New Request - creating and editing new requests

This chapter explains how to create and modify resource requests. The New
Request screen allows you to create resource orders, known as “Requests,”
for Incidents. You can create Requests for both internal and external incidents.
The type of activities you can perform include:

*  Where did my requests go?

*  Understanding tracked catalog items

*  Understanding request block numbering
*  Working with the Catalog tab

*  Working with the Preorders tab

*  Completing the New Request screen

*  Creating a Named Request

*  Creating a Supplemental Request
+ Editing a request

* Deleting a request

*  Creating a Support Request.

To access the New Request screen
REQ | «  On the Request menu, click New Request, or click the REQ button.

New Request screen - Catalog tab
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Where did my new requests go?

The Request(s) Created table is located in the lower right portion of the New
Request screen. It lists only the requests created during your current ROSS
session.

However, if you exit from the New Request screen or change the Incident
context, these requests no longer display in this table. To review these
requests, you must access the Pending Request and/or Request Status screens
from the Request menu.

To review new requests from the Pending Request screen
1 On the Request menu, click Pending Request, or click the PR button.

2 On the Set Incident Search Criteria dialog box, click Search, click to
select the Incident Name of your choice, and then click OK.

3 On the Pending Request screen, complete the Set Filter Criteria for
Pending Requests, and then click Filter.

For more information about the Pending Request screen, see “Pending
Request - managing requests for resources.”

To review new requests from the Request Status screen
1 On the Request or Status menu, click Request Status.

2 On the Set Incident Search Criteria dialog box, click Search, click to
select the Incident Name of your choice, and then click OK.

3 On the Request Status screen, complete the Set Filter for Catalog, and
then click Filter.

For more information about the Request Status screen, see “Request Status -
managing the status of requests.”

Understanding tracked catalog items

The Track Request check box displays on the New Request screen for service
and supply catalog items. It identifies those resources that must be “released”
from the Incident and tracked back to their home destinations. Examples of
tracked catalog items include rental cars, trucks, and buses. NICC designates
many catalog items that must be tracked. If you check the Track Request
check box when creating a request, only the creating dispatch unit, prior to
filling the request, can change the request to “Not Tracked.” You must track
the request until it is released.

Untracked catalog items are “consumed” during the assignment or are tracked
outside of ROSS. Requests for these items are termed “Fill/Close.” Most
untracked items include NFES supply items and supply service items.
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The following diagram shows the location of the Track Request check box on
the New Request screen.
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The Track Request check box appears only for certain service and supply
catalog items. If the catalog item is designated by NICC, the check box is
unavailable and the Track Request text appears dimmed.

Understanding request block numbering

You can use request number blocks to designate blocks of requests within
each catalog for specific functions, such as blocks for “initial attack,”
“expanded,” or “team orders.”

For example, you can track initial attack orders on card stock, for orders A-1
through A-6, and then begin entering orders in ROSS at A-7.

By creating blocks of request numbers, you can manage hand-entered non-
consecutive request numbers in ROSS.

As another example, an Ordering Manager may place a request with
expanded for S-152. The next call to expanded might be for S-158, since
requests S-153 through S-157 were filled locally by the incident.

Setting up request blocks

You can set up requests blocks from the Organization, Incident, and New
Request screens, based on your organizations business practices:

»  To apply the same numbering system to every new incident for a given
Host organization, use the Organization screen. This method allows you
to “set it and forget it,” by setting this up one time for your Dispatch
Center and each of your Host organizations.

* To set up blocks on an incident-by-incident basis, or to modify your
default system for a specific incident, use the Incident screen. This
method allows you to apply the block numbering only to the current

incident and does not affect any defaults you created on the Organization
screen.

» To set up blocks on a catalog-by-catalog basis, use the New Request
screen. This method allows you to create and change block numbers “on
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the fly.” These blocks are reflected on the Incident screen but does not
affect your settings on the Organization screen.

For more information about request blocks, see the section, “Understanding
block numbering and rules,” and “Working with the Request Blocks tab,” in the
chapter, “Incidents - managing incidents and initial reports,” and “Setting up
request blocks,” in the chapter, “Organization - defining ROSS organizations,”
in this ROSS Users Guide.

For additional information, see the ROSS Tip, “Using Request Number
Blocks,” which is available at http://ross.nwcg.gov. Click ROSS Tips &
Tricks.

To view or modify block numbers

1 Onthe New Request screen under Enter Request for [Catalog Item],
click the Select Block to View, Edit or Split button

The View button does not apply to system-generated numbers.

2 Perform one or more of the following, as appropriate

- To set the default block to Request Default or System default, click
the Default button, and then click to select either Set Request
Default or Set System Default as appropriate.

- To create a new block by splitting an existing block into two, click the
New button, complete the Split Block dialog box, and then click OK.

- To edit a request block, click the Edit button, complete the Edit
Block dialog box, and then click OK.

- To delete a request block, click the Delete button, click to select the
block to merge the deleted block into, if appropriate, and then click
OK.

The following diagram shows the Pick Block dialog box, where you can Edit,
Create or Delete blocks of numbers.

EZpick Block x|
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Working with the Catalog tab

The Catalog tab is the first tab on the New Request screen. It allows you to
create new requests for catalog items.

To create a new Request for a catalog item

1

On the New Request screen, click the drop-down arrow and select the
Incident of your choice, and then click > to update the Incident Context.

On the Catalog tab under Select Item to Request, click the Catalog
drop-down arrow, click to select the Catalog of your choice, and then
click the Filter button.

You may also click the Category drop-down arrow and select the
Category of your choice, and then click the Filter button.

On the Catalog Item table, search for and then click to select the Catalog
Item of your choice.

The View Reminders button, located directly below the Catalog Item
table, allows you to display specific information relating to the catalog item
of your choice.

Under Select Features, click to highlight the Available Features of your
choice, if any, and then click the Add arrow button to move your selection
to the Requested Features table.

Remember, if you add any features for a requested catalog item, the
resource that fills the request must match (have those features) or it will
not show as a qualified/available resource on the Pending Request
screen.

Under Select Inclusions and Exclusions, click to select the option of
your choice

- None - default

- Federal Only

- Non-Federal Only
- Host Agency Only
- State Only.

For Overhead Catalog Items, click to select the options of your choice

- EFF/AD Acceptable
- Trainee: No Trainee, Trainee Acceptable, or Trainee Required.

Click to select the check boxes of your choice

- Contractor Not Acceptable
- Portal-to-Portal Acceptable.

Complete the Enter Request for [Catalog Item] portion of the New
Request screen as instructed in the section, “Completing the New
Request screen.”

August 2, 2004
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Working with the Preorders tab

The Preorders tab is the second tab on the New Request screen. It allows you
to select an existing Preorder and then create new requests based on catalog
items in the Preorder.

You cannot create a Preorder from the New Request screen. For more
information, refer to the chapter, “Preorders - creating lists of needed
resources.”

New Request screen - Preorders tab

Eijesource Ordering and Status System (RO5S) - SYSTESTZ21 ¥2.1.1.5 - |EI|1|
File Administration Resource Incident Reguest Trawel Status  Windows  Help
IL | IN| = ||[RT-DNYS-000010] Poplar Ridge j REQ | IR PR | TL
New Request - [RT-DNVS-000010] Poplar Ridge user: emccormick @ rT-onv |G B EX
rSelect Item to Request rEnter Request for Service - Fuel Delivery, Aviation
Catalog Requests will be generated in the respective system default blocks for il

each catalog for each item in the preorder. ‘\l

Catalog IAircraﬂ LI l—

Preorder
BIEQIHeHamE Need Date/Time * [07/3012004 09.04  [MST o T I n—
DeliverTo * |Poplar Ridge ...L

Mavigation
Instructions

Financial Code/ 9
Comract Fassass Il

Special Meeds

Reporting o
Orders to Create Instructions o
ember Name 0
Incident Ordering Contact |
Request Contact® [Joe Dispatcher ...L
Configuration Option ICataIDg Itern with Configuration LI ...;

rRequest(s) Created
' Catalog tem " Named Request

IR T T — T T
Senvice - Infrared Flight O7i30/2004 09:04 |MST
E-16 Mohile Food Service Q73072004 09:04 |MST
E-17 Engine, Type 1 or 2 OF/30/2004 09:04 |MST
C-1000... [Team, Type 2 Shart 073002004 09:04 [MET ’
= [0-1000.. |ADVANCED FRISGUAD BO... |FFT1 073002004 09:04 [MET
The search returned no results. View Reminder(s) | )

-
Add Documentation+ Supplemental | Edit Request+ Delete Request. Support Request Clear List |

To create a new request for a Preorder catalog item

1 On the New Request screen, click the drop-down arrow and select the
Incident of your choice.

2 Click the Preorders tab.
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Click the Catalog drop-down arrow, and then click to select the Catalog
of the Preorder.

The View Reminders button, located directly below the Orders to
Create table, allows you to display specific information relating to the
catalog item of your choice.

Under Orders to Create, click to sclect the Pre-Order Member Name(s)
of your choice.

Each catalog item listed on the Orders to Create table identifies a
Member Name, a Code, and a Quantity.

Complete the Enter Request for [Catalog Item] portion of the New
Request screen as instructed in the section, “Completing the New
Request screen.”

Completing the New Request screen

This section explains how to complete the New Request screen. Topics
include:

Working with Deliver To locations
Working with Reporting Instructions
Working with Request Contact information
Working with Configuration Options
Adding Documentation.

The “Enter Request” section of the New Request screen is located on the
right-hand side of the New Request screen. Complete this section in the same
way, regardless of whether you are creating a request for a catalog item or for
a Preorder.

To complete the New Request screen

1

Complete the task, “To create a new Request for a catalog item,” or the
task, “To create a new request for a Preorder catalog item” as appropriate
for the new request.

Under Enter Request for... complete the box as appropriate

- For Catalog Items that can be ordered in quantities greater than one,
type the appropriate quantity in the Quantity box.

- For Catalog Items that can not be ordered in quantities greater than
one, type the appropriate number in the # Requests box.

- Click the Block drop-down arrow and then click to select the Block
of your choice, as appropriate.

For more information about block numbering, see the previous section,
“Understanding request block numbering,” earlier in this chapter.

If the request came directly from the Incident, click the Incident Request
check box.

August 2, 2004
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11

To assign the date and time needed, click the Select Dates button, and
then select the Need Date/Time of your choice.

Click the Select Delivery Location button and select the location of your
choice.

For more information about Deliver To locations, see “Working with
Deliver To locations.”

To select a Financial Code/Compact other than the default code
designated for the Incident, click the Select Financial Code/Compact
button, click to select the Financial Code of your choice, and the click
OK.

The compact feature is not yet installed.

In the Special Needs box, type special needs for the request, as
appropriate.

For example, “engine, double-crewed” identifies a special need.

To enter or change Reporting Instructions, click the Select Reporting
Instructions button, complete the Reporting Instructions dialog box,
click Save, and then click Close.

For more information about completing Reporting Instructions, see
“Working with Reporting Instructions,” later in this section.

In the Incident Ordering Contact box, type the name of the contact
person that the filling resource is supposed to report to when arriving at
the incident.

In the Request Contact box, type the name and/or contact information of
the dispatch unit that created the request, or click the Select Contact Info
button and then click to select the Contact Name of your choice.

Completing the Request Contact box gives the dispatch center working
on the request a contact if they need to find out more information about
the request. Give a copy of the request to the resource filling the request
and write down the dispatch contact number so that the resource can
contact the incident in the event of travel delays and/or cancellations.
While the incident dispatch can rearrange travel, the incident can not!

If the selected catalog item is a configuration, click the Configuration
Option drop-down arrow and then click to select the Configuration
Option of your choice.

For more information about selecting the Selected Items from
Configuration option and completing the Order Selected Items dialog box,
see “Working with Configuration Options,” later in this section.

When finished completing all appropriate information, click the Create
Request button.
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Clear List

The following diagram shows the Financial Codes tab on the Financial Codes
& Compacts dialog box.

“*)Financial Codes & Compacts : x|
Financial Codes | Compacts | m
Financial Code Owned By |— -
Pa0222 BlA Mavajo Region
F40123 IJS Forest Service
4450-0911-4220 Mational Park Sermvice
4 | » ﬁ

To clear the request list

| *  Onthe New Request screen or on the Request(s) Created tab on the

New Request dialog box, click the Clear List button.

Working with Deliver To locations

Deliver To information automatically includes:

* Incident location
¢ All locations added to the Incident
e All airports added to the Incident.

If the Deliver To location of your choice fails to appear when you click the
Select Delivery Location button on the New Request screen, you must access
the Incident screen and then add that information to the Incident.

To add new Deliver To Locations

This task allows you to add a new Deliver To Location, which will then add it to
the Incident screen. However, to add the Navigation Instructions for that
location, you must access to the Incident screen.

1 On the Delivery Location dialog box, click the Pick button.

2 On the Pick/Copy Existing Reporting Instruction dialog box, enter
filter criteria as appropriate, and then click the Filter button.

3 Click the Location Type drop-down arrow, and then select the Location
Type of your choice.

August 2, 2004

version 2.1.1 9



ROSS User’s Guide

New Request - creating and editing new requests

The following diagram shows the Delivery Location dialog box.
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Working with Reporting Instructions

The Reporting Instructions box provides specific instructions for reporting to
the assignment. You can enter new Reporting Instructions, change the current
ones, or copy Reporting Instructions from another resource request for the
Incident.

Unless you just opened the New Request screen or clicked the Refresh
button, the default instructions are those you designated when you created
the last request.

To enter new Reporting Instructions

1

On the New Request screen, click the Select Reporting Instructions
button, and then click New.

Under Reporting Instruction, type the specific instructions for reporting
to the assignment.

On the Incident Contact tab, click to select the Contact Name of your
choice, and then click the Add Contact/Frequency to Reporting
Instructions button.

Click the Incident Radio Frequency tab, click to select the radio
frequency of your choice, and then click the Add Contact/Frequency to
Reporting Instructions button.

When finished, click Save, and then click Close.

10
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The following diagram shows the Reporting Instructions dialog box.

E‘E’iRepurting Instructions

d rReporting Instruction

123

Incident Contact | Incident Radio Frequency |

ontact Name ontact Information

303-555-1212 Sue

DAVE

I

Joe

Joe Dispatcher

Mary

RT-DMY (Dispatch)

pde

=N
i
=

EEER N

+

To choose from instructions entered on other resource requests

for the Incident

Reporting instructions that meet your filter criteria display for all other
requests, for this Incident, and this catalog. You can only select reporting

instructions from requests of the same catalog as yours.

1 On the Reporting Instructions dialog box, click the Pick button.

2 On the Pick/Copy Existing Reporting Instruction dialog box, enter
filter criteria as appropriate, and then click the Filter button.

3 Click to select the Reporting Instruction of your choice, click OK, and
then click Close.

The full text displays in the Selected Reporting Instruction box.

August 2, 2004
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The following diagram shows the Pick/Copy Existing Reporting Instruction
dialog box.
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Selected Reporting Instruction

To select an existing instruction and modify it for one request,
without affecting any requests that have used the instruction

Reporting instructions that meet your filter criteria display for all other
requests, for this Incident, and this catalog. You can only select reporting
instructions from requests of the same catalog as yours.

1 Onthe New Request screen, click the Select Reporting Instructions
button, and then click the Copy Reporting Instruction button.

2 On the Pick/Copy Existing Reporting Instruction dialog box, highlight
the Reporting Instruction you want to modify for this request, and then
click OK.

3 On the Reporting Instructions dialog box, change the Reporting
Instruction, click Save, and then click Close.

Working with Request Contact information

The Pick Requesting Contact dialog box allows you to select a contact of your
choice from a list of all contacts entered for the Incident and all Requesting
Contacts used on other requests for the Incident.

To enter a new Request Contact

*  On the New Request screen, click in the Request Contact box, and then
type the name of the Request Contact.
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To specify a Request Contact

1

On the New Request screen, click the Select Contact info button.

2 On the Pick Requesting Contact dialog box, click to select the Contact

Name of your choice, and then click OK.

The following diagram shows the Pick Requesting Contact dialog box.
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Working with Configuration options

You can select from three configuration options:

Catalog Item with Configuration. The creator of the request is
requesting the resource to be filled with the national standard
configuration.

Catalog Item without Configuration. The creator of the request is
requesting that the resource may or may not have the national standard
configuration.

Selected Items from Configuration. The creator of the request specifies
that the request be filled only with the specified items.

Configuration options appear dimmed for all resource types not identified as a
group in the ROSS catalog

To create a request for a catalog item with configuration or a
catalog item without configuration

1

On the New Request screen, click in the Configuration Option drop-
down arrow, and then select the Configuration Option of your choice.

2 To create the request, click the Create Request button.

To create a request for selected items from configuration

1

On the New Request screen, click in the Configuration Option drop-
down arrow and select Selected Items from Configuration, and then
click the Select Configuration Items button.

August 2, 2004
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On the Order Selected Items dialog box, click to select each Order
check box for the items you need.

To select all items under a parent item, click to select the Order check box
of the parent first. This will automatically select all check boxes for the
items beneath the parent. Next, click to clear any Order check boxes
beneath the parent that you do not want.

To create the request, click the Create Request button.

The following diagram shows the Order Selected Items dialog box.

Eg’g'l:lrder Selected Items x|

[mim i i
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3
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Clear all |

Adding Documentation

The Add Documentation button allows you to add documentation for one or
more requests.

Add Documentation+ | To add documentation

1

On the New Request screen under Request(s) Created, click to select the
Request of your choice, and then click the Add Documentation button.

To add identical documentation to more than one Request, press CTRL,
click to select the Requests of your choice, and then click the Add
Documentation button.

In the Add Documentation box, type the appropriate Documentation for
that Request, click the Add Documentation button, and then click OK.

14
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The following diagram shows another Add Documentation dialog box for one
request.

“"/ Add Documentation x|
H
Redquest Documentation
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Request E-1 was added by Ross3 Contractor@RT-DNY.  (12/23/02 09:17 PST R Contractor -
4 »
Enter Documentation
=] Bus must pick up crew from airport, then transportto = |
incident.
[ ] ]

The following diagram shows the Add Documentation dialog box for multiple
requests.

“% Add Documentation =
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Add Documentation

Creating a Named Request

A Named Request is an Overhead request for a resource that you specifically
ask for by name. Handle Named Requests the same way as any other request.
You can fill, place, UTF, or cancel Named Requests display on the New
Request, Pending Request, and Request Status screens and are designated by
an asterisk (*) in the “NR” column. You can sort by this column and group
Named Requests together.

Remember these key points when working with Named Requests:
*  You can create Named Requests for Support Requests and Subordinate
Requests, but not for Groups, Pre-Orders, Detail Requests, or Quick Fill.

*  So long as the request has not been placed, you can change a regular
overhead request to a named request and a named request to a regular
overhead request. ROSS automatically documents this change.

*  The requested resource does not need to hold a current qualification
matching the catalog item you request.

*  You can fill a Named Request with Inventory or Non-Inventory resources.

August 2, 2004
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*  You do not have to filled the Named Request with the requested resource.
You can edit the named request to request a different individual, so long
as the request has not been filled. ROSS automatically documents this
change.

*  You can create only one Named Request at a time. You can not create
named requests when requesting a quantity greater than one.

* Everyone in the ordering chain of a named request may view information
about the requested overhead resource, such as status and contacts. To do
this, click the View button, and then click to select Request.

e The Named Request and Contract Information fields are view-only. You
can not edit or remove this information.

The following diagram shows the location of the Select Name Request button
on the New Request screen.

Enter Request for FALLER CLASS A
# Requests * |1 Block |[1 - 99494459] (5G) Eds Test Block LI !

Sequence Next |1 noooz Yiew Issued #'s |

Humber

Named Request Only [SKKAGGS, PATRICK M (CA-SIFC) =~ X

To request a specific Overhead resource

For more information about searching for a resource item from the ROSS
inventory, see the next task, “To select a resource from the ROSS inventory.”
For more information about searching for a resource item not in the ROSS
inventory, see the next task, “To select a resource not in the ROSS inventory.”

1 Complete the task, “To create a new Request for a catalog item.”
2 Under Enter Request for, click the Select Name Request button.

3 On the Pick Resource dialog box, filter for and then click to select the
resource item of your choice, and then click OK.

The following diagram shows the Resource Item Inventory tab on the Pick
Resource dialog box.

[ Pick Resource x|

Resource kem Lookup | User Entered

Last Name * Jsk -
A

First Name I

HomeDispatchUnit | -

Blatus — Pisnatch |
SKAVDAHL, PHILLIP H Unavailable| SD-GPC B05-393-8017 HONE =
SKABELUND, ERICK Unavailable | UT-NUC | NUIFC INITIAL ATTACK ... [MONE j
SKAGGS, ERYN Available IN-IDPC MOMNE
SKAGGS, GLENM Unavailahle | CA-ANCC B61-723-2706 MNONE
SKAGGS, PATRICK M Available CA-SIFC 530-257-5575 MNONE
Skaggs, Tim Unavailable | OR-COC 541-416-6800 MOME
Skalsky, Mathan Unavailahle | OR-MOC  [Mortheast Dispatch 541-. [MOME ;l
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To select a resource from the ROSS inventory - statused in ROSS

1 On the Pick Resource dialog box on the Resource Item Inventory tab,
complete the following information and then click the Filter button

Last Name - required
First Name

Home Dispatch Unit ID
Contact Information.

2 Click to select the Name of your choice.

To specify a resource not in the ROSS inventory - not statused in

ROSS

1 On the Pick Resource dialog box, click the User Entered tab.

2 In the appropriate boxes, type the following information

Last Name - required
First Name

Home Dispatch Unit ID
Contact Information.

The following diagram shows the User Entered tab on the Pick Resource
dialog box.

[E3Pick Resource x|

i

Resource ltem Lookup | User Enterei |

Last Name * |
First Name

Home Dispatch Unit l_ -

Contact Info

To edit a named request

1 On the New Request screen, under Request(s) Created, click Named
Request, and then click to select the Named Request of your choice.

2 Click the Edit Request button.
3 Onthe Edit Request dialog box, click the Select Named Request button.
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4 On the Pick Resource dialog box, select a resource from the ROSS

5

inventory, or specify a resource not in the ROSS inventory, and then click
OK.

For more information about completing the Pick Resource dialog box, see
the previous tasks, “To select a resource from the ROSS inventor,” and,
“To specify a resource not in the ROSS inventory.

When finished, click OK on the Edit Request dialog box.

The following diagram shows the Edit Request dialog box as it appears for
editing a named request.

EgaEdit Request x|

Requested ftem J0-1000C  [ADVANCED FFISQUAD BOSS

Need Date/Time ID?J’SUIEUD4 09:04

OK
Edit Catalog ftem Edit Request | [Cancel |

rEdit Request 0-100005

Named Request Only [Clemnents, Joe (Jy-3410) =
Hame Requested

Contact Info

Need DatefTime * [07/30/2004 05:04 MET

DeliverTo * f02 RaNCH =]
Financial Code/

Comnact [essass !

Special Needs

Reporting

Instructions

Incident Ordering Contact |

Request Contact* [Ioe Dispatcher n

Has Supporting Request(s) |Mo

rSelect Inclusions and Exclusions

* None " Federal Onhy " Host Agency Only
" Non-Federal Only (" State Only
[~ Contractor Not Acceptable Trainee
[ Portal-to-Portal Acceptable {* No Trainee
[ EFF/AD Exclusion (" Trainee Acceptable
" Trainee Required

To clear a named request

Click this button to remove the name displayed in the Name Request Only
box. The request is no longer a Named Request.

Under Enter Request for, click the Clear Name Request button.
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Creating a Supplemental request

Supplemental

In ROSS, you can complete Supplemental requests for:

*  Temporary Flight Restriction (TFR) Request
* Infrared Aircraft Scanner (IR) Request
* Food Service Request.

You can create a Supplemental request when on the New Request, the
Pending Request, and the Request Status screens. You can also create a
Supplemental request for a Support Request. The Supplementals dialog box
displays specific information based on the type of Supplemental request you
create.

Creating a TFR Supplemental request

The Supplementals dialog box displays specific information for all TFR
requests.

You can not edit the Incident and Request information that automatically
displays on the Supplementals dialog box.

To create a TFR supplemental request

To fill a TFR supplemental request you must access the Pending Request
screen.

1 Onthe New Request screen under Request(s) Created, click to select the
TFR Service Request of your choice, and then click the Supplemental
button.

2 On the Supplementals dialog box, click the ARTCC Contacted drop-
down arrow, and then click to select the ARTCC of your choice.

3 Inthe ARTCC Phone box, type the appropriate phone number.
4 Inthe ARTCC Fax box, type the appropriate fax number.

5 Under TFR Details, type the Name of the person requesting the TFR in
the Name box.

6 In the Phone box, type the phone number of the person requesting the
TFR.

7 Under 2. Brief Description of Incident, Material, or Activity box, type
the description of the incident, material, or activity that is posing a hazard
to persons and property in the area.

8 Under 3. Estimated Duration of Flight Restriction, click the Select
Date button, and then complete the Start Date/Time and End Date/Time
boxes.

9 On the Agency tab, type the Phone and Fax numbers of the agency
conducting the relief activity.
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10 Complete the remaining tabs on the Supplementals dialog box as

instructed in the next tasks, and then click Save.

The following diagram shows the Agency tab on the Supplementals dialog

box.

Eg_'aSuppIEmentals

ﬂ Incident Humber [RT-DRNYS-000010 Incident Name |F’Up|arRidge
Request Number F—d Request Date/Time [07/26/2004 09:52 MST  Financial Code IMMIdeWW HH:mm

rTFR Information

NOTAM # Assignedl Verification Date/Time I

Effective Date/Time I Cancellation Date/Time I
ARTCCContacted| || ARTCCPhone | ARTCC Fax
rTFR Details
1. Name and Organization of Person Requesting the 2. Brief Description of Incident, Material, or Activity posing a
Temporary Flight Restriction: hazard to persons and property in area:
Name |
Organization |

Phone |

3. Estimated Duration of Flight Restriction:

Start Date/Time I End Date/Time I I

Agency | Area | Hazard | Nature of ReliefHelibases | ContactFSS | Actions |

4. Name of Agency conducting relief activity:

Organization |

Phone |

Fax |

To complete the Area tab

1 On the Supplementals dialog box, click the Area tab.

2 Under Coordinate Type, click to select the Lat/Long or VOR option of

your choice.
3 For Lat/Long coordinates, complete the following

- For Latitude, type the degrees of latitude in the first box
- in the second box, type the minutes of latitude
- in the third box, type the seconds of latitude

- in the fourth box, click the drop-down arrow, and then select the N

(North) or S (South) direction of latitude
- For Longitude, type the degrees of longitude in the first box
- in the second box, type the minutes of longitude
- in the third box, type the seconds of longitude

- in the fourth box, click the drop-down arrow, and then select the E

(East) or W (West) direction of longitude.

For more information about entering coordinates, see “Entering

Coordinates,” in the previous chapter, “Airports - working with airport

information.”
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4 For VOR coordinates, complete the following

- click the VOR drop-down arrow, and then click to select the VOR of
your choice

- in the Bearing box, type the Bearing

- in the Distance box, type the Distance.

5 In the Horizontal Restriction box, type the NM Radius from the center
point.

6 In the Vertical Restriction box, type the appropriate MSL number that is
2000 feet above either the highest elevation or Aircraft Operation Base.

The following diagram shows the Area tab on the Supplementals dialog box.

| Hazard | Nature of ReliefHelibases | ContactFss | Actions |

5. Description of Area to be NOTAMed (WVOR Bearing/Distance; Latitude/Longitude):

(gordinate Type— L Fr I l_ I I LI
Longitude | I_ | I LI
g VOR ~| Bearing | Distance |

Horizontal Restriction: I NM Radius from incident center point (Standard is 5 NiM)
‘Yertical Restriction: 2000 feet above either the highest elevation or Aircraft Operation Base | MSL.

To complete the Hazard tab
1 On the Supplementals dialog box, click the Hazard tab.

2 Under 6. Description of hazard that would be magnified, spread, or
compounded by low flying aircraft or rotor wash box, type the
appropriate description.

The following diagram shows Hazard tab on the Supplementals dialog box.

Agency| Area Hazard | Nature of ReliefHelibases | ContactFss | Actions |

6. Description of hazard that would be magnified, spread or compounded by low flying aircraft or rotor wash:

To complete the Nature of Relief/Helibases tab

Helibases that display on the this tab are derived from the helibases selected
for the current Incident.

1 On the Supplementals dialog box, click the Nature of Relief/Helibases
tab.

August 2, 2004

version 2.1.1 21



ROSS User’s Guide

New Request - creating and editing new requests

2 Under 7. Nature of airborne relief, proposed aircraft operation, and
location of relief aircraft bases box, type the appropriate description.

3 Under Incident Helibases, click to select the Helibase Name of your
choice, and then click Radio Frequency column of your choice and type
the appropriate Radio Frequency for that helibase, and then click Save.

The following diagram shows the Nature of Relief/Helibases tab on the
Supplementals dialog box.

Agency | Area| Hazard Nature of ReliefHelibases | ContactFss | Actions

7. Nature of airborne relief, proposed aircraft operation and location of relief aircraft bases:

Incident Helibases (These helibases are derived from the helibases selected for the current incident):

olibase Namo aaio Froquency

B E

To delete a helibase from a TFR

1 On the Supplementals dialog box, click the Nature of Relief/Helibases
tab.

2 Under Incident Helibases, click to select the Helibase Name of your
choice, and then click Delete.

3 On the Confirm Deletion dialog box, click Yes to delete or click No to
cancel.

To complete the Contact/FSS tab
1 On the Supplementals dialog box, click the Contact/FSS tab.

2 In the Phone Number box, type the phone number of the person
coordinating media flights.

3 Inthe Victor Frequency box, type the appropriate radio frequency for
coordinating media flights.

4 Inthe FSS Name box, type the FSS Name of the designated coordination
facility nearest to the Incident.

5 Inthe Phone Number box, type the phone number of that designated
coordination facility.
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The following diagram shows the Contact/FSS tab on the Supplementals
dialog box.

Agency' Areal Hazardl Nature of ReliefHelibases

9. Contact point or radio frequency for coordinating media flights within the Temorary Flight Restriction:

Phone Number | Victor Frequency I
10. Designated coordination facility {(FS5 nearest to incident):
FS5 Name | Phone Number I

| Actions |

To complete the Actions tab

1 On the Supplementals dialog box, click the Actions tab.

2 To designate that the request was relayed to ARTCC, complete the
following

click the Request Relayed to ARTCC check box

click the Select Date button, and then click to select the Date/Time
of your choice

in the To box, type the name of the person or position who received
the request

in the From box, type the name of the person or position who sent the
request.

3 To designate the NOTAM number, complete the following

click the NOTAM Number check box

click the Select Date button, and then click to select the Date/Time
of your choice

in the To box, type the name of the person or position who received
the request

in the From box, type the name of the person or position who sent the
request.

4 To designate a request to cancel the TFR, complete the following

click the Request to cancel TFR check box

click the Select Date button, and then click to select the Date/Time
of your choice

in the To box, type the name of the person or position who received
the request

in the From box, type the name of the person or position who sent the
request.
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To designate a request to cancel TFR relayed to ARTCC, complete the
following

- click the Request to cancel TFR relayed to ARTCC check box

- click the Select Date button, and then click to select the Date/Time
of your choice

- in the To box, type the name of the person or position who received
the request

- in the From box, type the name of the person or position who sent the
request.

The following diagram shows the Actions tab on the Supplementals dialog
box.

Date/Time* From*
[[]Request Relayed to ARTCC | [
From*
[ NOTAM Number I |
[ Request to cancel TFR I I | |
[ Request to cancel TFR | | | : |
relayed to ARTCC

Agency | Area | Hazard | Nature of ReliefHelibases | ContactFss Actions |

Creating an Infrared Aircraft Scanner Supplemental request

The Supplementals dialog box displays specific information for all infrared
scan requests.

You can not edit the Incident and Request information that automatically
displays on the Infrared Aircraft Scanner Request dialog box.

To create a supplemental request for an Infrared Aircraft Scanner

1

On the New Request screen under Request(s) Created, click to select the
Infrared Service Request of your choice, and then click the
Supplemental button.

On the Supplementals dialog box, click the Select Date Button to change
the Need Date/Time.

In the National IR Coord box, type the name of the infrared coordinator,
and the type the appropriate Phone and Fax numbers.

In the IR Field Specialist box, type the name of the infrared field
specialist, and the type the appropriate Phone and Fax numbers.

Click to select the Interpreter Ordered check box, if appropriate, and
then complete the IR Interpreter, Phone, Fax, and Hotel boxes.

In the Elevation box, type the appropriate elevation.
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7 Inthe Approximate Size box, type the approximate size of the infrared
scan, and then click the Approximate Size drop-down arrow to select the
unit of measurement.

8 To delete an Incident VOR from the 10 nearest VORs to the Incident,
click to select the FAA Code of your choice, and then click the Delete
button.

9 Complete the remaining tabs on the Infrared Aircraft Scanner Request
dialog box as instructed in the next tasks, and then click Save.

The following diagram shows the VORs tab on the Supplementals dialog box.

| Engupplementals 5[
¥4 cident humber [RT-DRYS-000010 Incident Hame |Foplar Ridge [Close |
| Request Number E‘5 Request Date/Time |[07/26/2004 11:13  [MST  Financial Code IPBBBBEB
I
Ordering Unit  |RT-DNVS Phonhe Need DateTime | |
1 Lol
Dispatch Unit RT-DhY Phone ‘\
Regional Coord  |RT-DNY Phone _l
Center
| Mational IR Coord | Phone | Fax |
IR Field Specialist | Phone | Fax |
. Interpreter Ordered [
R Interpreter
IR Interpreter | Phone |
1 Fax | Hotel |
| Elevation Approximate Size | =l

VORs |Weathen'l)elivery Point | Radio FreqRemarks | Boundaries |

VORs:

&

To complete the Weather/Delivery Point tab

1 Onthe Supplementals dialog box, click the Weather/Delivery Point tab,
and then type the information into the appropriate boxes

- Weather at Incident

- Delivery Point

- Weather at Delivery Point
- Alternate Delivery Point.

2 Click the Select Date button and then select the Estimated Delivery
Date/Time.

August 2, 2004 version 2.1.1 25



ROSS User’s Guide

New Request - creating and editing new requests

The following diagram shows the Weather/Deliver Point tab on the
Supplementals dialog box.

VORs 1}
Weather at Incident

| Radio FreqRemarks | Boundaries

Delivery Point Est. Delivery | I
- DateTime

Weather at Delivery Point

Alternate Delivery Point

To complete the Radio Freg/Remarks tab

¢ On the Supplementals dialog box, click the Radio Freq/Remarks tab,
and then type the information into the appropriate boxes

Radio Fregs - Local Admin Unit

Air Attack Supv
Radio Freq - Air Attack
Remarks.

The following diagram shows the Radio Freq/Remarks tab on the
Supplementals dialog box.

VORs | WeatherDelivery Point | Ratiio FreqRemarks | Boundaries |

Radio Freqs - Local Admin Unit |
Air Attack Supv. |
Radio Freq - Air Attack |
Remarks

To complete the Boundaries tab

1 On the Supplementals dialog box, click the Boundaries tab, and then
click New to enter a new Boundary for the infrared scan.

2 On the Boundary dialog box, type the latitude and longitude in degrees,
minutes, and seconds, into the appropriate boxes and then click OK

North Boundary
South Boundary
East Boundary

West Boundary.

To enter additional boundary information, click New.

26

version 2.1.1 August 2, 2004



New Request - creating and editing new requests

ROSS User’s Guide

The following diagram shows the Boundaries tab on the Infrared Aircraft

Scanner Request dialog box.

VORs | Weather/Delivery Point | Radio FreqRemarks B

‘est Boundary

rinformation Needed For Each Missi
orth Boundary  [[South Boundary -ast Boundary

HORTH (LATITUDE}

EAST
WEST (LONGITUDE})

SOUTH

North Boundary | Bl
South Boundary | -
East Boundary |
West Boundary |
To edit a boundary on an Infrared Aircraft Scanner Request
1 Onthe New Request screen under Request(s) Created, click to select the
Infrared Service Request of your choice, and then click the
Supplemental button.
2 On the Supplementals dialog box, click the Boundaries tab, select a set
of boundary information, and then click Edit.
3 On the Edit Boundary dialog box, change the information as appropriate
and then click OK
- North Boundary
- South Boundary
- East Boundary
- West Boundary.
4 When finished, click Save on the Supplementals dialog box.
To delete boundary information on an Infrared Aircraft Scanner
Request
1 Onthe New Request screen under Request(s) Created, click to select the

Infrared Service Request of your choice, and then click the
Supplemental button.
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2 On the Supplementals dialog box, click the Boundaries tab, click to
select the Boundary of your choice, and then click Delete.

3 On the Confirm Deletion dialog box, click Yes to confirm or click No to
cancel.

Creating a Food Service Supplemental request

The Supplementals dialog box displays specific information for all food
service requests. The estimated number for the first three meals is based on
the following:

*  Sequence- 1,2, 0r3

e Meal type - Breakfast, Lunch, or Dinner

*  Quantity - default is “1” for all meal types.

You can not edit the Incident and Request information that automatically
displays on the Food Service Request dialog box.

To create a Food Service supplemental request

1 Onthe New Request screen under Request(s) Created, click to select the
Food Service Request of your choice, and then click the Supplemental
button.

2 On the Supplementals dialog box under Number of Meals, click the
Select Dates button, and then click to select the Date/Time of first meal
of your choice.

3 In the Reporting location box, type the name of the delivery location of
the food service request.

4 In the Contact person box, type the name of the contact person for the
food service request.

5 In the Contracting Officer’s Technical Representative box, type the
name of the Contracting Officer’s Technical Representative.

6 On the Support Information tab in the Nearest potable water box, type
the location of the nearest potable water.

7 Under Available Services, click to select each Food Service that is the
responsibility of the benefitting unit, and then click the Add button.

To designate all Available Services to the Benefitting Unit
Responsibility, click the Add All button. To remove a food service from
the Benefitting Unit Responsibility, click the Food Service of your
choice, and then click the Remove button.

8 Complete the Estimated Duration/Needs tab on the Food Service
Request dialog box, and then click Save.

For more information see, “To complete the Estimated Duration/Needs
tab,” later in this section.
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The following diagram shows the Support Information tab on the
Supplementals dialog box.

E%Supplementals X|
H Incident Number |RT-DNV5-UUUU1 o Incident Name |P0p|ar Ridge -
Reguest Number  JE-16 Request Date/Time [07/30i2004 05:27  MST
Financial Code |F'888888
rNumber of Meals rLocation

Date.Time of first meal = Reporting location |

Estimated number for the first three meals
{minimum guarantee is hased on these estimates): Contact person |

IS 0 o Contracting Officer's
m_m T |
I;dltl

W

Ay

B

Support Information | Estimated Duration/Needs |

Hearest potable water |

The benefiting unit is responsible for providing the following services:
Available Service

Benefiting Unit Responsibili
00t Senice ood Senvice
Kitchen camp crew

Gray water pumpet

Potable water
Department of Health Notified

Incidents requesting potable water tenders, gray water tenders, or refreigerated storage vans must
assign new request numbers for each resource ordered.

To add a meal on to the Food Service Request

1 On the Supplementals dialog box under Number of Meals, click New.
2 In the Sequence box, type the order of the new meal.

3 Click the Meal drop-down arrow, and then click to select the Meal of
your choice.

4 In the Quantity box, type the number of meals required, and then click
OK.

The following diagram shows the Add Meal dialog box.

Sequence I

| |
Meal -
CQuantity I
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To change information about a meal

1 On the Supplementals dialog box under Number of Meals, click to
select the Meal of your choice, and then click Edit.

2 On the Edit Meal dialog box, change the following as appropriate

- to change the Sequence of the meal, type to replace the Sequence
number

- to change the meal type, click the Meal drop-down arrow, and then
click to select the Meal of your choice.

- to change the Quantity, type to replace the Quantity.
3 When finished, click OK.
The following diagram shows the Edit Meal dialog box.

) Edit Meal x|

Sequence |2 m
Meal |Lunch | Cancel|

Quantity |1

If the Meals are not listed in numerical order, click the Sequence column. The
Meals will be reordered according to Sequence number.

To delete a meal from the Food Service Request

1 On the Supplementals dialog box under Number of Meals, click to
select the Meal of your choice, and then click Delete.

2 On the Confirm Deletion dialog box, click Yes to confirm or click No to
cancel.

To complete the Estimated Duration/Needs tab

1 On the Supplementals dialog box, click the Estimated Duration/Needs
tab.

2 Inthe 1. Anticipated duration of Incident (days) box, type the number
of days of duration anticipated for the Incident.

3 Inthe 2. Number of personnel at peak of Incident box, type the number
of people expected at the peak of the Incident.
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6

To designate a spike camp, click the 3. Spike Camps? check box, and
then complete the following

- in the Number box, type the Number of spike camps
- in the No. of meals per campe per day box, type the number of
meals per camp per day.

In the Contact box, type the name of the contact person who can provide
additional information about the food service request.

In the Telephone box, type the telephone number of that contact person.

The following diagram shows the Estimated Duration/Needs tab on the Food
Service Request dialog box.

Support Information

1. Anticipated duration of incident (days) |
2. Humber of personnel at peak of incident I
3. Spike Camps? " Number I Mo. of meals per camp per day I

Additional Infermation
Contact |

Telephone |

Editing a request

The Edit Request button allows you to edit a new catalog item of a service or
non-service request as long as it has not been filled.

Edit Request+

Remember these key points when editing requests:

The edited item must be in the same catalog as the original requested
item. For example, the requesting unit may edit a request for
Equipment>Dozer>Type?2 to a request for Equipment>Tractor-
Plow>Type 2. ROSS automatically documents this change.

So long as the request has not been filled or canceled, you can change
change a request for an aircraft, crew, equipment, or overhead service to a
non-service request and a a non-service request to a request for an
aircraft, crew, equipment, or overhead service. ROSS automatically
documents this change.

You can not change Temporary Flight Restrictions and Infrared Aircraft
service requests to non-service aircraft requests.

You can also edit a request from the Pending Request and/or the Request
Status screen. However, you can not edit a request once it has been filled and
the resource’s estimated time of departure has passed.

To edit a single request

1

On the New Request screen under Request(s) Created, click to select the
Request of your choice, and then click the Edit Request button.
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2 On the Edit Request tab on the Edit Request dialog box, change the
following fields as appropriate

Quantity

Need Date/Time

Deliver To

Financial Code/Compact

Special Needs

Reporting Instructions

Incident Ordering Contact
Request Contact

Select Features

Select Inclusions and Exclusions.

3 When finished, click OK.

The following diagram shows the Edit Request dialog box for editing one
request.

E’_;’,gEdit Request x|

E

Requested item IE'1 li
Need Date/Time |D?ISDIEDD4 09:04

E3
dit Catalog Item Edit Request | Cancel

rEdit Request E-17

Named Request Only | E_] A

HName Requested
Contact Info

Need Date/Time * ID?ISDIEDM 09:04

DeliverTo * o2 RancH =]
Financial Code/
Compact | SR !

Special Heeds

Reporting
Instructions

Incident Ordering Contact |
Request Contact® joe Dispatcher !

Has Supporting Request(s) IND

rSelect Inclusiens and Exclusions

= None  Federal Only  Host Agency Only
" Non-Federal Only (" State Only

[~ Contractor Mot Acceptable
[ Portal-to-Portal Acceptable
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To edit multiple requests

1

On the New Request screen under Request(s) Created, click and hold
CTRL, click to select the Requests of your choice, and then click the Edit

Request button.

Click the check box next to the field you want to change, and then modify

that information as appropriate.

Continue editing the fields of your choice.

Information/fields that do not apply to the requests you selected appear
dimmed or cannot be selected for editing. For example, you cannot click
the Quantity check box for a resource item that cannot be ordered in a

quantity greater than one (1).

4

When finished, click OK.

The following diagram shows the Edit Multiple Requests dialog box.

! @Edit Multiple Requests

i~

| Edit*

.

rNeed Date/Time

—

rDeliver Te

[

rFinancial Code/Compac

I 3

rFeatures

Available Features Requested Features

[ |

-1 jal Naad.
P

rReporting Instructions

rincident Contact / Contact Information—;
Ordering Contact

Request Contact

4
Assigning Contact
I |
rQuantity
Roquestod [ Assined [

rinelusions and Exclusions
" None € Federal Only: £ Host Bgency Onhy
€ Hon Federal Only. ) State Only.

-Trainee:
Contractor Not Acceptable 'l ¢ Mo Trainee
Portal-to-Portal Acceptable 'l € Trainee Acceptable

,l = Trainee Reguired

EFF/AD Exclusion

rEnter Documentation

* Select a check box next to the information you wish to edit.
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Deleting a request

Delete Request+

You cannot delete a request that has been filled, placed, or cleared from the
New Request screen.

To delete a request

1 Onthe New Request screen under Request(s) Created, click to select the
Request of your choice, and then click the Delete Request button.

2 On the Confirm Deletion dialog box, click Yes to confirm or click No to
delete.

Creating a Support Request

Support Request

Create a Support Request when you need to order a catalog item to
accompany or to complete the filling of the new Request. You can also create
a Support Request from the Pending Request and the Request Status screens.

For example, if you create a new Request for an equipment item that usually
requires a special tool, you can create a Support Request for that special tool
to accompany that Request.

To create a Support Request for a catalog item

Create a Support Request the same way as you would a new request!

1 Onthe New Request screen under Request(s) Created, click to select the
Request of your choice, and then click the Support Request button.

2 Complete the Request tab and review the Request(s) Created tab as
instructed in the task, “To complete a Support Request for catalog items
and Preorders,” later in this section.

To create a Support Request for a Preorder

Before you can create a Support Request for a Preorder, you must first create
the Preorder from the New Request screen. For more information, refer to the
chapter, “Preorders - creating lists of needed resources.”

1 On the New Request screen, click the Preorder tab, and then create a
New Request for the Preorder of your choice.

2 Under Request(s) Created, click to highlight the Request that needs a
Support Request, and then click the Support Request button.

3 Complete the Catalog tab and Request tab and review the Request(s)
Created tab as instructed in the next task, “To complete a Support
Request for catalog items and Preorders.”

34

version 2.1.1 August 2, 2004



New Request - creating and editing new requests ROSS User’s Guide

To complete the Support Request for catalog items and Preorders

1

10

11

On the Support Request dialog box on the Catalog tab under Select
Item to Request, click the Catalog drop-down arrow, and then click to
select the Catalog of your choice.

Click the Category drop-down arrow, click to select the Category of
your choice, and then click the Filter button.

Under Catalog Item, click to select the Catalog Item of your choice.

Under Select Features, click to select the Available Features of your
choice, if any, and then click the Add arrow button to move your selection
to the Requested Features table.

Click the Request tab.
Under Enter Request for [Catalog Item], complete the box as
appropriate

- For Catalog Items that can be ordered in quantities greater than one,
type the appropriate quantity in the Quantity box.

- For Catalog Items that can not be ordered in quantities greater than
one, type the appropriate number in the # Requests box.

In the Item Description box, type a brief description of the item, as
appropriate.

To assign the date and time needed, click the Select Dates button, and
then select the Need Date/Time of your choice.

For supply items, click to select the Track Supply check box, if
appropriate.

Click the Select Delivery Location button and select the location of your
choice.

To add the Navigation Instructions for a Deliver To location, you must
access to the Incident screen. For more information, see “Working with
Deliver To locations,” earlier in this chapter.

To select a Financial Code/Compact other than the default code
designated for the Incident, click the Select Financial Code/Compact
button, click to select the Financial Code of your choice, and the click
OK.

The compact feature is not yet installed.

In the Special Needs box, type special needs for the request, as
appropriate.

For example, “engine, double-crewed” identifies a special need.
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To enter or change Reporting Instructions, click the Select Reporting
Instructions button, complete the Reporting Instructions dialog box,
click Save, and then click Close.

For more information about completing Reporting Instructions, see
“Working with Reporting Instructions,” later in this section.

In the Incident Ordering Contact box, type the name and/or contact
information of the individual/position at the Incident requesting the
resource.

In the Request Contact box, type the name and/or contact information of
the individual/position at the Incident or requesting dispatch unit who can
provide information about the request, or click the Select Contact Info
button and then click to select the Contact Name of your choice.

For more information about completing Request Contact information, see
“Working with Request Contact information,” later in this section.

If the selected catalog item is a configuration, click the Configuration
Option drop-down arrow and then click to select the Configuration
Option of your choice.

For more information about selecting the Selected Items from
Configuration option and completing the Order Selected Items dialog box,
see “Working with Configuration Options,” later in this section.

Under Select Inclusions and Exclusions, click to select the option of
your choice

- None - default

- Federal Only

- Non-Federal Only
- Host Agency Only
- State Only.

For Overhead Catalog ltems, click to select the options of your choice
- EFF/AD Acceptable
- Trainee: No Trainee, Trainee Acceptable, or Trainee Required.

Click to select the check boxes of your choice

- Contractor Not Acceptable
- Portal-to-Portal Acceptable.

When finished completing all appropriate information, click the Create
Request button, and then click the Request(s) Created tab.

On the Request(s) Created tab, review the request(s) as needed, and then
click Close.
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The following diagram shows the Catalog tab on the Support Request dialog
box.

Support Request

P create Support Request For [0-1000C [Team, Type 2 Short

Need Date/Time [o7iz0iz004 0a:04 L
Catalog | Request | Reguestis) Created |
= Catalog " Pre-Orders

rSelect [tem to Request

Catalog IEuppIy ;I .

Category ISer\tice-Mealsiand-Lndgmg ﬂ .
e

ltem Code | Keyword |
| atalog ltem ﬁi

Service - Food Cateting

ltem Name |

Senvice - GroceriesfSundries (see documentation)
Senvice - Lodging

Service - Lodging (Other)

Service - Meals

Service - Meals/Lodging

There are no reminders for this catalog item. Wiew Reminden(sy |

rSelect Features
Available Features R

I
[

1 Features

The following diagram shows the Request tab on the Support Request dialog

box.
gsupport Request il
H Create Support Request For |0-1 oooc ITEEI’H. Type 2 Short -
Need Date/Time ID?ISDIQDDJ 09:04

Catalog |

| Request(s) created |

rEnter Re¢quest for Service - Food Caterin
# Requests * Block |[1 - 899993] (SG) Default Block - .

Nuthber Mext |3 Viewissted #'s

Item Description I
Need DateTime * 077302004 10,03 M5T [ I Track Supply

DeliverTo * [Poplar Ricge

Navigation

Instructions

Financial Cade/

Compact I .

Special Needs |

Reporting
Instructions

Incident Ordering Contact |

Request Contact* | .
Configuration Option | Cata 06y 20 wilh Corfiauration = N

rSelect Inclusions and Exclusions:
{* None " Federal Only " Host Agency Onhy
" Non-Federal Only " State Only

["| Contractor Not Acceptable
["| Portal-to-Portal Acceptable
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Using the Request(s) Created tab for Support Requests

The Request(s) Created tab allows you to perform similar operations to
Support Requests in the same manner as New Requests. For example, you can
add documentation, create Supplemental requests, and edit, delete, and clear
Support Requests. For more information, refer to the following information
presented earlier in this chapter:

* to add documentation to a new Support Request, see the section, “Adding
Documentation”

* to create a Supplemental request for a Support Request, see the section,
“Creating a Supplemental request”

* to edit a Support Request, see the section, “Editing a request”

* to delete a support request, see the section, “Deleting a request”

* to clear Support Requests from the Request(s) Created tab, see the task,
“To clear the request list.”

The following diagram shows the Request(s) Created tab on the Support
Request dialog box.

' Support Request

Ix

H Create Support Request For [C-5 |Crew, Tyne 3
Need Date/Time IUTIU3IEUU3 07.08 -

Cataiog)| "Request)| Request(s) Created |

Request [Catalog em Code Needed Date/Time Zone

8-10 Service - Food Catering 07/03/2003 08:13 MST

&l

Add D i | Delete Request+ |

| Clear List |
Edit Request |

Once you close the Support Request dialog box, the support requests are
automatically cleared from the Request(s) Created tab.

38 version 2.1.1 August 2, 2004



	New Request - creating and editing new requests
	To access the New Request screen
	Where did my new requests go?
	To review new requests from the Pending Request screen
	To review new requests from the Request Status screen

	Understanding tracked catalog items
	Understanding request block numbering
	Setting up request blocks
	To view or modify block numbers


	Working with the Catalog tab
	To create a new Request for a catalog item

	Working with the Preorders tab
	To create a new request for a Preorder catalog item

	Completing the New Request screen
	To complete the New Request screen
	To clear the request list
	Working with Deliver To locations
	To add new Deliver To Locations

	Working with Reporting Instructions
	To enter new Reporting Instructions
	To choose from instructions entered on other resource requests for the Incident
	To select an existing instruction and modify it for one request, without affecting any requests that have used the instruction

	Working with Request Contact information
	To enter a new Request Contact
	To specify a Request Contact

	Working with Configuration options
	To create a request for a catalog item with configuration or a catalog item without configuration
	To create a request for selected items from configuration

	Adding Documentation
	To add documentation


	Creating a Named Request
	To request a specific Overhead resource
	To select a resource from the ROSS inventory - statused in ROSS
	To specify a resource not in the ROSS inventory - not statused in ROSS
	To edit a named request
	To clear a named request

	Creating a Supplemental request
	Creating a TFR Supplemental request
	To create a TFR supplemental request
	To complete the Area tab
	To complete the Hazard tab
	To complete the Nature of Relief/Helibases tab
	To delete a helibase from a TFR
	To complete the Contact/FSS tab
	To complete the Actions tab

	Creating an Infrared Aircraft Scanner Supplemental request
	To create a supplemental request for an Infrared Aircraft Scanner
	To complete the Weather/Delivery Point tab
	To complete the Radio Freq/Remarks tab
	To complete the Boundaries tab
	To edit a boundary on an Infrared Aircraft Scanner Request
	To delete boundary information on an Infrared Aircraft Scanner Request

	Creating a Food Service Supplemental request
	To create a Food Service supplemental request
	To add a meal on to the Food Service Request
	To change information about a meal
	To delete a meal from the Food Service Request
	To complete the Estimated Duration/Needs tab


	Editing a request
	To edit a single request
	To edit multiple requests

	Deleting a request
	To delete a request

	Creating a Support Request
	To create a Support Request for a catalog item
	To create a Support Request for a Preorder
	To complete the Support Request for catalog items and Preorders
	Using the Request(s) Created tab for Support Requests




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /FRA <>
    /ENU (Use these settings to create PDF documents with higher image resolution for improved printing quality. The PDF documents can be opened with Acrobat and Reader 5.0 and later.)
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308000200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e30593002537052376642306e753b8cea3092670059279650306b4fdd306430533068304c3067304d307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e30593002>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


