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Figure 1. Location of Help button
Description

The Help module is an online tool organized by modules and sub-topics. Help is context-sensitive by
ROSS screen, and includes an index and a search function. The Help button is located in the upper,
right-hand side of the ROSS Title bar (Figure 1). From the ROSS Home screen, clicking the Help
button displays the Welcome to ROSS Online Help page (Figure 2). From there, the user can navigate
to any topic by clicking the appropriate link listed under “Contents.”
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& s Welcome to ROSS Online Help
@ Audit
Q,qvmm Hazard ROSS Online Help provides step-by-step instructions for performing each task in ROSS.
Catalo
§ Coripagct 1. To browse for a topic:
Contract
= Select the appropriate folder in the list of Contents (e.g., Request Status
@ Direct Order Affilation Admin pprep (e0. Reg )
>4 Edit Request or Assignment « Select the main Summary Page for the folder (e.g., Summary - Request Stafus).
Import
glﬂm?ﬁt « Select the desired topic from the main Summary Page.
Incident List E
. ick How to Use nline Help for assistance wit nline Help.
glﬂc"j‘e“"“"“mﬁs 2. Click How to Use ROSS Online Help f h ROSS Online Help
Initial Report
>4 Location 3. Click How to Use Common ROSS Features for assistance with commaonly-used ROSS functionality.
Merge Incidents
@ Merge Resources 4. Other sources of Help for ROSS Users (all accessible from the ROSS home page at http:/iross.nwcg.gov/):

Q Multi Place Requests
@ New Initial Report or Incident + ROSS Helpdesk - Also accessible by telephone at 1-866-224-ROSS (7677), and by email at helpdesk@dms.nweg.gov or

QNew Request help@interagencyhelpdesk.com_

Q Notification
Organization
9 Pending Request
Q Personal Settings
@ Place Up Affilation Admin = Release Notices — Contains Agency Release Notices, ROSS Release Notes, and Geographic Area Implementation Notices.
@ Poiical Unit Accessible from ROSS home page
Q Pre-Orders
@ Quick Fil
Reference Data
Q Release Authorization
@ Reports
Q Request Status
Q Resource Ttem

o User Guides — Provide detailed instructions for performing most ROSS tasks, arranged by ROSS screen.

e Quick Reference Cards — Provide basic instructions for performing key ROSS tasks.
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Figure 2. Welcome to ROSS Online Help page and index

Most Help topics begin with an overview outlining when the specific task is initiated, pre-requisites to
the task, and any special notes (Figure 3). This is followed by a step-by-step list of user actions and
system responses necessary to complete the task (Figure 4). There is extensive use of links to assist
the user in completing a sub-task.
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New Request
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@ Contacts

& Deliver To Location

@ Financial Codes

@ Named Request Only

@ Reload Base
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@ Request Blocks

View Issued Request Numbers

@ Action

Notification
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Pending Request
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Place Up Affiiation Admin

Political Unit
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Home » New Request > Create New Request » Select Requested ltem - Catalog *
Select Requested Item - Catalog
Use to select the requested item for a new request. For regular and support requests, the Catalog tab functionality differs based on whether the
- Catalog or Pre-Orders radio button is selected. The Pre-Orders tab is not applicable to Subordinate Requests. This topic addresses Catalog tab
: functionality with the Catalog radio button selected. Click Select Item - Pre-Orders for help with Catalog tab functionality for pre-
orders_
Pre Requisites: None
Important: None
Caution: None
Trouble-Shooting: None
ROSS Screens: [multiple ROSS screens] b Catalog tab
Step User Action System Response
1 Select the Catalog tab. Tab comes to forefront. B
On the Catalog tab, select and enter filter criteria as appropriate:
*+ Catalog
*+ Category
2 i A Selections and entries display.
= Iltem Code
* Keyword
3 ' Catalog items meeting filter criteria display in Catalog
Click 5 Item table_
4 Select the catalog item to be requested fram the Catalog ltem table Selection highlights
Click [__View ] and select from the drop-down list to view information about the selected catalog item:
5 * View Reminders - Displays reminders entered for the catalog item, if any exist. VST A
+ View Associated ltems — Applicable to alias catalog items only. Displays the unique catalog items
associated with the alias.
6 For NFES category catalog items, Standard Pack field displays the number of items in a standard package. Mo system response.
In the Select Features section:
7 * To assign a feature to the request, select in table on left and click ] Selections display in Requested Features table.
*+ To remove a feature fiom the request, select in table on right and click -] i
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Figure 3. Online help task overview for “Create a New Request”
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Create New Request

1

JATentclls: Resource Order Form.

Use to enter a new resource request A request in ROSS represents a line item from the

Pre-Requisites: None.

Important:

A request cannot be created for a non-local incident from the New Request screen

Caution:

Ensure the correct incident is applied to the New Request screen.

Trouble-Shooting: None

ROSS Screens: New Request PCatalog and Pre-Orders tabs

Step User Action

System Response

On the New Request screen, inthe Select ltem to Request section,
select a tab:

* Catalog - Use to select a catalog item as the requested item
* Pre-Orders - Use to select a pre-order

to forefront.

Catalog or Pre-Orders tab comes

Select the catalog item or pre-order to be requested:

+ Ifthe Catalog tab is selected, click Select Requested ltem -

2 Catalog for detailed instructions on selecting a catalog item.

* Ifthe Pre-Orders tab is selected, click Select Requested ltem
- Pre-Orders for detailed instructions on selecting a pre-order.

Enter Request For section of

catalog item or pre-order.

screen Is set to context of selected
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Figure 4. Excerpt of step-by-step Online Help for Create a New Request

In addition to online Help, ROSS user support includes the ROSS Helpdesk which may be reached via
a toll free number (866-224-7677), email (helpdesk@dms.nwcg.gov) or web page
http://www.interagencyhelpdesk.com. Helpdesk staffing hours are adjusted based on incident activity

and an emergency duty officer is available during off hours. The Helpdesk website includes a

knowledge base Frequently Asked Questions (FAQs) and the Heat Self Service tool, which allows
users to create, submit, and monitor their own help tickets.
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