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TRANSFERS & COMPETENCY MANAGEMENT
Overview

Competency management is required for most accounts on a continual basis. Also when an employee is hired in a new position or by a different agency the employee files are transferred from one organizational unit to another (agency and/or subunits). The sending account manager changes the organizational information in the employee’s job data page. The receiving account manager updates the employee’s job data, personal data, experience data, and training data as appropriate.

Agencies have agreed to the minimum standards set forth in the National Interagency Incident Management System Wildland and Prescribed Fire Qualification System Guide PMS 310-1. Agencies may require additional criteria for position qualifications. 
Upon receipt of the transferred account, the receiving account manager reviews positions for which the employee was qualified in the sending agency. When the receiving agency’s position criteria differ from the sending agency’s criteria, the system will show a change in the individual’s qualification status.

The receiving account manager will summarize the qualification changes. The new employee’s supervisor reviews the employee’s new qualification status and responds appropriately. If re-certification is deemed appropriate, the process is initiated per agency guidelines.

Objectives

By the end of this module, you will be able to:
· Transfer Account
· Modify an employee Job and Personal Data
· Enter License/Warrant data
· Award Position Competency for Technical Specialist
· Update Training Record with External Course
· Review Associated Reports: Qualified Master List, Workforce Analysis Detail, Responder Detail Experience, External Warrants, Expiring Recurrent Training, Employee Master Record
· Agency Transfer Effects on Individual’s Qualifications 
· Person to Role Match “The IQCS Trouble Shooter”
· Manual Update of Fitness and Refresher Training
· Administrative Actions at the Qualification Card
· Populate from Role “Manually Awarding Position Requirements Quickly”
· Print the Incident Qualification Card
Roles

The following roles will participate in the activities described in this module:

· Account Manager, Certifying Official, and FMO

Activity Overview – Transfer Account
An employee is transferred from one organization to another by changing the organizational code (Org Code) on the employee’s job data component. Once the account manager changes the org code to one that they do not have permission to act on, they will no longer have access to this account. All account managers have permission to access all accounts in the “Inactive Employee” org code and to transact on these accounts. 
If an employee has not returned, the account manager may transfer the account to the “Inactive Employee” organizational code. See Module 8 for a detailed explanation of the Inactive Organization Code INAC.
Instructions

Navigate to: Workforce Administration > Job Information > Job Data

1. Enter last name of employee in Last Name and select the desired employee.
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2. Click on the [image: image2.png]


 button in the top right corner of the Work Location page. The Effective Date, Effective Sequence, Job Indicator, Regulatory Region, and Org Entry Date will be automatically populated and will not require changes.

3. Set the Effective Date for this action if different from today’s date. The Effective Sequence is only used when you have updated this record multiple times with the same effective date.

4. Select value of ‘Transfer’ from the ‘Action/Reason’ drop-down box and the appropriate value from the ‘Reason’ [image: image3.png]


 prompt. 
5. Accept the default of ‘Primary Job’ in the Job Indicator box. 

6. Accept USA as the ‘Regulatory Region.’

7. Select the SetID for the agency you are transferring the employee to. If you are transferring the account to the ‘Inactive’ organization, all agency SetID’s will work. 
8. Lookup Organization ID by clicking on [image: image4.png]


 next to the Organization ID field. 
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When choosing a different agency’s SetID you will receive the following warning. 
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9. Click [image: image6.png]OK



.
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The Org Entry Date will default to today’s date, you can update this if you desire.

11. Select the Unit ID that matches the Org Id. The lookup will only return those Unit ID’s that are associated with the Org. ID selected above. 
12. Select the Supervisor ID for the employee’s supervisor. If no supervisor, leave blank. 
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The Admin Location and Duty station should automatically populate with the location code that matches the Unit ID for Location code. The SetID will always be ‘NWCG0.’ 
The Admin Location should be the location where administrative action is taken for this employee. The Duty Station may be the same as the Admin Location or may be different.

13. Lookup/Enter Dispatch Unit ID. 

14. Click the [image: image7.png]& save)



button at the bottom of the window. The employee’s record will be saved reflecting the transfer of this employee’s account.
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You have now completed a transfer.

Activity Overview – Modify Employee Job and Personal Data
This activity covers modification of employee job data and personal data. This includes data such as name, address, status, organization of record, regular job description and code etc. 
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It is important to keep the employee record current. Data such as location, supervisor, and organization/unit is used during the training functionality of IQCS. Work force analytics will also utilize personal and job data. Maintaining accurate account information will promote accurate analytics and functionality within IQCS. 
You would update the account when employee personal and job data changes, i.e.,

· Name

· Organization, unit/subunit, Location

· OPM job

· Supervisor

· Address

· Phone

· Email

· Groups

IQCS will provide a form for capturing employee information on the IQCS webpage. Each agency and/or unit may use whatever form is appropriate for him or her to gather this data.

Instructions

Update Job Data

1. Navigate to: Workforce Administration > Job Information > Job Data
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When updating information in IQCS click on the [image: image9.png]


 button to add a new row to the record. This will allow you to maintain historical data. 
2. Update the information on the ‘Work Location’ tab as needed. 
3. Click on the Job Information tab.
4. Enter employee’s new job code in the Job Code field.
5. Enter the proper Entry Date.
6. Select Full-Time or Part-Time in the Full/Part field.
7. Select the appropriate Empl Kind value.
8. Click on the Salary Plan tab.
9. Edit/Change the Salary Administration Plan and the Grade value when appropriate.
10. Click on the ‘Employment Information’ Tab and update if needed. 
11. Click on the ‘Job Groups’ and update group information when appropriate. 
12. Click the [image: image10.png]& save)



button at the bottom of the window. The new record will be saved reflecting this employee’s new information. 
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You have now updated job data after a transfer.

Exercise 7-1 – Transfer and Modify Job Data
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Enter the following data into the system using the instruction set above.

In this exercise you are acting in 2 roles, the originating account manager and the receiving account manager. 

	Step
	Action
	Input

	1
	Navigate to Workforce Administration > Job Information > Job Data
	

	2
	Enter last name of employee in Last Name
	Dawg

	3
	Click the Search button
	

	4
	Select the desired employee
	Dawg,Olde 

	5
	Click on the ‘+’ button in the top right corner of the Work Location page
	

	6
	Effective Date
	06/01/2004

	7
	Effective Sequence
	Skip

	8
	Job Indicator
	Skip

	9
	Action/Reason
	Transfer

	10
	Action/Reason Code
	XFR

	11
	Regulatory Region
	Skip

	12
	Setid 
	FS000

	13
	Organization ID 
	Reference handout sheet

	14
	Org Entry Date
	06/01/2004

	15
	Unit ID 
	Reference handout sheet

	16
	Supervisor ID
	Skip

	17
	Admin Location Setid 
	NWCG0

	18
	Lookup Admin Location code 
	Reference handout sheet

	19
	Lookup Duty Station 
	Skip

	20
	Lookup Dispatch Unit ID
	Reference handout sheet

	21
	You have now transferred the employee.  The following steps would be completed by the receiving account manager
	

	22
	Click on the Job Information tab
	

	23
	Enter employee’s new job code in the Job Code field and Tab out of the field
	0301E

	24
	Enter the proper Entry Date
	06/01/2004

	25
	Full Time/Part Time
	Full Time

	26
	Select the appropriate Empl Kind value
	Skip

	27
	Contract Number
	Skip

	28
	Click on the Salary Plan tab
	

	29
	Salary Administration Plan
	Skip

	30
	Grade value
	09

	31
	Click the ‘Save’ button at the bottom of the window
	


Update Personal Data

1. Navigate to: Workforce Administration > Personal Information > Biographical > Update Personal Information
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2. Type/Enter employee’s last name in the Last Name field. Employee’s personal data record will appear. Click the Search button and select the desired employee.
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When updating information in IQCS click on the [image: image12.png]


 button to add a new row to the record. This will allow you to maintain historical data. 
3. Update information on the ‘Name History’ Tab when the employee’s name has changed. 
4. Update the information on the ‘Address History’ Tab when the employee’s address information has changed. 
5. Click on the yellow [image: image13.png]


 sign in the ‘Address Type’ Box to add a new type of address, i.e: HOME, BUSINESS, and MAIL. Click on the yellow [image: image14.png]


 sign in the ‘Address History’ Box to add a new row for that TYPE of address. A new effective dated row will appear, in the blue header bar. “1 of 2” will be followed by the highlighted yellow arrow pointing to the right. "Last" link will also highlight.
6. Accept the default Effective Date unless different. 
7. Accept the Status of Active.
8. Type/Enter Country. 
9. Click on the Edit Address hyperlink and enter or edit the address. 
10. Click [image: image15.png]OK



 and click [image: image16.png]& save)



.
11. Update phone and email information as needed. 
12. Click on [image: image17.png]& save)



at the bottom of the page. 
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On the ‘Activity – 5 year’ Tab, View Last Activity Date, the date should automatically update to today’s date.
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You have now modified an employee’s Job Data and Personal Data.

Exercise 7-2 – Modify Personal Data
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Activity: Modify employee personal data.
Login: STUDENT
	Step
	Action
	Input

	1
	Navigate to Workforce Administration > Personal Information > Biographical > Update Personal Information
	

	2
	Last Name field 
	Dawg

	3
	Click the Search button
	

	4
	Select the desired employee
	Dawg,Olde

	5
	Address History tab
	

	6
	Address Type
	HOME

	7
	Click on the yellow + sign to add a new row in the Address History box 
	

	8
	Effective Date
	06/01/2004

	9
	Status. 
	Default “Active”

	10
	Country
	USA

	11
	Click on the Edit Address hyperlink
	

	12
	Address 1
	Reference handout sheet

	13
	Address 2
	Leave blank

	14
	Address 3
	Leave blank

	15
	City
	Reference handout sheet

	16
	State
	Reference handout sheet

	17
	Postal
	Reference handout sheet

	18
	County
	Leave blank

	19
	Click the OK button
	

	20
	Click the Save button
	


Activity Overview – Enter License/Warrant 
In this activity we will cover how to Enter License/Warrant data.

Certain positions require external licensing/warrants. The agency will need to track information that applies to position qualification and certification. For example: Medical Unit Leader may require an EMT license, an engine operator may require a commercial driver’s license. Specifics for completing the external license/warrants are governed by the authorizing entity (i.e., state and federal agencies). Expiration of a license/warrant may result in the loss of qualification.

The codes and descriptions for licenses and warrants will be used by everyone and will be maintained by the system administrator to ensure no duplication and a consistency in assigning codes. 
Instructions

Navigate to: Workforce Development > Competency Management > Track Person Competencies > Licenses and Certifications. 
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1. Type/Enter employee’s last name in ‘Name’ field and click the Search button then select the desired employee.
2. Look Up [image: image19.png]


 ‘License/Certificate Code’ and select the correct license type. 
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The account manager, supervisor, or other certifying official should view the employee’s license and capture the appropriate data. Agency and/or Local policy applies to this process. A copy of the license/certification should be put into the employee’s qualification file folder. 
3. Enter the Date of Issue of the license or certificate. Expiration date field should auto-fill, X years from today (X=renewal period of license in License/Certification table).
4. Enter License Number (or other administrative tracking number).
5. Type/Enter issuer name or ID in ‘Issued By:’ field (30-character limit). Issuer may be an Agency, a Business, or the name of the person who issued the card.
6. ‘Tab’ to check-boxes below ‘Expiration Date’ field and check [image: image20.png]


the appropriate box.
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The License Verified check box indicates that someone has reviewed the license as described above. Ignore the Renewal in Progress[image: image21.png]


.

7. Tab to ‘Country’ field. Enter country of issue. Tab to ‘State’ field. Enter State that issued the license.
8. Click [image: image22.png]& save)



.
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You have now entered License/Warrant data

[image: image95.jpg]




Exercise 7-3 – Enter License/Warrant 
Enter the following data into the system using the instruction set above.

Activity: Enter License/Warrant data 

	Step
	Action
	Input

	1
	Navigate to: Workforce Development > Competency Management > Track Person Competencies > Licenses and Certifications
	

	2
	Employee’s last name in ‘Name’ field.
	Dawg

	3
	Click the Search button
	

	4
	Select the desired employee
	Dawg,Olde

	5
	Look Up ‘License/Certificate Code’: Click on magnifier icon.
	

	6
	Click ‘Lookup’ button.
	

	7
	License/Certificate Description 
	EMT

	8
	Date of Issue 
	02/17/2004

	9
	License Number 
	EMT1500

	10
	Issued By field (30-character limit)
	County Health Dept

	11
	Expiration Date
	Accept default

	12
	Click appropriate box.
	License Verified

	13
	Country
	USA

	14
	State
	Reference handout sheet

	15
	Click ‘Save’ button at bottom of page.
	


Activity Overview – Awarding Position Competency for Tech. Specialist

In this activity we will demonstrate how to award a position competency for a Technical 
Specialist. This process is the same for manually awarding any other position as well.
A technical specialist position can be defined simply as those positions that are not represented in the PMS 310-1. In many cases qualification for these positions are dependent on the responder’s regular job duties. For example the job of Archeologist, ARCH, would be awarded to a person who is an archeologist in their regular job. Currently, IQCS doesn’t hold the requirements college degrees, certifications etc. to be an archeologist. At this time these requirements are met outside of the system. Because the requirements for technical specialist position mostly reside outside of the IQCS we have made the attainment of all technical specialist positions a manual award process replicating the way it occurs at the home unit. In other words if you want a responder to have a technical specialist position on their incident qualification card it will be necessary to add the desired technical specialist position to the responder’s competency record and document why you are awarding this position competency.
Some technical specialists may require the documentation of an external license. If a external license or certification is required IQCS provides an area to document the license/certification. (see exercise 7.3) If the license equates to a qualification it will require the same manual award of the position competency to get the position to appear on the card. For example a responder has a current license as an EMT therefore they meet the requirement of an EMTB.
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The USFS 5109-17 has specific requirements for many of the technical specialist positions. These requirements have been added to the IQCS system and it will check to see if the responder meets all these requirements. While these additional requirements have been added to FS000 set id jobs it will still require that the position competency be awarded to the responder in order for the position to be added to the red card. For example the 5109-17 states that the only requirement for Military Helicopter Manager is prerequisite experience as a Helicopter Manager. If we did not include the requirement of MHEM as a position requirement it would result in all individuals that met the prerequisite, HCWN, automatically having that the MHEM qualification posted to their qualification card. For this reason it was decided that it would more closely replicate current procedures to make the award of the position manual. So in this example a Forest Service responder must attain the position HCWN and then be awarded the position MHEM. 
Instructions

1. Navigate to Workforce Development>Competency Management>Track Person Competencies>Competencies
2. Enter Last Name of individual you are updating.
3. Click the [image: image23.png]Search



 button and select the employee from the search results
4. Click on the ‘Competency Assignment’ tab. 

5. Skip past the SETID, Org ID, and Job Code boxes
6. At Category field select “position” from drop down menu 
7. At the type field you can select a type to narrow your search by certain types of positions e.g. air ops

[image: image97.jpg]Module 7



[image: image98.png]


Below the Category field on the competency assignment tab you can locate the ‘Find” hyperlink. Clicking on this button will open a search function. Enter the code for the competency you are looking for e.g., EMTB, and it will bring it to the top of the list. Two common reasons for no results include: wrong category selected e.g., you have position category selected and you are searching for a course competency, or the responder already has the competency therefore its not available.
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8. Check the box next to the position code.
9. Click the Add button  [image: image26.png]


 (circle around 2 left-facing arrows).
10. Navigate to the ‘Competency Rating’ tab/page.
11. Type/Enter ‘Effective Date’ for position competency 
12. Select Proficiency.
13. Type/Enter ‘Expiration Date’ (This step is optional).
14. Click on the yellow “Justification” Button.
15. Select or enter the EmplID of the Awarding Official authorizing the administrative action.
16. Enter a Narrative statement that documents fully the administrative action.
17. Click ‘OK’ button at bottom of screen.
18. Click the [image: image27.png]& save)



button at the bottom of the screen.

Exercise 7-4 – Awarding Position Competency for Tech. Specialist

	1
	Navigate to Workforce Development>Competency Management>Track Person Competencies>Competencies 
	

	2
	Enter Last Name of individual you are updating.
	Dawg

	3
	Click search button and select.
	Dawg,Olde

	4
	Click the ‘Competency Assignment’ tab.
	

	5
	Skip past the SetID, Org ID, and Job Code boxes.
	

	6
	Select Competency Category.
	Position

	7
	Select Type.
	Tech Postn

	8
	Check the box next to the position code.
	EMTB

	9
	Click the Add button (circle around 2 left-facing arrows).
	

	10
	Navigate to the ‘Competency Rating’ tab/page.
	

	11
	Type/Enter ‘Effective Date’ for position competency.
	02/17/2004

	12
	Select the Proficiency rating.
	“Attained”

	13
	Type/Enter ‘Expiration Date’. 
	02/17/2006

	14
	Click on the yellow ‘Justification’ Button.
	

	15
	Enter/Select the Awarding official.
	Steve Supervisor

	16
	Narrative statement.
	Dawg has a current license for EMT which meets the requirement for EMTB

	17
	Click ‘OK’ button at bottom of screen.
	

	18
	Click the ‘Save’ button at the bottom of the screen.
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Activity Overview – Update Training Record with External Course
When an employee has completed a course not managed through IQCS that applies to qualification and certification, the account manager will enter the information into the employee’s training record. 
In this activity we will cover how to update the training competencies for an employee’s account and demonstrate how to credit an employee’s account with training data taken external to IQCS. 
Instructions

1. Navigate to Workforce Development>Competency Management>Track Person Competencies>Training. Enter the Last Name of individual you are updating.
2. Click [image: image28.png]Search



button and select the employee from Search Results. The Training History page will appear with one or more records for this individual.
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3. If appropriate, click the yellow [image: image30.png]


 button at screen right. A new blank record will be created for this employee; the cursor will be in the ‘Course Code’ box.
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Do not select a course in the ‘Course Code’ box. Skip selecting course from the course table. If the course session is administered in-house, the system displays Course Code and Course Title. 
If you are adding information about a course that is not administered in-house, and if the course is in your Course table, select the course code. Otherwise leave the field blank and enter the course name in the Course Title field.

4. Type the name of the course in the Course Title field. 
5. Internal/External - Displayed if you entered a course code. If the value is not displayed, select Internal or External. 
6. If the session is external the ‘Session #’ field will be ‘grayed out’. If the session is internal, enter the session number.
7. Enter/Select [image: image31.png]


 start date and end date for this course.
8. [image: image105.png]


Enter the Name of the School where the course was completed and the ‘School Code’ if available. 
9. Under Student Information - Check/Uncheck Prerequisites Met [image: image32.png]


 box to indicate that a student has met the required prerequisites or training before enrolling in a course if applicable. 
10. Enter ‘Date Needed.’
11. Select “Completed” from ‘Attendance’ field list. ‘Status Date’ fills in with course end date entered in previous steps.
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If the course session is administered in-house, changing the status may affect session enrollments. Go to the Course Session Enrollment page to make other adjustments, such as moving a student from the waiting list into the course. You can update the status of enrolled students to Completed here or on the Student Course Enrollment - Course Session Enrollment page. 
If the course is not administered in-house, select an attendance status. The value that you will use most often is Completed. 
If this training course is also in the employee career plan, once the status is Completed, the start date of the course appears in the Actual Completion Date field on the Career Training Plan page.

12. Select Training Reason from drop-down list.
13. The employee’s ‘Business Unit’ and the Organization ID should appear in ‘Organization ID’ field.
14. Enter/Select employee’s results in ‘Grade’ box when appropriate.
15. View ‘Letter Code Field.’ This field will auto populate with code describing the letter type. It will remain blank for external courses.
16. View ‘Letter Date’ field. This field will be auto populated with the date the last system generated letter was sent. This field will remain blank for external courses.
17. Click the [image: image33.png]& save)



. The new record should show up in the list of all training found on this page (choose ‘View All’ and scroll to find this course).
Competency Management
[image: image107.jpg]


The system doesn’t care what you put into the Training Record; it’s what’s on the Competency Record that counts in terms of meeting qualification criteria. 

18. [image: image108.jpg]


Navigate to Workforce Development>Competency Management>Track Person Competencies>Competencies. From the Training screen, simply choose the ‘Competencies’ hyperlink in the menu on the left-hand side of your browser window. The same employee should be shown.
19. [image: image109.jpg]


Select the ‘Competency Assignment’ tab. Skip past the SetID, Org ID, and Job Code boxes.
20. Select the competency category from the ‘Search by:’ drop-down list. 
21. Select course type in the Type drop-down box.
22. Check the box next to the equivalent course of the one added above.
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23. Click the [image: image35.png]


 button and the selected competency will move to the ‘Assigned Competencies’ list.
24. Navigate to the ‘Competency Rating’ tab/page. This page displays a list of Assigned Competencies, Effective Dates, Proficiency, Expiration Date, and Justifications.
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25. Select ‘Proficiency’ rating for the newly added competency.
26. Skip ‘Expiration Date’ field.
27. Click on the yellow [image: image37.png]Justification



Button. The Justification dialog box will appear, with your EmplID and name next to ‘Awarding Official.’
28. Type a narrative statement explaining why this course is being awarded manually rather than by the system.
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button at the bottom of the screen. The Competency Rating page returns, click the [image: image40.png]& save)
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You have now Updated an Employee’s Account with competency information.
Exercise 7-5 – Update Training Record with External Course
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Enter the following data into the system using the instruction set above.
Activity: Update Individual Account 
This exercise is to show how an equivalency is awarded. There is no true equivalency for this course at a community college level. An agency can determine course equivalencies. 
	Step
	Action
	Input

	1
	Navigate to: Workforce Development>Competency Management>Track Person Competencies>Training
	

	2
	Enter Last Name of individual you are updating.
	Dawg

	3
	Click ‘Search’ button.
	

	4
	Select the employee from Search Results
	Dawg,Olde

	5
	Click the yellow “+” button at screen right.
	

	6
	Do Not select a course in the ‘Course Code’ box.
	(N/A)

	7
	Type in a logical name for the course in the Course Title field.
	FB201-Fire Business Management

	8
	Select the proper value from ‘Internal/External’ field.
	Default External

	9
	Session #
	Leave blank

	10
	Start Date
	01/22/2004

	11
	End Date
	01/24/2004

	12
	Name of the School
	Pinetop Community College

	13
	School Code
	Skip

	14
	Prerequisites Met 
	Checked

	15
	Date Needed
	N/A

	16
	Attendance
	Completed

	17
	Training Reason
	Enrichment

	18
	Business Unit
	Accept Defaullt

	19
	Grade
	“Pass”

	20
	Letter Code Field
	

	21
	Letter Date
	

	22
	Click the ‘Save’ button
	

	23
	Navigate to Workforce Development>Competency Management>Track Person Competencies>Competencies (from the Training screen, simply choose ‘Competencies’ hyperlink in the menu on the left hand side of your browser window.)
	

	24
	‘Competency Assignment’ tab.
	

	25
	Skip past the SetID, Org ID, and Job Code boxes.
	

	26
	Search by
	Training

	27
	Type
	Suppr Skill

	28
	Check the box next to the equivalent course of the one added above.
	S-261

	29
	Click the Add button (circle around 2 left-facing arrows).
	

	30
	Navigate to the ‘Competency Rating’ tab/page.
	

	31
	Effective Date
	01/24/2004

	32
	Proficiency
	“Attained”

	33
	Skip ‘Expiration Date’ field.
	

	34
	Click on the yellow ‘Justification” Button
	

	35
	Enter/Select Awarding Official 
	Steve Supervisor

	36
	Narrative statement
	To record equivalent competency gained from course taken externally.

	37
	Click ‘OK’ button at bottom of screen.
	

	38
	Click the ‘Save’ button at the bottom of the screen.
	


Reports
After you have updated the transferred employee’s account, you may want to run a number of reports for historical record, workforce analytics, and planning. 
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Refer to Module 13 – Reports for directions on running these reports. 

Responder Medical History – Fire Management Officers will use this report for planning and budget purposes. This report will also be used to identify and notify individuals that require exams.

Qualified Master List – This report is run for an Agency, Organization or Unit. It can be restricted to a job family or a single job code. This report contains the data elements of: Agency and Organization or Unit, Function, Position Code, Position Name, Individual Name, Account Status, Currency Expire Date, Group Type, Primary Qualified Position, Primary Trainee Position.
Workforce Analysis Detail – this report is run for an Agency, Organization or Unit. It can be restricted to a job family or a single job code. 
Responder Detail Experience – This report contains the following data elements: Agency, organization name, functional area, position code, position name, employee name, incident number, incident name, incident size, operational periods.This report is run by; Organization, time frame, functional area, position.
External Warrants – Content. Agency ID, organization code, expire date, certification type and description, issued by, individual name, position (s), issue date.
Report Filter: Agency, organization code, certification type.
Expiring Recurrent Training – This report will allow managers to plan for recurrent training for their units. This report is run for an Organization and a specific course.

Employee Master Record – This report is run for a list of employees, all employees within an organization, or all employees within a unit. This report provides the employee, supervisor, certifying board, and account manager’s source of information for managing the employee’s file and qualifications. 
The employee’s records are consolidated on the Employee Master Record report.

Activity Overview – Agency Transfer Effects on Qualifications
When employee files are transferred from one organizational unit to another (agency and/or subunits) the employee records are re-evaluated by the receiving organization to determine qualification.

In this section we will cover how to review the Qualification card to view the effect of an Organization Change on an Individual’s Qualifications.

Instructions

1. Navigate to Workforce Development > Competency Management > Incident Qualification Card > Incident Qualification Card. 
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Select the type of search field and enter a value in search field.
3. Click the Search button. The employee’s ‘Incident Qualification Card’ page will appear with current qualification/certification status shown for all jobs shown on the employee’s last Qualification Card.
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4. Review Experience Status and Previous Status fields. 
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You have now reviewed the effect of Organization Change on an employee’s qualifications.

Exercise 7-6 – Agency Transfer Effects on Qualifications


Enter the following data into the system using the instruction set above.
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Activity: Display Effect of Organization Change on Individual’s Qualifications

Login: STUDENT
	Step
	Action
	Input

	1
	Navigate to Workforce Development > Competency Management > Incident Qualification Card > Incident Qualification Card
	

	2
	Select search field
	Last Name

	3
	Enter value in search field
	Dawg

	4
	Click the Search button
	

	5
	Select the desired employee
	Dawg,Olde

	6
	Review Experience Status and Previous Status fields
	


Activity Overview – Person to Role Match “The IQCS Troubleshooter”

IQCS provides a trouble shooter function to determine a responder’s missing criteria. Utilizing this function can help you research qualifications problems identified at the Incident Qualification Card screen. 
Instructions

1. Navigate to: Workforce Development> Competency Management>Match Competencies to Roles> Person to Role. 
2. At the search screen you will need to select an employee to analyze. 

3. Select the ‘Business Unit’. This will determine the criteria set of the position, i.e. NWCG0 = 310-1; FS000 = 5109-17; BIA00, BLM00, FWS00, and NPS00 would be used for agency specific job.

4. Select the position requirements you wish to compare the responder to in the Job Code field. 
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5. Click on the Competency Match Tab and the system will perform the comparison and display the results. 
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Be sure to check the scroll area, the blue area above the area where the job requirements are 
listed to see how many requirements are listed for the selected job. There may be more job
requirements to be displayed. To view all the competencies required for qualification select 
“View All”.
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NOTE: In the case of Training, if you have added a course to an employee’s training record, it will need to be added to the employee’s competencies when the course is NOT administered through session management. 

You have now review the Person to Role Match
Exercise 7-7- Person to Role Match “The IQCS Troubleshooter”

	Step
	Action
	Input

	1
	Navigate to Workforce Development > Competency Management > Match Competencies to Roles >Person to Role
	

	2
	Select search field
	Last Name

	3
	Enter value in search field
	Dawg

	4
	Click the Search button
	

	5
	Select the desired employee
	Dawg,Olde

	6
	Enter/Select Business Unit
	FS000

	7
	Skip Position Number, Organizational ID, and Job Task Fields
	

	8
	Enter/Select Job Code
	CRWB

	9
	Click on Cluster Match Tab and determine missing criteria
	

	10
	Click on the Accomplishment Tab to see if any accomplishments are required for qualification
	

	11
	Click on Gap-Fit Measurement Tab to see the numerical relationship between responder’s record and position requirements

Each criterion is worth 3 points when fully met. 

· A completed course is = 3

· Arduous fitness = 3; Moderate = 2; Light = 1

·  Pre-requisite position = 3


	


Activity Overview – Manual update of Fitness and Refresher Training
In most cases firefighters will complete the Work Capacity Test (Fitness) and Fire Safety Refresher as part of group and be handled by utilizing the Session Management functions of IQCS. In cases where an individual(s) completed these requirements outside of IQCS course session management it is more efficient and more accurate to record these results by using a manual update of the individual’s record.
In this section we will cover how to manually update a firefighter’s record to reflect their completion of Fitness Testing and Refresher Training.

Instructions

1. Navigate to Workforce Development > Competency Management > Track Person’s Competencies>Competencies.
2. Enter/Select the desired employee.
3. Click the Competency Assignment Tab.
4. Search employee’s record to determine if they have RFSR, Fire Safety Refresher, and or FitCat in their records if yes go to the competency rating tab step21.

5. If the Individual does not have a record for these competencies you will have to award them here proceed to step 6.
6. Skip past the SETID, Org ID, and Job Code boxes.
7. At Category field select “Recurrent for RFSR or Fitness for FitCat” from drop down menu. 
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6. Skip the type field.
7. Check the box next to the desired competency code.
8. Click the Add button  [image: image47.png]


 (circle around 2 left-facing arrows).
9. Repeat steps 7-9 to assign another competency type i.e., if you assigned FitCat first you will need to repeat the steps to assign RFSR.
10. Navigate to the ‘Competency Rating’ tab/page.
11. Type/Enter ‘Effective Date’ for position competency , this would be the date the responder passed the Fitness test or Refresher course session.
12. Proficiency
13. Type/Enter ‘Expiration Date’, this would be the date the responder would need to take the next Fitness or Refresher course session.
14. Click on the yellow “Justification” Button
15. Select or enter the EmplID of the Awarding Official authorizing the administrative action

16. Enter a Narrative statement that documents fully the administrative action 

17. Click ‘OK’ button at bottom of screen.
18. Click the ‘Save’ button at the bottom of the screen.

If the individual has completed the Fitness test or Refresher Training in the past he will already have the competency in his competency assigned record. In this case the account manager need only update the dates and enter documentation in the justification field. The steps that follow outline this process
19. Navigate to Workforce Development>Competency Management>Track Persons Competencies> Competency Rating Page.

20. Locate the competency code you want to update.
21. Click on the yellow [image: image48.png]


 button to the right of the competency record to add a new row of information.
22. Enter effective date (the date fitness or Refresher was completed.
23. Select Proficiency rating ‘Arduous’ for FitCat, ‘Attained’ for Refresher.
24. Type/Enter ‘Expiration Date’(the date the competency will expire).
25. Enter/Select the Awarding official.
26.  Write a Narrative statement. You will need one statement for Fitness and one for RFSR.
27. Click ‘OK”
28. Click [image: image49.png]& save)
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Step 3
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Step4
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You have now successfully updated an individual’s Fitness Competency and Refresher 
Competency.
Exercise 7.7 – Manual update of Fitness and Refresher Training
This exercise assumes that Olde Dawg has completed Fitness and Refresher training in the past.
	1
	If the individual has completed the Fitness test or Refresher Training in the past he will already have the competency in his competency assigned record. In this case the account manager need only update the dates and enter documentation in the justification field. The steps that follow outline this process
	

	2
	Navigate to Workforce Development>Competency Management>Track Persons Competencies> Competency Rating Page.
	

	3
	Locate the competency code you want to update
	FitCat

	4
	Click on the yellow + button to the right of the competency record to add a new row of information.
	

	5
	Enter effective date the date Fitness 
	07022004 for Fitness 

	6
	Select proficiency rating ‘Arduous’ for FitCat, ‘Attained’ for Refresher.
	Arduous



	7
	Type/Enter ‘Expiration Date’
	07022005 for Fitness 

	8
	Enter/Select the Awarding official
	Steve Supervisor

	9
	Narrative statement for Fitness 
	Dawg completed his Fitness test and his certificate is on file

	10
	Locate the competency code you want to update
	RFSR

	11
	Click on the yellow + button to the right of the competency record to add a new row of information.
	

	12
	Enter effective date (the date Fitness or Refresher was completed
	07032004 for Refresher

	13
	Select proficiency rating  ‘Attained’ for Refresher.
	Attained

	14
	Type/Enter ‘Expiration Date’
	07032005 for Refresher

	15
	Narrative statement for RFSR.
	Dawg completed his Refresher Training and his certificate is on file

	16
	Click Save. 
	



Activity Overview – Administrative Actions at the Qualification Card

IQCS allows fire management the ability to administratively change the qualification status of an individual at the qualification card. This may be done for various reasons by the responsible party(s) at the home unit. One example of when administrative actions at the qualification card might be used is when an individual transfers to a new agency with different position qualification criteria. If the individual does not meet all of the qualification criteria of the new agency they will become unqualified at the incident qualification card. If the home unit determines that the individuals should retain qualified status because they where previously qualified under the criteria of their former agency they can make that happen at the qualification card by utilizing an administrative action.

There are three statuses available to select from at the incident qualification card: Q for Qualified, T for Trainee and B for Blocked.

Remember once you change the status of a position qualification via the administrative action you have taken control of that qualification. For example if you change a qualification status from Qualified to Trainee the system will not convert that position back to Qualified again. If you want that position status changed back to a previous or different status you must make it happen by using the administrative action.  This also applies if the system administratively converts a responder’s position status from qualified to trainee when they have lost experience currency.  In this case, once your responder has regained qualified status per your agency’s recertification policy you have two options for changing their status back to ‘Qualified’. If the responder’s position status was previously subject to administrative action i.e., the admin action box was checked, you simply change their status to “Q” and enter a justification statement.  If the responder’s position status was not subject to an administrative action i.e., the responder was naturally qualified, once they have attained the necessary experience to make them current again, you can remove the check in the admin action box, and the system will now look at the new experience and return the responder’s qualification status to ‘Qualified’.

You can tell when a position has been subject to an administrative action by looking to 
see if the “Admin Action” check box is checked.  You always have the option of turning 

the administrative action off. When the administrative action is turned off the system will 
apply all the current qualification criteria for the specific position. 
When the administrative action is turned on the system accepts the status you have selected ignoring the current position requirements with the exception of fitness and recurrent training requirements such as Refresher training. In other words if you administratively determine that a responder is qualified, when their fitness requirement lapses the system will convert their status to U for unqualified. When they regain Fitness the system will remember they where previously qualified via the administrative action and change their status back to Qualified.

Each time you change the qualification status of a responder’s position the system requires that you document that change with a justification reason. This provides an opportunity to build a thorough qualification record detailing all administrative actions. For example a responder’s position status might be changed from Qualified to Trainee in order for the responder to gain more or a specific type of experience. Once the experience is gained the home unit could then change the status back to Qualified. Documentation of these actions will provide clear historical documentation of the qualification process.

Important! USE ‘ADMIN ACTION’ WITH CAUTION!

If an employee has an open taskbook and is in the ‘T’ status on the Incident Qualification Card page – when you change the status to ‘Q’ by checking the Admin Action box, the system will close the taskbook and award the position competency on the employee’s competency record. Before you do this, research why the responder is in trainee status, you DO NOT want to be prematurely completing task books. The Task book should be completed and certified on the task book pages in most cases. 
 
Instructions

1. Navigate to: Workforce Development > Competency Management > Incident Qualification Card > Incident Qualification Card 
2. Select the type of search field and enter a value in search field

3. Click the Search button and select the employee you are searching for. 

The desired employee Incident Qualification Card page will appear with current qualification/certification status shown for all jobs shown on the employee’s last Qualification Card.
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4. Click on the Admin Action [image: image56.png]


 and change the ‘U’ to ‘Q'

5. Click on the Justification Icon which will take you to the Administrative Action Justification screen.
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6. Select the Authorizing Official and click [image: image58.png]Justification
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7. Type in the Justification Reason for the Administrative Action. 
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8. Click [image: image61.png]OK



.

9. Click [image: image62.png]& save)



 at bottom of screen. “Processing” and “Saved” will flash in the top right corner of the screen.

The next section is here to show you how to ‘Block’ a position from being included on a responder’s Incident Qualification Card, or to reduce a “Qualified” position to “Trainee” if an employee needs to refresh in the position.
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10. Check “Admin Action” checkbox on the line with a position you want to be blocked. A hidden edit box opens for the status indicator, with a magnifying glass icon next to it.
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11. Click the magnifying glass next to the status code. Three status choices appears
12. Select the underlined “B” link for ‘Block Pos.’ A warning message should appear advising you that you have to enter a justification (“Action Reason”) for your choice. 

13. Click ‘OK’ button on the warning dialog. The Justification page opens up.

14. Select the ‘Authorizing Official’ for this action. The person’s name should appear next to their EMPLID.

15. Click the “Justification” button. Justification Reason box appears.

16. Enter text explaining why you are blocking the job.


17. Click [image: image65.png]


. Justification screen reappears.

18. Click “OK” button at bottom left of screen. Qualifications page reappears. Status code box is highlighted in red, new Status description under “Exper Status”, Previous Status listed to right.

19. Click [image: image66.png]& save)



 at lower left. Status code box is no longer red. Status changed.

The system automatically changes the experience status for a job from Qualified to Trainee when Position Currency lapses. To view the system generated reason for change to the experience status click on the justification icon  [image: image67.png]


  to view the reason.
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To see a complete list of all the historical justifications for a position it is required that you select “include history mode” before selecting the “Justification” text icon.
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20. Notice status code and Exper Status for any position where the current experience status is “Trainee” and the ‘Previous Status’ was “Qualified.”

21. Click the document icon on the same row in the “Justification” column. Justification page appears. “Authorizing Official” field says “System.”

22. Click on the yellow “Justification” button. The Justification Reason page opens. Text in the Justification box will read “Responder has lost currency in this position.”

23. Click “OK” button. Justification page reappears.

24. Click “OK” button on Justification page. Qualifications page reappears.

25. Click the ‘Save’ button at bottom of screen. Red “Processing” and blue “Saved” should flash momentarily on screen.


You have now performed an Administrative Action to change an individual’s qualification status 
when management has determined it appropriate to do so, and how to Block a position to prevent 
it’s certification and printing on the Qualification Card.
Exercise 7-9- Administrative Actions at Qualification Card
Enter the following data into the system using the instruction set above.

Activity: Administrative Actions at Qualification Card. 
	Step
	Action
	Input

	1
	Navigate to Workforce Development > Competency Management > Incident Qualification Card > Incident Qualification Card
	

	2
	Select search field in Search By field
	Last Name

	3
	Enter Last Name in search field. 
	Dawg

	4
	Click Search button.
	

	5
	Click on the correct employee based on name, Department SetID and Organization ID
	Dawg,Olde

	6
	Admin Action checkbox
	Check on CRWB row

	7
	Set Experience Status
	Q

	8
	Click the button in the Justification column
	

	9
	Effective Date
	Accept default

	10
	Seq
	Skip

	11
	Authorizing official
	Reference handout sheet

	12
	Click Justification button
	

	13
	narrative statement
	Dawg has performed in this role and was qualified under 310-1 requirements as a DOI employee. 

	14
	Click OK
	

	15
	Click OK
	

	16
	Click Save
	

	
	The following steps show how to Block a job so it can’t be certified or printed on the Qualification Card, and how to investigate System-generated actions that change an individual’s qualification status
	

	17
	Confirm that trainee positions show an expiration date for the open Task Book
	

	18
	Check “Admin Action” checkbox on the line with a position you want to be blocked
	TRPB

	19
	Click the magnifying glass next to the status code.
	

	20
	Select the ‘Block Pos’ link
	B

	21
	Click ‘OK’ button on the warning dialog.
	

	22
	Click the yellow + button to add a new row.
	


	23
	 ‘Authorizing Official’
	Steve Supervisor

	24
	Click the “Justification” button.
	

	25
	Enter text explaining why you’re blocking the job.
	Dawg is missing too many competencies for this job. Blocked.

	26
	 ‘Authorizing Official’
	Steve Supervisor

	29
	Click “OK” button at bottom left of screen.
	

	30
	Click “Save” button at lower left.
	

	31
	Notice status code and Exper Status for the position of:
	EDRC

	32
	Click the document icon on the same row in the “Justification” column
	

	33
	Click on the yellow “Justification” button.
	View reason

	34
	Click “OK” button.
	

	35
	Click “OK” button on Justification page.
	

	36
	Click the ‘Save’ button at bottom of screen.
	



Activity Overview – Populate from Role “Manually awarding position requirements quickly”

On occasion account managers will be asked to reconstruct an incident responder’s qualification record. In this case, the responder attained qualification requirements but they have not been documented in the IQCS. We have learned that in the Track Person Competencies an account manager is able to select competency(s) by category and award them manually. Since this manual award process at the Competency Assign Page requires some time when awarding multiple competencies in various categories, the populate by role function was designed to aid the account manager by speeding up the process.
Populate from Role allows the account manager to select the position that the responder is qualified for and the system will automatically assign all the required competencies to the responder’s record. The account manager or certifying official will still be required to enter justifications for each competency but it speeds the process up considerably.
USE WITH CAUTION!

Instructions
1. Navigate to Workforce Development > Competency Management >Track Person’s Competencies>Competencies> Competency Assignment Page
2. Select search field.
3. Enter values in search fields.
4. Click the [image: image70.png]Search



 button.
5. Select the desired employee.
6. In the ‘Add Assigned Competencies by Role’ box Enter/Select the SetID for the position, i.e. NWCG0 = 310-1 and FS000 = 5109-17.
7. Skip Position Number, Organizational ID, and Job Task Fields. 
8. Enter/Select Job Code.
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9. Click on the Populate from Role Button. All competencies for that position will be assigned. 
10. Click on the Competency Rating Tab.
11. Enter the proficiency level for each competency.
12. Click on the Justification button and enter awarding official and justification reason for each competency. 

13. Click ‘OK’ after each justification is entered 

14. Click [image: image72.png]& save)



button after all justifications are entered
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You can use this function as a quick way to add the competencies for a new person coming into the system. You may want to delete the task book competencies and enter the complete task book data on the task book pages. You should delete any competency that you do not have documentation proving attainment. 
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You have now successfully used the Populate from Role function to quickly build a responder’s competency record.
Exercise 7-10– Populate from Role “Manually awarding 





position requirements quickly”

	Step
	Action
	Input

	1
	Navigate to Development > Competency Management >Track Person’s Competencies>Competencies> Competency Assignment Page
	

	2
	Select search field in Search By field
	Last Name

	3
	Enter Last Name in search field. 
	Mcdonald

	4
	Click Search button.
	

	5
	Click on the correct employee based on name, Department SetID and Organization ID
	Mcdonald,Joan

	6
	Enter/Select Business Unit
	FS000

	7
	Skip Position Number, Organizational ID, and Job Task Fields
	

	8
	Enter/Select Job Code
	FFT2

	9
	Click on the Populate from Role Button
	

	10
	Click on the Competency Rating Tab
	

	11
	Enter the proficiency level for each competency 
· Fitness = Arduous
· Training = Attained
	

	12
	Click on the Justification button and enter awarding official and justification reason for each competency. 
NOTE: You can copy this reason and paste it into all Justification boxes. 
	Joan McDonald attained this competency outside of the IQCS hard copy documentation is on file 

	13
	Click the Save Button bottom left corner of screen
	


Exercise 7-11 – Print the Incident Qualification Card

In this exercise you will be running an Incident Qualification Card for both Olde Dawg and Joan McDonald. These procedures are covered in depth in Module 5. For further help refer to pages 5.3 through 5.9 of your student workbook.

Activity: Run Incident Qual Card (C-015) for an individual

	Step
	Action
	Input

	1
	Go to the run control page – Workforce Development > Competency Management > Incident Qualification Card > Incident Qual Card Print.
	

	2
	Click the “Search” button.
	

	3
	Select one of the Run Control ID’s. (Create one if you haven’t done so yet. See the FAQ online or follow instructor.)
	Click Run Control Id

	4
	Click the checkbox to print by List of Individuals.
	

	5
	Lookup/Enter the list of Individuals. Use yellow + button to select 2nd responder.
	Dawg,Olde &

Mcdonald,Joan

	6
	Click the “Run” button.
	

	7
	Server Name ***This will not default the first time***
	PSNT

	8
	Recurrence
	Leave Blank

	9
	Time Zone
	Leave Blank

	10
	Run Date
	Default

	11
	Run Time
	Default

	12
	Type ***This will not default***
	WEB

	13
	Format ***This will not default***
	PDF

	14
	Click the “OK” button.
	

	15
	Click the “Process Monitor” hyperlink.
	

	16
	Click the “Refresh” button until “Success” appears.
	

	17
	Click on the Process Name “IQREDPRN” hyperlink.
	

	18
	Click on the “IQRPT015 Success” hyperlink. (Note: There are two other hyperlinks here – but only the IQRPT015 will take you to the Redcards being printed).
	

	19
	Click on the “View Log/Trace” hyperlink.
	

	20
	From the File List, click on the “IQRPT015_xxx.PDF” hyperlink. (where “xxx” is the process instance number assigned when the process was run).
	Click IQRPT015_xxx.PDF

	21
	Print the Incident Qual Cards (Log in again if asked.)
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Enter Justification 
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Enter Effective date, Proficiency and Expiration date
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Yellow dot indicates open task book.
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Select competencies in Source Competencies, and then click Add to assign competencies to the employee. The selected competencies move to Assigned Competencies.
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Click the Admin Action 





Click �


to add row to update the dates





Red circle indicates competency expired








Click the Justification Icon 





Transfer to the new SetID and organization 
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Select one or more competencies form the source list.  Click circle with arrows to move the competency(s) to assign the competency to the employee’s record.  





Click Justification button.
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Drop down list of competency categories





Natural Resources.





Enter Awarding Official





Admin= Not used at this time


Fitness= Credit for Work Capacity Test


Medical= Credit for Medical exam requirement


Position= Credit for being qualified in a position e.g., FFT2, or ACCT.


Prereq= Complex Prerequisite Position e.g., qualified as any single resource boss


Recurrent= credit for all refresher type training


Task Book= Credit for completing a Task Book, should be used on only rare occasions.


Training= Credit for training. 
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Green dot indicates that this competency has been met.


No dot indicates responder is missing the criteria in his/her record





Select business unit that defines where the position requirements are established.  NWCG0=310-1


FS000= 5109-17





Select position i.e., Job Code





�





Scroll area indicates 5 out of 12 competencies are displayed.  


Click View all to see all the competencies.





Select Position 


Click Populate from Role Button Competencies are Now Assigned.  





If there is no circle, the employee is missing this competency.  





Populate from Role will assign all required competencies for the selected position
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