r)( r.\ r.\

ROSS TIP: REQ-1007-1
Date: April 19, 2007
Subject: Create Named Requests Outside the Overhead Positions Category

ISSUE: Currently ROSS only allows Named Requests to be created within the Overhead
Positions category. If another Overhead category is selected (e.g., CDF (CALIFORNIA
ONLY)) the "Named Request Only" field is not displayed. This will be corrected in a future
version. Until then, the following workaround may be used to create Named Requests in other
Overhead categories.

This workaround example shows how to create a Named Request for a "CDF Duty Chief -
DCHF" in the CDF (CALIFORNIA ONLY) category.

First create a request for any item in the Overhead Positions category, e.g., "Accounting
Technician - ACCT". This request should include all the pertinent information (Deliver To,
Special Needs, etc.) for the needed Duty Chief.

Next select this request and "Edit Request”. Note that the “Name Requested” field is available
on this dialog. Use the pick button to select the desired position "CDF Duty Chief - DCHF".
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Click OK. While still on the Edit Request dialog, enter the pertinent information in the "Named
Request” field.
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Last, save and Close the Edit Request dialog.
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