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1. Create the ICS 309 Communication 
Log

a) Outpost, Forms > ICS 309 Comm Log. 

b) Select Period Tab, then Range for when 
your shift (or event) occurred.

c) Select Output Tab, then which printer
NOTE: If you do not have a printer, then select 
the Microsoft Print to PDF printer to produce a 
.pdf file.

d) Press Build Data Set, then press Print.
e) If you paper-print this form, then sign the 

ICS 309.

f) Deliver this report to your supervisor.
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2. Create a printable message listing
a) From Outpost, File > Save All.  
b) Creates an Ascii-formatted file

of all messages in the current folder
with a Page Break between each 
message.  

c) Repeat for any other folder where 
event messages were stored.

d) This file could be printed to generate 
one message per page or cut-n-paste 
out a specific message.

e) Deliver this file to your supervisor.
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3. Create a Message Archive 
a) From Outpost, File > Export, then 

select “All Folders“ (for your entire 
system).  

b) Use meaningful file names. 

c) The Export process will create an 
Outpost Archive File (.oaf).

d) This file later can be imported back 
into Outpost to restore the archived 
messages to their original folders.

e) Deliver this file to your supervisor.
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