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Overview

The CO Fire Billing System (FBS) was developed to assist cooperators by providing a one-source portal for entering

reimbursement requests and receiving status updates. The system does not work with Internet Explorer. Please use a different

web access point to enter your invoice charges (e.g. Firefox, Chrome, Edge). The new CRRF portal feeds into FBS to create your

accounts and equipment. INPUT ONLY 2019 & LATER INCIDENTS. Incidents prior to 2019 submit via paper. To sign up, email
with your First name, last name, email, billing address, phone # and role.

— URL: co.firebilling.org
—  User Name: first initial, last name (e.g. jsmith).

—  Password: Initial password will be FBS123. When you update it, it needs to be at least 14 characters long with at least 3 of
these items (capital letters, lowercase letters, number, symbol). The system will not let you move forward until the

password meets the criteria.

Reset Password Reset Password
New Password m|— Mew Password
medium ) (Sirona o Ready to move
Confirm New Password [ Confirm New Password forward
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MOTTIITT CTTITaIT TUT OJJToturroecc,
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3 Roles

CO FBS operates with various role assignments. The following are a list of those roles and the functions each role can
perform. Roles available to cooperators are in bold and underlined:

—  Site Administrator: Add system users
Fix passwords
Add non-CRRF reimbursable partners (e.g. contractors, DFPC employees)
Run system reports
Update mileage reimbursement rate (e.g. $1.00 per mile)

Update indirect rates charged on invoices to jurisdictional partners

— CRRF Manager: Sync CRRF (bring in up-to-date information from CRRF system). CRRF’s must be

validated in WebEOC for equipment to transfer into CO FBS for billing.
Set-up employees including employee type, pay rates, benefits, 10% indirect (if

applicable), etc.



4 RO] e S (continued)

— Data Entry: Enter charges
Revise charges
Delete invoices in your queue
Approve submissions (if you need someone other than the data entry person to

approve the bill, they need the data entry role too)

—  Global Report Manager: Used in the Fire Billing office
— Unit Report Manager: Run reports for cooperator level information
— Incident Manager: Incident list pulled from IRWIN. This role can add missing incidents,

import years of data, or delete duplicate incidents.

Contact Carrie Anders or Erin Claussen.
— Billing Approver (previewer): Previews packages for required documentation
Returns packages to cooperator for missing documentation

Cannot modify cooperator submission



5 RO] e S (continued)

— Eligibility Checker (reviewer): Reviews the cooperator reimbursement and backup documents
Can return package for errors or send forward

Cannot modify cooperator reimbursement
— Coder: Creates the financial coding for each incident
Sets up the jurisdictional partners for invoicing and coding

Can return package for errors or send to next step in review
process

Cannot modify cooperator reimbursement

— Invoicer: Submits cooperator reimbursement for payment
Updates cooperator reimbursement with payment information
Invoices jurisdictional partners and marks when paid

Cannot modify cooperator reimbursement



6 CRRF Manager

— The CRRF Manager role is responsible for creating personnel in the system. A new employee record needs
to be created for every pay rate. For instance, if an employee receives a raise, a new record needs to be
created. Records cannot be deleted, only disabled.

— Be sure to add the reason for the salary differences in the last name and UID.

—  Only supplemental resource or volunteer at position pay rates are eligible for the 10% indirect (overhead)
column.

— If an employee is no longer active, remove the “enabled” check mark.

— We are working with the developer on creating a more streamlined approach to creating one record for
each employee. This new setup will be part of the Phase 2 enhancements project. This will impact how
employees are setup and how you enter time for them on a bill.



Enter first initial, last name, (role)
and $ amount per hour if they have
a pay increase in Last name and
UID column. 4

Create a new record for each
change in pay.

Use NWCG four digit position
codes

( )
if the employee has different pay
based on the assignment position.

Examples:

JAce (FFT1)-$45 normal pay rate
JAce (FFT1)-$47 after a raise
JAce (HOLIDAY)-$30

JAce (HOLIDAY)-$32 after a raise
Jace (BACKFILL)

Jace (FFT2)-$49.50 different rate if
she’s deployed as an FFT2

Cyab & Smith - only have 1 pay
rate so nothing needed but first
initial and last name

CRRF Manager Co—

CRRF | Incidents | Manage Employees

Carrie Anders

CRRF Manager (Alamosa
County Sheriff)

Logout

age Employees

Do not use Do not use
/ \ show disabled
=

First Last uiD Fire Rate | Haz Rate OT Rate Overhead | Type Crew Seasonal  Red Card lgsued | Engine Boss | Enabled | Edit

Jane JACe(FFT1)... | JAce(FFT1)-245 @ 545.00 565.00 0% FullPart Paid Emplo... © Alamosa County Sheriff 4 edit full profile
Jane JACE({FFT1)... | JAce(FFT1)-247 @ 347.00 27050 0% FullPart Paid Emplo... © Alamosa County Sherff o edit full profile
Jane JAce{Holida... | JAce(Holiday)... | 30.00 245.00 0% FulllPart Paid Emplo... © Alamosa County Sheriff o edit full profile
Jane JAce{Holida... | JAce(Holiday)... | 532.00 Z47.00 0% FullPart Paid Emplo... . Alamosa County Sheriff 4 edit full profile
Jane JAce(Backfill) | JAce({Backfil) 233.00 £33.00 0% FullPart Paid Emplo... © Alamosa County Sheriff ' 4 edit full profile
Jane JACe{FFT2) JAce(FFT2) 54950 569.50 0% FullPart Paid Emplo... © Alamosa County Sherff o edit full profile
Clive CYab Cyab 235.00 243.50 10% Supplemental or Vol... : Alamosa County Shenff o edit full profile
Jog JSmith JSmith 515.00 £138.00 0% pteer at departm. .\ Alamosa County Shenff 4 edit full profile

10% indirect for
supplemental or volunteer
using position pay rates.



https://www.nwcg.gov/positions

8 CRRF Manager Co—

—  After you enter an employee, click on the “Edit full profile”. This is the place to enter the rest of the setup

information.

Carrie Anders

CRRF Manager {Alamosa

County Sheriff)

CRRF | Incidents | Manage Employees Logout

Manage Employees
Click here
show disay/
First Last uip Fire Rate | Haz Rate | OT Rate Overhead | Type Crew Seasonal | Red Card Issued | Engine Boss | Enabled | Edi

Jane Jace(FFT1)... - JAce(FFT1)-345 = 345.00 365.00 0% FulliPart Paid Emplo... | Alamosa County Shenff - v edif full profile
Jane JAce(FFT1)... : JAce(FFT1)-347 @ 347.00 370.50 0% Full/Part Paid Emplo... | Alamosa County Shenff - v edit full profile
Jane Jace({Holida... : JAce(Holiday)... @ 330.00 345.00 0% FulliPart Paid Emplo... | Alamosa County Shenff - v edif full profile
Jane Jace(Holida... : JAce(Holiday)... @ $32.00 347.00 0% Full/Part Paid Emplo... | Alamosa County Shenff - v edit full profile
Jane Jace(Backfill) : JAce(Backfill) 335.00 335.00 0% FulliPart Paid Emplo... | Alamosa County Shenff - v edif full profile
Jane Jace(FFT2) Jace(FFT2) 349.50 $69.50 0% Full/Part Paid Emplo... | Alamosa County Shenff - v edit full profile
Clive Cab Cyab 335.00 343.50 10% Supplemental or Vol... | Alamosa County Shenff - v edif full profile
Joe JSmith JEmith 315.00 313.00 0% Volunteer at departm... | Alamosa County Shenff - v edit full profile




9 CRRF Managel‘ Co—

— Inthis screen, you will complete Employee Rate Type, Employee Role, Rate Start & End Dates, Username, & Backfill.

Carrie Anders
CRRF Manager (Alamosa
County Sheriff)

* CRRF | Incidents | Manage Employees Logout

Edit Employee

1T Back to employees 3 choices for the

First Name = IJane I Employee Rate Type.
Last Name *: IJAce(FFT1}-$45 ] In this example this
»
UID =
[ShcerT S48 ] would be Jane’s regular
Employee Typs [ FuliPart Paid Employees (Career) I;]

: pay. Required field.
Employee Rate Type: n

Employee Role Regular Pay Boss) = I

Rate Valid Start Special Pay j
Holiday Pay

Rate Valid End

Username: ]

Seasonal:

Backfill:

Enabled:

Rates
Fres
Hezara
ovenead
|

- ng
Benefit OT =0 DE'

Save and Return to List | cancel!




10 CRRF Manager o)

— Employee Role is based on the list of roles from the NWCG position list (hitps://www.nwcg.gov/positions). If
the role is not in the drop-down, select “not listed”.

Carrie Anders
CRRF Manager (Alamosa
County Sheriff}

CRRF | Incidents | Manage Employees Logout

Edit Employee

L Back to employees

First Name = lJane ]

Last Name * [JAceiFFT 1845 |

Employss Type [FuPart Paid Employees (Career) [-]

Employee Rate Type:  [Reqular Pay [ ~ ]

Employee Role: Firefighter Type 1 (Squad Boss) =
FIelq Unserver -

Rate Valid Start: . - . . .
Finance/Administration Section Chief Typs 1

Rate Valid End Finance/Administration Section Chief Type 2

Username: Finance/Administration Section Chief Type 3

Fire Behavior Analyst

S I

sasona Fire Effects Monitor
Backfill Fire Prevention Education Team Leader
Enabled: Fire Prevention Education Team Member

Rates Firefighter Type 1 (Sguad Boss) o

|

Hezard

Benefit 20 DE'
-

Benefit OT 30

cancel



https://www.nwcg.gov/positions

11 CRRF Manager o)

— Rate Valid Start & Rate Valid End are optional. Fill these in if there is a change in pay. (e.g. $45 hr until
6/30/2019 for this one. For the next record you enter for her pay increase, you’d enter Rate Valid Start:
7/1/2019).

Carrie Anders

CRRF Manager (Alamosa
County Sheriff)

Logout

CRREF | Incidents | Manage Employees

Edit Employee

T Back to employees

First Name *: lJang ]
Last Name * [ JACE(FFT1)-545 ]
Employee Type [FulliPart Paid Employees (Career) [-]
Employee Rate Type -

Employee Role: [Fireﬁghter Type 1 (Squad Boss) l;]

Rate Valid Start:

1
Rate Valid End.
Seasonal D
Backfill [+]
Enabled: E
Rates

Fire *: 2z
Hazard * 0.0
Overtime = 2
Qverhead 0.0

Benefit

@ @ ™
o o !
o o

glg

Benefit OT

Save and Return to List | cancel




12 CRRF Managel‘ o)

— Username should be the same for every employee setup. For instance, Jane Ace might have multiple
employee setups (e.g. holiday pay, pay until 6/30, pay starting 7/1, etc.) but her Username (JaneAce)
remains the same in each setup.

Carrie Anders
CRRF Manager (Alamosa
County Sheriff)

CRRF | Incidents | Manage Employees Logout

Edit Employee

1L Back to employees

First Name * lJane ]
Last Mame = [ JACS(FFT1)-545 ]
Employee Type [FulvPan Paic Employees (Career) -]
Employee Rate Type H

Employee Role: [Frrengnter Type 1 (Squad Boss) [-]

Rate Valid Start.

Rate Valid End: 06/30/2019

7
[osmozers ]
Username:
Seasonal: -
Backfill: [~]
Enabled: [v]
Rates

Fire * 22
Hazard* oo
Overtime * "
Qverhead 0.0

Benefit

E o
o @

glg

Benefit OT

Save and Return to List | cancel




1 CRRF Managel‘ o)

—  Check the Backfill box if you are entering backfill rates for the employee (if different from their normal rate).

Carrie Anders
CRRF Manager (Alamosa
County Sheriff}

CRRF | Incidents | Manage Employees Logout

Edit Employee

T Back to employees

First Name * I Jane ]
Last Name ™ [ace(Backil)-522 |
Employee Type | FullPart Paic Employees (Caresr) -]
Employee Rate Type n

Employee Role: [Fireﬁghler Type 1 (Squad Boss) u

Rate Valid Start:

Rate Valid End 06/30/2019

(I
[oocozeie ]
Seasonal ]
Backfill: E
Enabled [
Rates

Fire [z
Hazard * o
Overtime * (35
Overhead 0.0

Benefit

wild

Benefit OT 30

Save and Return to List | cancel




14 CRRF Manager o)

—  Enter the benefit rate and benefit overtime rate for each employee. Click on the grey button to switch between %
or S. Some departments pay benefits as a percentage of hourly rate; other departments pay benefits as straight

dollar value.
CRRE u:nf;?;:;:d GNFIFMI"E;«":.#::»'::
County Sherff Casartty Shetf)
B CRRF [ Incidents | Manage Employees e CRRF | Incidents | Manage Employees Lot
Edit Employee Edit Employee
t Back 1o employeas T Back to employees
Frtames [ ) Fattane [ )
Last Mame * [2esFrTirSes | Last Hame: = | JaceFFTT 548 ]
Empicyes Type Ful Fat Pad Empioyess (Cares) [=] Employes Type  "FulPant Paic Employess (Caree) EI
- o Seasams S|
Enazied =] Ensbled 73]
Rates Rates
e e | N |
i — O’
] — g c—
Saeat g o "
s '8 e B Wl




15

CRRF Manager Co—

If you have a flat fee rate that you pay to your supplemental employees (e.g. S5 workers comp pay per fire, $10
workers comp pay per day, etc.), please add that to the “Misc” field under “Travel Expenses” when you enter a bill.
The “Misc” field is the only field for one-off reimbursement requests. Be sure to add a note to the Personnel page

below explaining why benefits are $0.00.

Miscellangous

B

Bl 126 5 incident Info - Personnel/Equipment |- Expenses Statistics Cverview
Created: 7/5/10 4:11 PM by Carie Anders = |
< Sync CRAF
| [s5dayworkerscomp ][] A4 Resources [F)Add Persannel () Add Equipment

38 | e | Vgrder

Hated

Clive Yab [Backfill

a‘“,lm m mi
Employes Details 7]

Cliva Yab

r
$5.00 $5 day workers comp ik Name' Clive Yab (Backiill) Requiar Rats.  §33.00 Dverims Rate: §34.00
$5.00 Empioyes Typa:  FulliPart Paid Employess Ovarmead:  10% [53.0) Banefit Rate (0.0 %)
(Carear) Beneit Rate [|0.0%)
Backit | Crvartime Beling Rl 534.00

Reg Biling Rate: $36.30
fetes [Chve does nol have benafits. Wa pay him §5 day for workers comp. See Misc entry]




16 Data Entry — Create a new
billing document

The data entry role can create new billing documents and review the status of previous submissions. Once a
billing document is submitted, no changes are permitted unless it’s returned to your queue by Fire Billing. Until
the document is submitted/approved, you can edit it at any time. This role is the only one that can delete a bill.

/

Click here to create
a new billing
document

Carrie Keirns
Data Entry (Arrowhead)
Logout
. Queue | Incidents | New Billing Document | Search
Queue (27) /
Edit button
* Print FRA
Type ¢ Crea_ted $ Created ar ) Nﬂ’ 2 In State? & Assiﬂed To ¢ Status & ToEI < i
41719 . In State
. 234 PM Carrie Keirns North Spring CO - Huerfano Data Entry New $0.00 [-_4 m Note: if you make a mistake
and need to do any
411619 . . In State /4
! N q S
. 208 PM Carrie Keirns Spring Creek CO - Costilla Data Entry v $0.00 [-_, m corrections after submlttmg
it, email
412119 In State Approved by Eligibility Checker (Carrie Keims, /4 ’
Carrie Keirns Spring Creek B Invoicer 4212019 $10,000.00 L, @
1:50 PM CO - Jefferson )
22219 In Stat Approved by Eligibility Checker (Carrie Keims, 2 @ and we will return it to you.
. B Carrie Keirns Black Mountain [l -late Invoicer Rz $3,691 25 L,
12:53 PM CO - Routt D,/$
312019 In Stat Approved by Eligibility Checker (Carrie Keims, p m
. Carrie Keirns Spring Creek N slate Invoicer 312012019) $3,401.50 [-_,
9:45 AM CO - Jefferson E‘/a $



mailto:DFPCFireAdmin@state.co.us

17 Data Entry — Create a new
bllllng dOcument (eartiied)

—  When you select “New Billing Document”, you will see a choice of “Fire” or “Project”. Select “Fire”.

Carrie Keirns
Data Entry (Arrowhead)

Logout
Queue | Incidents | New Billing Document | Search
Fire
Queue (27) Project
* Print FRA
TIE AI Created AI Created $ Name i In State? i Ass.iwed To ¢ 513&5 < Total Ai

417119 In State

. 234 PM Carrie Keirns North Spring €O - Huerfano Data Entry New $0.00 @ @
4/16/19 ) In State

. 2-08 PM Carrie Keirns Spring Creek CO - Costilla Data Entry New $0.00 @ E
4/2/119 In State Approved by Eligibility Checker (Carrie Keims,

. 1'50 PM Carrie Keirns Spring Creek CO - Jefferson Invoicer 412/2019) $10,000.00 @ E
2129/19 In Stat Approved by Eligibility Checker (Carrie Keims,

) ; n State 3/2212019)
. 12:53 PM Carrie Keirns Black Mountain CO - Routt Invoicer E $ $3,69125 @ E
|
22019 In Stat Approved by Eligibility Checker (Carrie Keims,
) n State 3/20/2019)
. 945 AM Carrie Keirns Spring Creek CO - Jefferson Invoicer E@ $ $3,401.50 @ E
|

1/9/M19 : Out of State

. 2:26 PM Carrie Keirns null Data Entry New $0.00 @ E




18 Data Entry — Setting up the
incident

—  Pick the incident by typing the incident name or incident number. If you are searching by the incident number, be sure to use this

format (with the dash after the| coswo.ooo0a2 Fers):

— If you are entering an out of state fire, you cannot search by name. You will need to search by incident number. When the incident
populates, it will not show all the data until you save it.

Bill ID: 126

ino- R Incident Info | Personnel/E
BillID: o Incident Info | Created: 7/5/19 4:11 PM by Carrie Anders 2
Before Created: 7/5/19 4:11 PM by Carrie Anders —
{ Resource: Alamosa County Sheriff
entering Resource: Alamosa County Sheriff )

“gave” Incident: * [ATOKO (AZGCP-000075) ]
o s After enterin
ident: ATOKO (AZGCP-000075 (new incident)) Browse Incidents g

4/// “save”
Browse Incidents ATOKO

AZGCP-000075
07/22/2018 - 08/06/2018

- If the incident is not available, email with the resource order and we will create the incident.

—  Enter the begin date and end date of the fire assignment. You will only be able to enter expenses for the dates you list here so be sure
to include travel and rehab days.

—  Request Number = Resource Order. If you don’t have a resource order # due to reassignment, enter “reassigned”.
- Deployment: 1 of 1, 1 of 3, 2 of 3, 3 of 3, etc.

—  Notes: Add any notes you need to make about the assignment

SEE NEXT PAGE FOR SCREEN SHOT


mailto:DFPCFireAdmin@state.co.us

1 Data Entry — Setting up the
inCident (eartiied)

Carrie Keims

Dats Entry {Alamosa County
Sheriffy

Logout

Queue | Incidents | New Billing Document | Search

Incident Information ]

Alamosa County Sheriff

Alamosa
New
B e Incident Info
Creatzd: 6M3/M8 10:58 AM by Carrie Keims —
Resource: Alamosa County Sheriff
Find the incident % | incident: * ——— L

Browse Incdents

—_— Begin Date: * | |

Enter 1%t date of assignment

/ End Date: *
Enter last date of assignment — > e

‘ptal Diwys: 0
Enter resource order # Sl RequestNumber:* [ 1@
# of fires in the deployment > Deployment: | E C

(e.g.10f 2,2 0f2)

Notes:

Any notes you want to add

/ Save/Next
n




20 Data Entry — Setting up the
inCident (eartiied)

— Once you have the incident entered, click “Next”.

Carrie Keims
Data Entry (Arrowhead)
Logout

Queue | Incidents | New Billing Document | Search

Incident Information g

A new Bill ID Arrowhead
(unique #) is

assigned for \ New
each incident Bl 52 Incident Info Personnel/Equipment Expenses Statistics Overview

Created: 5/1/19 11:51 AM by Carrie Keirns

entered

Resource: Arrowhead

Incident: * [ Bull Draw (COUPD-000258) ] L

Browse Incidents

Bull Draw
COUPD-000258
Montrose (MRX), CO
07/29/2018 - 1172012018
PDL14B

Begin Date: ~ 07/28/2019
End Date: * 07/31/2018

Total Days: 3
Deployment: ] / Click here

Notes:




21 Data Entry — Entering hours

—  Select the first person you want to enter for this fire. The CRRF Manager for your agency should have entered
each personnel resource that may participate in wildland fire. If the resource has various pay scenarios (e.g.
holiday pay, different pay based on position, etc.), you must enter one time record for each scenario. Use the
drop-down list to select the correct pay rate. If you type the name in this field, the first one will auto-populate.

Carrie Keims
Data Entry {Alamosa County
i Eherﬂf‘% Note: If your CRRF manager
- - ogoul
Queue | Incidents | New Billing Document | Search updates the employee payroll

) i’ .
Hours Bear Spﬂ HQSD record after you created a bill,
Alamosa County Shenff (VC00000000017896) you’ll need to delete the record you
Alamosa created and reenter a new one.
Preview
New

EilliD: 89 o Incident Info Personnel/Equipment Expenses Statistics Owverview Example ofa

Created: 813115 12:15 FM by Carrie Keirns  — f' f' ht 'th
© Sync CRRF iretfignhter wi
Resources Add Personnel Add Equipment
Mo Personnel or Equipment expenses added yet.

different pay
= - scales
-
Jane Ace{FFTZ2)}-540.50
Jane JAce(BACKFILL)

Jane JAce(FFT1)-345
Jane JAce(FFT1)-347

Jane JAce(HOLIDAY)-320
Jane JAce(HOLIDAY)-332
Beth Johnsan




22 Data Entry — Entering hours

Enter the hours from the CTR or OF288 on the applicable day. Separate regular vs OT. If the resource has R&R,
check the box. Add any applicable notes (e.g. 24/48 shift) and hit save. If you have more employees, click “Add

Statistics Overview

Personnel” and continue entering. S s w7ty Camerierne | IGideNtInio |- PorsonnelEquipment -

' sync CRI
Add Personnel Add Equipment

Resources

Boss Rit (Regular) |

Employee Details @
Mams: Boss Rit (Regular) Regular Rate:  $30.00

Emplayes Type:  FulllPart Paid Employees Benefit Rate:  $6.00
{Career)

Backfl: [ Reg Biling Rate:  $26.00 Overtime Billing Rate:

Motes

Overtime Rate:  $45.00
Benefit Rate:  $6.00

$51.00

CTR(s) and/or OF-288(s) hRgl:'I:
must be attached

as supporting
A Highlight the hours in
documentat|0n. this section. Hours and

value will total at the
bottom of the screen \

Click “save” after
entering each person

[Esawe] etete




23 Data Entry — Entering backfill

If you are entering backfill personnel, select the person from the “Add personnel” drop down list. Manually enter

the name of the person they are backfilling for at home base. In the example below, Clive Yab is the backfill
employee. Jane Ace is the deployed firefighter.

‘Carrie Keirns

Dista Entry (Alamosa County
Sherifl)

Logout

Bull Draw®

Alamosa County Shenff (VC00000000017896)

Queue | Incidents | Mew Billing Document | Search

Haours

Alamosa
Preview @

New

Bill ID: 25

o Incident Info Personnel/Equipment Expensas Statistics Overview
Crested: 6/3/19 B:08 AM by Carrie Keirns .~

< Sync CRRF
Resources

#dd Personnel Add Equipment
Clive Yab (Backfill

Employee Details 9
Mame:  Clive Yab (Backfill}
Employse Type:  FullPart Paid Employees

Regular Rate: §33.00

Owertime Rate:  §24.00

Benefit Rate: - (0.0 %) Benefit Rate: - (0.0 %)
[Career]
Backfil: _ ] Reg Billing Rate: $33.00 Cwertime Billing Rate:  §34.00
Notes:

Tp: The calendar belaw warks. basl when zoomed fo 100% (the defaull). Press Ctiszen o zoom o 100%

Hours - Bull Draw

Wednesday Thursday Friday Saturday Sunday Monday Tuesday ‘Wednesday Thursday Friday Saturday Sunday

EIGI2018 72018 &/212018 6192018 602012 M08 61212012 6212018 1412012 6512018 G116/2012 G701
CR and R LLEL R and R SR and R R and R BR and R R and R BR and R R and R LLEL R and R SR and F
REG or Li=¢ oT REG or or REG aT REG ar REG aT REG or REG or oT REG or REG o




24 Data Entry — Entering
equipment

—  Select the equipment from the drop down list. You will only be able to enter equipment that is identified and submitted
on your CRRF. If the equipment is not listed, contact your CRRF manager. Enter the hours from the equipment shift tickets
on the applicable day. Save. If you have multiple pieces of equipment, click “Add Equipment” and continue entering.

Carrie Keims
Dats Entry {Denver Fire
Department)

Signed Equipment Shift Queue | Incidents | New Billing Document | Search et Select
Tickets and OF-286s e Y19 ylgcg:uigqﬁﬁ equipment
must be attached as

supporting E,
documentation. e it 1108 Aty e e O, Incident Info Personnel/Equipment - Expenses Statistics Overview /
& sync crAF

Resources

Add Personnel Add Equipme
Mo Personnel or Equipment expenses added yet.

i [Chocz= u
— -
301 (WWD4)

801 (VWD8)

802 (WWD5)

~E27

528

~E29

£630 -
e —




25 Data Entry — Entering
equipment (missing days)

Per the CDPS Cooperator Reimbursement Guidelines, equipment is only eligible to be
reimbursed for actual hours work on the 15t and last day of a mobilization. FBS performs
this calculation in the background to use actual hours worked instead of the minimum
daily guarantee per your CRRF.

If the equipment’s first or last day does not match entire assignment’s first or last day of
mobilization (e.g. break down, arrives late, leaves early), FBS is currently unable to
perform the correct calculation. This will be fixed in the next update. For now, please
enter separate bills for the any equipment not on the fire the entire length of the
deployment. Use the date range the equipment was actually on each fire. Contact Fire
Billing for questions on how to handle this type of scenario.

See next slide for detail.



Example: $133.00 hour. $1064.00 daily minimum.

Day 1: 1 hourx$133.00= $133.00
Day 2: 10 hours x $133.00 = $1330.00
Day3: 1hourx$133.00= $133.00
Total: $1596.00

The fire billing system is showing $2527.00 because this equipment was only on the fire 3 days. The system is applying the daily minimum
to Day 3 as it does not recognize this was the final day on the deployment. A separate bill for this piece of equipment for the 1/4/19-

1/6/19 date range would be required.

Incident Information

Eill ID: 108

o Incident Info
Creatsd: /2718 8:21 AM by Carrie Anders —

Queue | Incidents | New Billing Document | Search

Carrie Anders

Dats Entry {Denver Fire
Department)

Logout

South Sugarloaf®

Denver Fire Department (VC00000000014143)

Denver

Praview %

New

Personnel/Equipment ~  Expenses | Statistics - Owerview

Resource: Denver Fire Department (VC00000000014143)

Incident: * [ South Sugariaaf (NVEGFX-010239)

1@

Browsa Incidents

South Sugarloaf
NVECFX-010288
082872018 -

USFS {Jurisdiction)

Begin Date: * 01/04/2018

End Date: *

Total Days: 16
Roauost umber: °
Deployment: | : |°f| :
Motes:

Resources Ad:l Parsonnel Ad:l Equipmen
Et05
Details
Hams. E105 Min Stafing. D Quaified Rate. $133.00 1 Hour
License Plate: nfa Standard Staffing: 0 Developmental Rate: -
VIN:  4P1BAAFFEHAQMT7242 Max Staffing: O Rate per Staff (over min): -
Year 2017 (2018) Fate per Mile: -
Maks: PIERCE MANUFACTURING MaxDaily: -
(PIERCE] Min Daily:  §1.064.00
Modsl. PUMPER (VELOCITY)
Custom Mfg: -
Size: -
FEFFP™ No
Mileage Reimbursement {over 300 miles) Tip: The calendar below warks best when zoomed 1o 1007% (the defaut). Press Ciriszero ta zoom o 100%.
Staffing Hours - South Sugarloaf
Friday Saturday Sunday Monday Tuesday | G0 @ [ Thursday
- Nenber of Star 7 1209 nours 1iaizie sr2019 1US12019 72013 1812019 1/9r2019 11072013
RERl REG WL REG  TWL REG VL REG  TAL REG  TWL REG TWL REG  TWL
| swapped for this equip .
E
0
E———
15
=
1.00 0.00 . 10.00 0.00 . 1.00 0,00 0.00 0.00 0,00 0,00 0.00 0.00 0,00 0.00 0.00 0.00 [:3
1.00 10.00 100 000 000 0.00 000 000
Dty b Oy M Dty in Oy Wi Dy in Oy i Dty Min Dy Wi
A" Aerphes: Appiies Aerphe Appiies Aopies Appiies Aerphe=:
+ I 4

* The min daily gusrantee coes not apply on the first or last day of a mosilization.
= To prorate the daily min on cross-incident days, plesse enter the tofal number of hours worked this day on sll incidents in this box

(] oeee
Regular Hours: 12.
Travel Hours: 0.00
Resource Total: $2,52



27 Data Entry — Entering
equipment (FEPP)

— If you have a FEPP engine on an assignment, please add it to “Misc” in the
Expenses section. The next phase of updates to FBS will address FEPP engines
being entered under equipment. Be sure to attach a copy of the CRRF for this
engine.

Miscellaneous

FEFF Engne EE | [7ine-ezne | [ #=
S8 Bern J endor Armourt! Motes
5# 1 ltem | Vendor Armount Motes
FEPP Engine F200.00 THMe-Tr4i2018 el et



28 Data Entry — Entering
equipment — Multiple incidents

If you have a piece of equipment on multiple incidents within a mobilization, you will
need to enter the total # of hours the equipment was working for ALL consecutive
incidents on a specific day. The system will prorate/calculate the amounts for you.

For instance, if a piece of equipment was on the ABC Fire on 6/6/2019 for 3 hours and
also on the CDE Fire on 6/6/2019 for 12 hours, you will enter 15 hours in the box. You
will enter the same 15 hours on the last day of an incident and the first day of the next

incident.

See next slide for screen shot.



9 Data Entry — Entering equi

Ignore this
box; does not
apply to CO
cooperators

MUltiple inCide nt S (continued)

pment —

04 (WWod)

Eguiigsirit Details
“ama
Lepri s Flabe:
Wik
Vs
Nzl
[EEETY]
Custom Mig
Size
FEER

Staffing

—p - v of St [T

0 (AL

4551
THTWEAARNFHI40ZTE
2015 (2014)
INTIERMATIONAL (PHERCE)
LRSS (T 08y

Mo

MIH @ Relmbursement {over 300 miles) Tip

AT.00 houry
LELL

[EER] Dwieis

| swrapped pacsennal for thel squpmieal

Men Seafing: 0
Swndasd Sta¥ng: O
Max Sea¥ng 0O

Saturda Sureday Wednesday Tharsday
(R T 1] BT BIS/2099 [ F T
| AE ™A REG T, G i | mee ™A ARG T
28 I I i I I
i i
T |
= $
iy 4 | 5 { 4 E
TR W B T T B LN B T
4060 10,00 10.00 16,00 1.00
iy i Chasy Dy iy Tary B Dty e vty AR
i rerpm s Y, Aci Apriim Yea oyt
& e
4

Y ily .pal'a.—.:.l.n. a-—u'p ErTry—— -:-:l-.'-'cu- e firaz

Cuabfied Raie
Daveloprmantal Raie
Rute g Sl (oves me)
Rate par MMos

Mlax Dty

Win Dimily

[ cay o & ot aen

S108.00 | Howr

BT 00

-

ihe dmily mun oo cross-ineoeni days, Flesss srisr the soial mumber of hours worsed this dey oo sl cngglents in i box

Enter total # of
hours for all
assignments

within the
mobilization here



0 Data Entry — Entering equipment —
Multlple incidents (continued)

304 (wWoay

Equipment Deiails
| il

oA (WOl hien Seaifing L] Crussfisd Fae SA0S 00 § Hour
Lewnse Plets  456HM Swsndard Seeffeng: 0 Darvalopraenisl Rats
ik AHTWE AARXFHI4A0ZTE Max Staffeng. O Fimte par Stafl (owves man) =
Vaar 2013 (2014) Rane par Mia: -
AMake INTERMATIOMAL (FMERCE} hax Dumidy. -
P! BR323 (IHC7400) Min Daily: SET2.00
Custom Mig a

Sz .
FEPFPT Mo

e cpe Esimiburs soent (owes 300 miles ) T Thie cosinractor balows sarss boal when soomad o 100 (e delout). Pross O o oo ue 1000
|¢ Q |

Safirg Hours - Horth Speing

Ignore this

oy desxmol o Bl B e e NGl —an (I
apply to CO mam S TWA PG ™A FE o TWL PG VL G WL o= ™L | =
1 il e vl T i el ik = { ¥ i | i | i E ]
cooperators { § | { i I ¥ 1 I |
: | i i i {
| | 1 | 1 | !
1 1 i | | | ]
i i =
' | : |
i i ; |

Enter total

]
hours for all 2 e
assignments g
here - |
4 z . |

* Tha min
= To prorats

¥ QuErantes only dows nol sooly on the fie
e daily fhin B0 CroaE-incident days. B

t or ins! day of 8 mobihEston
sntar the total numiber of howurs worked thia day on all insiects in e Dax

() e



Data Entry — Entering Equipment —
Equipment Transport

— In this section, enter the total mileage reimbursement (in miles, not dollars) from the Equipment Transport
Summary document and attach as supporting documentation.

Cooperator/Department

Incident Name & Number

REIMBURSEMENT REQUEST FOR TRANSPORT, MILEAGE, OTHER CHARGES

A. Engine/Tender/Ambulance was transported to incident: ___vyes or ___no |(maz=daily guarantee)
Date(s) on transport (record hrs on STs):
Transport/lowboy expense (must include paid invoice copy). $ A

B. Engine/Tender/Ambulance driven to incident over 300 miles from home: yes

Mileage reimbursement is only allowable for engines, tenders or ambulances when driven to/ffrom an incident more
than 300 miles from home unit. Include documentation for number of miles requested, ie. shift tickets, online milzage
calculation, etc. Mileage between incidents or on an incident is not reimbursable. Round to nearest whole mile.

To incident: Total miles to incident: 500
From city & state: Subtract the first 300 miles: -300
To city & State:El Subtotal Miles for Reimbursement: 200
Home from incident: Total miles home from incident: 500
From city & state: Subtract the first 300 miles: -300
To city & state: Subtotal Miles for Reimbursement: 200

Grand Total Mileage Reimbursement®: B
*total miles will be reimbursed @ $1/mile

C. When state-assigned FEPP equipment is used, $50 per day reimbursement to the department
may be requested. Engine use is retained by DFPC.
[ # days on incident I
# days x $50/day

Total FEPP Engine Reimbursement: (o
TOTAL A, B and C EXPENSE| $400.00]

Queue | Incidents | New Billing Document | Search

Hours
Enter the total Billo: 21 ° Incident Info Personnel/Equipment Expenses Statistics Overview
. Crzsted” 6/3/18 11-08 AM by Carrie Keimns -~
mileage from the Ignore staffing; does
Equipment Resources not app|y to CO [3)#ec Fersome
Transport Summary 602 (W0s) cooperators
Equipment Details
worksheet. Enter aumment Name. 602 (W05) Nin Staffng. 0 Quakfied Rtz $73.001 Hour
. uLarm n @ 0 . e -
total miles over JCTWRNEL1GG179755 e 0
e 2015
300, not $ amount. A po0sE) .
5500 (RAM 5500) Min Dailty:  $584.00
No

Mi\ea?e Reimbursement {over 300 miles) p: Th

Howurs - CY19 VICC SUPPORT

Saturday Sunday Monday Tuesday WGl Thursday Friday
200 nours 2019 U 24/2013 USI2013 8/2013 T2 2019
R‘& R REG TWL REG TV REG TV REG T REG TWL REG T REG TWL

swapped personnel for this equipment

Carrie Keims

Dsta Entry (Denver Fire
Depariment)

Logout

i

< Sync CRRF

Add Equipment

‘Saturday
3432013

™ =



Overview

2 Data Entry — Expenses

—  The Expenses section has multiple expense areas to capture totals for per diem, lodging, fuel, invoice prep,
miscellaneous, and rentals. You will be required to attached the Individual Travel Breakdown form for each person along

with other supporting documentation

next few slides.

Individual Travel Breakdown
CDPS Division of Fire Prevention & Control

CDPS Division of Homeland Security & Emergency Management

Carrie Keims
Data Entry (Amawhead)

From CooperatoriDepartment

Incident Mame

Traveler's Mame

FER DIEM WEB SITE: warar g5a. g0

“Note dept. travel reimbursement policy if different than above:

“Per diem rate based on overnight location [use home unit location For last travel day). Claim only meals purchased

Travel Location(s)

Date From: To:

Per diem

Claim only meals purchased

ToCTPEr Toral

Rate® B

L D

Reim Ladging

3
Creatad: 51118 3:17 PM by Carrie Keims

Incident Info

Autnorzaton @

Personnel/Equipment

Expenses

Statistics

QOverview

Mdvidual Travel Breakdown (&

Mon-travel status

GSA Webgj

Hotels
I have receipts

status

Mon-travel status

Meals Total $0.00

Subtorals Per Di

iem & Lodging Exp.

ense:  § - s -

linchude Shift Ticket copies if available)

Personal vehicle (POV) used on this incident:

Other Travel Expenses:
Ireceipt copies must be included]

Fuel Expenses

Hotels Total $0.00

Per Diem $_ o000
Lodging $__ oo
POV Mileage s ooo
Other Travel Expense $__ oo

(round to nearest whole mils) Expense Totsl Fuel Expense ;
Date Driven from where to where: #mies | Rate | Total Rental vehicle
From/To: 0.00)] Rental vehicle fuel Fuel Total $0.00
During 0.00)] Parking
0.00)] Tolls
From/To: 0.00] Shuttle/taxi
o0 Eaggage fecs 000 Invoice Preparation
Total POV Mileage Claimed: [i] $0.00 Hourly Rate s
Less Commissary deduction for POV Fuel: Subtotal Other: $0.00
Subtotal POY Mileage Claimed:  $0.00 Heurs :l
TRAVEL EXPENSE SUMMARY Comments:

Miscellaneous

Invoice Prep Total $0.00

Logout
Queue | Incidents | New Billing Document | Search
Expenses e
Ne'
Bill 1D: &

for any travel expense requested. Additional detail for each area is outlined in the

Ignore “non-travel
status”. Not used in
Colorado



33 Data Entry — Expenses — Meals

Add a note on this form if
your department has their

Individual Travel Breakdown
CDP S Division of Fire Prevention & Control

CDP 8 Division of Homeland Security & Emergency Management

Arrowhead Fire Department Bull Draw

Boss Firefig hted

own travel reimbursement
policy/rates.

From Cooperator/Department

Incident Name

Traveler's Name

PER DIEM WEB SITE: www.gsa.gov

“Per diem rate based on overnight location (use home unit location for last travel day). Claim only meals purchased.

*Note dept. travel reimbursement policy if different than above:

Travel Location(s) Per diem

Claim only meals purchased

Total Per

Date From: To: Rate*

B

L

D

Diem Reimb

Total
Lodging

0.00

0.00

0.00

Subtotals Per Diem & Lodging Expense: $ 2

FBS Meals total (in Travel Status section) i
the single resource’s Per Diem Subtotal;
OR the total of an entire crew’s individual

Per Diem Subtotals.

s/’

Expenses
) ‘
et S 0S1 ANty Care ke MG0ENE D
Meals
| rave repents u Kuthorization B

Queue | Incidents | New Blling Document | Search

PerzomnelEquipment

Care Kelma
D Enry {Aoromwbead
Logaut

g

New

Expenses ~ Stafstics - Overview

Indlivdual Travel Brekdown 'F (54 Websie "(]

P —

ONLY select this If you are using
actuals and submitting receipts
for reimbursement.
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Lodging (Hotels)

penses —

Individual Travel Breakdown
CDPS Division of Fire Prevention & Control
CDPS8 Division of Homeland Security & Emergency Management

Bull Draw

Incident Name

Arrowhead Fire Department
From Cooperator/Department

Boss Firefighter

Traveler's Name

PER DIEM WEB SITE: www.gsa.gov
*Per diem rate based on overnight location {use home unit location for last travel day). Claim only meals purchased.

*Note dept. travel reimbursement policy if different than above:

Total
Lodging

Travel Location(s)
From: To:

Per diem | Claim only meals purchased

Rate” B L D

Total Per
Diem Reimb

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Date

0.00
0.00
0.00
Subtotals Per Diem & Lodging Expense: $ - $ -

FBS Hotels total (in Travel Status section) is
the single resource’s Lodging Expense
Subtotal; OR the total of an entire crew’s
individual Lodging Subtotals.

Quaue | Incidents | New Billing Document | Search

Carrie Keims
Data Eniry (Arowhezd,
Logoul

Expenses

8ilI0: 82

Crested: 5119 151 AN by Carre Keirs Incident Info

Personnel/Equipment

g

New

Expenses Staistics Overview

Meals )
Individusl Travel Breakdown & GSA Websie @
|have rzceiots D Authorization 0
Travel status 3
Non-iravel status 3";_03 " I\lc'e B " '|
Meals Total $0.00
Always check this box.
s Receipts are required!
Ihave recelots D Authorization 0
Travel status

W | ]

Hotels Total $0.00
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(equipment)

Fuel Summary
CDPS Division of Fire Prevention & Control
CDPS Division of Homeland Security & Emergency Management

Carrie Keime
Data Eniry (Arowhaad]
Logout
Queue | Incidents | New Billing Document | Search
Expenses g

Cooperator/Department

Incident Name & Number

Attach copies of fuel receipts.
Mo reimbursement without legibile receipt copy.

Date Location Fuel Amount

Total Fuel Expense 5 -

Department-owned equipment fuel
ONLY. Submit this form with receipts.
FBS Total Fuel Expense is the total from
the Fuel Summary form.

New

il 1D 82 : ; - )
Crestec: 513 1:51 AM by Carrie Keims Incident Info Personnel/Equipment Expenses Statistics Overview

Meals .
Individual Travel Breakdown {d  GSA Website

I have receipts I:l Authorization 0
Non-travel status 3[:_0: ] I\Jc'e 'I [ ]

Meals Total $0.00

Hotels

I have receipts I:l Authorization 0
Non-travel status 3[:_0: ] I\Jc'e 'I [ ]

Hotels Total $0.00

Fuel Expenses

Fuel Total $0.00
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Miscellaneous

Carrie Keirns
Data Entry (Arrowhead)
Logout
Queue | Incidents | New Billing Document | Search
)
Expenses Bull Draw
Arrowhead (VN1)
Preview @
New
215;‘?:25“”5 11:51 AM by Carrie Keims Incident Info Personnel/Equipment Expenses Statistics Overview
Miscellaneous
<
IE | | @ =
5t/ ltem [ Vendar Amoumt Males
5# I ltem / Vendor Amount Notes

Travel Expenses Total $0.00

The Miscellaneous section is only for
repair/replacement claims, FEPP
engines or one-off expenses not
captured elsewhere (e.g. workers
comp @ $5 day). Must attach all

required supporting documentation

for reimbursement.

Enter a general description in the “S#/Iltem/Vendor”
box, the amount, and a general note. Click “Add”.
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You do not need to fill out the
Individual Travel Breakdown
form for rental vehicle or
rental vehicle fuel.

Expenses

ental

\Individual Travel Breakdown
| COPS Division of Fire Prevention & Conirel
| CDPS Division of Homeland Security & Emergency Management

 Arrowhead Fire Department Bull Draw
| From CooperatorfDepartment Imoident Mame

Boss Frafightar
Traweler's Mame

| PERDEM WEB STTE: sww: g i gow |
| "Per dism rate based on oversight loeation [use home wnit location For last travel dag). Clam onlymeals porchased

"Hiote dept, travel red plicy if than abouwe;

Travel Location(s ) Per diern | Claim ey e abs putchiaed Diem Total
Date From: To; Fate” B L [v] 1 Reimt | Lodging

Subtotals Per Diem & Lodging Expenze:  § - ]

|Personal vehicle (FOV) used on this incident: e coptes must beina
linvclude Shilt Tioket cophes i avalable) [rosard 1o reane 51 whede mie) 38
Date: Diiven from where 1o where: 8 mies | Rate | Total Rental Wgick e

FromTa; 0.00] Rental vehise fusld
Parking

Dharing mat 0.00]
0.00| Tols I

[ Fram/Ta: 0.00| Shuttieftaxi 7
[ 0.00] Baggage fofs N, 0,00
Total POV Miteage Claimed: a #0.00
Less Comemizsary deduction for PO fuel
Subtotal POY Milesge Claimed:  $0.00

Carrie Keims
Data Eniry (Arrowhesd)
Logout

Queue | Incidents | New Billing Document | Search

Expenses

Sill 10 92

Crestad: 611718 11:51 AM by Carrie Keims. Incident Info

Personnel/Equi 1t E.

Bull Draw®
e

Statistics COverview

& Travel Expenses: y

#Subtotal Othes: 50,00

Rental Expenses

Damage Deductibles DO NOT USE DAMAGE DEDUCTIBLES

SECTION
lC'loosa 1 0.00 Add Rental Vehicle [ ] [ 0 ] Add
ity Amaunt Descripice Amaunt
Name Quantity Am Cost Name Description Amount

Rental vehicle 1 510000
Rental vehicle fusl 1 520000 3200.00
2 expenses §300.00 5300.00

deele

0 deductibles

Must submit the Individual
Travel Breakdown form and
receipts.

Enter rental vehicle and rental
fuel only in this section.
Select from the drop down,
leave quantity as “1” and
enter the amounts.




38 Data Entry — Expenses —
A1r/Ground Travel Expense

Individual Travel Breakdown Dista Eniry (Arronioas;
CDPS Division of Fire Prevention & Control X . Logaut
CDPS Division of Homeland Security & Emergency Management Queue | Incidents ‘ New Billing Document I Search
Expenses e
Arrowhead Fire Department Bull Draw Boss Firefighter
From CooperatorfDepartment Incident Name Traveler's Name LE:]
FER DIEM WEE SITE: s gsa. g0
“Per diem rate based on overnight location [use home unit location For last travel day). Claim only meals purchased. New
“Mote dept. travel rei policy if di than above: Si,"e:?effwm 11:51 AM by Carrie Keimns Incident Info Personnel/Equi it EX Statistics Overview
Travel Location(s) Perdiem | Claim only meals purchaszed ' “?::“ Total
4 Y Date From: To: Rate” B L 1] :ei-b Lodgin: AriGround Travel Expense
Parking, Tolls, Shuttle/taxi, .00
. 0.00 Feronal Vel Nesss G NG = Add
Baggage Fees and POV Mileage 0.00 sword e e Con o] [FO7 ] & ]
0.00 Drescription Aot
costs are transferred from the 200 — R —
Individual Travel Breakdown to 0.00 Parking Parking $50.00
. 0.00
the Air/Ground Travel Expense 200 T T 3a 5]
g y 0.00 Taxi / Shutle Uber $200.00
section. Must submit the 0.00 C— To andFrom baggagefees | 550.00
.. 0.00 Farsonal Vehi sage Cost POV To 5
Individual Travel Breakdown, 500 ersonal Vehicle Mieage Cost POV Tofa 2000
£ . U:UU 5 expenses $361.50
receipts, and odometer reading 00
on an OF-297 (Shift Ticket) or u
maps for POV mileage. Saonak Per Dt Lotgms e TS 200 S Rental Expenses and Damage Deductible Total $361.50
Other Travel Expenses: Expense Notes
Personal vehicle (POV) used on this incident: [receipt copies must be included)
linclude Shift Ticket copies if available) [round to nearest whole mile) Expense
Date: Driven from where to where: #mies | Rate | Total Rental vehicle
From/To: 0.00 Rental vehicle fuel |f Department Pov rates are
During assignment: 0.00 Parking
— 0.0 Tl different from standard GSA rates,
0.00] |Baggage fees 0.00 please add a note in “Expense
Total POV Mileage Claimed: u] $0.00
Less Commissary dedustion for POV fuel Subtotal Other: 50.00 Notes” at the bottom of the page.
Subtotal POY Mileage Claimed: $0.00
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— Ignore this section.

Carrie Keims
Data Entry {Amowhead)
Logout

Queue | Incidents | New Billing Document | Search

Statistics Bull Draw®
Arrowhead MN1)

Preview %

New

gilg;’mm 11:51 AM by Carrie Keirns Incident Info Personnel/Equipment Expenses Statistics Overview

Vehicle Accidents

# of vehicle accidents: E]
# of injury vehicle accidents: D

Accidents and Injuries
# of non-injury accidents:
# of injury sccidents:
# of accidents that required medical attention (NLT):

# of accidents that required medical attention (LT):

J000

Motes

(LBack )_save J{_Next |
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You can review the “Bill” you are submitting by clicking on the icon below. The “Packet” button contains
all of the uploaded attachments.

Carrie Keims

Dats Entry (Amowhesd)
Logout
Queue | Incidents | New Billing Document | Search
i =
Querview Bull Draw
Arrowhead (VN1)
Preview %
New
Bill ID: 92 .
Created: SAMS 11:51 AM by Carrie Keirns Incident Info

Personnel/Equipment Expenses Statistics Overview

Summary | SuggrﬁngDocs Approval Hisﬁ

Assigned To: Data Entry Packet @
Bill Total: $3,747.00
Cooperator Reimbursad:

Bill &
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—  You must upload all of your supporting documents including fire documentation, receipts, maps, forms, etc.

Carrie Keims
Diata Entry {Amowhead)
Legout

Queue | Incidents | New Biling Document | Search

Overview Bull Draw®
Armowhead (WN1)
Preview é
New
31'5;;‘;25,,,,9 11:51 AM by Carrie Keirns Incident Info Personnel/Equipment Expenses Statistics Overview

Sunmaﬁ ‘ Supporting Docs | wm Hisw

Maone

Upload supporting Documents (4 MB Max File Size)

| }.E |




49  Data Entry — Expenses — Invoice
Preparation Costs — 2019 1ncidents only

Carrie Keirns
Dats Entry (Alamosa County
She:

* Queue | Incidents | New Billing Document | Search Logou

Invoice Preparation Expense for 2019 will

Expenses _ B ear Spm ngg__?r—"' :
Alamosa Courty Sherif (VC00000000017396) require proof of payment for
e reimbursement. This can be either a pay
New stub or general ledger printout supporting
Eﬂ"”'_i:*’mmm_“m cone ke O Incident Info Personnel/Equipment Expenses Statistics Qverview R .
- o = the charges and dates being paid. You are
Meals
— - e ® Individual Travel Breakdown i GSA Website required to attach this as su pporting
documentation in order to be reimbursed.
Noswtravel status S|0.CO | [Nona lL] |
Meals Total $0.00
Hotels
Ihave receipts [ Autnorzstion @
Travel s oo Invoice Prep Fees are input directly into Gold (no
A CE | [ [E external form needed). Input the date, preparer

Hotels Total $0.00 / name, hourly rate, hours, and click the “add”
button. Click “sign” to approve the invoice
preparation expense you entered.

Fuel Expenses

Total Fuel Expense  s[go0

Fuel Total $0.00
Invoice Preparation
| | [e I C | [

Dete Prepns Rt Hours Validation Rule: On the Overview page, Data
Entry cannot "Apprave’ the bill if there arz
invaice preparations costs and it is not
signed.

By Signing, | verify that the hours entered are accurate and are supported by the aftached timesheets/payroll documents.

[san ]




43  Data Entry — Expenses — Invoice

Preparation Costs — 2020 & later
incidents

Invoice Preparation Expense for 2020 and later will

Invoice Prepgfation

7 ] [\\ yamm G @ require a signed acceptance of the 1% subrecipient

2\ x b o o S B indirect rate form. You can retrieve this form from
invoice preparations costs and it is not

Datf ereparer / N\ Rate Hoghs N\ Total e the DFPC WEbSite:

/ \ [ N\ soo 0.0f Shoo

B/Sigmng. | venwwe houientered are a%and are suppo,{ed by the attacheW timesheets/payroll documents,

Invoice Prep Total $0.00

Miscellaneous The form is called Appendix C_CY2020_Final
[‘sume_ci?ilen.n.nuireuna-e] [?1.2..15 | [w.',\-oruiuamd ] @ (REVised)_2020'03'15. Sign and return to

Starting with 2020 incidents, please input 1% of your total
bill here. Input “Subrecipient Indirect Rate” in the first box,
1% of the total bill in the amount box and “1% of bill amt”
in the notes box. Click “add”.


https://www.colorado.gov/pacific/dfpc/fire-billing-crrf-and-reimbursement
mailto:cdps_dfpc_fireadmin@state.co.us
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—  Once you have completed your reimbursement, you can add comments and click “Approve”. Once you approve
the reimbursement, it will be routed to the Fire Billing office for processing. You will be able to check the status in
your queue at any time. Once a reimbursement is submitted, you cannot modify it unless you request for it to be
returned to your queue. If there is any missing documentation or modifications are needed to correct entries, the
reimbursement will be returned to you. The Fire Billing office cannot modify your submitted reimbursements.

Carrie Keims
Data Entry {Amowhead)
Logout

Queue | Incidents | New Billing Document | Search

Qverview

Bull Draw®

Arrowhead (VN1)

Preview @

New
BN Incident Info Personnel/Equi ent Expenses Statistics Overview
Crested: 511119 11:51 AM by Carrie Keirns quipl P

| Summary ” Supporting Docs || Approval | History

o

|

By clicking Approve, | acknowlege that | have reviewed this invoice for accuracy.

(eprove |




45 Payments

—  Once a reimbursement request has been paid, you will see a “S$” sign next to the status.

Carrie Anders

Data Eniry (West Metro Fire
Rescue)

Logout

Queue | Incidents | New Billing Document | Search

Queue (1)

* Print FRA

Carrie Anders Approved by Eligibility Checker (Carrie
. 711119 - 71119 Invoicer Anders, 7/17/2019) 74
. e West Metro Fire | Doar SPrings | C-12 (10f 1) — S 515664 (4

Rescue




46 Contact Information

— DFPC Fire Billing, General Questions

720-544-2255

— Carrie Anders, Fire Billing Supervisor

720-544-2256 (office)

— Erin Claussen, Incident Business Specialist

720-544-2262 (office)


mailto:DFPCFireAdmin@state.co.us
mailto:carrie.anders@state.co.us
mailto:erin.claussen@state.co.us
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