than one course, hold down the SHIFT key while selecting each row. To
select non-consecutive rows, hold down the CTRL key with selecting each row.

Press the “Plan Selected Training” button after you have selected the courses to plan for the given
date. The screen will be refreshed so you can continue the process for other dates. When you are
tinished, press the X in the upper right to quit the screen.

Plan Training Field Definitions

(* required)
FIELD ‘ DEFINIITION DESCRIPTION

Course Code (Text, 50) Course Code (Agency specific courses usually are numbered
below a 100). (Display only)

Risk Type (Text, 2) Type of risk to which the training pertains (i.e. WF, RX...).
(Display only)

Course Title (Text, 50) Course Title. (Display only)

Type (Text, 2) Suggested or required. (Display only)

Standard (Text, 50) Level of standard by which course is defined (National, State,

Region, Agency Specific). National level codes are based on
NWCG 310-1 for WF and RX risk types. (Display only)
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TASK BOOKS

The top portion of the screen displays information for a person. The fields in this section are display
only. When the user opens the screen, the first person, in alphabetic order, will be displayed to which
the user has been given access.

& I0S Certifications

=8| x|

File Reports Toolbar Reference Data

Person |d: ISTE—ST—ZT B9 Fithess Lewvel:|L Quals Updated;
Mame: [#BERLE [BaREARA Effective Date:] 01/01/1399 Review Dater|  08/15/2000
State-Orga{1-4] [y WS DNR: MM, FN: (Placehalder] Expires: | SGMNE000 Anlicipated Separation | 08/15/2003
Qualifications T Training T Experience T Target Positions T Task Books
*[ual *Risk] Description | intiated | Ewpires | lssuer | Completed [Certiier [ Certification] Comm|
~|'WF | Duzer Buss [Singls Fesource] | 0170172000 01/01/2003 CHUCK FRAME | 01/01/2000 ANDY ANDERSE | 01/01/2000
* [ 1 | [ | | | | |
[« | v
[ 0Fazon B IM] vt [By e B Name Search: [#BERLE. BARBARA =] I Gemck[ 9757 TES -] \

When the form is opened, the bottom portion will display any task books previously entered for the
person. The user can add, delete and edit the task books for each person from this screen.

NOTE: Clicking the mouse on most of the qualification column headings will allow
the user to sort that column by ascending or descending order.

A record that is being edited will have the “Pencil” symbol to the left of the record. A new record
will have the ”*” to the left of the record. A down arrow in a specific field indicates a drop down list
to choose from.

Edit Task Books

The expiration date for the task book is calculated when the user presses ENTER while in the
“Issued” field. The expiration date is 3 years from the issued date. The value of 3 years is a system
parameter and can be edited by your IQS system manager.

When edits are complete, click on the SAVE button on the toolbar at the bottom of the screen.
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Certification Edits and Checks for Task Books
(See diagram in previous section, “Certification Edits and Checks”)

1. When a Task Book is initiated, the system checks for an existing current Qualification of the
corresponding job/risk code. If a current Qualification exists, the user will receive a warning message
stating, ““This person is already qualified for this Task Book position.” If an expired Qualification
exists, that Qualification will be changed back to type TRN. A comment will automatically be added
that included the old initiated and expired dates. The TRN Qualification effective date is set to the
Task Book initiated date.

2. When a Task Book is initiated, if a Target Position does not exist for the Task Book, the user will be
prompted with the option to create one.

3. When a Task Book is initiated (and no Qualification exits), a TRN Qualification record is created for
the person.

4. When a Task Book completed date and certifier are entered, the corresponding TRIN qualification is
updated to JOB and the Task Book completion date becomes the qualification effective date.

5. When the Task Book certifier and certified date are entered, the Target Position for the Task Book is
deleted.

Task Book Field Definitions

(* required)

FIELD DEFINITION DESCRIPTION

* Qual (Text, 10) Job code for task book.

* Risk (Text, 2) Job risk type of task book.

Description Description of qual code. (Display only.)

* [nitiated (Date/Time, 8) Date task book is initiated.

Issuer (Text, 50) Name of person issuing the person’s task book.

Completed (Date/Time, 8) Date task book is completed.

Certifier (Text, 50) Name of person certifying the person’s completion of the task
book.

Certification (Date/Time, 8) Date task book was certified.

Expires (Date/Time, 8) Date task book expires.
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CHAPTER

Training

The “Training” menu option on the main 1QS menu has seven sub-menu items. Selecting any one of
the 7 sub-options will take the user to the corresponding data screen.

File Options Help

Incident Qualification System o [m] S

Certifications

FersonfOrg

Training

WORKFORCE REQUIREMENTS
TRAINING NEEDS ANALYSIS
SCHEDULE TRAINING

STUDENT SELECTIONS

POST COURSE RESULTS
INSTRUCTORS & COORDINATORS
INSTRUCTOR/COORDINATOR QUALS »

r,ﬂlﬂ‘- T 54 Ryl .'l:

| Welcome to 105 |?| DB |F|uanam1 1i4dpm

Workforce Requirements — this option is used to define the number of persons your organization
needs to have qualified in any of the incident positions. Once the workforce requirements are
defined, a training needs analysis can be performed.

Training Needs Analysis — this option provides the user with a summary of the number of people
currently qualified for positions and compares that information with the workforce requirements
defined for the position. The result is the number of individuals that need to be trained for each
position in the analysis. The analysis also includes counts of persons who are currently qualified
as a trainee and persons with the position as their target.

Schedule Training — this option is used to enter the scheduled courses to be conducted.

Student Selections —this option is used for selecting the students that will attend each of the
scheduled courses.
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e Post Course Results — this option is for entering completed course information for all the
students who attended a course.

e Instructors and Coordinators — this screen is used for tracking the individuals who are instructors
and/or coordinators. These individuals can be listed for scheduled training.

e Instructor/Cootdinator Qualifications — this screen is used to track both instructor qualifications
and teaching history for individuals entered into the Instructors & Coordinators section.
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WORKFORCE REQUIREMENTS

%105 Training - Worlforce Requirements
File Eeports Toolbar Reference Data

State-MWCG: QOrg Level 1 Org Level 2: QOrg Lewel 3 QOrg Level 4,

WAMWAS | |DNH | |[wm:am] | I[Wlldcald] | I[Wlldcard] | ﬂ

‘wiorkforce B
#Joh Code|*Risk| Functional Area | Job Title *Total Meads|

ACLC  wF LS Area Command Logistics Chisf 15
DOZE  |wF [0S Dozer Boss [Single Resource] 10

FELE Wk 0% Felling Baoss [Single Resaurce] 10|
FFT1 WwF |05 Advanced Firefighter/Squad Boss 30

[ 4] Trsining Needs Yo b| Br| w2 o sesch |

Editing Workforce Requirements

This screen is used to define the number of people a given organization needs in each incident
position. Workforce needs can be defined for many organizational configurations. The numbers
you supply in the workforce requirements are used in the “Training Needs Analysis” to compare your
organizations requirements with your existing workforce.

Determine the organization for which you want to define workforce requirements. Enter the State-
NWCG and org level 1-4 values. Press TAB to move from field to field. Apply the filter by pressing
the “Filter” button to the right of the organizations. If your user id has a default OLA specified, those
values will be displayed when you enter this screen and the filter will be automatically applied.

If you have previously defined workforce requirements for the organizations that you supplied in the
filter, the records will be displayed in the workforce requirement grid. Otherwise, the grid will be

empty.
Workforce Requirements Field Definitions

(* required)
FIELD ‘ DEFINITION DESCRIPTION

*Job Code (Text, 10) Job code.

*Risk Type (Text, 2) Type of risk to which the job pertains (i.e. WF, RX).

*Functional Area The functional area to which this job belongs within the
incident command system. (Display only.)

Job Title (Text, 50) Description of the job code. (Display only.)

*Total Needs (Number/Long, 8) Thgltotal number of a unit's needs qualified in this
position.
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TRAINING NEEDS ANALYSIS

W, [0S Training - Needs Analysis

File TrainingEeports Toobar CensiTargetPos Reberemce Data

State-MWwCG: Qg Lewel 1: OrgLevel 2: Org Lewel 3: Org Level &

WAAWAS | |DNF| | I[\N’lldcard] | I[Wl\dn:ard] | I[\Mldcald] | il

Training Meeds:

Riisk | Funct. Total | TotalPos | Total | Total #1 [ Total Mot | Total Need To

Rl e ey L Needs| As Taiget | Qualfied| Qualified | #1 Taiget] Trainees | Qualify
ACLC W LS Area Command Logistics Chief 15 1 1 0 1 1] 15
DOz WF [0S Dozer Boss [Single Resaurce] 10 1 7 0 0 3 10
FELE WF |05 Feling Boss [Single Resouce) 10 0 3 0 0 1] 10
05 A ed Firefighter/5 Bost 30! 0 43 3 0 1 27

Persons Qualified Persons Qualified As Trainee Persons with Positions & Taiget

1D_[Name Org [rio<JID [Mame Dig[Prictity [ID [Hame Org Frio

9G6- ABBOTT, JAMES P. WAWAS; DNR; = 965 ADAMS, JIM Wl

975 ABEL. FRAN wilinAS; DNR;

975- ABERLE, BARBARA WWAS: DMR: £

968- BEERS, PATRICK  ‘wAWAS: DMR;

987- BROWN, KEVIN WAWAS: ONR:

997- COWLES, RICKI WAWAS:ONR: 1

968- CRAIG, MATHAN  WwAWAS: DNR:

967- DENNIS, DAVID  WwlWwWAS: DNR:

944- EDWARDS, FRED  wAWAS: DMR:

984- GLESSNER. DAVID WAWAS: DMR:

963- GODFREY, JEFF & ‘WAWAS;DMR;
M o]

)

W[ A[TrciingNezds 0 [M] b+| Bo| 28| Bz| =]  Seach A

Performing Training Needs Analysis

Once you have entered your workforce requirements (Training/Workforce Requirements), you can
use this screen to perform your training needs analysis. This screen allows you to compare your
requirements for each position with the number of persons in the database that are currently qualified,
or qualified as trainees or have the position as their target.

Determine the organization for which you want to perform the training needs analysis. Enter the
State-NWCG and Organization 1-4 values. Press TAB to move from field to field. Apply the filter
by pressing the “Filter” button to the right of the organizations. If your user id has a default OLA
specified, those values will be displayed when you enter this screen. The filter is automatically applied.

The “Training Needs” grid will display the totals for each position. The totals are based on summing
only those persons who fall within the organization defined in the filter.

NOTE: If the “Training Needs” grid contains no records after applying the filter, go
back to TRAINING/WORKFORCE REQUIREMENTS and verify you entered
requirements for the organizations you entered in the filter.

The bottom three grids display detailed information for the totals of each position as follows:
Persons Qualified- the individuals that comprise the “Total Qualified” total.
Persons Qualified as Trainee- the individuals that comprise the “Total Trainees” total.

Persons with Position as Target- the individuals that comprise the “Total Pos as Target” total.
g p g
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Training Needs Analysis Field Definitions

Job Code

(All fields are display only)

Job code.

Risk Type

Type of risk to which the job pertains (i.e. WF, RX).

Functional Area

The functional area to which this job belongs within the
incident command system.

Job Title

Description of the job code.

Total Needs

Total number of people the unit needs qualified for each
position as defined in the work force requirements section.

Total Pos As Target

Total persons with position as their target.

Total Qualified

Total number of persons currently JOB qualified for position is
displayed.

Total #1 Qualified

Total number of currently qualified persons where position is
#1 priority.

Total Not #1 Target

Total number of persons with the position as their target, but
not #1 target.

Total Trainees

Total persons qualified in position as trainee (TRN)

Need to Qualify

Difference between total needs and the total #1 priority.
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SCHEDULE TRAINING

wi. IQ%  Training - Schedule Troining

Fil=  Eeports Toolbar  Student Selections  Reference Data

Scheduled Training
“Colrze *Rizk [ ezcription “Start Date | *End Date “Facility Size =
D480 = WF  |Coordinator 0140141999 |071/04/1999 [ALLvM n =
[-4a30 WE | Coordinator 01/071/2000 (07,/00/2000 (BELFAIR 1]
[-430 WFE | Coordinator 104102000 (101042000 (ABERDEEM 1]
D-510 WFE | Supervisory Dizpatcher 01401/1333 (01/01/1999 (BOMMNEY LAKE 1]
D-510 “WFE | Supervisory Dizpatcher 01/01/2000 (01/01/2000 (BOMMEY LAKE 1]
[-100 WE | Introduction to 1C5 0140141333 (01/01/15999 [BELLINGHAKM *wASHIMNGTOM ! 1]
[-100 “WE | Introduction to 1C5 1041041333 (104101593 [BELLINGHAM *WASHIMGTOM ! 1]
[-100 WE | Introduction to 1C5 104102000 (10102000 (ABERDEEM ]
|-300 WFE | Intermediate 1C5 0541541999 |05/15/1559 |BELFAIR i
|-401 WFE | Multi-tgency Coordinator 0140741999 (014011959 [ALLvMN i
|-401 WE | Multi-tgency Coordinator 05/15/2000 (05/20/2000 (BELLIMGHARM WASHIMGTOM ! 1]
b 5-130 WFE | Firefighter Training 0341541339 |03/15/1333 [ABERDEEM 1] _l_l
— Scheduled Training D'ata— — Instructor Data — Coordinator Data
Sponsar: [wié Instructar: [4UTRY, ROGER & zils &l Coordinator |4 TRY, ROGER A T Al

Tuitior: [$0.00 Agency: |+A-DHE Agency |A-DNFR
Hours: |32 F'hu:une:l - Phone: I 90
Pricrity: I1 Fa:-::l . I —
—Clazs Times——————— Pager I —
Start: IDBDD A=t
End: [1620 EMait | Edait |

Comments:

Pager: I C

IHI 4 |Training Scheduled | B | Hl il il EI il D-480 :I

Editing Schedule Training

This screen allows the user to add/update scheduled training courses. Much of the information you
supply for each course is used when printing a course roster and is also transferred to an individual’s

training record when a course is completed. The “Training” options “Student Selections” and “Post
Course Results” require the course be scheduled before using those options.

Schedule Training Field Definitions

(* required)
FIELD DEFINITION DESCRIPTION ‘

* Course (Text, 10) Course code.

* Start Date (Date/Time, 8) Date course is scheduled to begin. Date entry format
mm/dd/yy, mm/dd/yyyy.

Start Time (Text, 4) Time course is planned to start in military time (i.e. 0900).
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* End Date (Date/Time, 8) Date course is scheduled to end. Date entry format
mm/dd/yy, mm/dd/yyyy.

End Time (Text, 4) Time course is scheduled to end in military time (i.e. 1630).

* Facility Name (Text, 50) Name of facility hosting scheduled course.

Address (Text, 50) Address of facility hosting scheduled course.

Max Size (Number/Byte, 1) Maximum number of students allowed to attend course.

Sponsor (Text, 50) Name of agency sponsoring course.

Hours (Numbers/Double, 8) Length of course in hours.

Tuition (Number/Double, 8) Amount of tuition being charged for the class.

Priority (Number/Byte, 1) Priority for course being conducted during current fiscal year.

Instructor (Text, 50) Name of course instructor (Last, First).

Agency (Text, 50) Agency to which instructor belongs (Display Only).

Phone (Text, 15) Phone number for instructor (Display Only).

Fax (Text, 15) Fax number for instructor (Display Only).

Pager (Text, 15) Pager number for instructor (Display Only).

E-Mail (Text, 15) Electronic mailing address for instructor (Display Only).

Coordinator (Text, 50) Person responsible for coordinating course (Last, First).

Agency (Text, 50) Agency to which course coordinator belongs (Display Only).

Phone (Text, 15) Phone number for coordinator (Display Only).

Fax (Text, 15) Fax number for coordinator (Display Only).

Pager (Text, 15) Pager number for coordinator (Display Only).

E-Mail (Text, 30) Electronic mailing address for coordinator (Display Only).
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STUDENT SELECTIONS

w. JQY  Training - Stedewt Selections

File EReports Toohar  EReteretce Data

State-NWwWCG: Org Level 1: Org Level 2: Org Level 3: Org Level 4:
WEAWAS 7 |DNF| 7 I[Wildcard] 7 I[Wildcard] | |[Wildcard] 7 ?l
Scheduled Courses
End D ate Irztruchar Location gtudents
elected
0140141995 | 0101 GREGORY D. |ABERDEEM 32 FI] 25 i
W | 0/00/2000 | 010142000 ABERDEEM 1] i] i]
W | 0/00/2000 | 010142000 ABERDEEM 1] i] i]
W | 01/05/2000 01./05/2000 BOMMEY LakE 1] i] i]
wF | 10/10/2000 109042000 ABERDEEM 20 50 i]
W | 02/02/2000 | 02/02/2000 BELLINGHA&k wWiaSHIN O i] i] _
Add Personz whoze Target Requires Course
Ligt Candidates and Make Selections
Selected *Mame *Perzon ID State Org Levels *Planned CD."’”.SE Location Comments
Date Priarity
3 LaIRD, H 974-45-6289 [ widdwiaS: DMR: C*: D5; | 0140141939 ABERDEEM
ROBERTS. DAWID E. 994-658-6229 [ widkwiaS; DMR; CF; Lw'; | 0140141999 ABERDEEM
SLUSS. RICHARD 97E-45-0969[WwaksaS; DMR; 55 5U; | 0140141999 ABERDEEM
*
I :
4] 4 |Scheduled Courses PIPII EI EI il EI Search :I

Editing Student Selections

This screen allows the user to select the attendees for each training course that is scheduled. The top
grid displays all the scheduled training. For each scheduled training course, the bottom grid displays
the persons (within the orgs you have defined in the filter) who currently have the training planned
regardless of the date or location. If your user id has a default OLA specified, those values will be
displayed in the filter when you enter this screen. The filter is automatically applied.

The “Selected” column at the far left has a check mark if the person has planned this training for the
same date and location as the scheduled course. You can select and de-select individuals for the
course by double clicking on the “Selected” field. You can add individuals to the list by entering them
directly or selecting from a list of persons whose target requires this course (see next section).

Reports are available to create a roster or create a training nomination form.

NOTE: If no records are displayed in the grid, “Scheduled Training,” you need to
go back to “Training/Schedule Training” and enter the courses you would like to
schedule for the year.

If you need to add a student currently NOT in 1QS, you will need to add them to
the 1QS through Person/Org screen. Just enter the required fields.
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Add Persons whose Target Requires Course

% 105 Training - Student Selections i ] 54

File Heports Toolbar Reference Data

— Perzons Whose T arget Position Requires Course

Persons selected= 0 Total Persons Selected for Cowrse = 2
p oo Suggested
Selected MHame Perzon |0 Risk Type | Target | Priority Rizzies
» L] ABEL. FRAN 975-28-8100  |WF ACDR |1 RT
O ABRAHAMS, MIKE 960-82-5249  |WF ACPC RT
O STARTT. BEMJAMIN H. 965-22-8579  |WF ACLC RT
Add Selections to Candidate List Cancel
List Candidates and b ake Selections
Selected “Name “Persan D State Org Levels “Plahined | Course Lacation Cormmerts
Date Priarity
ABERLE, BARBARA = | 975-67-2169'weiw/S : DMNR: MM FN | 10/10/2000 ABERDEEMN
[ |ABLEMAM, GARY 965-22-2639 | WaAWAS ; DNR. V*; (Plac| 01./01/1950
CLOSHER. JAMES R. 936-02-8749 | wawAS,; DNR, F*; PC: | 10/10/2000 ABERDEEN
*
4| 4|Scheduled Courses B | Nl Hel “Jl 78 | | 'S | Search IS-E2D i

The “Add Persons whose Target Requires Course” button is located between the grids on the student
selections screen. After pressing this button on the Student Selections screen, the grid above will be
displayed. The persons listed in the grid will be those individuals whose target position requires the
course and they haven’t yet planned or completed the course. You can select and de-select individuals
for the course by double clicking on the “Selected” field. When you have finished selecting the
students from this list, press the “Add Students” button. You will be returned to the main Student
Selections screen and the students you selected will have been added to your list of candidates.

Student Selections Field Definitions

(* required)
FIELD DEFINITION ‘ DESCRIPTION

*Name (Text, 50) Person’s name. (Selection only)

*Persons ID (Text, 9) Person’s social security number.

State Organization Organization to which person belongs. (Display only.)
Levels

*Planned Date (Date/Time, 8) Date person plans to take training.

Priority (Text, 1) Indicates this course is a priority to achieving target position.
Location (Text, 50) Facility where course is to be taken.

Comments (Text, 225) Any pertinent comments pertaining to the qualifications.
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POST COURSE RESULTS

. IQY  Training - Post Course Resulls

File Eeports Toobar  Reterence Data

Scheduled Courses

Course | Risk Start Date End Date |Instructor Location Hours |Host Agency
Code Type

D-430 WwE | 0140141939 |01/04/19393 |AUTRY, ROGER & |ALLYN 32
i 99

WF | 01./01,/1939 |01/01/

Persons Cowrse Results

*Planned Completed

“Student “Pergon D | State Org Level: Date Date Score |Comments
LAIRD, H =1974-45-6289 |'wWaMWAS: DNR: C*; DS; (Placehal | 01/01./1999
ROBERTS, DaVID E. 994-68-6229 | Wiewias: DNR; C¥; Lw; [Placeho | 07/01/1933
SLUSS, RICHARD 9VE-49-0969 | Wiawids: DNR; 5% SU; [Placehal | 07/01/1933
*
JE1 '
4] 4 |5cheduled Caurses | B I HI P*l up’l M| | r)l Search :l

Editing Post Course Results

This screen allows the user to enter completed dates for the persons who attended a training course.
If you printed a course roster for the class, the course results could manually be written on the roster
at the end of the class. The information on the roster could be entered on this screen.

The top grid displays all the scheduled training in IQS. When a scheduled training record is selected
in the top grid, the bottom grid displays the persons who planned to take the training. Double-click
within the “Completed Date” field to indicate the person completed the course as scheduled. You
can edit the planned date, score and comments for individuals. Individuals can also be added to the
list.

For those persons that you record a completed date, their individual training record will be updated
with the Planned Date, Completed Date, Instructor, Location, Hours, and Host Agency.

The completed date can be propagated to several records by the same method as
described in “Post Fitness” section. Steps are: 1)save the record that has the
date you want to use first. 2) select the records you want the date to be copied to.
3) hover the mouse over the record with the date you want to copy and right-click.
4) pick Propogate Completed Date.
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Post Course Results Field Definitions

FIELD ‘ DEFINITION DESCRIPTION

*Student (Text, 40) Name of person who completed course. (Select only.)
*Person ID (Text, 9) Person’s social security number.

State Organization Organization to which person belongs. (Display only.)
Levels

*Planned Date (Date/Time, 8) Date person plans to take training.

Completed Date (Date/Time, 8) Date person completed the training.

Score (Text, 10) Score a person received for course.

Comments (Text, 225) Any pertinent comments pertaining to the qualifications.
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INSTRUCTORS & COORDINATORS

w. IQY Training - Instructors and Coordinators

File Eeportz Toohar  Referemce Data

“1D * Last Name * First Name il
|971-81-0509 |&RISS |GREGORY B
Agency . ) ;
IWA DNR W * Coordinakor W # Instruchar
Phone Pager Fax E b ail
IBED-SDZ‘I 455 444-232.1589 3JE0-302-1456 garizsiEwadnr. gov
Inzert Person from [0S |

Narne Search ID Search

[ 4w » o] »#|2g[| 2| [2riss, GREGORY D b B EGELEE 7] ‘

Editing Instructors and Coordinators

This screen is used to track the instructors and coordinators. In V2, this is a separate data table than
the other individuals tracked within IQS. When updating your system from V1.5.3 to V2, any
individuals you had recorded instructor qualifications or history for were loaded into the Instructors
and Coordinators database. You can add more individuals from 1QS or other individuals as required.
To add an individual from IQS, press the “Insert Person from 1QS” button on the lower right. If
adding an individual that is not being tracked in I1QS, you will need to enter a unique 1D or their SSN
for the ID field. The instructors and coordinators entered here are available as a pick list when
scheduling training.

Instructors and Coordinators Field Definitions

(* required)
FIELD DEFINITION DESCRIPTION

*ID (Text, 9) Person's social security number.

* Last Name (Text, 30) Person's last name.

*First Name (Text, 20) Person's first name.

Middle Initial (Text, 2) Person's middle initial.

Agency (Text, 50) Agency for which person is working.

*Coordinator Boolean Check indicates this person is a coordinator for this course.
*Instructor Boolean Check indicates this person is an instructor for this course.
Phone (Text, 25) Phone number where person can be reached.

Pager (Text, 25) Pager number.

Fax (Text, 25) Fax number.

E-Mail (Text, 25) E-mail address.
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INSTRUCTOR /COORDINATOR QUALIFICATIONS, TEACHING HISTORY

W IS Troining - Instructor Quals

File EBeports Toolbar Reterence Data

PBISDMCIZISTI-B'I-DEDS ¥ Instrictar ¥ Coordinator Email Igariss@wadnr.gov

. [260-302-1455
Name: [oRISS [GREGORY  |D Phone; |
Pager: [444-2321589

Faw [360-902-1456

Agency: IW'A DR

T Instructar Quals
*Cowrse | *Risk| Description “Date Taughﬂ Hours Taughﬂ Level Comments
1-400  ='WF |Advanced ICS 1042241997 0
5-290 WF | Intermediate Fire Behavior 05/16/1937 0
*

o | -
[l fFercon 2] »#| Br| w&| Ba| o] searchbyName[4RISS. GREGORY ¥ SearhbyID: [371810503 7 |

Editing Instructor/Coordinator Qualifications — Teaching History

This screen is used to track the courses an individual has taught. The instructor or coordinator is an
individual in the Instructors and Coordinators data table. This person would need to be added
through the “Instructors & Coordinators” option if they are not available here. Version 2.0 of IQS
does not use this data in any other parts of the system. It is strictly for informational purposes to
help you maintain the credentials of your instructors.

Instructor/Coordinator Qualifications, Teaching History Field Definitions

(* required)
FIELD DEFINITION DESCRIPTION

* Course (Text, 10) Code of training course taught.

* Risk (Text, 2) Type of risk to which the training pertains.

Description Course title (display only).

* Date Taught (Date/Time, 8) Date the course was taught.

Hours Taught (Number/Double, 8) Number of hours course was taught.

Level (Text, 4) Capacity in which course was taught — Unit, Lead, Adjunct,
Trainee.

Comments (Text, 225) Any pertinent comments.
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INSTRUCTOR/COORDINATOR QUALIFICATIONS, INSTRUCTOR
QUALIFICATIONS

W, JQS  Training - Instracior Quals

File Eeports Toofbar  Eeference Data

Personld:|9?1-81-0509 ¥ Instuctar ¥ Coordinator Emil Igariss@wadnr.gov
- |360-902-1455
Name: [ARISS [GREGORY D Phane: |
Pager. |444-232-1589
Agency: |WA DR Farr |380-902-1 456
Teaching Histary T Instructor Quals
“Course | *Risk| Description *Enpiration| L evel Comments
S-290 =WF |Intermediate Fire Behavior 10/25/1938
*
4| 4 |Perzon

PINI EI il EI 2' Search by NameIAWSS,GHEGDHY El Search by 1D: |97'181D5DS E] ‘

Editing Instructor Qualifications

This screen is used to track the courses an individual is qualified to teach. The instructor or
coordinator is an individual in the Instructors and Coordinators data table. This person would need
to be added through the “Instructors & Coordinators” option if they are not available here. Version
2.0 of IQS does not use this data in any other parts of the system. It is strictly for informational
purposes to help you maintain the credentials of your instructors.

Instructor Qualifications Field Definitions

(* required)
FIELD DEFINITION DESCRIPTION

* Course (Text, 10) Code of training course person is qualified to teach.

* Risk (Text, 2) Type of risk to which the training pertains.

Description Course title (display only).

* Expiration (Date/Time, 8) Date qualification to teach this course.

Level (Text, 4) Level the person can instruct this course - Unit, Lead, Adjunct,
Trainee.

Comments (Text, 255) Any pertinent comments.
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CHAPTER

Reports

1QS contains over 30 reports to help you summarize and analyze your training and qualification data.
To execute the IQS reports, select “Reports” from the 1QS main screen. All reports are also available
from within each module by selecting “Reports” from the top menu bar.

-~ Incident Qualification System 10| =|
File Options Help

Certifications

PersonfOrg

Training

Post Fitness

Post Experience

Reporis

Reference Data

AllRisk Training and Qualification Tool

|welcume to 135 |?| DB |F| 0918701 | 1150pm
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REPORT REQUEST

w. [0S Report Request i =]
Heports
M ame [rezcription
ourse codes and de ri|:|ti|:|r'|:5:
Incident Qualification Card
Incident Rigk Types Lizgts the rizk codes
Inicidents Lizts of incidents
Job Currency Liztz the pogitions that maintain currency for each job
Jaob Prerequisites Ligts the prerequisites for each job
Jobz and Skills Lizt of job and zkill codes and descriptions
MwCG Codes Ligts the State MWCG codes
Organizations Lizts the Level 1 -4 Organizations
Organizations Station Addresses Liztz the station address for organization combination
Perzans wi Certs Displays all information for a perzon and therr certifications
Perzonz By |ncident Liztz the perzonz who have posted expenence on an inciden
Perzonz Check Qualifications Feports the person: qualifications and checks for lacking pre
Perzonz Fithess to Expire Lizts the perzons whosze fithess will expire by a date you spec
Perzons Master Record Dizplayz all information for a person =
<4 Previous Mewst =

The list of reports available to the IQS user will be displayed in the opening report request screen.
Access to some reports is restricted based on the group to which your I1QS username belongs. To
run a particular report, highlight the desired report by clicking within the row. (Note: you need to
click inside the grid). You can also use the arrow keys to move up and down from report to report.

Once you have the desired report highlighted, click the “Next>>"" button to continue.

The particular screens displayed next will vary based on the report you selected. Filter screens are
available for most reports. Filter screens allow you to further define the data you want your report to
contain. For example, you may want to only report on the records for people in one of the districts
you are tracking in your database. You can do this by entering that criteria in the State-
NWCG/Otganization Filter. Some filters require information and others can be left blank. Filters
are explained in more detail in the next sections.
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STATE-NWCG/ORGANIZATIONS FILTER

. Q8 Report Reguost

State-MWCG/Orgs Filter

State-NWCG: [WAWAS

Org LeveI'I:IDNH

Org Level 2 I['\-k-"ildu:ard]

Org Lewvel % I[Wildcard]

Laf Lol 4] [4f |4

Org Level 4 I[Wildu:ard]

<4 Previous | Mest »x

Several reports use the State-NWCG/Organization filter. If your user id has a default OLA specified,
those values will be displayed when you enter this screen. You can select other values you may have
access to.

The data displayed on the report you are running will be determined by the values selected in this
screen. For example, if you want to run Incident Qualification Cards for individuals from a certain
organization or group of organizations and not the entire database, fill in the organization you desire.
You will only have access to organizations as designated by the organizational level access given to
your IQS user. You are required to enter values in this filter for all reports that require it.

Press “Next>>"’ to continue.
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EMPLOYMENT STATUS FILTER

w. [0 Report Request

E mployment Status

=10] x|

Selected | Emplovment Status | Dezcription
1 |A Active
Cam Contractor
[} EFF Cazual/Emergency Firefighter
] LTE Lirnited Term Emplayes
] M Mat Active
i FFT Permanent Full Tirme
[} FPT Permanert Part Time
] RET Retiree
] SEA Seazonal
[] [wOL Yalunteer
Clear All Selections |
<< Previous Mext = |

The Employment Status Filter allows you to select none, one, or more employment statuses you want
the list of persons to be filtered by. The Persons filter always follows the Employment Status filter
and the list of persons you get will be limited based on your selections for employment status.

To select all employment statuses do not select any records and hit Next>>. To select one or
more employment statuses, just double-click in the "Selected" column. A check mark indicates the

row is selected.

Select Next>> when you have the employment statuses you want for your report selected.
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PERSON FILTER

. I08 Heport Heguest

Person(z] Filter
Type in name wanted
Person(s] selected: 5
Selected M ame [Laszt, First, Mid) Person (D =] I j
ABEL. FRAM 975288100 =
ABERLE, BARBARA 375672169 Persons Selected
W AELEMAN. GARY OE5222639 Marne [Last. First, Mid) FPerzon 1D
] |ABLEMAN,TODD 953063679 ABEL. FRAN 375288100
ABRAHAMS. MIKE 60325249 ABERLE, BARBARA, 9756721649
[1 |ABRA&MS, RICHARD 357400339 ABRAHAMS, MIKE JE0225243
[] |ADAMS, DEANF. 967509609 ADAMS, JAT 367815553
ADAMS, JAY 967515553 ADAMS. JIM 353415143
& ADAMS, JIM 955418149
[l ADAMS, KEWVIM A 955439099
] ADARS, MARE. 345283789
] ADAMS, RAMDY 996480560
O ADAMSEI LAWRENCE B. 955288269
[l ADEM, DOMALD L 984038309 -
Clear Al Selections |

<< Prewviouz | Hest =

The Person Filter allows you to select one or more persons for which you would like to run a report.
The list of persons that you will see is based on the value you selected in the State-
NWCG/Otganizations and Employment Status Filters. The persons filter can be left blank if you
want to report on ALL individuals that would meet the criteria you set in the previous filters.

To select ALL persons do not select any records and hit Next>>. Some reports require you to
make a selection. In this case, it is a good idea to select a limited number of individuals as the report
is to complex to run over the entire database.

To select one or more persons for your report, double-click on the desired row in the “Selected”
column. You will see a check mark appear. The check mark indicates this person is selected.
Double-clicking again on a check mark will de-select that person. To select several individuals at
once, highlight the top row, hold down the Shift key and highlight the bottom row.

You can search for persons in the list by using the drop-down in the upper right portion of the screen.
Just start typing the name of the person you want to find and select the person from the list. The
person will then be displayed with the pointer on the right. You need to select the person you have
searched for before continuing,.

The box in the bottom right displays the persons you have selected.

When you have the persons you want for your report selected, Press “Next>>" to continue.
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FINISH

i, I(Y Report Reguest

Fimizh

Preview " Printer

Froduce Beport

[T Mazk 55M

<< Previous I Mewt =

The “Finish” screen will always be displayed as the last step before executing any report.

Select “Preview” to execute the report and preview the results on screen. From the preview mode,
you will have an option to print the report.

Select “Printer” to send the report directly to your windows default printer.

If the “Mask SSN” box is checked, the person id will be masked on the report output. The mask will
display “*” for the first five characters of the id. The last four digits will be displayed.

Depending on the report selected, you may see other filters different from the
ones described in the previous sections. Use the same guidelines as described in
the previous sections for selecting the filter data and move on to the next step.
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PREVIEW

s Incident Qualification System Reports - frptincidentQualCard : Report]

e @@ v -F.

|8 Eie
Incident Qualification Card

[r— Ol nwsE:

HEMDERSOM, ERIM 955599999

Rosaasce ool icotion: Finexz: | Yaar

WASNAS DR W 2001

Rzt  Omifiction Lewel

Tym

Rzt Tramoe Lewel

Tym Oafiction

Srillx:

Tamgats:

Apprved D Tik

Blaad Type:  Mkergies:  Emergency Canadh: .
page: ol T led I _r'
Ready ST | |

The screen above shows the Incident Qualification Card report displayed in “Preview” mode. If the
report consists of more than one page, use the tabs at the lower left of the screen to move from page
to page. Click on the report to zoom in or zoom out. To print the report, choose File, Print. Hit
Alt-P (or Ctrl-P depending on your computer) to print the report using the default windows print
parameters screens where you can choose a printer and other print settings. When finished

[T

previewing the report, click the upper right “x” and you will be returned to the report request table.

Preview Toolbar options:

e  Print — click the printer icon on the toolbar to send the report directly to the default windows
printet.

Zoom — click on the magnifying glass icon on the toolbar to zoom in or out of the report display.
1 Page — click on the 1 page icon on the toolbar to view one page of the report output at a time.

2 Pages — click on the 2-page icon on the toolbar to view two pages of the report output at a time.

Multiple Pages - click on the multiple page icon on the toolbar to view several pages of the report

output at a time.

e View Percentage — select a percent of the report to view by selecting from the drop-down list on
the toolbar.

e  Office Links — to send the report output directly to MS Word, click on the “Word” icon on the

toolbar. You can send the output to MS Excel by selecting the down arrow on the “Word” icon

and selecting “Format output for Excel.” To use the Office Links option, you must have MS

Word 97 or MS Excel 97 loaded on your machine.
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DESCRIPTION OF REPORTS

Course Equivalency

This report prints the data contained in the reference table Course Equivalency. It displays each
course in the database and any equivalent courses defined for that course. The records are in
alphabetical order by course code. No filters are used for this report.

Courses

This report prints the data contained in the reference table Courses. It displays each course in
the database along with the risk type, description, hours, standard, and type (active, inactive or field).
The records are in alphabetical order by course code. No filters are used for this report.

Incident Qualification Card

This report is used to produce an Incident Qualification Card for 1 or more individuals. The card
is formatted to print 3 persons per card across the card in landscape. The records are in alphabetical
order by last name. The report output can be filtered by State-NWCG/Organization, Employment
Status and by Persons. The qualifications that print are only those that are current and have a
priority position listed. The qualifications are also checked against the fitness level before
printing. If the fitness level is expired or inadequate for a position, that qualification will not
be printed on the card.

A bar code containing name, organization, and qualification information will be printed at the bottom
of the card. This bar code can be read by the I-Suite application. For more information on the I-
Suite application, visit www.fs.fed.us/r6/fire/incident and select “Softwate”.

Incident Risk Types

This report lists the data in the reference table Risk Types. It displays each risk code and
description. The records are in alphabetic order by Risk Type. No filters are used for this report.

Incidents

This report lists the data in the reference table Incidents. It displays the Incident number, name,
risk type, start date, fuel type, size class, and management level for all incidents you have in your
database. The records are in alphabetical/numerical order by incident number. No filters are used
for this report.

Job Currency

This report lists the data in the reference table Job Currency. For each job in the IQS system, the
reports lists other positions that maintain currency. The records are in alphabetical order by job
code. No filters are used for this report.

Job Prerequisites

This report lists the data in the reference table Job Prerequisites. For each job in the IQS system,
the report lists the fitness requirement, training requirements, and experience prerequisites. The
records are in alphabetical/numerical order by job code. No filters are used for this report.
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Jobs and Skills

This report lists the data in the reference table Jobs and Skills. For each job in the IQS system,
the report lists the job code, risk type, description, certification period, fitness requirement, functional
area, active date, and inactive date. 'The records are in alphabetical/numerical order by job code. No
filters are used for this report.

NWCG Codes

This report lists the State-NWCG codes and descriptions contained in the reference table. The
records are in alphabetical order by State-NWCG. No filters are used for this report.

Organizations

This report lists the Organization Level 1 - 4 codes and descriptions contained in the reference
tables. The records are in alphabetical order by Organization code. No filters are used for this
report.

Organizations Station Addresses

This report lists the Station Address that is associated with each organization in your database.

Persons w/ Certifications

This report displays the fitness level, qualifications, training, experience, task books, and target
position for individuals in the database. Limited person information is displayed: Person 1D, name,
organization, review date, employment status, and qualifications updated date. The records are sorted
by last name. The filters State-NWCG/Organization is required for this report. The Employment
Status and Persons filters are optional.

Persons By Incident (New V2!)

This report lists the persons who have been on an incident. The Incidents filter is mandatory
and only one incident can be selected. The persons displayed are sorted by last name.

Persons Check Qualifications

For an individual, this report displays the fitness, training, and expetience requirements for each
of the person’s qualifications. The report displays whether the person meets the requirements for
the qualification. This report can be used to look through the IQS database for discrepancies
between the persons qualifications and their training, experience and fitness record. The State-
NWCG/Otganization filter and Persons filter are required for this report. The Employment Status
filter is optional.

Persons Fitness to Expire

This report lists the persons whose fitness will expire by a date you supply. You will have the
opportunity to enter the date after pressing Next>> to preview or print the report. The persons are
displayed alphabetically by last name. The State-NWCG/Organization filter is required for this
report. The Employment Status filter is optional.
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Persons Master Record

This report displays all information for a person including the fitness level qualifications, training,
experience, task books, and target position for individuals in the database. The records are sorted by
last name. The filter State-NWCG/Organization is required for this report. The Employment
Status and Persons filters are optional.

Persons Needing Review (New V2!)

This report lists the persons who have not been reviewed since a given date. The review date is
based on the date entered into the Person/Org screen. The filter State-NWCG is required for this
report. You will be prompted for a Review Date. The records are sorted by last name.

Persons Personnel List

This report contains the name, organization, phone numbers, availability, and jet port
information for each person in the database. This information can be used for a hard copy index
of persons in the IQS database. The records are in alphabetical order by last name. The filter State-
NWCG/Otganization is requitred for this report. The Employment Status filter is optional.

Persons Qualified

This report lists the persons with a current JOB qualification for any position in the database.
The filter State-NWCG/Organization is required for this report. The Job Code/Risk Type and
Employment Status filters are optional. Use this filter to produce the report for 1 job code only.
The records ate sorted by job code.

Persons Qualified Summary

This report lists the total number of persons with a current JOB qualification for any position in
the database. The filter State-NWCG/Organization is required for this report. The Job Code/Risk
Type and Employment Status filters are optional. Use the Job Code/Risk Type filter to produce the
report for 1 job code only. The records are sorted by job code, then by last name.

Persons Target Positions

This report lists persons under each position that have the position as their target. The job code/risk
type filter and Employment Status filters are optional. The records are sorted by job code, then by
last name.

Persons Target Prerequisites

This report lists the target positions for an individual and the requirements for that position.
The information is similar to that displayed on the Certifications/Target Position screen. The filter
State-NWCG/Organization is requited for this report. The Person filter is required. The
Employment Status filter is optional. The records are sorted by last name.
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Persons Task Books (New V2!)

This report lists the persons who have been issued a task book by position. The filter State-
NWCG is required for this report. The Job Code/Risk Type and Employment Status filters are
optional. The records are sorted by job code/risk type and then by last name.

Qualifications to Expire (New V3!)

This report lists the individuals with qualifications to expire by a given date for a selected
position. The filter State-NWCG is required for this report. The Job Code/Risk Type filter is
optional.

Task Books to Expire (New V3!)

This report lists the individuals with task books qualifications to expire by a given date for a
selected position. The filter State-NWCG is required for this report. The Job Code/Risk Type filter
is optional.

Training Candidates

This report lists the candidates for a course. The report is useful in determining courses to
schedule. The report displays individuals who currently have the course planned and persons whose
target position requires the course. The Course Code/Risk Type filter is optional for this report. Use
this filter to produce the report for only one course.

Training Course Instructors

This report lists the persons qualified to instruct a course. The persons listed can be filtered by
State-NWCG. The Course Code/Risk Type filter is optional. The records are displayed
alphabetically by course.

Training Course Roster

This report is used to produce a course roster for a scheduled course. The roster contains
individuals who currently have the course planned for the date of the scheduled course. The roster
displays the course starting and ending date/time, facility, sponsot, instructor, and max size. The
Scheduled Course filter is required for this report.

Training Courses Completed (New V2!)

This report lists the persons who have completed a training course. The filter State-NWCG is
required for this report. The Course Code/Risk Type filter is optional. The tecords are sorted by
course code/tisk type and then by last name.

Training Courses Needed by Position (New V2!)

This report lists the courses needed by people with a given position as their target or are
trainees in the position. The courses are those that are prerequisites for the position. The filter
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State-NWCG is required for this report. The Job Code/Risk Type filter is optional. The records are
sorted by Job Code, Course Code, and then by person's last name.

Training Locations

This report lists the information in the Training Locations reference table. The report includes
the facility name, address, sponsor agency, contact info, and facility info. The records are sorted by
facility name. No filter is used for this report.

Training Needs Details

This report lists all the information contained in the Training Needs Analysis screen.
The State-NWCG filter is required for this report.

Training Needs Summary

This report lists the summary information contained in the Training Needs Analysis screen.
The State-NWCG filter is required for this report.

Training Nomination Form

This report is used to produce a NWCG Interagency Training Nomination form for an
individual. The individual MUST have the course planned or the report will contain errors. Course
and personal information from the database is printed on the form. The State-NWCG, Persons, and
Scheduled Course filters are requited for this report.

Training Refreshers Needed (New V2!)

Lists the persons who need a refresher course. The filter State-NWCG is required for this report.
The Course Code/Risk Type filter is also required. You will be prompted for a date the refreshers
need to be completed after. The report will list all persons who have not completed the course after
this date.

Training Scheduled

This report lists the scheduled courses. The report includes starting and ending date/time, sponsor,
coordinator and instructor information, facility name and maximum course size. No filter is used for
this report. The records are listed alphabetically by course code.

Training Scheduled List (New V2!)

Lists the training scheduled without the instructor/coordinator information.

Users Organization Level Access

This report lists the IQS users in the database and the Organizational Level Access they have
been given. This report is only available to users belonging to the group 1QS Manager. The
records are sorted alphabetically by user.
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CHAPTER

10 IQS Tools for Training Program Management

UNDERSTANDING YOUR WORKFORCE

INPUT o » AMNLYZE ° oyTPUTS

Workforce Requirements Training Needs Analysis Training Reports
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What did your training needs analysi [ iozics: sl v %8 85l s[4 ATGS-Air Tactical Group Supervisor

Example Scenario
“Even though we have 15 people

MAy 11, 2005 qualified, there are only 5 people that
have ATGS as their #1 position....there
are 10 trainees and 14 people w/ the
position as their target...”




INCIDENT QUALIFICATION SYSTEM

LET’S LOOK AT AN EXAMPLE....

Incident Qualification System 3/13/2002
Training Needs Summary
Analysis Area
OR-ORS ODF, (Wildcard), (Wildcard), (Wildcard)
Total Total  Total
Position Risk Total Pos as Total Total #1 Not #1  Qual as
Need to
Code Type Position Needs Target Qualified Qualified Target
Trainee Train
AOBD WF Air Operations Branch Director 6 9 5 5 5 3
1
ASGS WF Air Support Group Supervisor 6 8 6 0 4 2
6
ATGS WF Air Tactical Group Supervisor 12 14 15 5 10 5
7
COMLWF Communications Unit Leader 9 0 3 3 0 0
6
COST WF Cost Unit Leader 6 9 3 3 6 5
3
DIVS WF Division Group Supervisor 50 109 114 55 78 28
-5
DMOB WFDemobilization Unit Leader 6 8 3 0
8 5 6
Example Steps

1. Print the “Training Needs Analysis Summary” report to have an overall view of your workforce for reference.
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2. Print the “Training Needs Analysis Detail” report for ATGS to have a list of the individuals that comprise the summary numbers.

3. Run the report “Training Courses Needed by Position” for ATGS to see what prerequisite courses needed for the trainees and persons with
ATGS as their target.

4. Using “Certifications” option, determine the status of each of your trainees by looking at their Target Position and Task Book information. Make a
plan to get them each fully qualified.

5. Using “Training/Schedule Training”, schedule a course if necessary.

6. Using the “Certifications” option, look at individuals that are already qualified for ATGS but have another position as their #1 priority. Determine if
you would want to change their #1 priority to ATGS.

7. Check availability of ATGS qualified individuals from other agencies.
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