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Unit 8 – Training Specialist Agenda - Instructor 
 

NOTE:  See Unit 8 – TNSP Instructor Exercise Notes document for specific instructions on how to conduct the Student Exercise. 
 

Unit 8 – Training Specialist (TNSP) Instructor Time Comments 
e-ISuite Basics 

• Access: 
o TNSP role is assign by the Account Manager at a Site 

incident. 
o Access to an Enterprise incident(s) requires a NAP 

account and the Account Manager assigning the 
user role.  

o Logging in to e-ISuite 
 
 
 

  The first portion of this Agenda is for TNSP 
students who have no prior e-ISuite training and 
covers the initial access steps.  
 
Go to the “START HERE” section if students have 
e-ISuite experience. 
 
iNAP Account Request URL: 
https://nap.nwcg.gov/NAP/ 
 
   

Helpful Resources - walk-thru 
• User Support Menu 

o Help Desk Info/contact 
o Helpful Resources 

§ Numerous reference documents 
§ Printable/downloadable references 

o Quick Reference Cards 
o User Guides 

  Note: Helpful Resources information is available on 
the e-ISuite Webpage: 
https://www.wildfire.gov/application/eisuite 
 
 

Training button --  Items to point out: 
• Filter buttons 
• Icons (TNSP cannot customize columns for the grid.) 
• Form buttons which will include a resource’s data in 

appropriate fields on the forms. 
• Resource grid. 
• Incident Assignment area. 
• Running totals for Trainees and Priority Trainees on the 

incident. 

   

https://www.wildfire.gov/application/eisuite
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• View Quals displays additional quals a trainee had entered at 
Check-in. 

• Trainee Data Tab, to add pertinent data.   
• Add Home Unit Contact. 
• Evaluator Data Tab button, to add information about 

assignment evaluator(s), incident and non-incident. 
 
Manage Training Specialist Settings 

• Incident Settings 
• Training Specialist Contact Information  
• Trainee Priority Program 

o User identifies titles of programs. No defaults. 
 

  START HERE if students are familiar with e-ISuite. 
 
It is important to activate all TNSPs working on the 
incident, and deactivate those that have demobed, 
as most forms will require choosing a TNSP to be 
printed on forms when there is more than one 
active TNSP. 
 
Priority Program:  User (student) identifies program 
names.  Once a program has been assigned to a 
trainee it can be edited but not deleted. 
 

Trainee Assignment 
• Select a trainee (training assignment is position at incident 

identified on screen) 
OR 

• Select a trainee (training assignment is different position 
than ordered to incident) 

• Trainee Data Tab 
o Initial Assignment 
o Assignment Start/End Dates 
o Prerequisites 
o Objectives 
o Home Unit Contact 

• Evaluator Data Tab 
o Add an Evaluator 

  Check-In Trainee checkbox (for a resource ordered 
to the incident as a Trainee):  Discuss with SCKNs.  
Checking the box has a direct effect on Incident 
Summary Report total for “Incident Personnel 
Ordered as Trainee”. 
 
If there is more than one evaluator for a trainee, 
the TNSP will select which evaluator will appear on 
the forms. 
 
Non-Incident Evaluator example:  Agency Admin 
(has no Req#) evaluating a READ (has Req#). 
 
Note: Currently, Evaluator and Home Unit Contact 
address information has to be re-typed for each 
trainee.   
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Assignment Closeout button 

• Edit existing data 
• Update Default Acres button 
• Remarks – display on Evaluation Record and Home Unit 

Letter 
 

  Update Default Acres button takes the acreage 
from the Assignment Closeout screen and updates 
the default acres in Settings if the user does not 
want to go to Settings to update acreage. 

Additional Trainee Assignments 
• Process is the same as initial Training Assignment 
• Save each Training Assignment data. 
• No overlapping assignment dates. 

 

  Click on the Add button before entering additional 
training assignments. 

Forms:  
• Trainee Data screen displays data for chosen Training 

Assignment. 
o Data Form 
o Evaluation Record 
o Performance Evaluation 
o Home Unit Letter 
o Exit Interview 

 

  Note:  Currently, Page 2 of the Trainee Data Form 
prints each time a Trainee Data Form is printed, 
regardless of whether it’s needed.  This will be 
addressed in a future release.   
 
Note:  Evaluation Record and Home Unit Letter 
Remarks box content must be entered from the 
Assignment Closeout screen. 
 

Reports button: 
• Training Assignments List 

 
• Incident Training Summary 

o An IROC import of incident resources “lumps” all 
state and local resources into the associated State 
for that resource’s Agency data field in Check-in.  
This will effect seeing agencies (such as City, County) 
listed separately in the Incident Training Summary 
Report.  The TNSP in conjunction with the SCKNs, 
RESLs, and COST, all whose data will be affected, 
agree on making any changes. 

o Number of PTBs per Section and Agency chart will 
list every creation of a PTB assignment.  If a resource 

  Note:  Training Assignments List report is scheduled 
to have a number of enhancements. Currently, 
these enhancements are included in reports that 
are available to import and run from Custom 
Reports.  The reports are located in a ZIP file at the 
following URL: 
 
https://www.wildfire.gov/page/eisuite-helpful-
resources 
 
Under Custom Reports header (last header)> TNSP 
Custom Reports Zip File is a link to the reports.  
 

https://www.wildfire.gov/page/eisuite-helpful-resources
https://www.wildfire.gov/page/eisuite-helpful-resources
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worked on 2 PTBs, each PTB is added to the chart.  
Total has no relation to the total of trainees on the 
incident.  This total is # of PTBs (not people). 

o Priority Program Resource Counts displays all 
program titles entered in Settings.   

o “Incident Personnel Ordered as Trainee” total is the 
total of all the Check-in Trainee checkboxes which 
were checked.  This total has nothing to do with any 
other total in the report. This total is # of people. 

o “(ALL) Trainees Assigned on the Incident” total is the 
total of all Check-in Trainee checkboxes which were 
checked (whether they came to the TNSP or not) 
AND all trainees who came to the TNSP and asked to 
work on a PTB.  This total is # of people. 

• Blank Forms 
o A blank Data Form Page 2 can be printed here.   

 
• Mailing Labels 

o Labels can be selected from the total list by using 
the Ctrl Key. 

In the Training Module, click Custom 
Reports>Manage Reports>Import File to follow the 
steps for importing these reports.  Only 1 report 
can be imported at a time.  Save each report after 
importing.   
 
 
 

 


