Pre-Orders - creating lists of needed resources

This chapter explains how to create and manage a list of resources, called
“Pre-Orders,” which are pre-established groupings of catalog items and their
quantities needed for an Incident. Typically, an Incident Team creates the Pre-
Orders so that those resources are ordered and arrive at the same time as the
Incident Team. This allows the team to “hit the ground running.”

A Pre-Order is different from a configuration in the following ways:

* A Pre-Order does not have a “root” catalog item

*  When ordered, separate requests are created for each catalog item. For
configurations, subordinate requests are created for each catalog item.

The Pre-Orders screen displays two tabs:

*  Pre-Order Contents tab. This tab allows you to add and/or remove
catalog items from the Pre-Order.

* Organizations tab. This tab only applies to locally available Pre-Orders,
and allows you to specify the organizations that have access to it. This tab
displays the Catalog and Filter tabs.

To access the Pre-Orders screen

¢ On the Resource menu, click Pre-Orders.
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Pre-Order screen
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To create a Pre-Order

1 On the Pre-Order screen, click the Catalog drop-down arrow, select the
Catalog of your choice, and then click the New button.

2 On the New Pre-Order dialog box in the Name box, type the Name of
the new Pre-Order.

3 In the Purpose box, type a description and/or purpose of the new Pre-
Order.

4 To make the Pre-Order available nationally, click the Available
Nationally check box.

5 When finished completing the New Pre-Order dialog box, click OK.
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The following diagram shows the New Pre-Order dialog box.
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To add resource items to the Pre-Order

1

The following diagram shows the Pre-Order contents.
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On the Pre-Order screen, click to select the Pre-Order Name of your

choice.

On the Pre-Order Contents tab under All Items, click the Catalog drop-
down arrow, and then select the Catalog of your choice.

Under Category, click to select the Category Name of your choice.

Under Catalog Item, click to select the Catalog Item Name(s) of your
choice, and then click the Add Item button.

Remember, to add more than one Catalog Item at a time, press and hold
CTRL, click to select all Catalog Items, and then click the Add Item

button.
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To edit a Pre-Order

1

On the Pre-Order screen, click to select the Pre-Order Name of your
choice, and then click the Edit button.

On the Edit [name of Pre-Order] dialog box, modify the information as
appropriate, and then click OK.

The following diagram shows the Edit [name of Pre-Order] dialog box.
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To delete a Pre-Order

1

On the Pre-Order screen, click to select the Pre-Order Name of your
choice, and then click the Delete button.

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

To remove a resource item from the Pre-Order

1

On the Pre-Order screen, click to select the Pre-Order Name of your
choice.

On the Pre-Order Contents tab under Pre-Order Contents, click to
select the Catalog Item of your choice, and then click the Remove Item
button.

To change the quantity of a catalog item on a Pre-Order

1

On the Pre-Order screen, click to select the Pre-Order Name of your
choice.

Under Pre-Order Contents, click to select the Quantity for the Catalog
Item of your choice

In the Quantity box, type to replace the Quantity, and then click the
Save button.
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To change the name or availability of a Pre-Order

1

On the Pre-Order screen, click to select the Pre-Order Name of your
choice, and then click Edit.

On the Edit [name of Pre-Order] preorder dialog box, type the new
name of the Pre-Order, if desired.

To change the availability of the Pre-Order, click to select or to clear the
Available Nationally check box.

When finished making your changes, click OK.

To allow access to the Pre-Order by another organization

1

On the Pre-Order screen, click to select the Pre-Order Name of your
choice, and then click the Organizations tab.

Under Filter for Dispatch Organizations, search for the Name and/or
Unit ID of your choice.

Under Organizations Matching Filter, click to select the Organization
Name(s) of your choice, and then click the Add Organization button.

The following diagram shows the Organizations tab on the Pre-Order screen.
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To remove access to a Pre-Order by an organization

1

2

On the Pre-Order screen, click to select the Pre-Order Name of your
choice, and then click the Organizations tab.

Under Organizations with Access to Order, click to select the
Organization Name of your choice, and then click the Remove
Organization button.
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