
Activating an Incident in ICLIP 

Following a recent update Incidents must be Active and Open in ICLIP to appear in the 
Incident List in ICLIP and in the ICLIP Portal. Orders will not be able to be placed against an 
Incident by Cache Users or ORDM personnel if the Incident has not been activated. 

Active = Incident has transactions and expense lines against it 

Open = Incident is actively being issued or returned to, and nothing has been billed 

If an initial order for the Incident is processed by a Dispatch Center, the Incident is 
automatically set to Active in ICLIP. 

If an initial order for the Incident is processed by a Cache User or ORDM the Incident must 
be activated first by a Cache User. 

Follow these steps to activate an Incident: 

1. Navigate to the Incident List in the EAW in ICLIP 
2. Using the IROC Incident field, search for the Incident. 

 

  



3. Clear out the default filters for Active=true and Open=true 

 

4. This should give you a result for the Incident you searched for. Ensure the Incident 
information (Name, Number, and Year) are correct and open the Incident record. 

 

  



5. Click the “Activate” button in the top right corner of the Incident Record. This will 
activate the Incident so that Orders and Returns can be done. 

 

6. Finally, while on the Incident Record, be sure to set the Owning Cache and verify 
Cost Center and Financial information. 

 


