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T A B L E O F C O N T E N T S

	Title
	Role(s)
	Tab

	OVERVIEW
	All
	Overview

	1: PEOPLESOFT NAVIGATION
· Access the PeopleSoft Application
· Navigate the PeopleSoft System
· Overview of search capabilities
· Retrieve, View and Update Data
· Describe how to search on a given topic within PeopleBooks
	All
	1

	2: ADD EMPLOYEES

· Add a new employee to the system
· Add a non-employee to the system
· Record exam results
· Run a report for Responder Medical History
· Define groups
· Assign responders to groups
	Account Managers
	2

	3: INCIDENT RESPONDER DEVELOPMENT PLAN

· Set Short and Long-term Goals
· Run Responder Development Plan report for responder
	Certifying Official
	3

	4: TRAINING LOGISTICS
· Schedule Training
· Selection of Cadre, Facilities, Equipment, and Supplies 
· Develop and Maintain Training Roster  
· Run Training Roster report for a Single Course
· Run Tent Cards and Name Tags for a Session
· Complete Certificates, Evaluations, Letters and Documentation
· Run Session Address Labels report for a Unit 
· Enroll
· Record Result
	Training Officer
Account Manager
	4

	5: QUALIFICATION EVALUATION AND CERTIFICATION 

· Print the Responder Fitness Expire report for a Unit
· Select Incident Qualification Card Positions  
· Run Incident Qualification Card for an individual 
	Account Manager
	5

	6:  DEVELOPMENTAL EVENTS
· Define the Incident  
· Enter Experience by employee
· Initiate Task Book for Individual  
· Position Task Book Certification
· Enter Experience by Incident
· Document Position Performance Assignment
	Account Manager
	6


	T A B L E O F C O N T E N T S (cont.)

	Title
	Role(s)
	Tab

	7: TRANSFERS AND COMPETENCY MANAGEMENT 

· 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, Empl 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
	Account Manager
	7

	8: REVIEW AND UPDATE RECORDS
· Inactivate employees by termination
· Transfer employee to INAC organization
· Change an Employee’s Status  
	Account Manger


	8

	9: NOMINATION PROCESS
· Complete and Submit Nomination Form
· Select Nominees
	Employees

Certifying Official

Training Officer
	9

	10: WORKFORCE ANALYTICS/ORGANIZATIONAL NEEDS
· Locate and apply the Model for identifying Position Targets
· Enter Position Targets by Group  
· Enter Position Targets by Unit  
· Run associated reports
	Account Manager
Training Officer
	10

	11: TRAINING ADMINISTRATION
· Enter new facilities and vendors
· Enter new instructors
	Training Officer
	11

	12: CONTROL TABLES
· Review purpose of Control Tables
· Discuss various Control Tables 
· Discuss how to Add/Modify control table data
	Super User

Account Managers
	12

	13: REPORTS 

· Recap Reporting Generation Process
· Discuss Data Permission over Reports
· Review list of Reports available to IQCS users
	All
	13

	14: IQCS Live
	All
	14

	GLOSSARY OF TERMS
	All
	Glossary

	REFERENCES
	All
	References
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