
Unit 
7 Reports, Reference Guide     
 
Objective:  Upon completion of this unit the student will know which reports are 
available through ICBS and be able to run the needed reports for their functional 
areas. 
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 Billing, 143-149 

o Generate Billed Transaction Listing, 143 
o Account Transaction, 144 
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o Incident Summary, 147 
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o Consolidated Incident Summary, 149 
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o Kit Contents, 150 
o Kit Summary, 151 
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o Cache Item in Kit, 153 
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o Cache Item, 154 
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o Customer, 160 
o Incident/Project, 161 

 
 Inventory, 162-177 
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o Duplicate Location, 167 
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o Accountable Inventory Disposal, 174 
o Non-Accountable Inventory Disposal, 175 
o Accountable Inventory Worksheet, 176 
o Non-Accountable Inventory Worksheet, 177 

 
 Issue Documents, 178-182 

o Issue, 178 
o Issue Shortage, 179 
o Shipping Status, 180 
o Reserved Cache Items, 181 
o Backordered Cache Items, 182 

 
 Return Documents, 183-185 

o Return Worksheet, 183 
o Return, 184 
o Open Workorder, 185 
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 Procurement, 188-191 

o Open Purchase Order, 188 
o Open Requisition, 189 
o Supplier, 190 
o Item Purchases Historical, 191 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Points to Remember   

 When generating a report: 
o Click on the reports menu option and select the specific report.   
o Enter the report criteria and parameters. 
o Print the report to the screen or printer. 

 
 Sort options are radio buttons and may only be chosen one at a time. 

 
 All reports can be printed to the screen or to a printer. 

 
 If printed to the screen, no other ICBS functions can be performed until the 

process is completed. 
 
 If sent to the printer, the terminal is free to continue working. 

 
 The printer icon is located on the toolbar. 
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Billing Reports   

 
 

Generate Billed Transaction Listing 
Lists all billed transactions for a specified month.  Selecting the Update First/Last 
Transaction checkbox will mark all transactions that have taken place since the last 
submission. 
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Billing Reports, contd.   

 
 
Account Transaction 
Summarizes all transactions that have occurred for a specified account code or order 
number. 
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Billing Reports, contd.   

 
 
Billing Information 
Reports all transactions for completed direct sales orders to finance for all accounts. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

❧ Reference Guide, Unit 7 Reports  145 
Version 2.2 

 
  



Billing Reports, contd.   

 
 
Open Order Billing 
Produces an open account summary for end of the fiscal year billing for all reimbursable 
non Forest Service orders only.  This will include all accounts except 1550 for BLM, and 
all accounts except P-Code accounts for USFS. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

❧ Reference Guide, Unit 7 Reports  146 
Version 2.2 

 
  



Billing Reports, contd.   

 
Incident Summary 
Summarizes and itemizes all items issued, returned, and surveyed on an incident or 
project.  An Order Number or Account Code must be entered.  The date parameters may 
be filled in or left blank.  If the date parameters are left blank, the report will run for all 
dates.  If the dates are filled in, the report will run for that range of dates.  All items 
within kits will be separated and printed in the item/accountable property summary 
portion of the report. 
 

 
 

 
 

❧ Reference Guide, Unit 7 Reports  147 
Version 2.2 

 
  



Billing Reports, contd.   

 
 
Outstanding Items Report 
Summarizes and itemizes all items still outstanding at an incident or project.  The report 
may be run by order number or account code. An Order Number or Account Code must 
be entered.  The option to include or exclude consumable items is available.   
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Billing Reports, contd.   

 
Consolidated Incident Summary 
Summarizes all items issued, returned, and surveyed for specified incidents or projects at 
all caches.  May be run by an individual incident or by an individual account code.  If run 
by account code, it will print with that account code. 
 
 

► Note:  This option is not available at this time. 
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Kit Reports   

 
Kit Contents 
Lists all components within a specified kit.  This will generate a kit contents list for all 
kits, or a cache item number may be specified in place of ALL.  The default for Cache 
Item is ALL.  Items screen, e.g. pulaski with sheath.  Kit component items are the actual 
kit items. 
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Kit Reports, contd.   

 
Kit Summary 
A consolidated summary listing the number of kits that can be built using the existing 
inventory levels.  In addition, the kit summary option will list the items short for a 
specified kit, if a quantity is desired. 
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Kit Reports, contd.   

 
Kit Packing List 
The packing list will identify all cache items and quantities contained within a specified 
kit.  This will generate a kit packing list for all cache items or for a specified cache item.  
The default for Cache Item is ALL.  A Primary Property Number field has been added to 
the parameter form.  If a primary property number is entered, it will display under the 
appropriate cache item on the report.  If no property number is entered, a blank space will 
display under the appropriate item so that a property number can be hand written on the 
report. 
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Kit Reports, contd.   

 
Cache Item in Kit 
A consolidated listing of kits containing a specific cache item(s), e.g., reports all kits 
containing a pulaski. 
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Catalog Information Reports   

 
Cache Item 
Lists all information for specified cache items.  This will include catalog, supplier, 
manufacturer, and model information.  This report may be run for one cache item, all 
cache items, or a range of cache items.  If run for all cache items, the default sort 
parameter will be Cache Item. 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

❧ Reference Guide, Unit 7 Reports  154 
Version 2.2 

 
  



Catalog Information Reports, contd.    

 
NFES Catalog 
This report lists all information pertaining to a specific cache item or a range of cache 
items.  This will include catalog, supplier, manufacturer, and model information. 
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Catalog Information Reports, contd.    

 
Box Labels 
Prints box labels for specified cache items.  Box label information includes, cache item 
number, cache item description, quantity per box, and weight.  The label will be 
reformatted to display the correct weight and cubes per box and the quantity per box is 
multiplied by the individual weight and cubes. 
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Catalog Information Reports, contd.    

 
Ship Labels 
Will print shipping labels for a specified issue or customer and will include name, 
address, city, and zip code.  A specified name, address, city, and zip code may also be 
entered. 
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Critical Item Reports, contd.    

 

 
NICC Critical Items 
A consolidated listing of the nationally identified critical cache items.  Summarizes 
inventory quantities at a given point in time.  Ability to summarize inventory quantities 
for a given cache. 
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Critical Item Reports, contd.    

 

 
Local Critical Items 
A consolidated listing of all locally identified critical cache items. 
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Customer Information Reports    

 

 
Customer 
Prints a listing of all customers and customer contact information by state.  A single state 
I.D. or ALL may be entered—the default is ALL. 
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Customer Information Reports, contd.  

 
Incident/Project 
Prints a listing of all incidents/projects supported by the cache.  This report will print all 
active incidents, closed incidents, or both depending upon what is entered in the Active 
Incidents parameter.  A YES prints active incidents, NO prints closed; leaving the field 
blank will print everything. 
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Inventory Reports    

 
Stock Status 
Lists the current status of all items within a specified cache including cache item 
description, inventory level, location, and price.  Options for this report include all cache 
item numbers, a range of cache items. A specified cache item, all cache items with a 
specified principle name, all cache items for a specified cache I.D., all storage locations, 
or a specified storage location.  
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Inventory Reports, contd.   

 
Accountable Inventory 
Lists accountable property items.  Criteria operations include all accountable property, a 
specified property item, or all property within a specified kit. 
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Inventory Reports, contd.   

 
Accountable Inventory Status 
Lists the current status of all or specified accountable property.   
 

 
 
An item Status drop down menu has been added to this report.  Status options include: 
All, All Except Transferred, Available, Disposed, Issued, In Kit, Transferred, Work 
Ordered, and Pending On Issue. 
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Inventory Reports, contd.   

 
Below Minimum 
Lists cache items that are below the minimum stocking level as defined by their host 
organization and as specified in their fire support plans. 
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Inventory Reports, contd.   

 
Above Maximum 
Lists the cache items that are above the maximum stocking levels as defined by their host 
organization and as specified in their fire support plans. 
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Inventory Reports, contd.   

 
Duplicate Location 
Lists all cache items with duplicate locations. 
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Inventory Reports, contd.   

 
Redistribution 
Lists cache items available for redistribution at your cache.  Output for this report is 
based on the data entered in Warehouse, Inventory Maintenance, and Redistribution. 
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