AP

Quick Reference

IAP toolbar and toolbar buttons Understanding basic form navigation

Copy Last Form IAP automatically enters the Incident Name, Date, and
Copy Form Delete Form g ofresh Data Time.
T —— The Date and Time Prepared boxes display the current
“RIBRY X u\-\ = zulB et [FROG COMPLER =] (s date and time.

Save/ |Spell Check| \Mark Final
Create new form Display By Form

menubar

toolbar

The Operational Period box displays the current date and
Print Preview day . .

Print Display By Plan If preparing a form for a different date other than the

current date, you can manually edit the Operational Period
Setting up your IAP box.

You must save a form after editing. [AP does not

automatically save your forms. If you close a form without

1. On your Desktop, double-click the IAP icon. first saving it, IAP displays a prompt.

2.0On the IAP Server and Database Selection dialog box, For the most part, you can manually edit or override

click the Server drop-down arrow, and then click to almost every entry ina form.
select the Server Name of your choice.

To create an IAP database

3. Click the Database drop-down arrow, and then click to To create a new form

select the Database Name of your choice. @ On the File menu, click New Form or click the New Form
icon on the IAP toolbar, and then click to select the form of
Senver: your choice.

PCISE2USUITE :I' % Incident Action Plan

Datahase: File Edit View Shifts Tools ‘Window Help
MSDETrainingd08_te - s 2 =
NI =T R
Mew IC5202 - Objectives
Mew IC5203 - Organization
Mew IC5204 - Division Assignmment
Mew IC5205 - Communications
MNew IC5206 - Medical
Cancel |
MNew IC5220 - Air Operations

# 1AP Server and Database Selection

To define shift names and times -
To show multiple page numbers on a form

You must define shift names and times before you can
create IAP forms. You can define as many color-coded

shifts as you need, so that you won t confuse day shift forms
with night shift forms. 2.Inthe Page _ of __ boxes, type to replace the page

f hoice.
1.Log onto IAP. ;umbers ol y;ur choice - e o T
. . . or example, for a two-page form, type rage 1 of 2 on the
2. On the Shifts menu, click Define Shifts. first page, and then type Page 2 of 2 on the second page of
3.On the Incident Action Plan - Define Shifts dialog box, the form
complete the following

1. Using the scroll bar, scroll to the bottom of the new form of
your choice.

- Shift - Shift End Time 5. Date Prepared 6. Time Prepared
- Shift Start Time - Shift Shade. 07 /3103 1943

4. To save the new shift, click the Enter button. —
e00o000000000 00 ol of IC5 205
5. When finished creating all shifts, click the Close button. cooo00000 000

i, Incident Action Plan - Define Shifts =0 5[

Incicert: [ yn) | v[ To finalize a form

Shift (Ex: Day)'l Shift Shade: [y it
Wery Lt Gray

Enter I
Update |
Shift Start Time (0500):' Et Gray e
ag = | . . .
St En Tme ctony [ Dk Gray T @ On the Tools menu, click Mark Final, or click the Padlock

ey Dk Gray A
con.

Until you mark it as “final,” forms are automatically
marked “draft” at the top and bottom of each page.

Shifts Entered:
IMame: StartTime EndTitne:

Getting help

@ Access the [-Suite website at: http://isuite.nweg.gov
@ Contact the I-Suite Helpdesk at: (866) 224-7677
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