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# Canadian Incident Action Plan Program

3 Steps

STEP 1

Click on "Check-In / Resources" on the main screen of the program
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STEP 2

Click the "Check-In" box in the lower left of the screen.
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STEP 3

Click on the desired resource type

In this example, Individual Personnel. This is the option you'd select to check in a member
of the IMT for example.
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# Check In a Saved Person 1Step

Saved personnel can be managed using the Edit > Personnel menu on the main screen of
the program. These saved individuals persist from incident to incident so you can easily
recall their information without having to re-enter it.

STEP 4

Select their name from the list under "Saved Personnel™ and click "Select".
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STEP 5

Enter the individual's information
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STEP 6

Click "Select" to move to the next screen and capture check-in information
for this incident.
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STEP 7
Enter the individual's check-in information

All this information is related to their current check-in, and must be entered even if
they have previously been saved in your system, or have previously been deployed to this
incident.
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STEP 8

Confirm unique ID#

Note the unique ID# is automatically assigned to the next available number for this variety
of resource (i.e. P for personnel, C for crew, E for equipment, A for aircraft). You can

override this automatic assignment as needed.
Pressing "Get" will retrieve the next available number on this incident.

Check In Form
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STEP 9

When the check-in information is correct, click "Check-In" to complete the
process.
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[ Auto start a new check-in

o Hint: if you're checking in multiple individuals in sequence, click the "Auto start a
new check-in" box before clicking Check In.
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