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REPORTS 

Overview

The reporting functionality of IQCS has been designed to allow the user to produce either a hardcopy (paper print-out) or soft-copy (electronic) report. The report will contain specified data based upon certain parameters (data) that is passed to the report by the user.

Objectives

By the end of this course, you will be able to:

· Locate the run control page from which the related report can be produced.

· Select data parameters that will specify the data to be displayed on the selected report.

· Understand how to view the report electronically or make a hard-copy printout of the report.

Roles

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

· Account Managers

· Certifying Official

· Training Officers

IQCS Reports

This module lists most of the IQCS reports, a brief description of each, the type of user that would typically run the report, and the navigational path to locate and run the report. 

	Report Name
	Rpt Number
	Page 

	Course Enrollment rpt for a Course
	C-200
	13-39

	Course Equivalency rpt
	C-118
	13-36

	Courses Offered rpt
	C-140
	13-37

	Criteria Change Effect rpt for an Agency
	C-062
	13-41

	Employee List
	C-003
	13-11

	Employee Master Record rpt
	C-028
	13-12

	Employee Open Task Book
	C-005
	13-16

	Expiring Recurrent Training rpt
	C-048
	13-22

	External Warrants rpt
	C-011
	13-21

	Fitness Expires Report
	C-026
	13-17

	Group Needs rpt
	C-158
	13-24

	Incident Responder Development Plan rpt
	C-043
	13-27

	Org Needs rpt
	C-157
	13-43

	Position Currency
	C-045
	13-23

	Qualified Instructors rpt for a Single Course
	C-144
	13-32

	Qualified Master List
	C-050
	13-14

	Responder Experience Detail rpt
	C-153
	13-20

	Responder Experience Summary rpt for an Agency
	C-152
	13-40

	Responder Fitness Test Summary rpt for a Unit
	C-027
	13-26

	Responder Medical History rpt
	C-037
	13-18

	Retirement Analysis rpt
	C-160
	13-45

	Task book Status
	C-104
	13-46

	Tent Cards and Name Tags
	C-210/211
	13-34

	Trainee Eval rpt for an Organization 
	C-150
	13-28

	Training Address Labels
	C-220
	13-35

	Training Catalog
	C-116
	13-31

	Training Cost rpt for a Single Course
	C-128
	13-38

	Training Count rpt for a Unit
	C-106
	13-19

	Training Guide rpt for a Course Type
	C-114
	13-29

	Training Roster rpt for a Single Course
	C-126
	13-33

	Training Schedule
	C-110
	13-30

	Unit Needs rpt
	C-159
	13-25

	Workforce Analysis Detail
	C-163
	13-42

	Workforce Analysis rpt
	C-162
	13-44

	Additional Reports
	
	13-47


Activity Overview – Navigation to Run Reports
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This activity will demonstrate how to navigate to and select the proper report parameters to run the Responder Fitness Expire report. Please remember that after you have navigated to the report you are looking for, the process of selecting parameters will be the same as for all other reports*.

Log on to the system using the specific logon id that you would use.

Navigate to the specified report to be run (in this example, the Responder Fitness Expire report):  Workforce Administration > Responder Information > Reports > Responder Fitness Expire.

The first screen that will appear is the Run Control Search Page shown below. This page will be used to identify the Run Control ID. A Run Control ID is used to uniquely identify the operator and the run control for any given report. A Run control ID can be used for many different reports, or different Run Control ID’s can be used for each individual report. At any time, a new Run Control ID can be developed by clicking on the “Add a New Value” tab at the top of the search page.

The Run Control ID saves the parameters that you have selected for any given report. You only need ONE Run Control ID. See pages 13-8 through 13-13 for a further explanation of Run Controls.
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*(Exception: the Incident Qualification Card, IQRPT_015, uses a different procedure.)

Once a Run Control ID is chosen, the system will return the run control page for the report. On the run control page, enter the data parameters. The parameters define or limit what data will be in the report. You will be limited in seeing only the data related to your role and permission set up as a part of security. 
Once the parameters have been specified, click the “Run” button. This will initiate a “Request” to run the report. 
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After clicking the “Run” button, the system will return the Process Scheduler Request page shown below. Choose: Server Name = PSNT; Type = Web; Format = PDF or CSV. The Format of CSV will return a report in a spreadsheet that can be saved and modified. The “OK” button will initiate processing of the report and you will be returned to the Run Control Page.
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From the run control page, you can monitor your request by clicking the Process Monitor hyperlink. This will display the Process Monitor page. 
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The Process Monitor page shows all the reports for the User ID of the user who ran the report. The Run Status shows the status of the Report. Clicking the “Refresh” button will tell the system to update the Run Status. Once the Run Status says “Success,” the report is done and ready to view.

To view the report, click on the Details hyperlink circled blow. This hyperlink will take you to the Process Detail page.
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On the process detail page, click on the “View Log/Trace” hyperlink circled below. This will take you to the View Log Trace page, where the report is located (in PDF format).
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From the View Log Trace page, click on the name of your report and it will be displayed in an electronic copy (Adobe PDF format). Once the report has been opened up, it can be saved to your computer or printed.
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The report has now been run and the activity is complete.
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Included below is a simple checklist that can be referred to when running reports in the IQCS system. Referring to this checklist will help guide you through the report process.

	Report Checklist

	· Navigate to the Report

	· Run Control – Search or if you have never created a Run Control then “Add a New Value”

	· Specify Parameters and Values for Report and Save

	· Click Run

	· Server Name PSNT – Type Web – Format PDF or CSV (if you want a spreadsheet)

	· Note Process Instance

	· Click on Process Monitor

	· Click Refresh until “Success”

	· Click on “Details”

	· Click on “view log/trace”

	· Click on Report Name_pdf

	


Building Run Controls

To run a report in IQCS, you must create a Run Control. The Run Control is a mini-application that tells the system what data or parameters to look for to run the report you are requesting.

You only need ONE Run Control established in order to print all the reports in IQCS, but you may want to set up a few different run controls if you have more than one organization code for which you maintain incident qualifications.

Each Run Control you set up can be saved to always find the same people (where that’s appropriate), by building that Run Control for a single Organization or Unit ID. You can use any Run Control to run any report; just change the report parameters for each report as you go through the report setup process. As long as you do not save the new parameters, the Run Control will remain as originally defined. 
The Procedure:

Navigate to the Report you want to run. 
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If you have never set up a Run Control before, select the “Add a New Value” tab, otherwise, search for one you’ve previously built on the “Find an Existing Value” tab.

Give the Run Control a name by typing in the “Run Control ID:” box. This will be the “Run Control ID” you will be asked for from now on. The name can be any combination of letters or numbers; it CANNOT CONTAIN SPACES. The name can be as simple as “1”. 

TIP: If you’re building a Run Control for a particular Ranger District, name it after that Ranger District. Once you save the report parameters Run Control will always automatically pull in the data for employees on that Ranger District (unless you change the criteria and save the change).
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Click the “[image: image10.png]BhAdd.



” button. The report screen will appear, with one or more fields where you need to specify the search criteria to use for the report. 

[image: image11.png]Compstencies

D Track Person
Compstencies

D Match Competencies to
Roles

D Perform Competency

Search

" Incident Gualiications

Card

D Reports

~ Incident Qualification
Card,

- Responder Summary
History

D Review NVG Infarmation
UK
D Needs Assessment
D Career Planning
D Organizational
Development
D Enterpriss Learming
D Workforce Monitoring
D SetUp HRMS
D 1CS Setup Tables
D workist
D Application Diagnostics
D Tree Manager

Incident Qual Card Print

New Wine

Run ControlID:  QualCard ReportManager  Process Monitor

Report Request Parameter(s)

Check box ON to print by the selected Unit D

I printby Unit Ghocicbox OFF to print by he selected Individual List

individual Responder





For the Incident Qualification Card Print, the default parameter is the Unit ID field .If you save the Run Control to print a selected list of Individuals – by adding rows and selecting some individuals from your Organization at this screen – that’s what will appear when you use this Run Control ID to run your next batch of Qual Cards. Remember: to switch from Unit ID to Individual, you have to click the “Print by Unit” box TWICE.
Save the Run Control by clicking the yellow [image: image12.png]& save)



button. 

At any time you can change the search criteria for any Run Control ID to run a report for different parameters; just DON’T SAVE the Run Control ID again. If you change the criteria and ‘SAVE’ you will lose the original criteria you created this Run Control for. 

Once you have set up one or more Run Controls, they will always be available to you when you go to run any report. Simply select the “[image: image13.png]Search



” button on the ‘Find an Existing Value’ tab of the first screen you see, to see your available “Run Control IDs”.

[image: image14.png]D Wiy Favorites
D Warkforce Administration
D Beneits
' Worldorce Development
< Competency Management
D Reports
D assign Role
Compstencies
D Track Person
Compstencies
D Match Competencies to
Roles
D Perform Competency
Search

< Incident Qualifations

Card
D Reports
Incident Qualification
Card,
Responder Summary
History
- Inci o Print
D Review NVG Infarmation
UK
D Needs Assessment
b Career Planning

Incident Qual Card Print
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value ( Add a New Value

Search by: Run Control ID begins with

[Jcase Sensitive

Search | Advanced Search

Search Results
[ raota 3]
Language Code

‘AccountembersListEnglish

MW 02T, English

Find an Existing Value | A a New Value




Caveats:

Only ONE report can be run using a particular Run Control at any time. If you try to use the same Run Control to run a second report with different parameters at the same time, you will get a report, based on the original parameters. This is one reason you might set up more than one Run Control ID, so you can run more than one report at the same time. 
In short, wait until your first report’s ‘Run Status’ is ‘Success’ before you run your next report or use a different Run Control.

Run Controls cannot be deleted from your list of Run Controls. So don’t create a new one for every report. You probably only need two or three Run Controls in your list, since each report process asks you for the parameters you want to run and you can change it any time. YOU CAN GET BY WITH ONLY ONE RUN CONTROL, in this case you just change your search criteria for every report and wait until your previous reports are successful.
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Employee List (C-003)

The Employee List is a listing of all the responders in an IQCS ‘account’. It is the master list of employees for which an Account Manager has authority to transact on qualifications records. The report includes the Employee ID (‘EmplID’) and Name, the Date of Last Incident Experience, the last Incident Position held, the top 5 positions for which the employees are qualified, and the top two trainee jobs for each employee. The list can be printed for a Unit ID, Organization ID, or an Agency. The results will include only those employees for which the requestor has permission to view, regardless of whether by Unit ID, Org ID, or Agency.

Roles

ACCOUNT MANAGER

Navigation

Workforce Administration > Responder Information >Reports > Employee List (C-3)


Example:

[image: image15.jpg]Incident Qualification and Certification System
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Agency: BLMOD AK31113 Fire Coordination Office

Last Last Top 5 Quals
Responder Type Experience Job  Priority Seq

00001100202 Adame,Larry 01-MAY-2001 IADP RXB2,EDSD,SITL,SCKN, TADE,
00001100328 Burne,Annic 01-8BP-2002 INCM  IOF3,ABRO, EDSP,EDSD,EDRC,
00001100316 Clawson, Linn 01-JAN-1981 MXME  HXME,

00001100258 Conger, Brian 01-AUG-2002 EDSD  EDSD,EDRC,DOCL,SCKN,EQEM,
00001100272 Curry,bavid 01-SEP-1933 CORD  CORD,EDRC,DMOE,RESL,SCKN,
00001100197 Dickerson, Robert 01-AUG-2002 ACAC  LOFR,ACAC,AOBD,RSGS,EDRC,
00001100157 Foster,Nicole FET2,

00001100207 Gregg, Jon 01-SEP-2002 RADO  EDSD,RADO, IADE,
00001100279 Hickey,Lauren 01-FEB-2002 EDSP  EDSD,EDRC,RADO,ETRC,IADE,
00001100272 Houghton, Patrick 01-JUL-2000 EDRC  GSUL,EQEM, INDI,
00001100301 Kirk, John 01-AUG-1937 EDSP  BDSP,EDSD, EDRC,SCKN, SPUL,
00001100238 Nelson,Sandra 01-SEP-1938 EDSD  BDSD,RADO, FFT2, IADE,

00001100141 Plocher,Jodi

Top 2 Trnee
Positions

1082,

EDSD,
EDSD,
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EDSE,
EDRC,

EDSE,
EDRC,




Employee Master Record Report (C-028)

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 managers a source of information for managing the employee’s file and qualifications. 

The employee’s records are consolidated on the Employee Master Record report.

Roles 
account manager
Navigation

Workforce Administration > Responder Information > Reports > Employee Master Record 
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The parameters in this report will determine what data is returned. 
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Check this box to run by Agency, Org, or Unit. Uncheck to run by individual. 

Below the “Report Request Parameters” box is another box entitled “Print Report by Section”. There are 12 checkboxes which allow you to choose the specific data about each responder to print in the report.
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The Responder Master Record is the largest report in the system. It pulls data from many different tables in IQCS. As such, it is a system resource hog. If you select most of the sections and run the report for an entire Unit ID (Forest) or Organization ID (District), it will cause other reports to be queued and delay response for you and other users.

For that reason, we STRONGLY recommend deferring processing (running) and printing of this report (when run for a large group of responders) overnight. Deferred printing can be set up on the Process Scheduler page (see illustration on page 13-5, above; there’s also an FAQ on the IQCS Home page about running reports for later processing).
Description of Report Sections
Each of the 12 sections of the Master Record displays a portion of a responder’s data.

1. Group Assignments: If an individual is assigned to a Group (IMT, IHC, etc) in IQCS, selecting this box will show all Groups to which the person is assigned.

2. Future Jobs: Pulls targeted positions from the Incident Responder Development Plan (IRDP).

3. Qualified Jobs on Redcard: Shows jobs that have both the Print to Card and Certify boxes checked on the Incident Qual Card screen.

4. Trainee Jobs on Redcard: Shows trainee jobs matching the same status as above.

5. Unqualified Jobs on Redcard: Shows jobs that are on the Incident Qual Card screen with a status of “Unqualified” due to loss of currency, fitness, or other reason. Includes jobs that are Blocked administratively. This DOES NOT INDICATE THERE ARE UNQUALIFIED JOBS PRINTING ON THE RED CARD!
6. Responder Training History: Lists all training (courses, simulations, etc) that are in the individual’s IQCS records.

7. Issued (but not completed) Task Books: Shows open (active) Task Books, or expired Task Books that were issued to the individual.

8. Completed Task Book History: Lists any Position Task Books the responder has completed (that are Certified).

9. Responder Qualified Jobs: Shows all positions for which the responder is or has been qualified.

10. Responder Trainee Jobs: Lists all Trainee positions for the individual.

11. Responder Experience History: Lists all incident experience records for the individual.
12. Instructor History: Shows the courses the individual has instructed and the level (Lead or Unit).

Example:
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Qualified Master List (C-050)
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This report will show positions with a list of employees with qualified and trainee status. It will assist the manager in assessing their workforce to determine the shortages and surpluses; assignment needs to maintain currency, career counseling needs, etc. 

Roles

ACCOUNT MANAGER

Navigation
Workforce Development > Needs Assessment > Reports > Qualified Master List (C050)

The parameters in this report will determine what data is returned
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1. Report run type – Do not leave this blank. If you choose Agency, be sure to narrow your parameters by a job code and experience status of Qualified or Trainee. 

2. Lower Level Indicator – Check this if you want to see data for org codes below the one you chose, i.e. if you chose the org code for a forest and you want to include the data for the districts also. 

3. Job Code – Select a specific position

4. Job Family – Select a job family

Note: If Job Code and Job Family are left blank then the report will run on all positions.

5. Experience Status – Select the status you want returned, if left blank all status employees will be in your list. For most accuracy, run this report for the “Certified” Status after you have updated the Incident Qualification Card Screen for your accounts. 

Note: an employee will show as Trainee if the system has turned an employee to Trainee due to lack of currency. 

6. Primary Qualified and Primary Trainee – When these boxes are check the report will return data determined by the #1 qualified and trainee positions indicated on the Incident Qualification Card. 

Qualified Master List (C-050)

Examples:

PDF Format
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CSV Format
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Employee Open Task books (C-005)
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This report lists all employees who have initiated Task Books that are ‘open’,  Task Books those are.

Roles

ACCOUNT MANAGER

Navigation
Workforce Administration > Responder Information >Reports >Responder Open Task Book
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The parameters in this report will determine what data is returned. 

You can run this report for Agency, Org, or Unit. 

Define the inclusive dates, then click Run. 

Example:
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Fitness Expires Report (C-026)   

Account Manager(s) and other IQCS users should periodically run the Responder Fitness Expire report (C-026) to assist them in planning for fitness testing and monitoring their account membership for preventable lapses in individual qualifications.

Roles  
ACCounT Manager
Navigation

Workforce Administration>Responder Information>Reports>Responder Fitness Expires
Example:
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Responder Medical History Report (C-037)
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The Responder Medical History shows the Exam Type, Exam Completion Date, and Next Exam date by responder. Fire Management Officers can use this report for planning and budget purposes. This report can also be used to identify and notify individuals that require exams.

Roles  
ACCounT Manager
Navigation

Workforce Monitoring > Health and Safety > Record Medical Exam Results > Reports > Responder Medical History

Example:
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Training Count Report for a Unit (C-106)

This report will show a listing of students enrolled in courses. Content of this report includes: Unit ID, Unit Name, Location City, Location State, Training Identifier, Training Title, Start Date. Account managers use this report to see how many people in their unit have taken a certain course. 

Roles

ACCOUNT MANAGER
Navigation

Enterprise Learning > Define Course/Cost Details > Reports > Training Count

Example:

Workforce Development > Needs Assessment >Reports > Retirement Analysis
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.

The parameters in this report will determine what data is returned. 

You can run this report for Agency, Org, or Unit. 

Choose the Course you want and define the inclusive dates, then click Run. 

Example:
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Responder Experience Detail Report (C-153)

This report offers the manager a detailed view of the incident experiences for their responders. It includes by responder and position a listing of incidents in which experience was gained. Details about the incident such as size class will help the manager get a feel for the quality and quantity of experiences attained by their workforce.

Roles 
account manager
Navigation

Workforce Administration > Responder Information > Reports > Responder Detail Experience
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The parameters in this report will determine what data is returned. 

You can run this report for Agency, Org, or Unit. 

Define the inclusive dates, then click Run. 

Example:
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External Warrants Report (C-011)

The External Warrants report shows any special licenses or (fiscal) warrants, issued outside IQCS, which responders possess. The content of the report includes:

Agency ID, organization code, expire date, certification type and description, issued by, individual name, position (s), and issue date. Report can be run for an Agency or organization code.
Roles  
account manager

Navigation

Workforce Administration > Responder Information > Reports > External Warrants


Example:
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Expiring Recurrent Training report (C-048)

The Expiring Recurrent Training Report allows managers to plan for recurrent training for their units. This report is run for an Organization and a specific course.

Roles 
account manager
Navigation

Workforce Administration > Responder Information > Reports > Expiring Recurrent Training.


Example:
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Position Currency (C-045)

The report is always run for one responder, and shows the Currency Expiration dates for each of the responder’s incident positions.

Roles 
account manager
Navigation

Workforce Administration > Responder Information > Reports > Employee Position Currency

Example:

[image: image28.png]Tneident Qualification and Certification System
Tndividual Fasition Currency

Name: Shoval, Sammy Fitnsss: Arduous
ELM10 1003030 ID-B0D Expires: 25-R0G-2004 Medical Valid to: Nens
Last Dt of Last Recurrent Recurrent External
Currency  Fosition Position  Task Book Teaiming Training  Bxternal Narrant
Pos  Stat Eepires  Performed Performance Expiration Course  Expire Dt Warrants Expirss
cm o crwe

P




Group Needs Report (C-158)


The report will identify by Group (i.e., Area Command Teams, Type 1 Teams, Type 2 Teams, etc.) the shortages and surpluses of qualified individuals for the positions identified. It also displays the number of individuals with short term and long term targeted for each position. Managers can use this report to assess current and future shortages by position and more effectively plan course presentations, position performance assignments or career counseling to fill the shortages identified.

Roles 
Account Manager
Navigation
Workforce Development > Needs Assessment > Reports > Group Needs 

Example:
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Unit Needs Report (C-159)

This report will identify by Unit the shortages or surpluses of qualified individuals for the positions identified. It also displays the number of individuals with short term and long term targeted for each position. Managers can use this report to assess current and future shortages by position and more effectively plan course presentations, position performance assignments or career counseling to fill the shortages identified.

Roles 
ACCOUNT MANAGER
Navigation
Workforce Development > Needs Assessment > Reports > Unit Needs (C159).


Example:
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Responder Fitness Test Summary Report for a Unit (C-027)

This summary report that will provide the manager with the total number of responders who completed fitness testing at each level. This report can be filtered by: expire date range, organization/unit, or fitness level. This information will give managers a good idea of the number and the mix of fitness test levels required to meet the needs of their unit.
Roles 
ACCOUNT MANAGER

Navigation
Workforce Administration > Responder Information > Reports > Responder Fitness Test Summary.

Example:

[image: image32.jpg]Incident Qualification and Certification System
Fitness Test Summary
01-JAN-2004 to 16-SEP-2004
Agency: BLMOO CO13000 Crand Junction Field Office

orgrd Description Arduous  Moderate Light
€013000 Grand Junction Field Office 8 1 1

Totals 8 1 1




Incident Responder Development Plan Report (C-043)

After completing the Incident Responder Development Plan you can run a report to document the responder’s development plan. The IRDP report represents an agency’s and individual’s commitment to attaining the targets set forth in the plan. The printed hard copy can be kept as an easily accessible document for the individual.

Roles  
SUPERVISOR
Navigation

Workforce Development > Career Planning > Prepare Evaluation/Career Plan > Reports > Responder Devel Plan
Example:
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Trainee Eval Report for an Organization (C-150 )


In Module 6 you documented a Position Performance Assignment. You may now want to run the Trainee Eval Report, C-150. This report can aid the Certifying Official in analyzing their responder’s performance to gauge their progress toward position qualification. The evaluator’s comments on the position task book contained within the report may also be helpful in planning or making the responder(s) available for additional position performance assignments that will conform to the needs outlined in the task book e.g., experience in a specific fuel type, or during certain time frames within the life of an incident, etc.

Roles 
Certifying official
Navigation

Workforce Administration > Responder Information > Reports > Trainee Eval Report

Example:
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Training Guide Report for a Course Type (C-114)

This is the Field Managers’ Training Guide (formerly Field Managers’ Course Guide), printed by course. The Guide lists the course name and designator, a description of the course (or other kind of training event), student prerequisites, instructor prerequisites, and other pertinent general details about the course.

This is not the schedule of courses, nor a catalog of courses. The user can select the course curriculum (Dispatch, Incident Management, Aviation, etc.) and specify a single course or print the Guide for the specified curriculum.

Roles
 
TRAINING OFFICER

Navigation
Enterprise Learning>Define Course/Cost Details>Reports>Training Guide

Example:
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Training Schedule (C-110)

The Training Schedule lists courses by Course Number, Description, Session, Sponsor Unit, Dates, Location City, Nomination Due Date, Tuition, Coordinator, and other pertinent information. The report can be filtered to show courses scheduled between specific dates, or by state or Unit ID. The user can choose to show all sessions of a single course, or all courses in a geographic area.

Roles 
TRAINING OFFICER
Navigation

Enterprise Learning > Define Course/Cost Details > Reports > Training Schedule


Example:
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 Training Catalog (C-116).

This is a detailed report showing all the information on scheduled courses. The report includes location, start and end dates, number of students allowed and enrolled nomination deadlines, coordinator details, instructor details, course description, objectives, prerequisites, materials needed, and target group.

This is not the public Training Schedule. This report is targeted to the Training cadre and agency management for planning purposes.

Roles

TRAINING OFFICER
Navigation
Enterprise Learning > Define Course/Cost Details > Reports > Training Catalog
Example:
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Qualified Instructors Report for a Single Course (C-144)


This report presents a list of instructors qualified to teach a specified course. The source is the Instructor Table in IQCS and includes whether the employee is a Lead Instructor or Unit Instructor. The list can be filtered by Agency and/or Organization code, or left to show all instructors in the user’s area of influence (by permission list). 
The IQCS Course Table includes the basic unit instructor requirements as established in the Field Managers’ Training Guide. Training Officers or staff enter employees into the Instructor Table and assign the Lead or Unit designator to their preferred pool of instructors. As employees are entered into the Instructor Table, the system runs a check of their competencies; if they do not meet the instructor prerequisites a message advises so.

Roles 
ACCOUNT MANAGER



TRAINING OFFICER

Navigation
Enterprise Learning > Define Training Resources > Reports > Qualified Instructors

Example:
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Training Roster Report for a Single Course (C-126)

This report can be used to develop a roster for your course session. The content of this report includes:  Training Identifier/Title, Session ID, Sponsoring Agency, Sponsoring Unit, Location State, Location City, Start Date, Coordinator/Lead Instructor Name and Phone, Student Name, Agency, Organization, Organization Phone, Status, E-mail.

Roles

Account Manager, Training Officer
Navigation

Enterprise Learning>Student Enrollment>Reports>Training Roster (C-126)

Example:
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Tent Cards and Name Tags (C-210/211)

This report prints student names on folding ‘Tent Cards’ and Name Tags. Once the students have been enrolled in a course session the system will generate Name Tags and Tent Cards using the format for Avery #5360—Name Tags, and Avery #5305—Tent Cards.
Roles 
Account Manager, training Officer
Navigation:

Enterprise Learning>Define Course/Cost Details>Reports> and find the name of the report (“Session Address Labels” or “Sesn Tent Cds & Name Tags”).

Examples:

Name Tag
[image: image40.png]Randy
Johnson




Tent Card

[image: image41.png]Randy Johnson




Training Address Labels (C-220)
Once students are enrolled in a session, IQCS can create address labels for you in order to send out pre-work or other course information. For employees, the IQCS will use the address based on the location code in their record, unless another address is specified on the nomination form. For non-employees, IQCS will create address labels based on their business address in their personal information page. Labels can be printed by course and by unit, on Avery #5160.

Example:

Course Equivalency Report  (C-118)

The Course Equivalency Report shows only courses that have been specifically identified in IQCS as being equivalent to courses specified in position criteria in agency manuals and other qualifications guides (310-1 and 5109.17, for example).

When a responder successfully completes a course they are awarded the competency code for that particular course. This competency code represents the knowledge and skill obtained by course attendance. In cases where an agency specific course has been determined to be equivalent to a standard NWCG course the responder that attends the agency course will be awarded the code that represents the NWCG training competency. The responder’s training record will indicate the actual course attended.

The report lists the ‘equivalent’ course in the left column and the required course competency in the right column. On the far right column, the competency ‘awarded’ in IQCS for attendance to either the ‘equivalent’ or required course, is listed.

Roles
 
ACCOUNT MANAGER


TRAINING OFFICER

Navigation
Enterprise Learning > Define Course/Cost Details > Reports > Course Equivalency


Example:
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Courses Offered Report (C-140)

This report allows a Unit Training manager or agency analyst to summarize the number of courses presented during a specified period and the total number of students attending. The report can show all courses presented and the number of sessions of each course conducted, as well as who sponsored the course.

The user can also limit the courses listed by course type (aviation, suppression, etc), Unit ID, and date.

Roles

TRAINING OFFICER
Navigation
Enterprise Learning > Define Course/Cost Details > Reports > Courses Offered


The parameters in this report will determine what data is returned. 

Define the inclusive dates.

Choose the course or curriculum.

Choose the Unit- ID. 

Example:
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Training Cost Report for a Single Course (C-128)

Content of this report includes: Training Title, Location City, Location State, Date Range, Cadre Travel, Cadre Per Diem, Facilities, Equipment, Materials, Supplies, Consultants, and Attendee Count.
Roles

TRAINING OFFICER

Navigation
Enterprise Learning > Define Course/Cost Details > Reports > Training Cost


Example:
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 Course Enrollment Report for a Course (C-200 )

This report produces a course sign-in sheet (roll sheet) for a specified course, or a sign-up sheet for employees to request slots for physical fitness tests or other planned or unplanned events.

Roles 
ACCOUNT MANAGER


TRAINING OFFICER

Navigation
Enterprise Learning > Student Enrollment > Reports > Course Enrollment


Example:
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Responder Experience Summary Report for an Agency (C-152 )

Experience Summary provides the manager with information that illustrates the number of experiences their responders have by position. This information can be used to get a sense of where your workforce is obtaining experiences and identify positions or groups of positions that have qualified individuals that are lacking in current experiences. This report can be filtered on organization code, functional area, or by time frame. 
Role

ACCOUNT MANAGER



AGENCY ADMINISTRATOR



FMO

Navigation

Workforce Administration > Responder Information > Reports > Responder Exper Summary.

Example:
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Criteria Change Effect Report for an Agency (C-062 )

When an additional requirement is added to a position, running this report will return a list of all responders who will be affected by that change. The report will look at those responders that are currently qualified or trainee. Content of this report includes:  Agency, Organization Code, Individual name, position name, employment type, account status, fitness level, last experience.

Roles 
AGENCY ADMINISTRATOR

Navigation

Workforce Development > Competency Management > Assign Role Competencies > Reports > Criteria Change Effect
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Example:

Workforce Analysis Detail (C-163)

Unlike the Workforce Analysis Report which provides a high level summary of the make up of the workforce by position, Workforce Analysis Detail Report focuses on a detailed description of the attributes of individual responders by position. For example, if filtered by your unit it will provide a list of responders sorted by position. For each individual that holds that position it will note their position status, unit, org. code, age, employment kind, retirement type, criteria type e.g., training, task books with completion dates if completed. This report will be helpful to managers to see a detailed snap shot of their workforce.

Roles

AGENCY ADMINISTRATOR
Navigation

Workforce Development > Needs Assessment >Reports > Workforce Analysis Dtl 
Example:

Org Needs Report (C-157)

The report will identify by Organization the shortages and surpluses of qualified individuals for the positions identified. It also displays the number of individuals, short term and long term, targeted for each position. Managers can use this report to assess current and future shortages by position and more effectively plan course presentations, position performance assignments or career counseling to fill the shortages identified.

Roles 
AGENCY ADMINISTRATOR

Navigation
Workforce Development > Needs Assessment > Reports > Org Needs


Example:
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Workforce Analysis Report (C-162)

The Workforce Analysis Report will provide demographic information about the responder workforce by position. Filtered by position, units, organizations, functional area, or employment kind, data will be provided that will illustrate the distribution of the workforce. Each position will be defined by summary numbers in categories such as: employment kind, qualified, trainees, target positions, GS grade, age range, and retirement type.

Roles

AGENCY ADMINISTRATOR
Navigation

Workforce Development > Needs Assessment >Reports > Workforce Analysis 

Example:
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Retirement Analysis Report (C-160)

The Retirement Analysis Report can be used to help the manager anticipate position deficits created when responders retire or terminate their qualifications. The Retirement Analysis can be run by time frame parameter to illustrate the effects of retirements on the workforce over to a specified time e.g., the next three years. The Report content includes: Unit, Agency, Organization, name Employee name, Employment kind, Estimated Retirement date, estimated Qualifications Termination date, age, pay plan, grade series, positions, title, and position mnemonic.

Roles

AGENCY ADMINISTRATOR
Navigation

Workforce Development > Needs Assessment >Reports > Retirement Analysis


Example:
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Task Book Status (C-104)

This report shows the number of Task Books issued (open) and completed for a Unit or Organization. It’s more useful for high-level statistical analysis than for Account Management.

Roles

ACCOUNT MANAGER



FMO



AGENCY ADMINISTRATOR

Navigation
Workforce Administration>Responder Information>Reports>Task Book Status


The parameters in this report will determine what data is returned. 

This report can be run for an Agency, Org, or Unit. 

Choose a Job Family or Job Code
Define the inclusive dates.

Example:
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Additional Reports (Not included due to printer deadline)

Agency Hierarchy (C-087A)
Setup HRMS>Foundation Tables>Organization>Reports

Primarily for high-level use, shows the Organization Code ‘roll-up’ in IQCS.

Dispatch Hierarchy (C-087B)

Setup HRMS>Foundation Tables>Organization>Reports

This one shows the Unit ID ‘roll-up’ in IQCS.

Position Qualification Criteria (C-094)

Workforce Development>Competency Management>Incident Qualification Card>Reports>Position Qual Criteria
This one allows the user to print the entire set of qualification criteria for a single position, including the list of ‘other positions that maintain currency’ for the selected job.

List of Positions (C-066)

Workforce Development>Competency Management>Incident Qualification Card>Reports

This report will list all the Responder Position Codes in the system. Unfortunately, it can’t currently be tailored to print only a subset, and the resulting report isn’t very easy to read. But, it’s there if you need to see all the positions, their titles, and their codes, that are in IQCS on any given day. (It does list the fitness requirement for a position, and the source of the criteria---5109.17 vs 310-1.)
Add a new Run Control ID by selecting this tab.
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Click the Process Monitor to get the status of your request
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The refresh button will update the status of your request.
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Left blank to see all the Run Control ID’s that are available to this operator.





Parameters to be selected from which the report will return specified data. In some cases, leaving a parameter blank will return “ALL” data.
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Choose your Agency and 


Org code
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