
Personal Settings - setting request filters

This chapter explains how to set up which dispatch unit and/or host unit 
requests you want to view on the Pending Request screen. It also explains 
how to create and then refine notification settings, allowing you to designate 
which specific types of “action” and “no action” notification messages you 
want to receive. Topics include:

• Setting Pending Request filters
• Creating Notification Settings
• Refining Notification messages.

To access the Personal Settings screen

• On the Administration menu, click Personal Settings.

Personal Settings screen - Pending Request Filters tab
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Setting Pending Request filters
By setting your Pending Request filters and specifying which Incidents you 
can view, you can limit the requests that appear on the Pending Request 
screen. You can filter Pending Requests by Dispatch Unit and/or by Host 
Unit:

• Dispatch Unit. Display Pending Requests associated with the specified 
dispatch units.

• Host Unit. Display Pending Requests associated with the specified host 
units.

The Available Dispatch Units table on the Personal Settings screen displays 
the following information:

• your unit, your subordinate units, and your parent organization, unless 
you are from NICC

• units that have added your organization to their selection area

• units with a resource item that has a non-local roster to which one of your 
resources is assigned

For example, an Incident Management Team may have a team member 
from another unit, as long as the agreements are in place.

• relationship of the dispatch unit to your organization, either Parent, Child, 
or another Local Dispatch.

Two special Types include “Selection Area,” which indicates that you are 
a part of that organization’s Selection Area, and “Roster,” which indicates 
the organization has a resource item with a non-local roster to which one 
of your resources is assigned.

To set your Pending Request filters

1 On the Personal Settings screen under Available Dispatch Units, click 
to select the Unit ID of your choice and then click the corresponding Add 
arrow.

To select all Available Dispatch Units, click the corresponding Add All 
arrow. To remove a dispatch unit, under Selected Dispatch Unit, click to 
select the Unit ID of your choice and then click the corresponding 
Remove arrow. To remove all dispatch units, click the corresponding 
Remove All arrow.
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2 Under Available Host Units, click to select the Unit ID of your choice 
and then click the corresponding Add arrow.

To select all Available Host Units, click the corresponding Add All 
arrow. To remove a host unit, under Selected Host Unit, click to select 
the Unit ID of your choice and then click the corresponding Remove 
arrow. To remove all host units, click the corresponding Remove All 
arrow.

Creating Notification Settings
Notification settings allow you to designate the age and type of request and 
Incident messages you want to receive.

To access the Notification Settings tab on the Personal Settings 
screen

• On the Personal Settings screen, click the Notification Settings tab.

Personal Settings - Notification Settings tab
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To create notification settings

1 On the Notification Settings tab under Set Message Defaults and 
Notification Preferences, type a number from 0 to 7 in the Earliest 
Message Date box.

This box identifies the maximum age, in days, an unread message can be 
to warrant you receiving notification.

2 In the Check for Messages and Reminders Every box, type a number 
from 1 to 300, to specify how often you want a search for unread 
messages to be performed.

3 Click to select the following check boxes as appropriate, and then click 
the Save button

- to display a dialog box for Action messages, click to select the 
Action check box.

- to display a dialog box for No Action messages, click to select the No 
Action check box.

4 Under Set Notification Preferences for Requests with Action 
Required, click to select the catalog type check boxes as appropriate, 
click to select the Request Message Type(s) of your choice, and then 
click the Add button

- Aircraft
- Crews
- Equipment
- Overhead
- Supply.

To add all message types for a specific catalog, click to select the catalog 
check box of your choice, and then click the Add All button.

5 Under Set Notification Preferences for Requests with No Action 
Required, click to select the catalog type check boxes as appropriate, 
click to select the Request Message Type(s) of your choice, and then 
click the Add button

- Aircraft
- Crews
- Equipment
- Overhead
- Supply.

To add all message types for a specific catalog, click to select the catalog 
check box of your choice, and then click the Add All button.
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6 Under Set Notification Preferences for Incidents, click to select the 
catalog type check boxes as appropriate, click to select the Request 
Message Type(s) of your choice, and then click the Add button

- Aircraft
- Crews
- Equipment
- Overhead
- Supply.

To add all message types for a specific catalog, click to select the catalog 
check box of your choice, and then click the Add All button.

The following diagram shows the Notification dialog box that appears on 
your screen when you have unread action notification messages.

The following diagram shows the Notification dialog box that appears on 
your screen when you have unread no action notification messages

Refining Notification messages
This section explains how to further refine the types of Action and No Action 
notification messages you want to receive. 

For more information about establishing the types of notification messages to 
receive, see the previous section, “Creating Notification Settings.”

The following diagram shows the ROSS toolbar and the location of the two 
buttons for displaying the Notification screens.

When a Notification message is received, its corresponding button flashes 
red.
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To access the Notification - Action Required screen

• On the ROSS toolbar, click the Action (!) button.

Notification - Action Required screen

To filter for specific Action notification messages

1 On the Notification - Action Required screen, perform one of the 
following options to narrow your filter criteria

- click to select All Incidents to receive notification for all Incidents
- click to select Local Incidents to receive notification for only local 

Incidents
- click to select Non-Local Incidents to receive notification for all 

non-local Incidents
- click to select Incident, and then click the Pick Incident button to 

search for and select the Incident Name of your choice from the Pick 
Incident dialog box.

For more information about searching for an Incident, see “Picking an 
Incident,” later in this chapter.
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2 To specify a message type, click the Messages drop-down arrow, and then 
click to select either Unread or Read.

You may leave this field blank.

3 To specify the date for the earliest message to be displayed, click the 
Earliest Message Date button, and then click to select the Date of your 
choice.

For more information about using the calendar function, see “Using the 
Select Dates function,” in “Getting started with ROSS,” in this ROSS 
User’s Guide.

4 To specify a specific catalog, click the Catalog drop-down arrow, and 
then click to select the Catalog of your choice.

5 To specify the last action for the message, click the Last Action button, 
and then click to select the Action of your choice.

6 When finished completing your filter criteria, click the Filter button.

To mark an Action Notification message as “read”

The Read button allows you to place an “X” in the Read column for the 
message of your choice.

1 On the Notification - Action Required screen, filter for and then click to 
select the Action Notification Message of your choice.

To read more than one message at a time, press and hold CTRL, and then 
click to select all Action Notification Messages of your choice.

2 Click the Read button, and then review the Message.

To review related information for the Notification message

The Go To button allows you to jump to related ROSS screens for the 
message of your choice.

1 On the Notification - Action Required screen, filter for and then click to 
select the Action Notification Message of your choice.

To read more than one message at a time, press and hold CTRL, and then 
click to select all Action Notification Messages of your choice.

2 Click the Go To button, and then choose one or more of the following

- to review the Pending Request, click to select Pending Request - for 
unfilled requests only

- to review the status of the request, click to select Request Status
- to review related travel informaton, click to select Travel
- to review Personal Settings, click to select Personal Settings.
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To view the related request and/or Incident

This task allows you to view only!

1 On the Notification - Action Required screen, filter for and then click to 
select the Action Notification Message of your choice.

To mark more than one message at a time, press and hold CTRL, and 
then click to select all Action Notification Messages of your choice.

2 Click the View button, and then choose one or more of the following

- to review the Incident, click to select View Incident
- to review the request, click to select View Request.

To access the Notification - No Action Required screen

• On the ROSS toolbar, click the No Action (φ) button.

Notification - No Action Required screen - Request tab 
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To filter for specific No Action notification messages

1 On the Notification - No Action Required screen, perform one of the 
following options to narrow your filter criteria

- click to select All Incidents to receive notification for all Incidents
- click to select Local Incidents to receive notification for only local 

Incidents
- click to select Non-Local Incidents to receive notification for all 

non-local Incidents
- click to select Incident, and then click the Pick Incident button to 

search for and select the Incident Name of your choice from the Pick 
Incident dialog box.

For more information about searching for an Incident, see “Picking an 
Incident,” later in this chapter.

2 To specify a message type, click the Messages drop-down arrow, and then 
click to select either Unread or Read.

You may leave this field blank.

3 To specify the date for the earliest message to be displayed, click the 
Earliest Message Date button, and then click to select the Date of your 
choice.

For more information about using the calendar function, see “Using the 
Select Dates function,” in “Getting started with ROSS,” in this ROSS 
User’s Guide.

4 To specify a specific catalog, click the Catalog drop-down arrow, and 
then click to select the Catalog of your choice.

5 To specify the last action for the message, click the Last Action button, 
and then click to select the Action of your choice.

6 When finished completing your filter criteria, click the Filter button.

To mark a No Action Notification message as “read”

The Read button allows you to place an “X” in the Read column for the 
message of your choice.

1 On the Notification - No Action Required screen, perform one of the 
following

- to mark a request message, on the Request tab, filter for and then 
click to select the No Action Notification Message of your choice

- to mark an Incident message, click the Incident tab, filter for and 
then click to select the No Action Notification Message of your 
choice.

To mark more than one message at a time, press and hold CTRL, and 
then click to select all No Action Notification Messages of your choice.
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2 Click the Message Read button.

To view request messages

1 On the Notification - No Action Required screen, filter for and then 
click to select the No Action Notification Message of your choice.

2 Click the View button, and then choose one or more of the following

- to review the Incident, click to select View Incident
- to review the request, click to select View Request.

3 When finished reviewing the information, click Close.

To view Incident messages 

1 On the Notification - No Action Required screen, click the Incident tab, 
filter for and then click to select the No Action Notification Message of 
your choice.

2 Click the View button, and then click to select View Incident

3 When finished reviewing the information, click Close.

The following diagram shows the Notification - No Action Required screen - 
Incident tab.
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The following diagram shows the Pick Incident dialog box.

Picking an Incident

This section explains how to pick a specific Incident on the Notification 
screen.

To pick an Incident

1 On either the Notification - Action screen or the Notification - No 
Action screen under Set No Action Notification Filter, click Incident, 
and then click the Pick Incident button.

2 On the Pick Incident dialog box, type into or select information for as 
many boxes as possible to narrow your search

- Click Local Incident to search for a local Incident.
- Click Non-Local Incident to search for a non-local Incident.
- In the Incident Name box, type the name of the Incident.
- Click the Incident Type drop-down arrow, and then select the 

Incident Type of your choice.
- Click the Incident # drop-down arrow, click to select the Unit ID of 

your choice, and then type the Incident Number in the Incident # 
box.

- Click the Host drop-down arrow, and then select the Incident Host 
name.

- Click the Select Dates button, and then click to select the Created 
From Date/Time and the To Date/Time dates.

3 When finished completing the criteria of your choice, click the Search 
button.

4 Under Select Incident, click to select the Incident Name of your choice, 
and then click OK.
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The following diagram shows the Pick Incident dialog box.
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