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Navigating to IBS/Tips & Tricks: 

Navigate to Google Chrome. Currently the only platform that supports IBS.  

 URL: Apps.fs.usda.gov/ibs  

 Firefox and other Platforms will be shut off. 

 The old ABS website link will not get you to the correct location. 

 The program will run on desktops, laptops, and tablet devices. 

 All items with a “*” are required fields. 

 Follow the steps, do not go out of order. 

 The only scroll bar is the one all the way to the right (“add a flight leg” does not have a scroll bar). 

 
“Clear Cookies/Cache” in Google. 

 After a new version has been deployed, or any time the program might be acting weird. 

 Go to Google Chrome. 

 Right Click anywhere in the white space. 

 Pick “Inspect” option. 

 
 Go up to the left side top of the page for the Refresh button. Right click. 

 Pick “Empty Cache and Hard Reload”. 

o  
 

 Close Google and Reopen.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Disregard all this writing 

on the right hand side. 
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Creating a New Invoice: 
1) Aviation Dashboard has “Create New Invoice” on the main page or you can use the left hand menu to pick 

“Create New.” 

 

2) Pick the “Flight Date” by using the calendar function. 

 

       

 

 

 

 

3)  Enter the contact number.  You can enter the last 4-6 number and it will start to self-populate.  

                                                                           
o If you cannot find the contract number,  

o Recheck your number 

o Contact the CO or COR for the contract 

4) Pick the correct “Contract Item Number,” all the aircraft attached to the contract will appear. 

5) Then click “Next” 

Do not try and type in box area, you type in the white box area. 
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o If you cannot find the aircraft tail number needed: 

 Check the contract number 

 Check for the number with an “N” in front or not in front. 

 Call the Contracting Officer (Might be an EAV issue) 

After the contract screen has appeared, DOUBLE check the contract number, vendor and item number for accuracy. 

 

6) Add Flight Leg 
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All items with a “*” are required fields. 

Scroll bar is to the far right.  

 

7) Pick the “User Unit” Also known as the “Override code”.  

 
 

 

 

Type quickly as it 

sometimes freezes up.  
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8) “User Code” is also a drop down menu. Pick the correct one.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



C r e a t i n g  N e w  I B S  I n v o i c e  

 

Help Desk  1-866-224-7677                                           Help Desk Email  helpdesk@dms.nwcg.gov     

Page | 6 

9) Pick “Order Type” 

a. Incident- Job code starting with a “P”, “G”, “F” or “S” 

b. Project –Job Code starts with a “W” 

i. Select the correct order type as Availability & Project rate are different! 

 

10) Type in the Incident or Project Name. 

a. Fork Fire 

b. Wild Horse and Burro Round up 

c. Fork BAER 

d. Etc.  

 

11) Enter the Resource Order number  (i.e. Incident Number) 

a. This is required to be in the correct format   CA-ANF-123456, DC-WOF-000000  

i. State- Unit Three letter- Incident number from Dispatch (6 digits) 

 

10 
11 
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12) Origin = this is where the flight originated from. Not a required field but when “FT” is used, it is very 

beneficial for data collection. 

a. This is a free text field 

b. It has the majority of the airports in nation pre-loaded. (Please use these as much as possible) 

i. Start Typing the Airport Identifier without the “K” or “P” and the airport will start to 

appear.   

KNOWN ISSUE: Some airports names are too long for the space in the app and an error will 

appear when hitting save.  If this happens, go back and just type in the three letters and do 

not pick form the drop down menu.  

 

13) Pay Code= Choose the correct one from the drop list  
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14) Entry the correct Job Code. (XXXXXXFY= 6 number/letters and then the Fiscal year FY)  i.e. P5ABD120 

 This code needs to work with the “User Unit” code (the Override code) 

 If they do not work together you will get an error when you try to save the leg.  

 

15) Choose Mission Code. There are 47 different codes, use the most appropriate code.  

 

16) Choose the correct Pay Code. Only Pay Codes pertinent to that contract will appear.  

a. AV-Availability    f. AV- Bucket 

b. NA-Non-Availability (Unavailability) g. AV- Tank 

c. SB-Standby      

d. ES- Extended Standby 

e. FT- Flight Time 

If there is a Pay Code missing that should be attached to the contract, contact the CO/COR. 
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17) Pilot 1= Enter the Pilot’s Name (Last Name, First Name.) 

18) Pilot 2= If needed, add the second pilot’s name.  

 

19) # Other Crew (Non-Pilot) = Enter a number.  i.e. Flight Engineer, Jump Spotter, Rapple Spotter, ATGS  

20) # Passengers = Enter a number  i.e # of Jumpers, # helitack, # passengers, # firefighters 

 

21) Cargo Type= If cargo is transported pick cargo type from drop down. 

22) Cargo Weight= Enter Cargo Weight 

23) Fire Chemicals= If water, retardant, gels or foam were used, pick the correct one.  

 

24) Choose Retardant Product= Pick the product used. 

25) Fire Chemicals Gallons= Enter gallons used. 

17 18 

 

19 20 

21 
22 

23 

24 25 



C r e a t i n g  N e w  I B S  I n v o i c e  

 

Help Desk  1-866-224-7677                                           Help Desk Email  helpdesk@dms.nwcg.gov     

Page | 

10 

26) Meter Type: Pick either Hobbs or Clock from the drop down menu. Once a Meter Type has been chosen the 

Time Details Area will appear. 

a. Clock 

b. Hobbs 

 

a. Clock Type chosen 

a. Enter Start time for the leg using military time (2400hr clock) 

i. A preceding “0” will be automatically entered if a time less than “1000” is entered.  

i.e.  Enter 800, 0800 will appear in the box. 

 

b. Enter Stop time for the leg using military time (2400hr clock) 

i. A preceding “0” will be automatically entered if a time less than “1000” is entered.  

i.e.  Enter 800, 0800 will appear in the box. 

 

 

   c. Total and Remarks 

  i. This area is all computer generated.  (Grayed out boxes) 
  ii. DOUBLE check to ensure “Elapsed Time (Hours) match what was flown 

 If the times are not correct, adjust the “start” and “Stop” times above.  
 If the “Rate ($)” is incorrect, contact the CO/COR as that needs to be correct in the EAV 

program. 
        d. To get the Flight Leg Total, ($) click on the “Calculate” button 

 
 

    

        e. Enter any “Remarks” as needed in this area (anything that might need explanation in the flight leg). 

26.a.a 
26.a.b 

26 

26.a.d 

26.a.e 
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    b.  Hobbs Meter Type 

 a. Enter the “Hobbs Meter start” reading from the aircraft.   
 b. Enter the “Hobbs Meter end” reading from the aircraft.  

               

 

 

           c. Total and Remarks 

i. The area is all computer generated.  (Grayed out boxes) 
  ii. DOUBLE check to ensure “Elapsed Hobbs” matches what was flown. 

 If the times are not correct, adjust the “Start” and “Stop” times above.  
 If the “Rate ($)” is incorrect, contact the CO/COR as that needs to be correct in the EAV 

program. 
        d. To get the Flight Leg Total, ($) click on the “Calculate” button 

 

 

 

        e. Enter any “Remarks” as needed in this area.  

 

 

 

 

 

 

 

26.b.a 26.b.b 

26.b.c 

26.b.e 
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       27) Confirm all entered information is correct and then Click “SAVE” button.  

                                                       

If everything was entered correctly, then the following message will apear along with a “Copy New” button 

 

 

28) If this is the ONLY leg needed for this invoice “Exit” button can be clicked at this time.  If you scroll up to the top 

of the screen to check all the data, there is an “Exit” button at the top also.  

  a. If there is ANOTHER leg to enter, select “Copy New” button. 

  This copies all the “Basic Information” Section of the leg to the next leg (all the shaded area). 

 

Once it is copied to the next leg, the information can still be changed if needed.  

“Copy New” can be used as many times as needed. After the last legs are completed “Exit” is used to add all legs to 

the invoice.  

 

Do not Click Exit before you 

SAVE or you will lose the 

data you just entered. 
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If you click “Exit” and it does take you back to the invoice or an error statement is shown, see steps below: 

1) If you click “Save” or “Exit” and the Flight Leg screen remains on your screen, with all the information 

you just added… 

 Most likely there is a forgotten “required” field.  Scroll back up and look for a red box 

around an item.  Examples below: 

  

  

  
a) If you get an Job Code error, the job code and the User Unit might not match  

                                           Or the Job Code itself could be incorrect.  

 

  If the following errors are seen, it is a known error and the Airport Name is too long for the program. 

 Current work around,  
o Type in the three letter airport ID, and do not using the drop down pick list. 
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Once all legs are completed and you have returned to the main invoice screen, this is what you should see: 

 

If you need to add another flight leg, click “Add Flight Leg” and repeat the above process. 

If you need to delete a leg, as in the example shown (there are two AV legs and one needs to be deleted). 

 

1) Click on the three dots on the right hand side of the leg.  

2) A small options box will appear.  

a. View/Edit Flight Leg 

b. View /Add/Edit Accounting 

c. View/Add Tax 

d. Delete 

                                                                                                                                             

                    To delete, click on the Delete option and another box 
                     will appear confirming you want to delete the leg. Click Delete. 
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When ready to submit, if you need to delete, or if you wish print in a FS122 Print View format, scroll to the top of 

the invoice page.  

Select one of the blue buttons.  

 

“Submit” and “Delete” will give you another box that you will need to confirm. The Print/View Form 122 will give 

you a print view.  
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If you wish to PRINT or SAVE the FS122 format, right click on the screen, then click on PRINT

 

After this screen appears, pick either SAVE or PRINT 

 

 

 

 

 

 


