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1 REDCARD 

1.1 Overview 
 
Redcard maintains and provides access to the Incident Command System qualifications of people.  
Specifically, it tracks fire certifications (training, experience, qualifications, task books, target 
positions, and fitness) for both Forest Service (FS) and non-FS personnel.  Redcard also produces 
the Redcard report, workforce analysis information, and allows planners to respond to changing 
resource needs to reduce overall suppression costs, and provide appropriate resource training.  
Redcard is a mandatory application of all units issuing Redcards.  Redcard is in compliance with the 
National Wildlife Coordinating Group (NWCG) Wildland and Prescribed Fire Qualification System 
Guide, PMS 310-1 and is in compliance with the Fire and Aviation Management Qualifications 
Handbook, FSH 5109.17. 
 
Redcard performs the following functions.  Each function can be found on the Redcard Main Menu.  
Figure 1, Overview of Redcard system Options, depicts the major components of the entire Redcard 
system. 
 
1. CERTIFY:  Tracking of fire certifications (training, experience, qualifications, task books, target 

position and fitness) for Forest Service personnel.  (Redcard may be used for other agencies, 
however; the positions and training are based on Forest Service standards).  Career development 
planning with on-line access to prerequisites for fire positions.  Un-approval for all certifications 
entered into the system by a manager. 

 
2. PRODUCE REDCARDS:  Production of the “Redcard” on specified stock paper directly from 

the system to a laser printer. 
 
3. REPORTS:  Comprehensive reports by NWCG unit, FS organization, job/course, or individual. 
 
4. WORKFORCE ANALYSIS:  Compare needed positions to number of persons qualified to 

analyze workforce and training needs. 
 
5. INFORMATION MANAGEMENT:  Update standard codes for training courses, job 

mnemonics, job prerequisites, etc. 
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1.2 Role Based Access to Redcard 
 
The word “role” in the context of “Role Based Access” is synonymous with categories of work 
performed.  After installing the Redcard system, it is necessary for the fire organization to discuss 
the functions Redcard will perform and assign Redcard roles to individuals based on those functions.  
The following roles are defined: 
 
RC INFO MGMT (Redcard Information Management) 
 

Person(s) with this role perform data administration for standard information contained within 
the Redcard system such as local course codes.  With this role, a person could also update, insert, 
delete, and select person and organization information.  Sensitive information accessed by this 
role includes social security number. This role is highly sensitive and should be granted to a 
minimum of people.   

 
Specific functions performed by RC INFO MGMT 
• Enter Forest Service and other agency persons into the database. 
• Enter Forest Service and other agency organizations into the database. 
• Enter addresses and organization aliases. 
• Produce Redcards 
• Maintain local course and skill codes and accompanying information. 
• Produce miscellaneous reports for dispatch, training, and qualifications analysis. 

 
RC APPROVAL (Redcard Approve Certifications) 
 

Person(s) with this role can approve and unapprove certifications for individuals including 
training, experience, qualifications, target position, task books and fitness. 

 
Specific functions performed by RC APPROVAL 

 
• Approve qualifications, training, fitness level, task books and target position. 
• Perform training needs analysis. 

 
RC CERTIFY 
 

Person(s) with this role can update, insert, delete, and select on certifications for any individual 
including qualifications, training, experience, target position, task books and fitness.  This role 
cannot approve new certifications or changes to existing certifications. 

 
Specific functions performed by RC CERTIFY 

 
• Record fire job, ojt and special skill qualifications.  Record fire experience. 
• Record training needs and completed training. 
• Record fitness level. 
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• Record task books initiated and completed. 
• Record target position. 
• Produce miscellaneous reports for dispatch, training, and qualification analysis. 
• Perform training needs analysis. 

 
RC MANAGER 
 

This role is given to the person(s) in charge of maintaining the Redcard application.  Select, 
insert, update and delete access is granted on all Redcard tables to persons with this role. 

 
RC REPORTS 
 

Person(s) with this role can run all reports within Redcard except the Redcard report.  This role is 
for persons needing to view Redcard information but does not need edit capability. 
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Menu Item RC_APPROVAL RC_CERTIFY RC_INFO_MGMT   RC_MANAGER RC_REPORTS
Action      Y Y Y Y Y

Change Password      Y Y Y Y Y
Role Mgmt    Y  

Exit      Y Y Y Y Y
Certify      Y Y Y

Quals      Y Y Y
Training      Y Y Y

Experience      Y Y Y
Target Pos Y Y  Y  
Task Book Y Y  Y  

Fitness/Refresher      Y Y Y
Info Mgmt   Y Y  

All Courses    Y  
Local Courses   Y Y  
All Jobs/Skills    Y  

Local Jobs/Skills   Y Y  
Job Prereqs 310    Y  

Job Prereqs 5109    Y  
Orgs      Y Y

Persons      Y Y
Reports      Y Y Y Y Y

Redcard      Y Y Y Y
Master Record       Y Y Y Y Y

IDP      Y Y Y Y Y
Personnel List       Y Y Y Y Y

Dispatcher’s List       Y Y Y Y Y
   Qual Reports Y Y Y Y Y 

Persons Qualified       Y Y Y Y Y
Trainees Qualified       Y Y Y Y Y

Quals to Expire        Y Y Y Y Y
No. Qualified       Y Y Y Y Y

No. Trainees Qualified Y Y Y Y Y 
Training Planned       Y Y Y Y Y

Fitness Status       Y Y Y Y Y
Task Book Summary Y Y Y Y Y 

Reference Codes       Y Y Y Y Y
Courses by Code Y Y Y Y Y 
Courses by Desc Y Y Y Y Y 

Jobs by Code Y Y Y Y Y 
Jobs by Desc Y Y Y Y Y 

Workforce Analysis       Y Y Y Y Y
Workforce Analysis Y Y  Y  
Help Y     Y Y Y Y



1.3 Accessing REDCARD 
 

 
 
1. From the desktop, select Start→Programs→F&AM Applications→Redcard. 
 
2. To create a short cut to bypass the Start menu, create the ‘F&AM Applications’ program 

group, if it doesn’t exist. 
 

a) Right click on your Desktop Taskbar in a blank space and select Properties.  The Taskbar 
properties will display. 

 
b) Select the Advanced tab, click on Add. 

 
c) Enter c:\fsapps\fsprod\fam\redcard\redcard.lnk in the “location of the item” window or 

select Browse and navigate to c:\fsapps\fsprod\fam\redcard and select the REDCARD 
shortcut.  Select Next. 

 
d) ‘Programs’ will be selected in the Select Program Folder window.  Scroll to and select 

‘F&AM Applications’.  Select Next. 
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e) If the ‘F&AM Applications’ does not exist in the Programs folder, select New Folder and 

call the folder ‘F&AM Applications’.  Select Next. 
 

 
 

f) Enter ‘REDCARD’ when asked to select a name for the shortcut and select Finish.  If the 
shortcut already exists, select ‘Yes’ to replace it. 

 
 

 
 

g) Click OK in the Taskbar and Start Menu Properties window. 
 

h) Close all open windows. 
 
3. Enter your non-OPS$ Oracle username and press the TAB key.  Enter your password and 

press the TAB key.  Enter the server database alias and press enter, or select the ‘Connect’ 
button.  Contact your local system administrator if you do not know the server database alias 
where the Redcard database resides. 
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1.4 Navigation through the Redcard Menu 
 
Following is the REDCARD Entry Screen.  Each Redcard menu contains one or more menu 
options or commands that allow you to display specific REDCARD forms or perform a specific 
function.  You may select a menu option or command whenever the REDCARD menu bar is 
displayed.  When a menu options appears dimmed, it is unavailable to your access role. 
 
To navigate through out the program the user may select the appropriate word (i.e. Certify, Info 
gmt) with the mouse. 
 
The other option is to use Accelerator keys.  Accelerator keys are displayed as an underlined 
letter on the screen; for example, A is the accelerator for the Action selection.  Press the ALT 
key, then the accelerator key to trigger an action; for example, ALT+C shows the Action menu.  

 

 
 
Action 
 
The Action menu allows you to perform the following functions: 
 
• change your password 
• if authorized, assign access roles. 
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Certify 
 
The Certify menu option allows you to update qualifications, training, experience, physical 
fitness, task books, and target positions. 
 
Info Mgmt 
 
The All Courses and All Jobs/Skills menu options allow you to view all national and local 
courses and all jobs and skills. 
 
The Local Courses and Local Jobs/Skills options allow you to view, insert, update, and delete 
local courses and local jobs and skills. 
 
The Job Prereqs 310 option provides specific job prerequisite details as identified in the 
Wildland and Prescribed Fire Qualification System Guide, PMS 310-1. 
 
The Job Prereqs 5109 option provides specific job prerequisite details as identified in the FSH 
Fire and Aviation Management Qualifications Handbook, 5109.17. 
 
The Orgs and Persons menu options allow you to view, insert, update, and delete organizations 
and persons. 
 

 
 
Reports 
 
See Section 4 for specific details about each report. 
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Workforce Analysis 
 
The Workforce Analysis option provides planners with a tool to ensure that the appropriate 
number of qualified personnel are available for a given position. 
 
Help 
 
The Help menu allows you to perform the following functions: 
 
• display informational error messages 
• show available function keys 
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1.5 Query Features 
 
A query is an operation that allows the operator to select, obtain, and bring rows of information 
into the workspace. 
 
Enter Query 
 

 
↑ 

 
When the yellow database/“?” button is visible, it means the form is not in query mode, but 
rather editing or inserting data may be completed at this time.  Enter query may also be invoked 
by pressing <F7>. 
 
Execute Query 
 

 
↑ 

 
When the red check mark is visible, this indicates the form is already in query mode and is 
waiting for instruction.  Selecting the red check mark will execute the query.  Clicking the 
yellow database/“x” button will exit query mode.  Queries may also be executed by pressing 
<F8>. 
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Buttons 
 

   Signifies the form is waiting for search criteria and is ready to be executed. 
 

  Cancels query mode. 
 

 Data entry mode, press this button to enter query mode. 
 

 The arrows will move the user between users when the cursor is in the person 
block, and up and down through the qualifications, training, and experience blocks. 
 

 The left and right arrows will move the cursor to the next screen (i.e. from 
qualifications to training, experience etc). 
 

  Press the diskette to save changes. 
 

  Click the eraser to delete the current record. 
 

  Click the blue door to exit the form. 
 

  Click the list values for a list of valid values or press <F9>. 
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1.6 Required Fields 
 
Required fields on all forms are displayed with an “*” next to the field name and also have a 
light yellow background.  When multiple records are displayed on a form, the current record is 
shown with a blue background. 
 

 
 
Note the “*” beside the fields for Social Security Number, Name, NWCG,  Organization and 
Qualification Standard.  These are required fields in this form.  This is a single record form. 
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This is an example of a multiple record form.  Notice the line that begins with “OJT” is 
highlighted across the form.  Note the “*” in front of Type and Code.  These are required fields 
for this form. 
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1.7 Change Password 
 
A Redcard user can change their password by selecting Action/Change Password.   
 
The Change Password screen will be displayed.  Enter the Old Password, New Password and 
Retype the New Password.  Select “Change” to make the password change permanent.  Select 
“Exit” to leave this screen. 
 

 

1.8   Role Management 
 
Redcard roles can be granted to other users by selecting Action/Role Management. 
 
The login screen will be displayed after selecting Role Management.  You must login with the 
user account REDCARD.  Enter the password and press “Connect” to continue. 
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The Role Administration screen will be displayed.  Enter the username of the person you want to 
grant a Redcard role, then select the role from the pick list.  Continue entering users as desired.  
Press “OK” when you are finished and the users will be granted the roles you have specified. 
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2 Data Entry 
 
Redcard data needs to be entered initially in the following order:  Organizations, people, and 
personal data (experience records, fitness, training, target positions, qualifications).  Local 
courses and local jobs may be entered as needed. 

2.1 Organizations 
 

 
 
The organization code is in 2 parts.  The NWCG Code is the 2 letter state identifier (i.e. ID 
Idaho, OR Oregon, MT – Montana etc.) and the three letter unit identifier (NFES 2080) for 
instance BDF is the Beaverhead/Deerlodge National Forest.  The NWCG code for the 
Beaverhead/Deerlodge National Forest is MTBDF.  The Organization Name is 
Beaverhead/Deerlodge NF. 
 
Organizations are defined at the local unit, using NFES 2080 Unit Identifiers as a standard.  
NFES 2080 may be obtained from http://www.nifc.gov/news/unit_id/ 
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The Organizations now have the capability of having the local dispatch center entered for each 
organization.  This will allow sorting records by dispatch center as well as by forest and district. 
 
Start the input by entering the Unit Identifiers for the dispatch centers.  In the following example 
the Burns Interagency Communications Center and the Central Oregon Interagency Dispatch 
Centers are created.  Interagency dispatch centers generally do not have an organization code, 
since several agencies are represented.  The user will need to create an organization code for the 
dispatch center.  In the following screens two dispatch centers will be created and one forest.  
One district on the forest is dispatched from a different dispatch center than the remaining units 
on the forest.  With this in mind the dispatch centers are created using a variation of the forest 
organization codes.  
 

1. Create the forest organization (i.e. OROCF for the Ochoco National Forest). 
 
2. Add in each district. 
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Save the entries. 
 
3. Click in the ST-NWCG box and create the dispatch center. 
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Notice the Org. Code is a variation of the Org. Codes for the Ochoco National Forest.  As 
stated before there are two dispatch centers tied to the Ochoco National Forest. 
 
4. Now tie the dispatch center to the forest. 
 

 
 
The dispatch centers are now tied to the Ochoco National Forest.  This will allow a 
dispatcher report to be run for a specific dispatch center rather than the entire forest. 
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2.2 Person Records 
 

 
 
Click on Info Mgmt, Persons will open the Persons form.  The form will automatically open in 
enter query mode.  To enter a new person cancel the query and press <F6> to insert a record.  
Enter the social security number press <TAB>, enter the last name press <TAB> enter the first 
name press <TAB>, then enter the middle initial.  (The middle initial is not required).  Enter the 
job title and press <TAB>.  In the NWCG Code box press <F9> or the clipboard button.  Select 
the appropriate NWCG Code and NWCG Name.  Click OK.  The look up box will close and the 
NWCG Code and NWCG Name boxes will be populated.  In the Organization box press <F9> 
for the list of org codes that are valid with the NWCG Code.  Select the appropriate Org Code, 
click OK.  The lookup box will close and Organization code, name, and agency will populate.   
Social Security Number, First and Last Name, NWCG Code, Organization, Agency and 
Qualification Standard are required fields. 
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The “Qualification Standard” indicates whether the person’s qualifications will be evaluated 
against the NWCG PMS 310-1 Guide on the FS 5109.17 handbook. 
 
To designate an Approval Official, enter a “Y” into box for Approval Official.  An Approval 
Official must be designated to approve certifications, experience, training, fitness and target 
positions.  The Approval Official box must have a name showing in the box in order for 
approvals to take effect. 
  **The Approval Official is the person responsible for signing the redcards.** 
 
To delete a person’s record query the person form for the desired person to delete.  Click the 
Eraser toolbar button and answer the question (the user will be asked to confirm the deletion of 
the person along with all qualification data).  Click the diskette to save the deletion. 

2.3 Local Courses and Jobs 
 
Local Courses 

 
 
Local course codes are a listing of courses that are not nationally recognized training courses.  
When entering a local code make sure it is unique, enter the mnemonic, the description, the 
originator and the period for currency.  If applicable, enter a delete date.  This date indicates this 
code is not valid for new records that are added after the delete date. 
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To delete a local course code, highlight the desired record and click the eraser.  Press the diskette 
to save the changes. 
 
Local Jobs/Skills 

 
 
Local job or skill codes are a listing of positions that are not nationally recognized.  When 
entering a local job code make sure it is unique, enter the mnemonic, the description, the 
originator and the period.  The period is the number of years the position is current when a 
person becomes qualified. 
 
To delete a local job code, highlight the desired record and click the eraser.  Press the diskette to 
save the changes.  If persons have the position you are deleting as a certification (qualification, 
experience, task book or target) those records would need to be deleted prior to deleting the 
position. 
 
NOTE: The Redcard program does not maintain currency for SKILL positions.  Also, 
prerequisites are not defined for SKILL positions, so prerequisites are not checked in the 
program. 
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2.4 Qualifications 
 

 
 
JOB, OJT, and SKILL can be entered into the Qualification screen.  The required information 
includes: 
 

• Type Enter the type of qualification.  A qualification can be one of three types, they are: 
o JOB Certified to perform the position  
o OJT Certified to perform the position in training capacity 
o SKILL Certified to perform the skill 
 

• Code Enter the code (mnemonic) for the qualification.  Click the list values or press 
<F9> for a list of available codes.  Once the code is entered, the description will 
automatically be inserted.  The same codes are used for type of JOB or OJT.  The list of 
valid codes can be edited by a Redcard Information Manager.   

 
• Dates – Enter the date the certification is effective  (MM/DD/YYYY).  The expiration 

date will automatically be calculated from the “period” associated with each job or skill.  
 

• Aprv (Approved) – This is done in the name of the person responsible for signing the 
Redcard.  By clicking a “Y” the individual is given approval to perform the selected job.  
(The Approving Official box needs to be populated.  Click in the Approving Official box 
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and press <F9>.  Select the desired official and respond Yes).  To expand the approved 
field, click on the “Aprv+” button at the top of the column. 

 
• Cmnts (comments) may be added.  To expand the comment box, click on the “Cmnt+” 

button at the top of the column.  The user will be prompted to enter comments for 
approving qualifications if training, fitness, or experience are lacking. 

 
• Status – This is a display only field.  a status of “LAPSED”, “LAPSED (F)” or 

“CURRENT” is displayed based on the expiration date of the certification.  If the 
expiration date is prior to the current date, “LAPSED” is displayed.  A status of 
“LAPSED” means the person is no longer qualified to perform the JOB, OJT, or SKILL.  
If the persons fitness is expired or not adequate for the position, then “LAPSED (F)” is 
displayed.   Lapsed or Unapproved qualifications will not print on the REDCARD. 

 
• Best Pos. – The current best position is a way to indicate an order of priority for the jobs 

a person can perform.  A numeric value of 1, 2, 3,... entered next to the jobs will define 
the order the jobs are printed on the REDCARD.  A job with a 1 is considered the 
person’s primary position and prints first on the REDCARD.  AN ENTRY MUST EXIST 
IN AN APPROVED QUALIFICATION FOR THE QUALIFICATION TO PRINT ON 
THE REDCARD. 

 
 
Certification Edits and Checks for Qualifications: 
 
1. Trainee (OJT) positions are created by the system when a task book is created. 
 
2. When a task book is completed, the OJT position is updated to a type JOB. 

 
3. JOB qualification currency is maintained when an experience is recorded for any position 

that would maintain the qualification’s currency.  The qualification expiration date is 
increased by the certification period (years) for the position.  The list of jobs that 
maintain currency for a position can be found in the PMS 310-1 or FSH 5109.17.   

 
If changes are made in the Experience, Fitness or Task Book sections, the qualifications may 
be updated.  To see these changes, press the Refresh Quals button. 
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2.5 Training and Task Books 
 

 
 
Training courses are entered in the same fashion as the qualifications.  In the *Course box the 
user may press <F9> or click the clipboard to view the list of training courses.  Select the 
appropriate course number and click OK.  The Description will automatically fill with the name 
of the course.  If scheduling training enter the scheduled date in the mm/dd/yyyy format.  The 
status will display planned.  Enter Comments if desired. 
 

 
 
Enter the completion date when the training has been accomplished and approved.  Notice that 
the Status will change to complete.  Press the diskette to save the changes. 
Make sure to set the Aprv column to ‘Y’ to complete the approval process. 
 
After the training has been completed a Taskbook may be issued. 
 

 
 
After the taskbook has been saved, an OJT Qualification is automatically created for the position. 
 
An OJT for EDSD has been written to the Qualifications with an effective date derived from the 
Taskbook start date.  In order for the OJT qualification to print on the REDCARD the Aprv 
needs to Y. 
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When the Task Book is completed and approved the OJT Qualification is updated to a JOB 
qualification with an effective date derived from the task book completed date. 
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2.6 Experience 
 

 
 
Enter the job experience record for EDSD.  As with the other screens the description will 
automatically fill.  Enter the first experience date and the last experience date.  Enter the number 
of operational periods and after reviewing the performance appraisal approve the experience.  
Save the record.  Move to the Qualifications screen and query the person’s qualifications.  Notice 
the EDSD Expiration date was updated to 2/01/2006. 
 

 
 
When JOB experience records are approved, the program will maintain currency for JOB 
qualifications that are the same position being approved and also for any other qualifications for 
which the position will maintain currency.  The corresponding qualification's expiration date is 
updated to the date just entered for the experience plus 3 or 5 years depending on the position.   
Please note that the positions that are maintained are based on those listed for each position in 
either the PMS 310-1 or FSH 5109.17.  The hierarchy implied with currency is not built into 
Redcard, so other positions not listed in the currency section of the handbooks will not be 
updated. 

Page 31 of 87 
Version 4.0 



 

2.7 Target Positions 
 

 
 
In the Target Position screen a user may select a desired position, all of the prerequisites 
including required training, suggested training, experience and fitness requirements will display.  
The display is based on the person’s qualification standard.  If Woodsy Owl’s Qualification 
Standard was FSH instead of PMS, the target position display would be as shown on the next 
page. 
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To add a second target position with the cursor in the *Code box press <F6>.  A blank screen 
will be opened.  Enter the desired target position.  Complete experience is also displayed. 
 

2.8 Fitness and Annual Refresher 
 

 
 
 
Selecting the fitness level enters fitness records.  In the Fitness Level box press <F9> to see a list 
of choices.  Select the appropriate choice.  Enter the date taken press <TAB> and the expiration 
date will display.  The status will display as well as the Approval and any comments.  In this 
case the status will display LAPSED. 
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Selecting the Type enters annual Refresher records.  Press <F9> to open the drop down box and 
select Refresher, the Level and the Description fields will auto populate when you tab through 
those fields.  Enter the date taken, press <ENTER> and the Expires date will autofill.  Approve 
the Refresher Course and save the record.  The status will display CURRENT. 
 
In the Qualifications Screen notice that the FFT2 qualification is displaying a status of 
LAPSED(F).  This means the qualification is current for experience and training; however, the 
fitness requirement is lacking. 
 

 
 
Enter the fitness record, approve and save.  Notice the status is “CURRENT”. 
 

 
 
Moving back to the Qualifications screen, press the Refresh Quals button.  Notice that the FFT2 
is now current. 
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2.9 Approvals 
 
In order to approve qualifications, experience, training, fitness records, target positions, and task 
books the person entering Redcard data must have the “RC Approval” role.  The user “Redcard” 
assigns the person the “RC Approval” role.  The person with the “RC Approval” role is not the 
person that signs the REDCARD, but is the person that has been assigned the responsibility of 
inputting REDCARD data.  To verify that a user has the “RC Approval” role, ensure that the 
Approval Role block is populated with a ‘Y’ on the Persons screen. 
 
Approvals must be accomplished before any qualifications can be printed on the REDCARD.   
 

 
 
In addition, the Approving Official block must be populated.  If this box is empty, the approvals 
will not be saved.  See section 2.9. 
 

 
 

 
 
To approve a qualification make sure the Best Pos. box has a number so the qualification will be 
printed on the REDCARD.  In the Aprv column enter a Y and click the diskette to save the 
qualification. 
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Notice that the Aprv displays a Y.  This qualification will print on the REDCARD. 
 
Approve Block – use this button to approve all records on a screen instead of typing a y on an 
individual record. 
 
Approve All – use this button to approves all records for the individual on all the certification 
screens (qualifications, training, experience, task books and fitness). 
 
Update Existing Approvals - this check box is used to indicate whether the program updates the 
approval person and date on records that are already “Y”, when the user does mass approvals via 
the “Approve Block” or “Approve All” buttons.  By default, the “Update Existing Approvals” 
box is unchecked.  In this case, records that are already “Y” would not have the approval person 
or date updated if the person selected “Approve Block” or “Approve All”. 
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The Redcard program has position requirements from the PMS 310-1 and FSH 5109.17 loaded 
for each position (with the exception of technical specialist positions). 
 
When approving JOB qualifications, Redcard checks the position requirements in either the 310-
1 or the 5109.17 according to the Qualification Standard defined for the individual.  The user 
will be notified if experience, training, or fitness are lacking with a message similar to the one 
above. 
 
The qualifications can still be approved; however, the user will be prompted to enter a comment 
with reasons for approval (i.e. historical recognition, etc.).  Instead of approving the 
qualification, you may want to determine what training, experience or fitness the individual lacks 
for the position and take the appropriate action. 
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2.10   Approving Official 
 
The Approving Official is the person responsible for signing the REDCARD, for example the 
District Ranger or FMO. 
 

 
 
The Approving Official is selected from a drop down box.  This is accomplished by pressing F9 
or the clipboard on the bottom of the screen.  The list of Approving Officials will display.  
Highlight the desired official and click ok.  Defining an approving official is done in the Persons 
definition area. 
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3 Producing Redcards 

3.1 Getting Started 
 

1. Select “Reports / Redcard” from the toolbar.  See section 3.2 and 3.3 for producing 
Redcards by unit or for a person. 
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3.2  Producing Redcards for a Unit(s) 
 

1. Click on Reports, click on Redcard. If running Redcards for an entire unit, click in 
NWCG and press <F9>. Click on the desired unit and click on Run Report. 

 

 
 
2. To run REDCARDS for a unit and subunit, click on NWCG, press <F9> and click on the 

desired unit. Click in Org Code, press <F9> and click on the desired unit. Click on Run 
Report. 

 

 
 

3. To run Redcards for the entire database leave all selections (i.e. NWCG, Org Code, and 
Person's Name boxes empty. Click on Run Report.   
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The user will be allowed to view the output before printing.  To print Redcards, load the 
printer with any plain 8 ½ x 11 sized paper.  The Redcard Report no longer uses the 
preprinted forms.  Select print from the toolbar on the report display box. The user will be 
prompted to select the correct printer. Click OK. The REDCARDS will now print. 
 
To view the report before printing use the tool bar buttons to move through the document. 
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3.3 Producing Redcards for up to twelve individuals 
 

 
 
To run a REDCARD for a particular person, click in Person's Name (last) box, press <F9> 
 

 
 
In the Find box enter the first one or two letters of the last name followed by the percent sign.  
Click on the Find button.  Move the highlight bar over the desired name and click OK. 
 
To produce a REDCARD for a group of individuals, press the button “Add this person to the 
list”.  To select another person, position the cursor in the Person’s Name field and either enter or 
find another individual.  Please note that all individuals in the list must be from the same NWCG 
and Org Code.  Press “Run Report” to produce Redcards for the individuals in your list. 
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By default, the report output will be sent to the previewer.  The report output can be sent to a pdf 
file by selecting the “PDF File” button prior to running the report.  You will be prompted for a 
location to file the report and the reports filename. 
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3.4 Trouble-Shooting 
 
1. Qualifications not printing on the REDCARD probably do not have a Best Position Number. 
 

• Enter the Best Position Number for up to 9 qualifications, 3 ojt’s and 3 skills.  Approve 
the qualifications and save the records. 

 
2. Qualifications are not printing and they do have a Best Position Number.  The Qualification 

may not have been approved. 
 

• Approve the qualifications and save the records. 
 
3. Qualifications may not be printing if the Fitness the Annual Refresher requirements are not 

current or have not been approved. 
 

• Update the Fitness and Annual Refresher requirements, approve, and save the records. 
 
4. Different printers may result in some reports printing too high while some are too low.  

Please call 800-253-5559 for assistance with this problem. 
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4 Reports 

4.1 Reporting Basics in Redcard 
 
Following is a description of each report available in the Redcard application. 
 
REDCARD 
 

Produces the REDCARD for selected individuals in the database.  The social security 
number does not print on the incident qualification card.  See Chapter 3. 

 
Master Record 
 

Displays all qualifications, experience, training, task books, and personal information for 
each selected individual in REDCARD.  The Master Record report does not check to 
determine if training or experience requirements have been met. 

 
Master Record w/Qual Check 
 

Same as Master Record report except symbols are displayed next to Quals where training or 
experience requirements have not been met. 

 
IDP 
 

Displays a persons target position and the required training, suggested training, experience 
and fitness level required, other planned training, and task books.  The report also displays 
the individual's status towards completing each prerequisite. 

 
Personnel List 
 

Displays persons, units, organizations, and personal information of those persons in the 
database. 

 
Dispatcher List 
 

Displays all persons with current qualifications, by qualification.  Selection criteria include 
NWCG Code, Organization, or Dispatch Center. 

 
Qual Reports 
 

Persons Qualified 
 

Displays the individuals qualified for fire positions. This report can be run for one 
position or all positions.  Selection criteria include unit, organization, and job code. 
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Trainees Qualified 

 
Displays the individuals qualified for fire trainee positions. This report may be run for 
one position or all positions.  Selection criteria include unit, organization, and job code. 

 
Quals to Expire 

 
Displays any qualifications that will expire in the current year for each Redcarded 
individual 

 
No. Qualified 

 
Displays number of persons qualified by position.  Selection criteria include unit, 
organization, and job code. 

 
No. Trainees Qualified 

 
Displays count of persons qualified for OJT positions.  Selection criteria include unit, 
organization, and job code. 

 
Training Planned 
 

Displays persons scheduled for all training courses, the year scheduled, and approval date.  
Selection criteria include unit, organization, and course code. 

 
Training Completed 
 

Displays persons who have completed a given training course by organization. 
 
Fitness Status 
 

Displays the fitness level rating, description, status, date test taken, and expiration date for 
each individual.  Selection criteria include unit and organization. 

 
Task Books 
 

Displays person(s) that have an initiated task book for each position.  Selection criteria 
include unit, organization, and job code. 

 
Reference Codes 
 

Courses by Code 
 

Displays course code, course description, and originator 
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Courses by Desc 
 

Displays course description, course code and originator. 
 

Jobs by Code 
 

Displays course code, course description, originator and period (in years). 
 

Jobs by Desc 
 

Displays course description, course code originator and period (in years). 
 
Workforce Analysis 
 

Displays total qualified, total qualified OJT, total with target, and the total needed for a given 
position.  Selection criteria include unit and organization. 
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4.1.1 Running a Report for One Person 
 
The following examples are to run the Master Record Report, for one individual.  From the 
Reports menu, select Master Record. 
 

 
Click on the “Person's Name" box. 
Press List (Index/List of Values) <F9>.  
 
By default, the report output will be sent to the previewer.  The report output can be sent to a pdf 
file by selecting the “pdf file” button prior to running the report.  You will be prompted for a 
location to file the report and a report filename. 
 

 
 
Enter the first couple of letters in a person’s last name, leaving the percent sign.  Click Find.  The 
list box will fill with all of the names that fit the criteria.  In this case all of the last names that 
started with “O”. Click on the desired name to highlight and click OK.  
The screen will open displaying the Training and Qualifications Master Record report for the 
desired person. 
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Training and Qualifications Master Record for Woodsy Owl. 
All of the buttons to move through the pages are dimmed indicating a single page report. 
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4.1.2 Running a Report for an Organization 
 
The following examples are to run the Master Record Report, for an organization. 
From the Reports menu select the Master Record option. 
 

 
 
Click on the “NWCG Code" box.  
Press List (Index/List of Values) <F9>. 

 
Highlight the desired NWCG code and click OK. 
 

 
The lookup box will close revealing the parameters box with the NWCG Code populated.  Click 
in the Org Code box and press <F9>. 
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The lookup box will open.  Highlight the desired organization code and click OK, closing the 
lookup box. 
 

 
 
Click Run Report to produce the Master Record Report for the organization. 
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The Training and Qualifications Master Record report for the organization will display.  Notice 
the Next, Last, and Page button are darkened.  This indicates more than one page for this report. 
 
This report may also be run by leaving the organization code blank and only selecting the 
NWCG code or by leaving all options blank. 
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Report Examples 
 
This section contains a sample of each report available in the Redcard system. Most reports have 
many variations based on the parameters you supply prior to running the report. Each report 
example will show you the parameters supplied to produce the example. 
 
 
Menu option:   Master Record 
Parameters for Sample:  Queried by person from database 
Sample Output: 
 

 
 
Report 1:  Master Record 
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Menu option:   Master Record w/Qual Check 
Parameters for Sample:  Queried by person from database 
Sample Output: 
 

 
 
Report 1a:  Master Record w/Qual Check 
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Parameters for Sample:  Queried by person from the database 
Sample Output: 
 

 
 
 
Report 2:  IDP Report 
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Menu option:   Personnel List 
Parameters for Sample:  Queried by Unit from database 
Sample Output: 
 

 
 
Report 3:  Personnel List 
 
This report was run without any parameters, thus all records in the database are listed.  
Parameters may be entered for NWCG and Organization codes. 
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Menu option:   Dispatcher’s List 
Parameters for Sample:  Queried by NWCG from database 
Sample Output: 
 

 
 

 
 
Report 4:  Dispatcher’s List 
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Menu option:   Qual Reports Persons Qualified (List of persons qualified for a 
job) 
Parameters for Sample:  Unit: MTBDF, Org: ALL, Job: EDSD 
Sample Output: 
 

 
 
Report 5:  Persons Qualified 
 
Note:  On the second person a note is posted showing a lack in Fitness. 
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Menu option:   Qual Reports, Trainees Qualified 
Parameters for Sample: Unit: MTBDF, Org: 01202 
Sample Output: 
 

 
 
Report 6:  Trainees qualified 
 
Note:  On the third person a note is posted showing a lack in Fitness. 
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Menu option:   Qual Reports, Quals to Expire 
Parameters for Sample:  Unit: MTBDF, Org: 01202 
Sample Output: 
 

 
 
Report 7:  Quals to Expire 
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Menu option:   Qual Reports, Count Qualified (Lists count of persons qualified by 
pos) 
Parameters for Sample:  Unit: MTBDF, Org: 01200 
Sample Output: 
 

 
 
Report 8: No. Qualified 
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Menu option:   Qual Reports, Trainee Qualified by position 
Parameters for Sample: Unit: MTBDF, Org: 012020 
Sample Output: 
 

 
 
Report 9:  No. Trainees Qualified 
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Menu option:   Training Planned 
Parameters for Sample:  Unit: MTBDF 
Sample Output: 
 

 
 
Report 10:  Training Planned 
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Menu option:   Training Completed 
Parameters for Sample:  Unit: ORDEF    Course: D-110 
Sample Output: 
 

 
 
Report 10a:  Training Completed 
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Menu option:   Fitness Status 
Parameters for Sample:  Unit: MTBDF 
Sample Output: 
 

 
 
Report 11: Fitness Status 
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Menu option:   Task Book Reports 
Parameters for Sample:  Unit: MTBDF 
Sample Output: 
 

 
 
Report 12:  Task Book Reports 
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Menu option:   Reference Codes, Courses by Code 
Parameters for Sample: 
Sample Output: 
 

 
 
Report 13:  Reference Codes, Courses by Code 
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Menu option:   Reference Codes, Courses by Desc 
Parameters for Sample: 
Sample Output: 
 

 
 
Report 14: Reference Codes, Courses by Desc 
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Menu option:   Reference Codes, Jobs by Code 
Parameters for Sample: 
Sample Output: 
 

 
 
Report 15:  Reference Codes, Jobs by Code 

Page 69 of 87 
Version 4.0 



Menu option:   Reference Codes, Jobs by Desc 
Parameters for Sample: 
Sample Output: 
 

 
 
Report 16:  Reference Codes, Jobs by Desc 
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Menu option:     Workforce Analysis Report 
Parameters for Sample:    Queried NWCG and Org Code from database by 
selecting from the pick list in the List Analysis Areas.  The Analysis Areas are defined in the 
Workforce Analysis Option.  (See Chapter 5). 
 

 
 
Sample Output: 
 

 
 
Report 17:  Workforce Analysis 
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5 Workforce Needs Analysis 
 
Workforce Needs Analysis may be performed for an entire organization or for a smaller unit.  
The input required is the desired position for analysis and the potential number needed.  The 
inputs are entered into the form, then the query process will analyze the existing workforce and 
produce results including the names of qualified individuals and trainees. 

5.1 Analysis Process 
 
From the menu, select WF Analysis. 
 

 
 

1. Enter the NWCG code the first time.  The next time the form is entered click on List 
Analysis Areas and select the desired code.   
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2. In Org Code either enter a particular Org code or enter a “%” to get all of the units in the 

NWCG Code.  The “%” can also be used with a partial code such as 08% or 0801%. 
 

 
 

3. In the Workforce Requirements enter the desired mnemonic and the total needs.  Click on 
the diskette to save and click Query WF Requirements. 

 

 
 
4. The user will be prompted to save the items just entered.  Click Yes and press <ENTER>. 
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5. The form will display the number of Qualified with the qualification showing on the 
REDCARD.  The number needed to train, the total number qualified, the total number of 
trainees and those with the desired position in a target position. 

 
Field Description 
  
Total Qualified Redcard Total number of currently qualified persons is displayed where 

position is current, approved and person’s fitness is adequate for 
position. 

Need to Train Difference between total needs and the total qualified redcard. 
Total Qualified Total number of persons JOB qualified for position is displayed 

(includes persons where qualification may be lapsed or 
unapproved).  These qualifications are not printed on the redcard. 

Total Qual OJT Total persons qualified in position as trainee (OJT) 
Total Pos As Target Total persons with position as their target.  Remember to delete 

target positions after persons have become qualified in the position. 
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6. By pressing the Show Individuals button the names of the individuals and the 
qualification status is displayed.  Persons that have achieved their target position should 
delete the target position from the Certify, Target Positions option. 

 
7. The data is now available to be printed using the Workforce Analysis Report. 
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6 Information Management 

6.1 Getting Started 
 
Select menu item Info Mgmt from the Redcard tool bar, and select one of the options from the 
drop down menu. 
 

 

6.2 All Courses 
 

 

6.3 Local Courses 
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1. Select menu item "Courses " from the Info Mgmt menu. When entering codes for the 
first time you will see a screen like the one above. Enter the course code, press <TAB> to 
advance to next fields, enter the information.  If applicable, enter a delete date.  The 
delete date indicates this code is not valid for new records that are added after the delete 
date. 

 
2. If you have previously entered local codes, they will be displayed, otherwise no records 

will be displayed.  
 
3. To add a new code, press Insert  (F6) creating a blank record. Complete the fields, and 

press Save to commit the addition.  
 

4. To edit an existing code move your cursor to the appropriate field needing changed and 
type over the current information with the new information, press Save to commit the 
edits. 

 
Local Courses Field Definitions 
 
CODE: Enter value for course code 
 
DESCRIPTION: Text that describes the meaning of the course code. 
 
ORIGINATOR: Enter value for which area is responsible for the course. 
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PERIOD: Leave blank for training courses. 
 
DELETE DATE: The date the course code is no longer valid for new records.  The code is 
retained in the system to provide a complete historical record. 

6.4 All Jobs/Skills 
 

 

6.5 Local Jobs/Skills 
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1. Select menu item "Jobs / Skills" from the Info Mgmt menu. Enter the Jobs/Skill code.  
Enter the course code, press <TAB> to advance to next fields, enter the information and 
press Save to commit the new course. 

 
2. If you have previously entered local codes, they will be displayed, otherwise no records 

will be displayed. You can now add or edit the information. To add a new code, press 
Insert and complete the fields, and select Save to commit the addition. To edit an 
existing code move your cursor to the appropriate field needing changed and type over 
the current information with the new information, select Save to commit the changes. 

 
 
Job / Skills Field Definitions 
 
CODE: Enter value for job/skill code. 
 
DESCRIPTION: Text that describes the meaning of the job/skill code. 
 
ORIGINATOR: Enter value for which area is responsible for the job code. 
 
TYPE: Skill or Job 
 
PERIOD: The length of certification in years for the particular skill. 
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6.6 Job Prereqs 310 
 

 
 

6.7 Job Prereqs 5109 
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6.8 Organizations 
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1. Select menu item "Orgs" from the Info Mgmt menu.  For each of the organizations for 
which you have Redcarded individuals, you will need to assign an alias of NWCG and 
Agency. If an organization does not have the NWCG identified you will have problems 
with all reports and printing the Redcard. A list of NWCG three letter unit identifiers for 
all Forest Service organizations can be found in the publication Unit Identifies, NFES 
2080 or PMS 931 available on web at http://www.nifc.gov/news/unit_id/ . 

Page 82 of 87 
Version 4.0 

http://www.nifc.gov/news/unit_id/


 
Alias Field Definitions 
 
ST-NWCG CODE: Five-letter Identifier formed using two letter state designator and unit code 
from NFES 2080. 
 
NWCG NAME: Name as determined by five-letter unit identifier. 
 
AGENCY: Agency Name 
 
GACC: Geographic Area Identifier 
 
ORG. CODE: Organization code 
 
ORGANIZATION NAME: Organization Name 
 
NWCG DISPATCH: Five-letter Identifier for the Dispatch Center that is the primary dispatch 
center for the organization. 
 
ORG. DISPATCH:  Organization code for the Dispatch Center 
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1. Select menu item "Persons" from the Info Mgmt menu.  The form will automatically 
open in enter query mode.  .  Enter the query criteria for the person(s) you want to query 
from the database and click the Red Check Mark (located in the lower left-hand corner of 
the screen).  

2. To enter a new person cancel the query and press <F6> or Record/Insert to insert a 
record.  Enter information in the required fields an any others.  The NWCG and 
Organization have lookup values.  

 
Person Information Field Definitions 
 
SSN: Mandatory. 9-digit social security number without dashes. 
 
LAST NAME: Mandatory. Last name of individual.  Must be corrected by a user with the 
Redcard Role or a FSDBA. 
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FIRST NAME: Mandatory. First name of individual.  Must be corrected by a user with the 
Redcard Role or a FSDBA. 
 
MIDDLE NAME: Optional. Middle name of individual.  Must be corrected by a user with the 
Redcard Role or a FSDBA. 
  
JOB TITLE: Optional. Working title. 
 
ELECTRONIC ADDRESS: Optional. The electronic address of individual (i.e. 
sbear@fs.fed.us ) 
 
NWCG: Mandatory. NWCG Code.  Press (F9) to open the drop down list of choices. 
 
ORGANIZATION NAME: Mandatory. The name of the organization where the person is 
affiliated. Will automatically fill with the NWCG Code. 
 
ORGANIZATION CODE: Mandatory. Organization code.  Press (F9) to open the drop down 
list of choices. 
 
JET PORT: Optional. Common code for the jet port located closest to the individual. 
 
HOME PHONE: Home telephone number (for official use only). Enter the area code, then the 7 
digit number in format xxx-xxxx. 
 
WORK PHONE NUMBER: Optional. The phone number for each type. Enter the area code, 
then the 7 digit number in format xxx-xxxx. 
 
PAGER NUMBER: Optional. The phone number for each type. Enter the area code, then the 7 
digit number in format xxx-xxxx. 
 
OTHER PHONE: Optional. The phone number for each type. Enter the area code, then the 7 
digit number in format xxx-xxxx. 
 
ELECTRONIC ADDRESS: Optional. 
 
TRAVEL Authorization Number:  Optional 
 
QUALIFICATION STANDARD:  Required.  Indicate the standard used to evaluate the 
person’s qualifications against, enter FSH for FSH 5109.17 or enter PMS for PMS 310.1. 
 
APPROVAL OFFICIAL: Optional. Y (Yes)/blank 
 
DOB: mm/dd/yyyy Optional. 
 
HEIGHT: Optional. Person's height in inches. 
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WEIGHT: Optional. Person's weight in pounds. 
 
BLOOD TYPE: Optional. Person's blood type. 
 
SEX: Optional 
 
Comments: Optional 
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7 Redcard Information Standards and Policy 
 
The Redcard system is designed to enforce standards in coding fire certification information.  
Reasons for enforcing standards within the Redcard system include: 
 
The Redcard system is designed to enforce standards in coding fire certification information.  
Reasons for enforcing standards within the Redcard system include: 
 
• Ensure compatibility of Redcard information throughout the agency and across agencies. 

 
• Reduce errors in data entry and increase the integrity of the Redcard data. 

 
The table below displays  standard Redcard data. 
 
Standard Item Information included Source of Standard 
Jobs mnemonic, description, period of 

certification 
Wildland Fire Qualification Subsystem 
Guide PMS 310-1, NFES 1414, FSH 5109.17 

Skills mnemonic, description, period of 
certification 
 

Wildland Fire Qualification Subsystem 
Guide PMS 310-1, NFES 1414, FSH 5109.17 
Locally defined codes. 
 

Fitness Levels rating, description, period of 
certification 

Wildland Fire Qualification Subsystem 
Guide PMS 310-1, NFES 1414, FSH 5109.17 

Courses course number, description Wildland Fire Qualification Subsystem 
Guide PMS 310-1, NFES 1414, FSH 5109.17 
Locally defined codes. 
Field Managers Course Guide 
PMS-901-1, NFES 1260 

Job Prerequisites position mnemonic, required 
training, suggested training, 
experience, fitness level 

Wildland Fire Qualification Subsystem 
Guide PMS 310-1, NFES 1414, FSH 5109.17 

Positions that Maintain 
Currency 

position mnemonic, currency 
position mnemonic 

Wildland Fire Qualification Subsystem 
Guide PMS 310-1, NFES 1414, FSH 5109.17 

Table 1: Standard Redcard Information 
 
 
WO Fire and Aviation Management is responsible for distributing and maintaining the standard 
Redcard information.  Local standard codes can be added for Skills and Courses.  Standards 
added locally are assigned the unique id of the computer in which they are created, so they can 
be distinguished from the national standards. 
 
It is necessary to periodically update the standard codes associated with Redcard.  Updates are 
distributed by the WO.  Locally created standard codes will not be affected by the updates. 
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