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Introduction

Ricardo Reynoso
Program Analyst

“A true leader has the confidence to stand alone, the courage 
to make tough decisions, and the compassion to listen to the 

needs of others. He does not set out to be a leader, but 
becomes one by the equality of his actions and the integrity of 

his intent” - Douglas MacArthur



Let’s Get Started! 





I swear the whole training is not gifs…but we 
tried…



Topics and Agenda

Each Day’s Topics

Info & Hands 
on Training

Tips

Monday

Introduction 
to ICLIP

Searching for 
Inventory

Labels

Tuesday

Managing 
Kits

Dekitting

Wednesday

Issues: 
Incident, 

Dispatch, and 
Customer 

Orders

Thursday

Returns

Work Orders

Friday

Reports

Ad-hoc Moves

Q&A and 
Other Topics

Resources



Purpose

Goal

Audience

Overview of 
ICLIP and 
Workflows 

Hands-on 
Practice 

Tips and 
Tricks 

Foundational 
Training for 

ICLIP



Foundational Training Expectations, Agenda & Outcomes

Expectations from You Today’s Agenda Outcomes

• Valid login to IROC 
Practice

• You have watched the 
prerequisite videos on 
Navigating the DMT, EAW, 
and Portal.

• Module #1: Introduction to 
ICLIP

• Module #2: Searching for 
Inventory

• Module #3: Labels 

At the end of this lesson, you 
should be able to:

• Have a foundational 
understanding of ICLIP's 
three core areas and their 
key capabilities

• Understand how to 
navigate through your 
Stockroom to locate and 
manage inventory items

• Use Labels



Module #1

Introduction to ICLIP



General ICLIP Resources and Links 

• Knowledge Articles (KBA’s)
• Release Notes
• Known Issues

ICLIP Knowledge

• Change Management Committee information
• Knowledge Articles (KBA’s)
• Release Notes & Monthly Newsletters
• Videos
• General User Support

Wildfire.gov

• Users can call, email, or chat with helpdesk agents to 
submit tickets

• Flowchart for contacting the Help Desk
IIA Helpdesk

https://iroc.nwcg.gov/$knowledge.do?sysparm_type_filter=all&sysparm_kb=dea1207a1bdd66500f752f82f54bcbfd&sysparm_category=a19ae236479262d06673c033e16d4312&browse_type=categories
https://www.wildfire.gov/application/iclip
https://wildfireweb-prod-media-bucket.s3.us-gov-west-1.amazonaws.com/s3fs-public/2025-09/ICLIP_%20Contacting%20the%20Help%20Desk%20Flowchart%20.pdf
https://wildfireweb-prod-media-bucket.s3.us-gov-west-1.amazonaws.com/s3fs-public/2025-09/ICLIP_%20Contacting%20the%20Help%20Desk%20Flowchart%20.pdf
https://iiahelpdesk.nwcg.gov/


General ICLIP PRO 
TIPS

Asterisks mark 
required fields

Tab moves you 
around quickly 

When searching 
use * to find all 

items that contain 
your search

View the Details tab 
for Error Alerts 

Refresh the page 
often



Three Main Areas of ICLIP

#3 Portal

Mostly used for:
• Other Orders 
• Incident orders by ORDM and Cache Users

#1 Enterprise Asset 
Workspace (EAW)

Mostly used for:
• Cache Users
• Daily Operations

#2 DMT

Mostly used for:
• Cache Users
• Requesting C2C
• Creating Locations and 

Stockroom Configuration
• ICBS Billing Information 

Report
• User Roles and Security



Navigating in the DMT: Using and Understanding the Banner

DMT – All Menu
Cache and User 

configuration

Favorites
A customizable 
list of favorited 
lists and tabs

History
Allows users to re-

visit closed tabs

EAW 
Where most 

Cache processes 
exist

Shows the current 
list or section the 
user is viewing

User profile, 
preferences, and 

settings



Navigating in the DMT: Using the All Menu

“My Caches” is where 
you can change your 
Cache when going on 

assignment

“Cache Items – Active” 
is a complete list of all 

active NFES items

“Create Cache Transfer” is 
where all C2C Transfers are 

generated

Note:
Most Cache 
processes 

will be done 
in the EAW



Navigating in the EAW: Using the Enterprise Asset 
Workspace Menu

Hover over an icon in the list to see the name of the workspace it opens.
The icons available to you may vary based on your role.

• Enterprise Asset Overview (home icon) - This overview dashboard 
provides quick links to asset information in a single location. 

• ICLIP Portal (truck icon) - Provides a direct link to open the ICLIP Portal 
in a new tab in your browser.

• Inventory (building icon) - This dashboard shows information related to 
locations, stockrooms, stock rules, transfer orders, locations, and more.

• Enterprise Asset Estate (clipboard icon) - This dashboard allows you to 
monitor and manage all asset requests, see all Cache Trackable Assets, 
and Inventory Adjustments in your Stockroom.

• Procurement (money icon) - This dashboard shows information related to 
purchase orders.

• Asset Operations (bulleted list icon) - This workspace provides lists of 
all Cache Stockrooms, Incidents, inventory items, orders, and more.

Click an icon in the list to open the related view in the main part of the 
page. 

The Navigation Menu, which runs down the left side of the page, 
provides access to individual workspaces within the EAW. 



Navigating in the EAW: Using the Enterprise Asset Overview 
Dashboard

This workspace provides an overview of all asset activities in a single location. Click a tile to view the 
related list of information. 
Example: Click Dispatch Orders In Progress/Open to open a list of all in-progress dispatch orders in a 
new workspace tab.

From the list view that opens:
• Review the information.
• Click a link in the first 

column to open the related 
record.



Users can 
create groups 

for their 
favorites, 

rename them 
and change 

their icons and 
colors

Navigating in the EAW: Creating and Managing Favorites

Be sure to 
“Save” 
when 

finished!



This will 
default the 

users 
landing 

page after 
logging in

This makes 
using “quick 

filters” 
easier

Navigating in the EAW: Using the Banner – User Preferences



Clicking 
on this 

record…

Navigating in the Workspace: Understanding Tabs

Main Tab

…opens a new sub-level 
tab beneath the original



When editing 
columns, you can 

also rearrange 
them – just drag 
and drop where 

you want them to 
go!

Navigating in the Workspace: Editing Columns

Any list allows you to 
easily edit columns, 
both in the DMT and 

the EAW 

• Click the settings 
wheel in the upper 
right corner of any 
list

• Add or remove 
columns as needed

Do not change the 
first column – this 

dictates what record 
opens and where 

information is pulled 
from



Click the three 
dots next to 
each column 
header to add 

or remove 
filters for that 

column

Navigating in the Workspace: Using Filters

Using quick filters:

Click the three 
dots on any list 
item to easily 

“show matching” 
or “filter out” 

search results

Using and Viewing 
Advanced Filters

Navigate to 
the “Filter” 
symbol in 
the upper 
right side 
of any list

Filters 
applied to 

the list 
will show 

here
Remove 
filters by 

clicking the 
“x” to the 

right of each 
applied filter

Users can 
edit filters 
or restore 
defaults



Navigating in the Workspace: Using Tags in Lists

1. Add the Tags column to a relevant 
Workspace list. 
Example: Incident Orders list

2. In the list, Double-click the Tag cell 
in the Tag column for the line item 
you want to tag.

3. Type in the name of the desired 
tag.
As you type, a list of recent tags will 
appear in a drop-down. 

4. Choose the applicable tag from the 
list of options or press Enter to 
create a new tag.

Tags help customize how you track and organize your cases individually or as a group. When working with a group, 
coordinate to ensure consistency of the names and use of tags, i.e., spelling and capitalization.



Using Tags

Example: Ticket Placed

Use the 'Needs ticket' or 'Ticket 
Placed' tag to notify others that 
an issue has been identified with 
the order and is actively being 
reviewed by the Help Desk.



Using Tags

Example: Tags for the Fulfillment Process, Continued

For Example: 
1. A Cache Manager can mark a new order with the 'In review' tag while they determine if the necessary 

inventory is in stock and available.
2. Next, the Cache Manager determines that the inventory required is available and updates the tag to 'Ready 

to process,' alerting others that the order can be fulfilled.
3. Finally, an individual on the floor marks the order with the 'On the floor' tag, to indicate that the order is being 

processed.

Apply the appropriate tags within your Cache to communicate where a specific order is in the workflow.



Role Hierarchy
Cache Admin

Assistant Admin

Cache Manager

Warehouse Supervisor

Supply Tech

Warehouse User
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Persona
Type 
Privileges

Equal access as user types below, plus: 
• Manage Vendors/Shipping Carriers
• Update Owning Cache
• Ability to add Users across all Caches

Cache 
Admin

Equal access as user types below, plus:
• Access to the NISCC Stockroom
• Manage Customers 
• Manage Cache Items in Enterprise good model list (DMT)

Assistant 
Admin

Equal access as user types below, plus:
• Inventory adjustment
• Updating Account Codes 

Cache Manager

Equal access as user types below, plus:
• Manage locations (currently not working and 

will be fix in upcoming releases)
• Ability to create new users with the same or 

lower level of access privileges

Warehouse Supervisor

Equal access as user type below, plus:
• Manage Cache to Cache 
• Fill Orders (Dispatch, Incident, Purchase Order)
• Update Cost Centers
• Disposal Orders
• ICLIP Portal Access

Supply Technician

Warehouse User
Kits, Returns, Ad Hoc, Reports



Module #2

Searching for Inventory



Inventory Search: Expectation, Agenda, and Outcomes

• Understanding how to 
efficiently search 
for inventory in 
your Cache Stockroom.

This training will cover 
the following:
• Searching for Inventory 
• Enterprise assets
• Consumables

At the end of this section, you 
should be able to: 
• Quickly search for inventory
• Viewing record details for 

consumables and 
trackables

Expectations Agenda Outcomes

Training Session



Searching for Inventory: How Do You Efficiently Search For Items?

Model 
filter in the 
Inventory 
Module 

(Building) 
Icon.

Enterprise 
Assets tab 

in your 
Cache 

Stockroom 
record

Pro-tip: 
• Familiarize yourself with 

the filter (three vertical 
dots) available next to 
each column name in 
each list.



Searching for Inventory: Searching with the Model Filter

Model 
filter in the 
Inventory 
Module 

(Building) 
Icon.

Use Cases: 
• Model filter: Use this filter to search for inventory quantity and location in 

your Cache.

Pro-tip: 
• The asterisk search function is not required in the Search bar for the Model 

filter. The system will search for any model that contains the term you 
search for.

Next slide: How to use the Model filter...



Searching for Inventory: Searching with the Model Filter, Continued

Model 
filter in the 
Inventory 
Module 

(Building) 
Icon.

1. Click the Model filter to access 
the search function.

2. Search for an item.
3. Select an item from the 

Available list.
4. Click the right-pointing arrow to 

add the items to the Applied list 
on the right.
Or double-click on the item on 
the Available list to move it to 
the Applied list.

5. Click Apply.
Next slide: Understanding the search results...



Searching for Inventory: Searching with the Model Filter, Continued

Model 
filter in the 
Inventory 
Module 

(Building) 
Icon.

Using the search results, you can 
perform several functions:
• Click the number in the Location 

by Model, Stock Items, or 
Frozen Locations tiles to 
access a list view of the related 
data for all models selected.

• Hover over each bar in the bar 
graph to receive a pop-up with a 
number of in stock items at that 
location.

• Click on a bar in the bar graph to 
access a list view of the items at 
that location.



Searching for Inventory: Searching with the Model Filter, Continued

Select Location by Model to view quantities across all locations along with their current state. Then 
apply a filter to exclude any items whose state is 'Consumed.'



Searching for Inventory: How should you use a Consumable record?

Work Notes
• Use work notes in the Activity Panel of the 

record.

Kit Packing Report
• Click the Kit Packing Report button to 

generate and view all items within the Kit.

Navigation Path:
Workspace → Inventory module → Click the Model filter

Then:
Add an item → Search → View results and select a 
Consumable record



Cache Stockroom: Call out – Duplicate Consumable Records

Important: 

If you encounter two non trackable records on the 
Consumables list that are identical and under the same 
location, please submit a ticket with the Help Desk. The 
Help Desk will merge the two records. 

Example: 



Searching for Inventory: Seaching for Trackables

Enterprise 
Assets tab in 
your Cache 
Stockroom 

record in the 
Workspace

Use Cases: 
• Enterprise Assets Tab: Search for trackables in your Cache Stockroom.

Pro-tip: 
• Add the Aisle & Space column to the Enterprise Asset list.



Searching for Inventory: How should you use a Trackable's record?

Serial Numbers 
• Update the serial number when building trackable kits (to edit the serial, number you must 

be a Supply Tech or higher).

Work Notes 
• Add work notes in the Activity Panel to include expiration dates or information pertinent to 

a Return. Additionally, Mechanics can track specific issues with a Work Order.

Kit Packing Report
• Click the Kit Packing Report to generate and view all items within the Kit.

Child Assets 
• Viewing child assets within a kit, like a Cache Van, to ensure all trackables are accurate

Navigation Path:
Workspace → Asset Operations → Cache Stockroom

Then:
Select your cache → Open Enterprise Assets → Select an 
item



Module #3

Labels



Labels

Overview & Learning Objectives

What is a Label?
• Labels identify the contents of a box, including the item 

type, quantity, and any trackable assets contained 
inside. They help team members quickly determine 
what is in a box without opening it.

• Labels should be placed on the outside of the box, 
typically centered on all four sides, to ensure they are 
easily visible from any direction.

You will learn how to:
• Navigate to different Labels in the EAW
• Create Labels
• How to print Labels
• Understand how Labels can be useful



Enter the 
Quantity 

per box or 
package 
and click 

“ok”

Printing Labels: Print Item Labels for Labeling Kits, Cartons, Individual 
Items, Packages, and so Forth

EAW > 
Inventory 

icon

Search by 
model 

Open model 
record

Print using 
the “Create 

Label” button

DMT > Cache 
Items - Active

Search item 
by NFES

Open item 
record

Print using 
the “Create 

Label” button

Printing Item Labels:
Two 

ways to 
print Item 

labels:



Click the 
“Print Label” 

button 

Printing Labels: Print Trackable Item Labels for Labeling Kits, 
Cartons, and Individual Items

EAW > Asset 
Operations

Cache 
Stockrooms

Enterprise 
Assets Tab

Search the 
Trackable Asset 

and open the 
record

Print using the 
Create Label 

button

EAW > Kit 
Request

If building 
trackable kits:

Open each 
Asset record on 
the kit request 

Print using the 
Create Label 

button

Printing Trackable Item Labels:
Two ways 

to print 
trackable 

item labels



Click the 
“Print Label” 

button 

Printing Labels: Print Item Labels for Cache Locations

EAW > Cache 
Stockroom

Zones and 
Locations 

tab 

Open 
location 
record

Print using 
the “Create 

Label” button

EAW > 
Inventory 

icon

Search by 
Aisle & 
Space

Open 
location 
record

Print using 
the “Create 

Label” button

Printing Location Labels:

Two 
ways to 

print 
Location 
labels:

Tip:
Ensure the 

correct size label 
is selected under 

Chrome print 
settings 



Select YOUR 
agency 

financial code 
and click 

“Print Label”

Printing Labels: Print Incident Labels

EAW > Asset 
Operations

Open the 
Incident List

Search the 
Incident and 

open the 
Incident Record

Print using the 
“Create Label” 

button

Printing Incident Labels:Incident Labels 
can be used to 
label backhaul 
or orders going 

out



Knowledge Check

Navigating ICLIP, Persona Privileges, & Stockrooms

Question 1

Question 2

Question 3

What does NFES stand for?

If you needed to look up an item but didn’t know the NFES number, how would you search it?

Can you figure out how to view your user profile and make sure its set in the right time zone?

Question 4

Question 5
What does 'DMT' stand for?

How do you print a label for Mark 3 (NFES 0148)?
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Tips
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Introduction 
to ICLIP
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Labels
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Work Orders
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Q&A and 
Other Topics
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Module #4

Managing Kits



Managing Kit Requests

Overview & Learning Objectives

What are Kit Requests?

• Build Kit — assemble components into a pre-
configured kit

Navigation Path:

• Workspace → Asset Operations → Kit Requests 
(Under Inventory items)

You will learn how to:

• Build a Kit in the EAW

• Manage pick tasks and attach trackable assets

• Generate batch sheets, close pick tasks, create 
asset tags

• Complete put away tasks

• Cancel a kit request



Managing Kit Requests 
Reviewing the Kit Summary Report

1. Review the Kit Summary report to confirm current inventory levels.
2. Identify any items with quantities below the required level.
3. For any shortages, contact the individual responsible for inventory management to obtain the needed items or initiate 

a purchase request.
4. Verify that all required items are acquired before proceeding.

If the Kit Summary Report indicates that the available quantity of a required item is insufficient, complete the following 
steps:

Example: Kit '000340 - KIT – Chain Saw' requires several components in addition to a chain saw., however, the Kit 
Summary Report is sorted by 'Component Qty Short' providing an overview of what's missing. .

Note: The system will provide an error with the missing components.



Managing Kit Requests
Accessing Kit Requests – Create a new request or access an existing kit request

1. In the EAW, open the Asset Operations list and click Kit Requests.
2. From this view, you can review all information in the list or choose one of the 

following actions:
○ Create a new kit request: Click New in the upper right. 
○ Access an existing kit request:  Click the link in the Number column to 

open the record.

Tip: Click the 
three vertical 
dots to access 
the filter for a 
specific 
column.



Building a Kit: When to use the various 'VAS' locations

VAS MAIN
VAS MAIN is the primary work area used for kit-building activities.

This location is typically where:
• Inventory is staged for standard kit assembly
• Some dekitting activities are performed
• Components are organized and prepared for daily VAS operations

In most cases, the majority of kit-building work will originate from VAS MAIN.



Building a Kit: When to use the various 'VAS' locations

VAS-2 / VAS-3
VAS-2 and VAS-3 are used for larger or more complex kit-building projects that require additional space and organization.

These locations are commonly used when building large kits, such as Cache Vans, which may contain more than 94 individual 
items.

Using VAS-2 or VAS-3 helps:
• Keep large-scale projects separate from standard VAS MAIN operations
• Prevent congestion in the primary work area
• Improve organization and workflow efficiency for high-volume builds

Large kits should be built in VAS-2 or VAS-3 whenever possible to maintain operational flow within VAS MAIN.



Hands On Practice – Module #4 – Kit Request
For this exercise, we will guide you through the Kit Request process. Please choose a non-
trackable kit to build throughout the first walkthrough.

Additionally, we will do a second exercise on how to build a trackable kit. For the trackable kit 
example, we will use kit 000340.

Models: 000760, 
000970, or 

000260
Model: 000340

Non-Trackable Kit options: Trackable Kit options:



Managing Kit Requests (Non-Trackable Kit)

1. Select Build Kit from the Request 
Type drop-down field.

2. For Kit Model* start typing in the 
field and select from the available 
options.
Start your search with an asterisk to 
see all items that match. 

3. Select a Packing location*.
4. Enter a Quantity* that doesn't 

exceed the Available max.
5. Click Save.

After Saving:

The Kit Request number appears at 
the top; Asset Pick Tasks auto-
generate.

Steps are continued on the next slide.

Creating a Kit Request



Managing Kit Requests (Non-Trackable Kit)
Reviewing Pick Tasks
1. Click the Asset pick tasks tab to 

see all pick tasks related to a Kit 
Request. 

2. Verify that each consumable item 
have a pick location visible for the 
task.

Note: The Model type column identifies 
trackable, consumable, or user-
assembled items (not shown in the 
image).

Steps are continued on the next slides Pro tip: Ensure all tasks have been generated 
before starting. When task generation is 
complete, the top row of actions will appear, 
including Kit Packing Report, Start Work, and 
Cancel Kit Request.
Continue to refresh until the buttons appear.



Managing Kit Requests (Non-Trackable Kit)

1. To generate a Batch Sheet, click the 
Generate Batch Sheet button once, 
then refresh your browser. 

2. Click the paper clip icon, then click the 
batch sheet attachment that was 
generated.

Generate the Batch Sheet

Generating a batch sheet is required before picking items from the shelves. Use the batch sheet to track the locations from which 
items are picked. If an item is stocked at a location other than the one indicated by the system, note the actual location on the 
batch sheet to help maintain accurate inventory records.

Pro tip: If the Kit doesn't have trackables, you can 
also print the Kit Packing Report and add it to the 
box.



Note: If you have more than 20 
components for your selected kit model, 
the additional pick tasks will be 
generated on a second page.

Managing Kit Requests (Non-Trackable Kit)
Managing Large Quantities of Component Pick Tasks

1

2



Managing Kit Requests (Non-Trackable Kit)
Closing Pick Tasks

Once items have been picked and there is an asset for each related trackable pick task (if applicable), select the 
checkbox(es) for each and click Close Tasks.

Note: Click Close Tasks once, then let the system finish loading (can take up to 1 minute). Then refresh your 
browser.



Managing Kit Requests (Non-Trackable Kit)
Closing Put Away Tasks

1. In the Asset pick task tab, locate the Put away 
task under the Task name column (you may 
have to refresh the screen). 
This task represents the kit with all related 
assets. 

2. The Drop off location column indicates the 
updated location.

3. Click the checkbox for the Put away task, and 
click Close Tasks.

4. The state of the Kit Request on the Details tab 
updates from 'Awaiting Put Away' to 'Complete,' 
indicating that all tasks have been completed and 
the kit request is closed.



Managing Kit Requests (Trackable Kit)

1. Select Build Kit from the Request 
Type drop-down field.

2. For Kit Model* start typing in the 
field and select from the available 
options.
Start your search with an asterisk to 
see all items that match. 

3. Select a Packing location*.
4. Enter a Quantity* that doesn't 

exceed the Available max.
5. Click Save.

After Saving:

The Kit Request number appears at 
the top; Asset Pick Tasks auto-
generate.

Steps are continued on the next slide.

Creating a Kit Request (000340)



Managing Kit Requests (Trackable Kit)
Reviewing Pick Tasks
1. Click the Asset pick tasks tab to 

see all pick tasks related to a Kit 
Request. 

2. Verify that each consumable item 
have a pick location visible for the 
task.

Note: The Model type column identifies 
trackable, consumable, or user-
assembled items (not shown in the 
image).

Steps are continued on the next slides Pro tip: Ensure all tasks have been generated 
before starting. When task generation is 
complete, the top row of actions will appear, 
including Kit Packing Report, Start Work, and 
Cancel Kit Request.
Continue to refresh until the buttons appear.



Managing Kit Requests (Trackable Kit)

1. To generate a Batch Sheet, click the 
Generate Batch Sheet button once, 
then refresh your browser. 

2. Click the paper clip icon, then click the 
batch sheet attachment that was 
generated.

Generate the Batch Sheet

Generating a batch sheet is required before picking items from the shelves. Use the batch sheet to track the locations from which 
items are picked. If an item is stocked at a location other than the one indicated by the system, note the actual location on the 
batch sheet to help maintain accurate inventory records.



Managing Kit Requests (Trackable Kit)
Completing Trackable Asset and 
User Assembled Asset Tasks

1. Click the link in the Number column to 
open the trackable pick task.

2. Click the Assets tab.
3. In the upper right corner, click Add 

assets.

Steps are continued on the next slides.



1. Click one or more items in the Collection 
column on the left. 
This list is automatically filtered and only 
lists models in stock and available for the 
selected stockroom and corresponding 
pick task Aisle & Space.

2. Click the right-pointing arrow to add the 
items to the Assets List on the right.

3. When done, click Save. 

The assets now appear in the Assets related 
list, and the number in parentheses indicates 
the total number of assets in the list.

Managing Kit Requests (Trackable Kit)
Adding Trackable and User Assembled Assets

1

2

3



Note: If you have more than 20 
components for your selected kit model, 
the additional pick tasks will be 
generated on a second page.

Managing Kit Requests (Trackable Kit)
Managing Large Quantities of Component Pick Tasks

1

2



Managing Kit Requests (Trackable Kit)
Closing Pick Tasks

Once items have been picked and there is an asset for each related trackable pick task (if applicable), select the 
checkbox(es) for each and click Close Tasks.

Note: Click Close Tasks once, then let the system finish loading (can take up to 1 minute). Then refresh your 
browser.



Managing Kit Requests (Trackable Kit)
Generating Asset Tags & Kit Packing Reports

1. Click the Asset tab to see all assets associated with the Kit Request.
2. Generate an asset tag:

a) Click the checkbox next to each asset.
b) Click Generate Asset Tag.

3. From the Assets tab, click the link in the Asset tag column to open an asset. 
4. Click the Kit Packing Report button.

Generate a Kit Packing Report for each trackable

Note: When using this method, double-check 
that the kit's trackable ID (asset tag) 
adheres to the naming convention before 
you close the put away task.

Naming Convention:
8606-RMK-6000-46

parent NFES – cache – child NFES – unique ID



Managing Kit Requests (Trackable Kit)
Closing Put Away Tasks

1. In the Asset pick task tab, locate the Put away task 
under the Task name column (you may have to 
refresh the screen). 
This task represents the kit with all related assets. 

2. The Drop off location column indicates the updated 
location.

3. Click the checkbox for the Put away task, and click 
Close Tasks.

4. The state of the Kit Request on the Details tab 
updates from 'Awaiting Put Away' to 'Complete,' 
indicating that all tasks have been completed and the 
kit request is closed.



Managing Kit Requests
Canceling a Kit Request

1. Open the record in the Enterprise Asset 
Workspace. 

2. Click Cancel Kit Request.
3. In the confirmation window, click Cancel 

Kit Request to confirm.
The Kit Request state changes to 
'Closed Incomplete.'

IMPORTANT: 

• You can cancel the kit request only if one remaining pick task remains open. After all pick tasks 
are closed, the kit request can no longer be canceled.

• Kits created using the VAS HOLD 1 or VAS HOLD 2 locations will not have a Cancel button 
available. 



Knowledge Check

Kit Requests

Question 1

Question 2

Question 3

The 'Available Max' field shows '0' when you try to create a kit. What does this mean?

When is the last point at which you can cancel a kit request?

How do you change the asset tag for a kit with multiple trackables?



Module #5

Dekitting



Dekitting to Disassemble OR Update a Kit

Overview & Learning Objectives
What are Dekit Requests?

• Disassemble an existing kit back into components.

• OR is used to remove expired, damaged, or items 
that need to be repaired without breaking down the 
entire kit.

Navigation Path:

• Workspace → Asset Operations → Kit Requests 
(Under Inventory items)

You will learn how to:

• Create a dekit request in the EAW

• Manage pick tasks and attach trackable assets

• Generate batch sheets, close pick tasks,

• Complete put away tasks

• Cancel a dekit request

• Updating a Kit using VAS-Hold



Dekitting: When to use the various 'VAS' locations

VAS MAIN
VAS MAIN is the primary work area used for dekitting and kit-building activities.

This location is typically where:
• Inventory is staged for standard kit assembly
• Some dekitting activities are performed
• Components are organized and prepared for daily VAS operations

In most cases, the majority of kit-building work will originate from VAS MAIN.



Dekitting: When to use the various 'VAS' locations

VAS HOLD 1 / VAS HOLD 2
VAS HOLD 1 and VAS HOLD 2 are primarily used for temporary storage during dekitting and kit update activities. These 
locations help separate inventory while annual pricing updates, kit revisions, or item substitutions are being processed.

Common uses include: 
• Holding inventory while kits are updated or reconfigured
• Staging items until replacement or newly added components are received 
• Separating stock to stagger incoming inventory and workload 
• Managing items awaiting updated pricing or approvals 
• Holding kits or components affected by retest or expiration dates (for example, chainsaws requiring retesting)

These hold locations help prevent disruption to active VAS production areas while updates or delays are being resolved.

Best Practice: Use VAS HOLD when dekitting if you plan to update a kit. This sets the Substate of the items in the 
kit 'On hold' during the duration of the kit build, preventing items from being used.



Managing Dekit Requests
Updating a Kit vs Disassembling

This option lets you 
repair or replace specific 
items from a kit without 
placing the bulk of kit 
items in their assigned 
locations; instead, it puts 
the items into a 
temporary location. 

To follow this path:
• Select VAS HOLD as your 

initial Packing location. 

Option 2: 
UpdateThis option disassembles 

the entire kit and places 
all items back in 
inventory.

To follow this path:
• Select VAS MAIN as your 

initial Packing location.

Option 1: 
Disassemble



Managing Dekit Requests
Accessing Dekit Requests – Create a new request or access an existing dekit request

1. In the EAW, open the Asset Operations list and click Kit Requests.
2. From this view, you can review all information in the list or choose one of the 

following actions:
○ Create a new dekit request: Click New in the upper right. 
○ Access an existing dekit request:  Click the link in the Number column 

to open the record.

Tip: Click the 
three vertical 
dots to access 
the filter for a 
specific 
column.



Hands On Practice – Module #5 – Dekitting
For this exercise, we will guide you through the dekitting process. Please choose a non-trackable 
kit for the first walkthrough.

Additionally, we will do a second exercise on how to dekit a trackable kit. For the trackable kit 
example, we will use kit 000340.

Models: 000760, 
000970, 000260, 

or 000480
Model: 000340

Non-Trackable Kit options: Trackable Kit options:



Managing Dekit Requests:

1. Select Dekitting from the Request 
Type drop-down field.

2. For Kit Model* start typing in the field 
and select from the available options.
Start your search with an asterisk to 
see all items that match. 

3. Select a Packing location* (Next 
slide explains the different options).

4. Enter a Quantity* that doesn't exceed 
the Available max.

5. Click Save.

After Saving:

The Dekit Request number appears at the 
top; Asset Pick Tasks auto-generate.

Steps are continued following the 
explanation of the different 
'VAS' locations.

Creating a Dekit Request



Managing Dekit Requests
Generating a Batch Sheet and Closing Pick Tasks

1. To generate a Batch Sheet before closing the pick tasks, click the Generate Batch Sheet button once, then refresh your 
browser.

2. Click the paper clip icon, then click the batch sheet attachment that was generated.
3. Select the checkbox(es) for each kit and click Close Tasks.

Note: Click Close Tasks once, then let the system finish loading (can take up to 1 minute). Then refresh your browser.

Next... Put away tasks for each RFI component of the kit will be generated.



Managing Dekit Requests
Reviewing Pick Tasks – Adding Trackable and User Assembled Assets 

1. In the Asset Pick Tasks tab, one 
pick task is displayed for each 
selected kit undergoing breakdown.

2. Click the link in the Number column to 
open the trackable pick task. 

3. Click the Assets tab. 
4. In the upper right corner, click Add 

assets. 

Note: The Model type column identifies 
trackable, consumable, or user-
assembled items (not shown in the 
image).

Next: Manually attach assets for 
Trackable and user-assembled 
(completed kits). 

Steps are continued on the next slides



1. Click one or more items in the Collection 
column on the left. 
This list is automatically filtered and only 
lists models in stock and available for the 
selected stockroom.

2. Click the right-pointing arrow to add the 
items to the Assets List on the right.

3. When done, click Save. 

The assets now appear in the Assets related 
list, and the number in parentheses indicates 
the total number of assets in the list.

Managing Dekit Requests
Adding Trackable and User Assembled Assets

1

2

3



Updating a Kit, Continued
Closing Put Away tasks

1. After adding the asset(s) for trackables, select the 
checkbox for each open Put away Task.

2. When done, click Close Tasks.

Steps are continued on the next slides



Managing Dekit Requests: Select an Option
Closing Put Away Tasks, Option 1 vs Option 2

Select this option if the initial 
Packing location was set to 
VAS MAIN.

To follow this path:
1. When using VAS MAIN, put 
away tasks are generated with 
Drop off locations based on 
size codes and the put away 
sequence.
2. Next, close all put away 
tasks

Option 2: 
Update

Select this option if the initial 
Packing location was set to 
VAS HOLD. 

To follow this path:
• 1. Update the Drop off location of 

items you want to remove from the 
kit into their stock location or the 
repair location. The remaining assets 
remain in VAS to keep them in the 
kit.

• 2. Close all Put Away Tasks

Option 1: 
Disassemble

Steps to update a kit continue on the next slidesAfter closing all put away tasks the disassembly processis 
finished in the system.



Updating a Kit, Continued

Steps are 
continued on 
the next slides

Once disassembly is complete, you can move on to rebuilding the kit with only the necessary updates, such as replacing one or 
two items rather than rebuilding the entire kit.

Next Step: Create a new kit request and select Build Kit as the Request Type.
• Select the same Kit Model, Packing location, and Quantity as the ORIGINAL kit that was disassembled.



Updating a Kit, Continued

The Kit Request will be generated with all Pick Tasks in a Closed Complete state, EXCEPT for the item(s) that require 
replacement. This occurs because the drop-off location was updated during the Put Away phase of the kit disassembly 
process.

Adding an Asset for each Trackable 

1. If needed, update the Pick 
location for the Open task.
You can double click on the cell 
OR open the record to update 
the location.

2. If replacing a trackable asset, 
click the link in the Number 
column to open the trackable 
Pick task.

• If replacing only 
consumables, close the 
Pick task and skip slides 
38 and 39.

Steps are continued on the next slides.



Updating a Kit, Continued
Adding an Asset for each Trackable

1. In the trackable record, open the Assets tab.
2. In the upper right corner, click Add assets.

Steps are continued on the next slides



1. Click one or more items in the Collection 
column on the left. 
This list is automatically filtered and only 
lists models in stock and available for the 
selected stockroom.

2. Click the right-pointing arrow to add the 
items to the Assets List on the right.

3. When done, click Save. 

The assets now appear in the Assets related 
list, and the number in parentheses indicates 
the total number of assets in the list.

Updating a Kit, Continued
Adding Trackable and User Assembled Assets

1

2

3

Steps are continued on the next slides



Updating a Kit, Continued
Closing Pick tasks

1. After adding the asset(s) for trackables, select the 
checkbox for each open Pick Task.

2. When done, click Close Tasks.

Steps are continued on the next slides​​



Updating a Kit, Continued

After closing the Pick task, refresh the Workspace. For this next step, a user-assembled Put away task will need to be completed.

Adding/updating Asset tags & closing Put away tasks

1. If needed, update the Drop off 
location for open Put away 
tasks.
You can double click on the cell 
OR open the record to update 
the location.

2. Verify if the asset tag is correct 
for each trackable.

3. Select the open task and click 
Close Tasks.

The Status of the request will be 
'Complete.'

Pro-tip: If updating multiple 
trackables (like a cache van), you 
can change the asset tag in the 
assets tab before you close the 
Put away task(s).



Knowledge Check

Dekitting

Question 1

Question 2

Question 3

A kit has 3 expired items that need to be replaced. You do not want to disassemble the entire kit. What 
process would you use?

What does the acronym 'VAS' stand for?

What report can be run to ensure you have enough inventory to build a specific kit?
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Module #6

Issues: Incident. 
Dispatch, and Customer 

Orders



Submitting Incident Order

Overview & Learning Objectives

What is an Incident order?
• A supply request submitted by an Ordering 

Manager on behalf of an Incident
• Submitted through the ICLIP Portal (not the 

DMT)
• Fulfilled by the assigned cache

Learning Objectives
• Navigate to and complete the Incident Order 

form in the ICLIP Portal 
• Select the correct dispatch organization, 

incident, cache, and request block 
• Choose and configure the appropriate 

shipping method 
• Add catalog items using Quick Add or the 

category browser
• Submit the order



Submitting Incident Orders: The Form
Access & Complete the Form

1. From the EAW, click the ICLIP Portal module 
(truck icon).

2. In the ICLIP Portal, click Incident Order.
3. ​Select the Incident.

The Dispatch Organization field will autopopulate
4. Select the Cache that will fulfill the request.
5. Select a Request Block.

S numbers can only be used once, even if 
unfilled.

6. Optionally, select an Ordering Team.
7. Complete all additional required fields

• Contact name · Needed by Date · Contact 
Phone · Needed by Time 24H · Needed by 
Time Zone · Shipping Method

8. If needed, click Add attachments to upload 
related documents.

9. When done, click Submit.



Hands On Practice – Module #6 – Submitting & Fulfilling Orders

The following items can be requested for each category in order to follow the hands-on 
practice walkthrough.

Non 
trackable 

items
0128 0231 0259 1238 1239

Trackable 
items 0148 0340 0549

Kit models 0760 0970



Submitting Incident Orders: Adding Catalog Items
Using the Quick Add Functionality

After submitting an Incident order, use the Quick Add functionality to quickly search and add catalog items to the order.

1. Use the Search bar to 
find an item.

2. Add a quantity.
3. Click Add.



Submitting Incident Orders: Adding Catalog Items
Using the Catalog View

After submitting an Incident order, use the Catalog view to search and add catalog items to the order.
1. Select a Category.
2. Click an item.
3. Click Add to cart.

OR use the Quick Add 
functionality to add a 
quantity of more than 1



Submitting Incident Orders: Submitting your Cart
Review and Submit your Cart

After adding catalog items, review and submit your cart to finalize your order.
1. Click Cart in the 

banner.
Verify the correct order 
is selected.

2. Update items in the cart 
or add additional items 
using Quick Add.

3. When done, click 
Review and Submit.



Submitting Incident Orders: For Charging and Consuming Items

Forget to Consume cartons on a Return?

Prefer to Consume Cartons and Items 
daily or weekly in bulk?

Different Caches use different in-house 
processes for charging or consuming items.



Submitting Other Orders (Customer Orders)

Overview & Learning Objectives

What is an Other order?
• An order submitted by the cache on behalf of a 

customer
• Submitted through the ICLIP Portal (not the DMT)
• Fulfilled by the assigned cache

Learning Objectives
• Navigate to and complete the Other Order form in 

the ICLIP Portal 
• Select the correct Other Order or create a new one 

and understand how to complete the form
• Choose and configure the appropriate shipping 

method 
• Add catalog items using Quick Add or the category 

browser
• Review and submit the Request



Submitting Other Orders: The Form
Access & Complete the Form

1. From the EAW, click the ICLIP Portal module 
(truck icon).

2. In the ICLIP Portal, click Other Order.
3. Search for an existing Other Order or 'Create a 

new Other Order'. If creating a new order, 
complete the following:​

a) Enter the *Other Order Description (the 
name of the Order).

b) Enter a *Hosting Cache.
c) Select a *Customer.
d) Select a Cost Center/Account or 'Create a 

new cost center.' 
• If creating a new cost center, select the 

*Agency and enter the corresponding 
information.



Submitting Other Orders: The Form

Access & Complete the Form, Continued

1. Continue by entering the following 'Customer Order 
Details':

a) Filling Cache
b) Needed by Date

2. Select an existing Customer Contact or 'Create a new 
contact'. If creating a new contact, complete the 
following: 

a) Contact Name
b) Contact First Name and Last Name
c) Contact Email
d) Contact Phone

3. Enter Shipping Details and a Shipping Address.
4. If needed, click Add attachments to upload 

related documents.  
5. When done, click Submit.



Submitting Other Orders: Submitting your Cart 
Add Catalog items, Review and Submit your Cart

Adding Catalog items, reviewing, and submitting your cart follows the same progression as an Incident order. 
Remember to use the Quick Add functionality to quickly search and add items. Then to submit the order:

1. Click Cart in the 
banner.
Verify the correct order 
is selected.

2. Update items in the cart 
or add additional items 
using Quick Add.

3. When done, click 
Review and Submit.



Submitting Other Orders: Internal Item Use/Stock Charge out

Can be used to charge out Warehouse items 
like gloves and other PPE for Refurb and 
Warehouse Use

Tip: It is best to start a new Warehouse Use 
Other Order every Fiscal Year for easier 
tracking



Submitting Other Orders: Budget dollar purchases or Temporary Loan

District Budget Codes and Hard Dollar Purchases using an AD-700 
Procurement Request Form

Publications and Training Materials through GBK to all Districts 
and the Public

Temporary Loans if a District has purchased FedMall or GSA items 
but they have not showed up yet and the items are needed ASAP



Dispatch Orders 

Overview & Learning Objectives

What is a Dispatch order?
• An order submitted by a Dispatch Center to 

the Cache
• Submitted through IROC (not ICLIP)
• Fulfilled by the assigned cache

• Where to find Dispatch Orders when 
submitted

• How to fulfill a Dispatch Order

Learning Objectives



Fulfilling Orders 

Overview & Learning Objectives

What is Order Fulfillment?
• The process of filling, picking, and shipping items for an 

approved order
• Covers Customer orders, Dispatch orders, and Incident orders
• All managed in the Enterprise Asset Workspace (EAW)

Learning Objectives
• Navigate to and open orders in the EAW
• Fill requested line items and confirm the order
• Mark items as Unable to Fill (UTF) or forward to another cache
• Manage pick tasks and attach trackable assets
• Generate the Issue Report and confirm the shipment
• Cancel an order when necessary



Fulfilling Orders
Access & Open Orders

Dispatch, Incident, and Customer Orders​
• EAW → Enterprise Asset Overview

Note:
• Do NOT click New. Use the ICLIP Portal to submit a new order.​ 
• If a Cost Center banner appears, click the link to verify codes.

Pro-tip: Remember to apply the 'Ticket Placed' tag to indicate that a ticket has been submitted. This tag helps 
notify other team members of the issue's status and provides a way to track outstanding items.

Opening a Record 
• Open a tile and then click a link in the Number column from the list 



Fulfilling Orders
Completing the Details Page Information

The Details page
1. Open the Details tab and enter the following information: Estimated Date, Time (24H), and Timezone



Fulfilling Orders
Filling Requested Line Items

1. Open the Requested Line Items tab 
2. If needed, click New to add additional items
3. Double-click the Issue Qty cell and enter a quantity 

Enter qty (≤ available RFI) 

Pro tip: If you plan to fill all the requested items, you can check all the boxes and click the Fill button to issue 
everything at once.



Fulfilling Orders
Marking Items as Unable to Fill (UTF)

If you can not fulfill a request item, you can mark it as UTF. This funtionality is available until the pick tasks are closed.

1. Select the checkbox next to the item.
2. Click UTF.

The Status updates to 'Unable to Fill'



Fulfilling Orders
Forwarding Items

In certain circumstances, you can forward items to be filled by another Cache. Such as, when an incident has a high priority 
item they need, the original Cache doesn’t stock, and another Cache can fill the item. Examples include radio items that are 
only stocked at certain Caches.

1. Update the Shipping Cache for the item.
Double-click the Shipping Cache and enter the new fulfilling cache

2. Select the checkbox next to the item.
3. Click Forward.

The Status updates to 'Unable to Fill'
4. Click OK in the pop-up stating 'Are you sure you want to forward the selected requested line items?'

The forwarded items go to the new Shipping Cache selected for them to fill and send to the Incident.



Fufilling Orders 

Confirm Button & Generate Batch Sheet

1. Click Confirm Order
2. Click Generate Batch Sheet



Fulfilling Orders
Adding Trackable Assets, if needed

After confirming the order, attach trackable assets to the order.
1. Open the Asset Tasks tab. 
2. Click the link in the Number column to open the trackable pick task.
3. Click the Assets tab.
4. In the upper right corner, click Add assets.



Fulfilling Orders
Adding Trackable Assets, continued

1. Click one or more items in 
the Collection column on the left.
This list is automatically filtered and only lists 
models in stock and available for the selected 
stockroom.

2. Click the right-pointing arrow to add the items to 
the Assets List on the right.

3. When done, click Save.

The assets now appear in the Assets related list, 
and the number in parentheses indicates the total 
number of assets in the list.



Fulfilling Orders
Generating an Issue Report and Closing Pick Tasks

Generate an Issue report before closing the pick tasks.

1. Click the Print Issue button once, then refresh your browser.
2. Click the paper clip icon, then click the Issue report attachment that was generated.
3. Select the checkbox(es) for each Pick task and click Close Tasks.

Note: Click Close Tasks once, then let the system finish loading (can take up to 1 minute). Then refresh your browser.



Fulfilling Orders
Confirm the Shipment

Lastly, complete the fulfillment process by confirming the shipment.

1. Open the Shipments tab.
2. Click the link in the Shipment number column.
3. In the Details tab of the Shipment record, select a Deliver by Date* 

and click OK.
4. Select a Time Zone*
5. Complete additional fields, such as Shipping carrier, as needed.
6. Click Confirm Shipment.

7.  Close the Shipment tab and refresh the Workspace.
  The order status changes to Shipped in the Details tab of the order.



Knowledge Check

Submitting and Fulfilling Orders

Question 1

Question 2

Question 3

What does UTF stand for?

What should the final status of your order be?

At what point would you forward a line on an order?
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Module #7

Returns



Managing Returns

Overview & Learning Objectives

What is a Return?

• Receiving items back from an Incident or Other Order

• Covers both trackable and consumables

• Items are assessed: RFI, Refurb RFI, or UNS

Navigation Path: EAW → Asset Operations → ICLIP 
Orders → Returns

You will learn how to:

• Create a Return record and add assets with the correct 
condition

• Mark items refurbished and complete put away tasks

• Create carton tasks 

• Export the Return Report

• Close the Return record



Managing Returns: How to look up an Incident

Navigation Path in EAW:
Workspace →

Asset Operations →
Incidents →

Select Incident Record

• ICLIP Incident Number and IROC Incident Number 
may be formatted differently
• i.e., 2025-ORMAF-025245 vs OR-MAF-025245

• Cost Center
• Owning Cache

ICLIP Incident Record 
contains:

• Financial Codes
• Billing Organizations and Subdivisions
• Incident “Status” and “Activity” 
• Default Cache

IROC Incident Record 
contains:Navigation Path in EAW:

Workspace →
Asset Operations →

Incidents →
Select Incident Record →

Select IROC Incident 
Record (i)

Tip:
Search using the 

IROC Incident 
field using Name 

or Number

Note: Ensure the initial year, incident number and incident name match the corresponding financial codes before processing.



Managing Returns: Asset Conditions

Understanding the Three Return Conditions

RFI (Ready for 
Issue)

Good, serviceable condition

Ready to reissue once put 
away closes

After you confirm the return, it 
immediately creates a 

putaway task.

Refurb RFI 
(Refurbish, then 
Ready for Issue)

Needs servicing before reissue

Items that need to be 
repackaged

For bulk items (no individual 
repair charges) Example: 
tables, chairs, ice chest

Click Mark Refurbished before 
put away task is available

UNS 
(Unserviceable)

Item not fit to return to 
inventory

Flagged for manual 
disposal Note: Create a 

Disposal Order for trackable 
UNS items.

No task is created for 
Unserviceable (UNS) items, 

but the system does create an 
expense line with a $0 value.



Hands On Practice – Module #8 – Returns

Add to the return:Assets
• NFES 1238, Refurb RFI - Qty 100
• NFES 1139, RFI – Qty 20
• NFES 0316, RFI - Qty 12 
• NFES 0222, RFI - Qty 36 
• NFES 2698, Refurb RFI – Qty 18 
• NFES 1238, UNS - Qty 5 
• NFES 0128, UNS - Qty 3
• NFES 0970, RFI - Qty 2 

Add to the return:
Consumed 

Cartons
• NFES 0823, Qty 2
• NFES 0453, Qty 2

Tip:
Be sure you click 

'Consume Assets' to 
add cartons that are 
used – it's easy to 
accidentally add 

them as a returned 
asset



Managing Returns

Creating a Return Record
Important! Before creating a new Return, search the list for an existing Return for the order. All issued assets from the 
same order should be entered in a single Return record.

1. Complete the 'Create New Returns' 
form, enter an Incident order or Other 
Order

• For *Incident, start typing the Incident 
number or name to find and select an 
option from the list.

• For *Other Order, start typing 
the Other Order number to find 
and select an option from the list.

2. Verify the information in the 
prepopulated fields. 

3. If needed, add:
• Notes: these remain in the Notes 

box and can be updated/changed
• Comments: these get placed into 

the Activity log each time you click 
Save

4. When done, click Save.



Managing Returns

Adding Assets
Learn how to add assets, such as trackables and non-trackables, to an existing Return. 

1. Click Add Assets in the upper right 
corner of a Return record

2. In the 'please add assets' pop-up 
window, complete the following:

a) Click the Trackable checkbox if 
adding a trackable asset.

b) Select a Returned Condition
c) Start typing in the Asset Tag/Item 

ID field to search and select an 
issued asset. 

d) Add an amount for Quantity
e) Click the X icon to delete a line 

item
f) Click the Plus icon to add a new 

line item 
3. When done, click Submit.



Managing Returns

Consuming Cartons to the Return record
This process charges for cartons used during the Returns process. Cartons can be consumed for multiple items (no per-line-
item charge needed)
Note: The User interface can vary depending on the instance in which this functionality is displayed due to current 
development.

1. Open the Consume Assets tab.
2. Click the Consume Assets 

button.
3. Start typing in the Asset 

ID/Model field and select a 
carton.

4. Enter the Quantity to Pull.
5. To add more cartons, click the 

plus icon. To remove a carton, 
click the X.

6. When done, click Submit.

Cartons can be added during any 
stage of the Returns process.



Managing Returns

Update or Delete Assets Before Confirming
Before confirming the return, verify the following information in the RFI, UNS, Refurb RFI, and Consume Assets tabs:
• Asset Condition
• Model
• Quantity

Additionally, you can delete an asset from the Record.

However, once the Return has been confirmed, these fields can no longer be modified.

To update the Asset Condition, Model, or 
Quantity:
1. Double-click the cell for a specific 

Column and update the Data
2. OR, click the link in the Number column 

to open the record and update the 
associated field(s)

To delete a trackable or non-trackable asset in the 'Ready' 
state:
1. From the RFU/UNS or Refurb RFI tab, click the link in the 

Number column to open the asset you want to delete
2. Click the three horizontal dots (next to the Save button) in 

the upper right corner
3. Click Delete
4. Click OK in the 'Confirmation' pop-up window



Managing Returns

Confirming Return and Marking Items Refurbished

1. From the Return record, click 
Confirm Return

2. To mark an item as refurbished:
a) Open the Refurb RFI tab
b) Click the link in the Number 

column for an asset with an 
'Awaiting Refurbishment' 
state

c) Click Mark Refurbished
The Asset condition updates 
from 'Refurb RFI' to RFI

Continue the process by confirming the Return and marking Refurb RFI items as refurbished. If an asset is still awaiting 
refurbishment, you can continue processing the remaining assets after clicking Confirm Return. Once the asset has been 
refurbished, at a later time, click Mark Refurbished to generate the put away task.



Managing Returns

Completing Put Away Tasks

1. Open the Putaway Tasks tab.
If needed, click a link in the Number column to open the 
put away record and scroll down to read the task 
description.

2. When tasks are complete, click the checkbox(es) for the 
put away tasks completed. Then click Close Tasks.

Put away tasks are generated immediately after confirming the Return. Refurb RFI items will generate put away tasks 
automatically once the items are refurbished.



Managing Returns

Return Report
Export and format the Return Report.

1. From a Return record, open the Details tab
2. Click the three vertical dots next to Returns
3. Click Export



Managing Returns

Expense Lines for a Return 
View the Exported expense lines for a Return record.

1. From a Return record, open the Expense lines tab
2. Click Export
3. Select a File Type and Delivery Type
4. Click Export



Managing Returns

Closing a Return Record

1. From the Asset Operations workspace, open the Returns 
list.

2. Click a link in the Number column to open a return.
3. In the upper right, click Close Return.

You can not edit a Return record after a Return is closed. 
To reopen, click Reopen Return.

After a return is completed, you can close the Return record and change its status in the Details tab to "Completed."

Important! Return records can not be closed until all put away tasks or refurbished items are completed. 



Knowledge Check

Managing Returns

Question 1

Question 2

Question 3

How would you use the Refurb RFI condition?

How can you check the year of the Incident?

When I return an item UNS is the Incident charged for it?



Module #8

Work Orders

*Important*

This training deck was created while the Work Order functionality 
is still in active development. The displayed information and 
screenshots will differ from the final functionality.



Work Orders

Overview & Learning Objectives
What is a Work Order?

• A record used to track asset consumption and condition 
changes

• Use to track assets that leave the site for 
refurbishment or require repairs that consume 
stock/inventory

• Tied to a specific incident or other order

• Managed in the EAW

Navigation Path: EAW → Asset Operations → ICLIP 
Orders → Work Orders

You will learn how to:
• Navigate to Work Orders in the EAW 
• Create a new Work Order linked to an incident or other 

order 
• Verify that key fields auto-populate correctly 
• Save the Work Order record



Work Orders

Creating a Work Order
Create a Work Order to track and expense 
items used to repair items/trackables.
1. Click New in the Work Order list.
2. Complete the 'Create New Work Order' 

form, enter an Incident order or Other 
Order:

• For *Incident, start typing the 
Incident number or name to find 
and select an option from the list.

• For *Other Order, start typing the 
Other Order number to find and 
select an option from the list.

3. Verify the information in 
the prepopulated fields.

4. If needed, add:
• Notes: these remain in the 

Notes box and can be 
updated/changed

• Comments: these get placed 
into the Activity log each time you 
click Save

5. When done, click Save.



Work orders
Choose a Consumption Option

This option lets you 
consume assets 
without tracking by 
the Work Line Item. 
Example, charge a 
single item.

Option 1: 
Consume Assets 

(Work 
Order)/Consume 

Assets (WLI 
Consumable Asset)

This option provides 
all the kit 
components in 
order to consume a 
specific item.

Option 2: 
Consume Assets 

(WLI 
Consumable Kit)



Returns

Adding Assets
Learn how to add assets, such as trackables, to Work Order Line Items. Add items you will return; the condition will be NRFI.

1. Click Add Assets in the upper right 
corner of a Work order record

2. In the 'Add assets' pop-up window, 
complete the following:

a) Click the Trackable checkbox if 
adding a trackable asset.

b) Select a Returned Condition
c) Start typing in the Asset Tag/Item 

ID field to search and select an 
issued asset. 

d) Add an amount for Quantity
e) Click the X icon to delete a line 

item
f) Click the Plus icon to add a new 

line item 
3. When done, click Submit.



Work Orders

Confirm Work Order Line Items (WLI)
Learn how to confirm work order line items and what to do next The Confirm Work Order button confirms all work order 
lines and all consumed assets. The Confirm button only confirms the specific items you have check-marked.
1. To confirm any WLI, check the checkbox and click Confirm

OR click Confirm Work Order to confirm all assets at once
2. The following 'States' will update accordingly:

• NRFI: Ready → Awaiting Refurbishment
• Refurb RFI: Ready → Awaiting Put Away
• UNS: Ready → Complete



Work Orders

Option 1: Consume Assets (Work Order)/Consume Assets (WLI 
Consumable Asset) 

1. Open a Work Order record 
2. Open the Consume Assets tab OR 

open a Work Order Line item and click 
the Consume asset tab.

3. Click the Consume Assets button.
4. Start typing in the Asset ID/Model field 

and select a n item.
5. Enter the Quantity to Pull.
6. To add more rows, click the plus icon. To 

remove a row, click the X.
7. When done, click Submit.
8. If you want to consume the asset(s), 

click the checkbox and click Confirm.
The State updates to 'Closed Complete' 
and expense lines are created.

Note: Double-click the Asset 
Condition cell for WLI items and 
update from NRFI to Refurb RFI or 
UNS.

OR



Work Orders

Option 2: Consume Assets (WLI Consumable Kit)
Learn how to consume assets that are directly tied to a specific Kit model.

1. Open a Work Order record
2. Open the Work Order Line Items tab
3. Open a Consumable Kit record from the 

list by clicking the link in 
the Number column.

4. Open the Consume Assets tab
5. Click the Consume Assets button.
6. Start typing in the Asset ID/Model field 

and select a Consumable.
7. Enter the Quantity to Pull.
8. To add more rows, click the plus 

icon. To remove a row, click the X.
9. When done, click Submit.



Work Orders

Mark items Refurbished or UNS
With items that are 'Awaiting Refurbishment,' you can 
continue to consume assets required in the repair and 
once complete click Mark Refurbished or Mark UNS.

Once you ‘Mark Refurbished’ the 
Consume Asset tasks will move 

to a ‘Closed’ state
Next…Once the WLI are marked 
Refurbished a put away task will be created.



Work Orders

Closing Put Away Tasks
Next, you can view and complete put away tasks after the items have been marked refurbished.

1. Open the Put Away Tasks tab
2. If needed, update the Drop off location
3. Select the applicable checkbox(es) 
4. Click Close Tasks



Work Orders

Closing a Work Order Record

1. From the Asset Operations workspace, open the Work 
Orders list.

2. Click a link in the Number column to open a return.
3. In the upper right, click Close Work Order.

You can not edit a Work Order record after a Work Order 
is closed.

After a Work Order is completed, you can close the record and change its status in the Details tab to "Completed."

Important! Work order records can not be closed until all tasks are completed. 



Hands On 
Practice 
Module #9
Work Orders

A
N
D

Work Order Line Items Tab
• Add asset "NFES 0760" Qty 1 – Then consume 3 random assets within the Kit
• Add asset "NFES 1016" Qty 100 
• Add asset "NFES 0231" Qty 57 – Then consume a Gasket 1 ½” within the WLI
• Add asset "NFES 0588" Qty 3 – Then consume NFES 0500 within the WLI
• Add asset "NFES 0579" Qty 8 
• Add asset "NFES 0909" Qty 10 – Then consume NFES 0151 within the WLI

Consume Assets Tab
• NFES 2007 / Carton for the NFES 0579
• NFES 2006 / Carton for the NFES 0760
• NFES 0823 / Carton for the NFES 1016



Knowledge Check

Question 1

Question 2

Question 3

How many places can you consume assets in the system?

What is the difference between using Refurb RFI in normal Returns and using a Work Order?

After you close a Work Order, can you reopen it?
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Topics and Agenda

Each Day’s Topics

Info & Hands 
on Training

Tips

Monday

Introduction 
to ICLIP

Searching for 
Inventory

Labels

Tuesday

Managing 
Kits

Dekitting

Wednesday

Issues: 
Incident, 

Dispatch, and 
Customer 

Orders

Thursday

Returns

Work Orders

Friday

Reports

Ad-hoc Moves

Q&A and 
Other Topics

Resources



ICLIP Reports
Module #9



Reports: Expectations, Agenda, and Outcomes

• Understand 
prepopulated reports

• Review how to manage 
reports

• Understand how to use 
the Loss Use Summary 
Report

• Loss Use Summary 
Report

• Kit Summary Report
• Stock Status
• Custom Lists

• Editing, 
Renaming, and 
Deleting Lists 

• Track inventory levels 
for ordering purposes

• Report on outstanding 
inventory for incidents 
and other orders

• Build custom lists for 
internal reports 

Expectations Agenda Outcomes

Training Session



ICLIP Reports: Where do I find and run reports?

ICLIP 
Reports 
Module

Kit 
Summary 

Report

FBMS

All 
Expenses

My 
Cache 

Expenses

My 
Reports

Billing 
Transaction 

Reports

FBMS Reports are 
only available to 

BLM Caches!My Reports and Billing 
Transaction Reports both 
contain the same 3 Reports:
• Kit Summary
• Loss Use Summary
• Billing Information

My Reports are only reports 
you have run

Billing Transaction Reports are 
all reports run at your Cache

ICLIP Data 
and 

Transactions 
only

Tip:
Any ICLIP 
list can be 
exported 
into PDF 
or Excel 
format!



ICLIP Reports: Loss Use Summary Report

EAW Asset 
Operations

My 
Reports

Click 
“New”

Choose 
“Loss Use” 

as the 
Report 
Type

What is a Loss 
Use Report used 

for..?

• Loss Use Reports are used to show all items issued and returned to 
an Incident or Other Order

• It is also a summary of all Trackable Assets issued, already returned, 
or getting refurbished for a specific Incident or Other Order

• It will report on the breakdown of dollar amounts still outstanding for 
Billing purposes

How to create and run a Loss Use Report:

This report can be run for just your Cache 
transactions or ALL Cache transactions – 

but it is recommended to choose All 
Caches.

Remember to select 
the correct year for 
the Incident/Other 

Order!



ICLIP Reports: Kit Summary Report

EAW Asset 
Operations My Reports Click “New”

Choose “Kit 
Summary” as 

the Report 
Type

Set the 
Component 
“Filter by”

Click “Save”

Click the 
“Select Kits” 

button to 
choose which 
kit(s) to run 

the report for

How to create and run a Kit Summary Report:

Reports can be sorted two ways:

1. By Short Component – this will list 
all items you are short by first

2. By Component – this will display all 
NFES items in numerical order

Kit Summary Reports can show you 
inventory levels for a specific quantity 
of different kits – this can help when 
building kits or ordering components 
so that you can quickly see if you are 
short on any items!



Click the 
“Dashboard” 

icon in the 
EAW

ICLIP Reports: Stock Status Dashboard
The Stock Status Dashboard is used for viewing current total stock levels, 
including incoming stock, components in kits, and items being processed.

Use the dropdowns or start typing to select your Cache 
and the Items you would like to search for



ICLIP Reports: Custom Lists
Creating, Editing, and Deleting

Inventory by Zone Report

Kit Component List

Return Report



My Lists: Custom Lists – Creating, Editing, and Deleting

Asset 
Operations

Once you 
create 

custom 
lists, they 
will show 
up here

Create new list or 
organize current lists

Make edits 
to a list 
with the 
Settings 

icon

Rename = allows you to rename your list

Save = save any edits you have made to the filters

Save As = duplicates the list and saves it as a new 
one

Delete = deletes the list from “My Lists”



ICLIP Reports: Inventory by Zone Report
W
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Quick checks on 
specific zones 
(Overflow Zones)

Monitoring staging 
locations

(Return-Zone, Receive-Zone)

Start Source = Asset (alm_asset)

Steps are continued on the next slides



TIP:
This Report can 
also easily show 
only the On-Hold 
items within your 

Stockroom by 
changing the 

Substate filter and 
clearing out the 
Aisle and Space 

filter!

Optimizing Column and Filter View for: Inventory by Zone Report

Display 
Name

Asset 
Tag Quantity

Model > 
Unit of 

Measure
Aisle & 
Space State Substate Updated Updated 

by

Set filters to your 
Stockroom and which 

Zones or Aisle & 
Space(s) you want to 

see



ICLIP Reports: Kit Contents Report
W
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Seeing what items 
go in specific kits

Seeing what kits a 
specific item goes in

Start Source = Model Component

Steps are continued on the next slides



Optimizing Column and Filter View for: Kit Contents Report

Component Quantity
Component 

> Unit of 
Measure

Component 
> Cost Bundle

Filter by Component to see kits containing a 
specific item

Filter by Bundle to see items in a specific kit

Remember!
Bundle = Kit



Hands On 
Practice

Creating 
Lists

In Production
Users create Custom Lists:

Create your own > Asset
Edit Columns and Filters
Save your new Custom List!

Create your own > Model Components
Edit Columns
Search and Filter by Component or Bundle

Inventory by Zone – Overflow

Kit Contents 



Knowledge Check

Reporting

Question 1

Question 2

If you needed to see how many 001239 Hoses your Cache has issued this year how would you do that?

How can you see what items are still outstanding on an Incident or Other Order? 



Ad-hoc Moves
Module #10



Ad-hoc Moves

Overview & Learning Objectives

What are Ad-hoc Moves?

• Ad-hoc moves can rearrange items in your 
Stockroom, move items from a virtual location to 
a physical location, or move overflow items from 
one location to another with available capacity. 

Navigation Path:

• Workspace → Asset Operations → Ad-hoc Move 
(Under Inventory items)

You will learn how to:

• Create an Ad-hoc move request

• Add trackable assets

• Complete associated 'Move' tasks



Ad-hoc Moves

Creating an Ad-hoc move

1. Select a Pick up location*
This dictates the models that can be 
chosen

2. Enter the Model* by searching and 
selecting from the drop-down menu.

3. Select a Drop off location*
Dictated by the chosen model, only 
dedicated locations for the selected 
model OR open staging locations can 
be chosen

4. Enter the Quantity*
5. If needed, add:

• Work Notes: Notes remain in 
the Notes box and can be 
updated/changed

6. When done, click Save

Complete the 'Create New Ad-hoc move task' form as follows:



Ad-hoc Moves

Attaching Trackable Assets

1. From the Ad-hoc move record, open 
the Asset pick tasks tab

2. Click the link in the Number column 
to open the task

3. In the asset record, open the Assets 
tab

4. Click Add assets
5. Attach the asset:

a) Click one or more items in the 
Collection list on the left

b) Click the right-pointing arrow to 
add the items to the Assets List 
on the right

c) When done, click Save

If needed, attach trackable assets to the 'Move' task for the ad-hoc move.



Remember!
Ad-Hoc moves are 

a two-step 
process, you must 
close the pick task 
to finish the move

Ad-hoc Moves

Closing Move Tasks

1. From the Ad-hoc move record, open 
the Asset pick tasks tab

2. Check mark the box(es) for each 
Move task completed.

3. Click Close Tasks.
4. A banner appears stating 'Move task 

is closed successfully.' The State 
updates from 'Open' to 'Closed 
Complete.'

Once items have been moved successfully, you can close the open Move tasks.



General ICLIP Resources and Links 

• Knowledge Articles (KBA’s)
• Release Notes
• Known Issues

ICLIP Knowledge

• Change Management Committee information
• Knowledge Articles (KBA’s)
• Release Notes & Monthly Newsletters
• Videos
• General User Support

Wildfire.gov

• Users can call, email, or chat with helpdesk agents to 
submit tickets

• Flowchart for contacting the Help Desk
IIA Helpdesk

https://iroc.nwcg.gov/$knowledge.do?sysparm_type_filter=all&sysparm_kb=dea1207a1bdd66500f752f82f54bcbfd&sysparm_category=a19ae236479262d06673c033e16d4312&browse_type=categories
https://www.wildfire.gov/application/iclip
https://wildfireweb-prod-media-bucket.s3.us-gov-west-1.amazonaws.com/s3fs-public/2025-09/ICLIP_%20Contacting%20the%20Help%20Desk%20Flowchart%20.pdf
https://wildfireweb-prod-media-bucket.s3.us-gov-west-1.amazonaws.com/s3fs-public/2025-09/ICLIP_%20Contacting%20the%20Help%20Desk%20Flowchart%20.pdf
https://iiahelpdesk.nwcg.gov/


Contacting the Help Desk

To ensure your request is handled as quickly as possible, the Interagency Incident 
Applications (IIA) Help Desk uses an ICLIP-specific template designed to collect all 
necessary details.

Required Information (All Requests)

The following information must be provided for every 
IIA Help Desk request:
• First and Last Name
• Current Call Back Number
• Current Cache
• Issue Summary (Brief description of the problem)

Additional Information (If Available)

You must provide all pertinent information 
(include all that apply) from the following 
incident identifiers:
• Cache-to-Cache Record Number
• Customer/Other Record Order Number
• Incident Order Record Number
• Dispatch Order Record Number
• Return Record Number
• Line Item Number
• Asset Task Number
• NFES / Kit Number
• Asset Tag



Q&A
1. What's the difference between an Incident order and a Dispatch order?
2. What's the difference between an Other order and an  Incident order?
3. What's the difference between a Model name and a Display name?
4. Which functionalities can you complete on the iPad?
5. Why would an item be 'On Hold' status? What examples can you think of?
6. Why would an item be in 'Quantity due in' status? What examples can you think of?
7. Are you able to see the sub-kit items when consuming inventory for a kit on a Work order?

What questions do you have about using ICLIP?
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