Incidents - managing incidents and initial reports

This guide explains how to create and modify incidents and initial reports,
create and modify detail requests, and create incident lists. Topics include:

*  Creating and modifying initial reports

* Creating and modifying incidents

» Editing incident details

* Creating an external incident

* Creating and modifying detail requests

* Creating complex incidents

*  Creating incident lists

* Exploring initial reports and incidents in detail.

Creating and modifying initial reports

An initial report allows you to document information about an event that has
not been confirmed as an incident. Initial reports are numbered in the
following format: [State Code]-[Dispatch ID]-[999999].

For example, an initial report may be numbered “MT-PSD-000012.”

You can not dispatch resources to an initial report. You must first promote it to
an incident. For more information see, “To promote an initial report to an
incident,” later in this guide.

To access the New Initial Report or Incident screen

. *  On the Incident menu, click New Initial Report or Incident, or click the
NI button.
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New Initial Report or Incident screen

- Resource Ordering and Status System (ROSS) - *** PRACTICE v2.14.0.31 ***
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To create an initial report

Once you create an initial report, you may close it but you can not delete it.

1 On the New Initial Report or Incident screen, type the Name of the
Person who reported the event in the Reported By text box.

2 Inthe Description text box, type a Brief Description of the event.

Enter complete details of the event in the Enter Documentation text box,
which is located at the bottom of the screen.

3 Click the Type drop-down arrow and click to select the Event Type.

For a complete listing of event types see, “Understanding event types,” in
the section, “Exploring initial reports and incidents in detail.”
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Initial Report

4  Click the Incident Host drop-down arrow, and then select the appropriate
Organization Serving as the Incident Host.

5 In the Office Reference text box, type the Local Office Number
assigned to the event, as appropriate.

6 Under Enter Location, type the new or existing Location of the event.

7 Click in the Enter Documentation text box, and then type Detailed
Information about the event, as appropriate.

8 When finished, click the Initial Report button.

The Sequence Next Value is a number automatically assigned to the
initial report. You can not change this number.

To review an existing initial report
1 On the Incident menu, click Initial Report.

2 Click to select the Initial Report of your choice.

To search for an initial report

You do not need to enter any search criteria to perform a search. Simply click
Search on the Search Initial Reports dialog box to search for all initial
reports.

1 On the Initial Report screen, click the Search button.

2 On the Search Initial Reports dialog box, type or select the appropriate
information for as many text boxes as possible to narrow your search, and
then click the Search button.

The following diagram shows the Search Initial Reports dialog box.

& Search Initial Reports

Initial Report # CO-CRC

Status AL v

Type FALLTT v

Reported By
Description Text |
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Initial Report screen

£ Resource Ordering and Status System (ROSS) - *** PRACTICE v2.14.0.31 ***

File Administration Resource Incident Request Trawvel Status  Window Help

[l = w > [ico-cre-ooo14g) Gopher Guich - |[8f rea ® pr ~ mp rs 1L [RE|[ 8]

[Status __[linitial Report # Intial Date _[Zone [Related To

Promoted  |CO-CRC-0000... Fire - Prescribed 05137201, (MST |CO-RTF-000051

rinitial Report CO-CRC-000001 051372011 13:37 MST

Reported By Location Name
[ associate |

+ | rCoordinates

=
v
=

Type *

ot Coordinate Type Tl
Office Reference ’V O Latl o... @ Ueo O U... - Rl
Description / Township Range Section 14 1/4

Notes DaM saw | |13 Dl

Base Meridian | Gth PM, CO v %
Dot ot
Documentation Time Entered

+ 4

Only initial reports created by your organization display on your screen.

To clear screen entries

- *  Click the Undo New Initial Report or Incident button.

To create a new initial report from the Initial Report screen

You can create a new initial report from the Initial Report screen or from the
New Initial Report or Incident screen as explained in the task, “To create an
initial report,” at the beginning of this guide.

] 1 On the Initial Report screen, click the New Initial Report button.
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2 Complete the following information as appropriate, and then click Save

- Reported By

- Type

- Office Reference

- Description/Notes

- Location Name - optional
- Coordinates - optional.

To edit an initial report

1 On the Initial Report screen, click to select the Initial Report of your
choice.

= 2 Change the following information as appropriate, and then click Save

- Reported By

- Type

- Office Reference

- Description/Notes

- Location Name - optional
- Coordinates - optional.

To change the status of an initial report to “closed”

*  On the Initial Report screen, click to select the Initial Report you want
to close, and then click the Close Initial Report button.

B

To change the status of an closed initial report to “open”

(-

*  On the Initial Report screen, click to select the Initial Report you want
to open, and then click the Re-Open Initial Report button.

To promote an initial report to an incident

You can only promote “open” initial reports that have location coordinates.
Once you promote the initial report, the newly created incident is assigned the
next sequential event number for your unit.

1 On the Initial Report screen, click to select the Initial Report of your
choice.

[\

Click the Promote button.

3 On the Select Incident Host dialog box in the Incident # text box, type
the Incident Number.

4 In the Promoted Incident Name text box, type the New Incident Name.
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5

If you do not want to use the default request number blocks associated
with the host, click to clear the Use Host Default Request Number

Block(s) check box.

For more information about request block numbers see, “Understanding

block numbering and rules,” later in this guide.

6 When finished, click OK.

The following diagram shows the Promote Initial Report dialog box.

& Promote Initial Report

Incident Host Affiliation * |[s{ae{z]s
Billing Organization * ‘ |. -
Incident # l:l

Promoted Incident Name | ‘
Use Host Default Request Number Blocks

[ View Default R t Blocks ... ]

To associate an initial report to an incident

Perform this task when an incident has been created that encompasses the
event conditions for which the initial report was created. Associating an initial
report to an incident does not automatically close the initial report.

1

On the Initial Report screen, click to select the Initial Report of your

choice, and then click the Associate button.

On the Associate to Incident dialog box, search for and highlight the

Incident of your choice, and then click OK.

The following diagram shows the Associate to Incident dialog box.

£ Associate to Incident

v ncident# | |-[ |- | ﬂ
#

Name |

Type

i<

Incident #
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To add a documentation entry

Documentation is a permanent part of the initial report. Once you click the
Add Documentation button, you can not edit nor delete the entry.

1 On the Initial Report screen, click to select the Initial Report of your
choice, and then click in the lower left Documentation text box.

.‘ 2 Type the appropriate text, and then click the Add Documentation button.

Creating and modifying incidents

You can only dispatch resources to incidents, not to initial reports. You can
create an incident by:

* defining the event as an incident, either internal or external
* promoting an initial report to an incident.

To create an incident by promoting an initial report see, “To promote an initial
report to an incident,” in “Creating and modifying initial reports,” earlier in this
guide.

To change the incident context of the current screen

For more information about incident context see, “Understanding incident
context,” in “Exploring initial reports and incidents in detail,” at the end of this
guide.

1 On the toolbar, click the Most Recent Incidents drop-down arrow, and
then click to select the Incident of your choice.

2 Click the Show/Update Incident Context of the Current Screen button.

To return to an open incident screen without changing its context
e Click the IN button.

To create an incident

Remember, an asterisk (*) next to a name or drop-down arrow denotes a
required field.

1 On the New Initial Report or Incident screen, type the Name of the
Person Who Reported the Event in the Reported By text box.

2 In the Description text box, type a Brief Description of the event.

You can enter complete details of the event in the Enter Documentation
text box located at the bottom of the screen.

3 Click the Type drop-down arrow and click to select the Event Type.

December 29, 2011
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10

11

12

13

In the Incident Name text box, type the Name of the Incident.

Click the Incident Host drop-down arrow, and then click to select the
appropriate Organization Serving as the Incident Host.

If you identify a dispatch center as the incident host, you must identify a
government (non-dispatch) organization as the billing organization.

If known, click the Pick a Financial Code button, and then click to select
the Financial Code(s) for the incident.

For more information about completing the Select Financial Codes dialog
box see, “Working with financial codes,” in the section, “Completing
Incident screen tabs,” later in this guide.

In the Office Reference text box, type the Local Office Number
assigned to the incident, if desired.

Under Enter Location, type the New or Existing Location of the
incident, or click the Pick a location button to search for a location of
your choice.

Under Radio Frequencies, click the Pick Incident Frequencies button,
and then click to select one or more Radio Frequencies of your choice
from the Select Incident Radio Frequencies dialog box.

Click in the Enter Documentation text box, and then type Detailed
Information about the incident as appropriate.

To specify a new incident number, type the new Incident Number in the
Incident # text box.

For more information about specifying an incident number see,
“Understanding incident numbering,” later in this guide.

If you do not want to use the default request number blocks associated
with the host, click to clear the Use Host Default Request Number
Block(s) check box.

When finished entering incident information, click the Incident button.

The following diagram shows the View Default Request Number Blocks
dialog box.

Catalog | sjrcrant ~

[ciaze]
Ul 1

R Initial Attack 999
Ul Expanded 1000 4989
Ul Buying Team 5000 9999

Y8 GG |Ross Generated 10000 4945539
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View Default Reguest Blocks... ]

To view the default incident request numbers for a catalog

On the New Initial Report or Incident screen, click the View Default
Request Blocks button, click the Catalog drop-down arrow, and then
click to select the Catalog of your choice.

When finished, click Close.

For more information about request block numbers see, “Understanding
block numbering and rules,” later in this guide.

To add a new frequency from the New Initial Report or Incident
screen

1
2
3

10

11

Complete the New Initial Report or Incident screen as appropriate.
Under Radio Frequencies, click the Pick Incident Frequencies button.

and then click the New button on the Select Incident Radio Frequencies
dialog box.

On the New Incident Radio Frequency dialog box, click the Type
drop-down arrow, and then click to select the Type of the new radio
frequency.

In the Frequency text box, type the Frequency.
In the Tone text box, type the Tone for the Radio Frequency.

In the Contact text box, type the Name of the Person, Aircraft, or
Agency to Contact for this Radio Frequency.

In the Owner text box, type the Name of the Owner, as appropriate.

If this radio frequency is not a primary frequency on the incident, click to
clear the Primary check box.

To designate the new frequency as an air tactical frequency, click the Air
Tactical check box.

When finished, click OK, and then click OK on the Select Incident
Radio Frequencies dialog box.

December 29, 2011

version 2.14 9



ROSS User Guide Incidents - managing incidents and initial reports

The following diagram shows the Select Incident Radio Frequencies dialog
box.

£ Select Incident Radio Frequencies

rRadio Fri for CO-CRC Incident Radio Fr i -

The following diagram shows the New Incident Radio Frequency dialog box.

£ New Incident Radio Frequency

Eriwe* I |
Frequency* | | -
Tone | |
Contact | |
Owner | Local Assign |
Primary
Air Tactical ]

To assign a frequency from the New Initial Report or Incident
screen

Once you select an incident host, all predefined radio frequencies as defined
from the Organization screen, display under Radio Frequencies on the New
Initial Report and Incident screen. The Pick Incident Frequencies button
allows you to add and/or remove frequencies from this list.

1 Complete the New Initial Report or Incident screen as appropriate.
2 Under Radio Frequencies, click the Pick Incident Frequencies button.
3

On the Select Incident Radio Frequencies dialog box under Radio
Frequencies for..., click to select the Radio Frequencies to be assigned
to the incident, and then click the Add or Add All button as appropriate.

4 When finished, click OK.
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To remove a frequency from the New Initial Report or Incident
screen

The Pick Incident Frequencies button allows you to remove frequencies from
the Radio Frequencies table.

1 Complete the New Initial Report or Incident screen as appropriate.

! 2 Under Radio Frequencies, click the Pick Incident Frequencies button.
3

On the Select Incident Radio Frequencies dialog box under Selected
Incident Radio Frequencies, click to select the Radio Frequencies) to
be removed from the incident, and then click the Remove or Remove All
button as appropriate.

4 When finished, click OK.

Editing incident details

Once an incident is created, you can add and/or change the following
information:

¢ Incident Name

e Office Reference

¢ Initial Date/Time with time zone

e Estimated End Date/Time with time zone
*  Type

e Minimum and Maximum Elevation.

If you edit the Initial Date/Time to a different calendar year, you will generate a
new incident number.

This section also explains how to relate one incident to another incident. This
is useful when you want to show an event/accident that led up to the incident,
known as the “predecessor incident,” and/or to show an event that follows the
incident, known as the “follow on incident.”

For example, you can relate a motor vehicle accident that sparked the
incident (the predecessor), and/or relate the rehabilitation for the incident (the
follow-on).

To access the Incident screen

*  On the Incident menu, click Incident or click the IN button.

December 29, 2011
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Incident screen
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To edit information for the most recent incident
m 1 On the Incident screen, click the Edit Incident button.
2

On the Edit Incident dialog box, type or replace any of the following
information and then click OK

- Name

- Office Reference

- Initial Date Time

- Estimated End Date Time
- Type

- Minimum Elevation (ft)

- Maximum Elevation (ft).
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3 To edit location information, click the Edit Location button, and then
it type or replace the Location Name and Coordinates as appropriate, and
then click OK.

You can not delete an incident’s coordinates.

The following diagram shows the Edit Incident dialog box.

£ Edit Incident
Hame bupherGulch
Office Reference

Initial Date/Time 1002142011 11:25 WMET

Estimated End Date/Time
Tvpe Fire - Wildfire “
Minimum Elevation {ft)

Mazximum Elevation {ft)

The following diagram shows the Edit Location dialog box.

£ Edit Location

¥d
Location Name | EOQI -
rCoordinates * -

"Cuurdinate Type

(& Latlong (O TRS CIUTM

Latitude b7 49 |28 [N~

Longitude 091 49 a1 W

To relate an incident to your incident

For example, you can relate a motor vehicle accident that sparked the
incident as a “Predecessor to” incident, and/or relate the rehabilitation for the
incident as a “Follow-On to” incident.

[ Relatedincidents | 1  On the Incident screen, click the Related Incidents button.
2 On the Related Incidents dialog box, click the Add Related Incident
button.
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3 Onthe New Related Incident dialog box under Relationship, click to
select one of the following relationships to be established to your incident

- The selected incident will be a Follow-On to, to link a subsequent
incident to your incident

- The selected incident will be a Predecessor to, to link a previous
incident to your incident.

- 4 Under Search Incidents, search for and click to select the Incident that
You want to Relate to Your Incident, and then click the Apply button.

5 When finished selecting all Incidents, click Close.
The following diagram shows the Related Incident dialog box.

£ Related Incidents

[CO-CRC-000148] Gopher Gulch
Relationship

(=) Incident # () Incident Name

The following diagram shows the New Related Incident dialog box.

< New Related Incident

R

close |
Select the relationship between [CO-CRC-000148] Gopher Guich and the new related incident. -

() The selected incident will be a Follow On to CO-CRC-000148
(+) The selected incident will be a Predecessor to CO-CRC-000148

rSearch Incidents
Incident Number | |- -

Incident Name | | |

Incident Type | w |

(%) Incident # () Incident Name
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[ Related Incidents

To remove a related incident from your incident

I 1

!|2

[Assuciated Initial Reports]

Mew

3

On the Incident screen, click the Related Incidents button.

On the Related Incident dialog box, click to select the Related Incident
of your choice, and then click the Remove Related Incident button.

On the Confirm Deletion dialog box, click Yes, and then click OK to
return to the Incident screen.

To view associated initial reports

1
2
3

On the Incident screen, click the Associated Initial Reports button.
On the Associated Initial Reports dialog box, click the New button.

Search for and select the Initial Report that you want to associate to your
incident, and then click OK.

The following diagram shows the Associated Initial Reports dialog box.

£ pAssociated Initial Re ports

2|

[CO-CRC-000148] Gopher Gulch

rPromoted Initial Report

Initial Report Number Description

Initial Date/Time
Reported Location

Reported By

rAssociated Initial Reports

Inifial Report Number [pescripion |

The Promoted Initial Report group box displays information for an incident
that started out as an initial report.
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[Assuciated Initial Repurts]

The following diagram shows the Associate Initial Report dialog box.

£ Associate Intial Report

[CO-CRC-000148] Gopher Guich

Search Initial Reports
Initial Report Number

Location Name

Initial Report Type R

Initial Report Number

To remove an associated initial report from your incident
1 On the Incident screen, click the Associated Initial Reports button.

2 On the Associated Initial Reports dialog box, click to select the Related
Initial Report of your choice, and then click the Delete button.

3 On the Confirm Deletion dialog box, click Yes, and then click OK to
return to the Incident screen.

To transfer an incident to another dispatch organization - for the
source dispatch

For more information about transferring an incident see, “Transferring
incidents,” later in this guide.

1 On the Most Recent Incidents drop-down toolbar menu, click to select
the Incident of your choice.

2 On the ROSS toolbar, click the Show/Update Incident context of the
current screen button.

3 On the Incident menu, click Incident, or click the IN button.

4  On the Incident screen, click the Organizations tab, and then click the
Pick Dispatch button.

5 On the Select Incident Organizations dialog box, click to select All
Organizations, narrow your filter criteria, and then click the Filter
button.

6 On the Select Incident Organizations dialog box, click to select the
Incident Organization Where You Want to Transfer the Incident, and
then click OK.

16
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7 On the Change Incident Host dialog box, click Yes to confirm or click
No to cancel.

8 On the ROSS Information Message dialog box, click OK.

The incident is transferred to the incident organization you selected. It is
removed from the source dispatch and is now at the destination dispatch.

The following diagram shows the Incident screen for the source dispatch
organization. The arrow points to the Pick Dispatch button.

£ Resource Ordering and Status System (ROSS) - *** PRACTICE v2.14.0.31 *** (=13

File Administration Resource Incident Request Travel Status Window Help
[l it ™ > [ico-cro-000148] Gopher Gulch ~ |l REa IR pr ~ mp ks T [RE|JN
RE

Incident - [CO-CRC-000148] Gopher Guich
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) . Latitude Longitude !
Incident Type * | Fire - Wildfire 47 45 |28 N 051 49 |81 W
Office Reference Related Incidents Township Range  Section 1/4 14 Base Meridian
T B2h 1| 28 MWSE || dth PM, MN
Ssociated Initial 0rts|
Prev.Inc. # B UTM Northing UTM Easting UTHM Zone
Min. Elevation (ft) Print Incident 5207448 587498 15
Mazx. Elevation {ft)
Navigation Ads } Aviation Hazards} Financial Cnﬂes} Cnmpam] Locations I
0 Reload Bases
[voR [VORName —— |[State | [Distance |
ELO |ELY MM 3439 e lliame ——|[Fan Code [[Bearing |[Distance |
-~
e |EvELETH e ’m - ROCKY MOUNTAIN MET .. [BJC a5 745
e IMEENG e I e RAWLING MUNIHARVEY ... [RwiL 44 47
oA louLoTH T 3 o3 STEAMBOAT SPRINGSIE. . |SBS a8 781
INC —JILTERNATIONAL FALLS_[MN 113 77 MCELROYARFIELD |20V 3 91
GPZ  |oRAN 05 ™ =3 28w | |CRAIG-MOFFAT CAG 40 505w

Frequencies \’\Ajmuns I Reload Bases I Directions I Contacts
Oryanizati | o |

Request Blocks Reassign Authorization 1 Shipping Addresses

Host CO-CRC (Craig Interagency Dispatch C&1

Benefiting CO-CRC (Craig Interagency Dispatch Center) .
Dispatch CO-CRC (Craig Interagency Dispatch Center) .
Billing CO-CRS (Craig Area Office - CO State Forest Senvice) ]
Default Cache CO-RMK (Rocky Mountain Area Incident Support Cache) . .
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The following diagram shows the Select Incident Organizations dialog box.
The arrow points to the All Organizations option.

< Select Incident Organizations

H
rSet Filter for Incident Organization
) Organizations Managed by Craig Interagency Dispatch Center (%) Al Organizations u
Hame ||
Unitld | co n
rSelect Inci Or
APHIS Western Dispatch Center CO-WRCC =
Colorado State EOC CO-COENM
Craig Interagency Dispatch Center CO-CRC
Durango Interagency Dispatch Center CO-DRGC
Fort Collins Interagency Dispatch Center CO-FTC
Grand Junction Air Center CO-GJC
Montrose Interagency Dispatch Center CO-MTC
FPuehlo Interagency Dispatch Center CO-PBC
Rocky Mountain Area Coordination Center CO-RMC

The following diagram shows the Change Incident Host dialog box.

= Change Incident Host

This incident will he transferred to Dispatch CO-RMC.

CAUTION: Users at Dispatch Craig Interagency Dispateh Center should
close all screens where [CO-CRC-000148] Gopher Gulch is currenthy
displayed including Mew Request, Pending Request, Request Status,
Incident Resources and Travel.

Do you wish to continue ?

eg

To open the transferred incident - for destination dispatch

For more information about transferring an incident see, “Transferring
incidents,” later in this guide.

iL 1 On the Incident menu, click Incident List, or click the IL button.

2  On the Incident List screen, search for and then click to select the
Transferred Incident of your choice.

Click the Add to Most Recent button.

[ Add to Most Recent+ |

m 4 On the Incident menu, click Incident, or click the IN button.

5 On the Incident screen, click the Organizations tab, and then click to
select the appropriate Host, Benefiting, and Billing organization.
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6 Click the remaining tabs on the Incident screen and modify the
information as appropriate.

Reload bases, primary office, and primary 24 hour contacts associated with
the destination dispatch center are attached to the transferred incident.

To print a report of incident information

For more information about Cognos please refer to the guide, “Reports - running
and scheduling reports,” in this ROSS User Guide.

| Print Incident ] 1 On the Incident screen, click the Print Incident button.

2 In Cognos Viewer, position your mouse toward the bottom of the web
E page, and then click the Print file button.

3 On the Print dialog box, review the printer settings and then click OK.

@ 4 To return to the Incident screen, click the Close button on the Cognos
window.

Completing incident screen tabs

The middle and lower portions of the Incident screen displays the following
tabs that allow you to review additional incident details:

* Navigation Aids

* Aviation Hazards

* Financial Codes

e Compact

e Locations

*  CAD - when identified as an external system
*  Frequencies

* Airports

* Reload Bases

* Directions

¢ Contacts

*  Organizations

*  Documentation

* Request Blocks

* Reassign Authorization
e Shipping Addresses.
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Working with the Navigation Aids tab

ngation Aids | Aviation Hazards | Financial Codes | Compact | Locations |

The Navigation Aids tab displays two tables of available navigation aids
nearest to the incident:

* The VOR table, imported with FAA airport data, displays the ten nearest
VORs and the associated VOR Names, States, Bearings, and Distances
based on the incident location coordinates.

By reviewing the general location of the VORS, you can determine
whether the incident location coordinates were entered correctly.

* The Reload Bases table lists the Airport Name, FAA Code, City, and State
of nearby Reload Bases in numerical order, by distance from the incident.

The following diagram shows the Navigation Aids tab on the Incident screen.
The arrows point to VOR table on the left and the Reload Bases table on the
right.

VOR [VORWame _|tate_[pearing | Reload Bases

oy S T T
B |EvELETH N " g ROCKY MOUNTAIN MET... [BJC 35 745 A
e IREBING i i e RAVILING MUNIHARVEY _|RWL 44 747

DLH |DuLUTH W . = STEAMBOAT SPRINGSIE... |9BS 9 78

INL INTERMATIOMAL FALLS Iy 119 7 MC ELROY AIRFIELD 20v Ell et

GFZ |GRAND RAPIDS M 53 78 | | JCRAIG-MOFFAT CAG 40 B5S v

Working with the Aviation Hazards tab

(%) Fixed Hazards () Mon-Fixed Hazards () Latlong () TRS () UTM

The Aviation Hazards tab displays the type, location coordinates, and
description of fixed-location aviation hazards within approximately 20 miles
of the incident and non-fixed aviation hazards entered for the incident. The
type of aviation hazards that display depends on the option you select, either
“Fixed Hazard” or “Non-Fixed Hazard.”

The following diagram shows the Aviation Hazards tab on the Incident
screen.

Financial Codes ] Compact ] Locations ]

Hazard Description

IFixed Hazard MiA (5.

Latitude
474905 N

091 4908

FIXED WING AMND ROTOR WING AIRCRAFT
HT-733, 2HX JELY ATK, 13145

=
i
£

dit

=
e
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To
1

add an aviation hazard

On the Incident screen, click the Aviation Hazards tab, and then click
the New Aviation Hazard button.

To define a permanent hazard, click to select Fixed Hazard. To define a
temporary hazard, click to select Non-Fixed Hazard.

An example of a non-fixed hazard includes smoke, a logging tower, or
congested airspace.

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

In the City text box, type the Name of the City Nearest to the Aviation
Hazard.

In the State Code text box, type the State Postal Code Where the
Aviation Hazard is Located.

In the Description text box, type a Brief Description of the Aviation
Hazard.

Under Coordinates, perform one of the following, and then click OK

- to designate the aviation hazard with the same coordinates as the
incident, click the Use Incident Location button

- to designate the aviation hazard with different coordinates as the
incident, click to select the Coordinate Type of your choice and then
complete the Coordinate text boxes as appropriate.

The following diagram shows the New Aviation Hazard dialog box.

New Aviation Hazard

(*) Fixed Hazard () Non-Fixed Hazard
G| Fied Hazard MIA (See Docume... [
H-azard e : — i = [ Use Incident Location | -
City Coordinate Type -
State Code * v ’7 (%) Lat/Lohg ) TRS I UTM
Description
Latitude Moo
Longitude W
To modify aviation hazard information
1 On the Incident screen, click the Aviation Hazards tab.
2 On the Aviation Hazards tab, click Fixed Hazard or click Non-Fixed
Hazard.
3 Click to select the Aviation Hazard of your choice, and then click the

Edit Aviation Hazard button.
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4 On the Edit Hazard dialog box, type or replace the following aviation
hazard information as appropriate, and then click OK

- Hazard Type
- City

- State Code

- Description
- Coordinates.

The following diagram shows the Edit Hazard dialog box.

< Edit Hazard

H

TFF2 e LY ) P e Hazard NIA (See Docume. . TR © -
[ Use Incident Location ] -

City ELY Coordinate Type

State Code * |y nNESOTA v ’7 (%) LatiLong ) TRS O uUTM

Description

FIAED WING AND ROTOR WING AIRCRAFT Latitude 47 49 |l 05 N v

HT-733, 2Hx FELY ATK, 13145
Longitude 041 43 || 08 W

To remove an aviation hazard
1 On the Incident screen, click the Aviation Hazards tab.

2 On the Aviation Hazards tab, click Fixed Hazard or click Non-Fixed
Hazard.

3 Click to select the Aviation Hazard of your choice, and then click the
Delete Aviation Hazard button.

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

Working with the Financial Codes tab

The Financial Codes tab displays financial codes and their owners for a
specified year, as entered by your organization on the Organization screen. An
asterisk (*) identifies those financial codes that have been used.

The following diagram shows the Financial Codes tab on the Incident screen.

Navigation Aids | Aviation Hazards Financial Codes | compact | Locations |

Organization (SN

Used |[Financial Code

+ | Year

Yes CO-CRC |Craig Intera...

(ol
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To designate or remove financial codes for the incident

1
2

6

On the Incident screen, click the Financial Codes tab.

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

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

To designate a financial code for the incident, click to select the Financial
Code of your choice from the left-hand table, and then click the Select
arrow button. Repeat the process to move all appropriate financial codes
to the table on the right.

To remove financial code(s) designated for the incident, click to select the
Financial Code(s) of your choice from the right-hand table, and then
click the Remove arrow button.

You can remove more than one financial code at a time.

To designate the default financial code for the incident, click to select the
Financial Code of your choice from the right-hand table, and then click
the Make Default button.

You may designate only one default financial code.

The following diagram shows the Financial Codes tab on the Incident screen.

Navigation Aids | Aviation Hazards Financial Codes | compact | Locations |

Organization |[SEHENCIN v | Year

Used |[Financial Code [Owner |

Default
Financial Code i

Mo WESUAD-0231 |US Fare... |CO-R0Z  |Rocky Moun...

||
= —

||

To add a new financial code

Ad hoc financial codes are not retained once the incident is closed.

1

On the Incident screen, click the Financial Codes tab, and then click the
New Financial Code button.

In the Financial Code text box, type the Financial Code you want to
add.

In the Fiscal Year text box, type the four-digit Fiscal Year.
Under Owned By, click to select the agency type of your choice

- Federal
- State
- Other.
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5 Under Owned By, click the drop-down arrow, click to select the
Organization of your choice, and then click OK.

The following diagram shows the Ad Hoc Financial Code dialog box.

£ Ad Hoc Financial Code

A
Financial Code * -
Fiscal Year 2011 Cancel|
Owned By * .

To inactivate an ad hoc financial code

Once inactivated, you will not be able to assign the inactive ad hoc financial
code to any additional incident requests.

¢ On the Financial Codes tab on the right-hand side table, click the Active
check box that corresponds to the Financial Code of your choice, and
then click the Save Incident Financial Code(s) button.

The following diagram shows the Financial Codes tab. The arrow points to
the active check box.

Navigation Aids | Aviation Hazards Financial Codes | compact | Locations |

Organization | CO-ARR ~ |Year Default
Financial Code Financial Code Fiscal Ye.. Active
Tes 133456 Depart. CO-CRC |Craig Intera 2011
_Im |osrest [colorad... [co-cre [craig Intera.. | | O | |
- M

If you inactivate the default financial code, the default setting will be cleared
once you click the Save button.

Working with the Compact tab

The Compact tab allows you to identify any agreements between states to
share resources for the incident.

To add an existing compact

1 On the Incident screen, click the Compact tab, and then click the Pick
Compact button.

2 Click the Compact Name drop-down arrow, click to select the Compact
Name of your choice, and then click the Save Compact button

24
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The following diagram shows the Compact tab on the Incident screen.

Navigation Aids | Aviation Hazards | Financial Codes Compact | Locations |

Compact Mame

| B EC)

To remove a compact from the incident

*  On the Compact tab, click to select Compact Name of your choice, and
& then click the Delete Compact button.

Working with the Locations tab

The Locations tab displays the locations that are being used to designate and
describe places of importance to the incident, as entered by your organization
on the Location screen. Each location identifies the following:

* Location Use, such as a command post or a delivery site

* Location Name

* Type, such as a dip site, lookout, or helibase

« City

*  State.

You can add a location to an incident by performing one of the following:

» select an existing location and then add it to the incident

» select an existing location, modify and save it as a new location, and then
add it to the incident

e create a new location and then add it to the incident.

To make changes to a location, you must access the Location screen from the
Administration menu. For more information refer to the guide, “Location -
defining geographic locations,” in this ROSS User Guide.

The following diagram shows the Location tab on the Incident screen.

Navigation n.ids] Rwiation Hazards] Financial Cudesl Compact

LocationUse  [Base Camp i
Base Camp  |Aldrich Lakes Helibase |Helihase co Navigation Instructions

' d
./"\
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To add an existing location to an incident

1

On the Incident screen, click the Locations tab, and then click the New
button.

On the Add New Location dialog box, search for and locate Locations
near the incident.

To add an existing location, click to select the Location Name of your
choice.

Click the Location Use drop-down arrow, click to select the Location
Use of your choice, and then click OK.

The following diagram shows the Add New Location dialog box.

4

7]
rSearch Other Location:
Hame Location Type 4
City | searchwithin | | mites
State [EAL LR v
rLocation:
e ]
|
Lo TR Cug:m-rdinate Type
Location Type * | | ’7 ‘
City Latitude
State | | !
Location Use * B

Add New Location

To modify an existing location and add it as a new location to an

incident

1 On the Incident screen, click the Location tab, and then click the New
Location button.

2 Onthe Add New Locations dialog box, search for and locate the
Location(s) near the incident.

3 Click to select the Name of your choice, and then type or replace the
Location Information as appropriate.

4 Click the Save Location button, and then click OK.
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To create and add a new location to an incident

] 1 On the Incident screen, click the Location tab, and then click the New
Location button.

1

hew] 2 Onthe Add New Location dialog box, search for and locate locations
near the incident, and then click the New Location button.

You must search for existing locations before creating a new one.

w

In the Location Name text box, type the Name of the Location.

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

)]

In the City text box, type the Name of the Nearest City of the location.

=)

In the State text box, type the two-character State Postal Code.

To change the use of a location at an incident

1 On the Incident screen, click the Locations tab, and then click to select
the Location of your choice.

=7 2 Click the Location Use drop-down arrow, click to select the Location
T Use of your choice, and then click the Save Location button.

To modify or add navigation instructions to a location

Changes to navigation instructions from the Incident screen are applied to
future requests, but are not applied to the Location screen.

1 On the Incident screen, click the Locations tab, and then click to select
the Location of your choice.

=] 2 Click in the Navigation Instructions text box, type or replace the
[T Navigation Instructions as appropriate, and then click the Save
Location button.

To delete a location from an incident
1 On the Incident screen, click the Locations tab.

2 Click to select the Location of your choice, and then click the Delete
Location button.

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

If CAD is identified as an external system for an organization, the CAD tab
displays on the Incident screen and View Incident screen.

You must have the Dispatch Manager role to change the SoR, if identified,
from CAD to ROSS or from ROSS to CAD.

To change the system of record

1 On the Incident screen, click the CAD tab, and then click the Pick
! System of Record button.

2 On the Select System dialog box, search for and then click to select the
System Name of your choice, and then click OK.

The following diagram shows the CAD tab on the Incident screen.

)

Navigation Aids | Aviation Hazards] Financial Cudes] Cumpact] Lucatiuns-éj:':

System of Record !

[] wwithhold External System Transactions

The following diagram shows the Select System dialog box.
H

rSearch Syst

System Type | =aLL* v ﬁ
System ID n

Altaris CAD - 123456

To suppress request-based notifications to your CAD system

Perform this task when you are no longer using CAD for the incident. That is,
you are only using ROSS. Messages are still sent to non-local CAD systems,
as appropriate.

*  On the CAD tab, click the Withhold External System Transactions
check box.
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The following diagram shows the CAD tab. The arrow points to the Withhold
External System Transactions check box.

Navigation n.ids] A\giatiﬁn Hazards | Financial Codes Cumpact] Locations CAD

System ﬁecurd

Working with the Organizations tab

Freguencies

The Organizations tab displays the host, benefitting, dispatch, and billing
organizations for the incident and includes the following:

The host organization has primary management responsibility for the
incident. You can change the incident host to any host organization that is
affiliated with your dispatch center, even if that organization does not
manage the host’s organization record.

The benefiting organization directly benefits from the activities occurring
at the incident.

The dispatch organization is the unit designated to mobilize resources to
the incident.

The billing organization is responsible for paying expenses related to the
incident.

The following diagram shows the Organizations tab on the Incident screen.

Airports Reload Bases Directions Contacts ]

Organizations ] Documentation Request Blocks 1 Reassign Authorization 1 Shipping Addresses |
Host CO-BAR (Smakey Bear) .|
Benefiting CO-ABCD (ABCD EXTERMAL DISPATCH) ﬁ
Dispatch CO-CRC (Craig Interagency Dispatch Center)
Billing CO-BAR (Smokey Bear)
Default Cache CO-RME (Rocky Mountain Area Incident Suppon Cache)
External Dispatch | CO-BAR (Smokey Bear) : i :

To select or change a host organization

B

2

On the Incident screen, click the Organizations tab, and then click the
Pick Host button.

On the Select Incident Organization dialog box, search for and click to
select the Host Organization of your choice, and then click OK.
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The following diagram shows the Select Incident Organizations dialog box.

£ Select Incident Organizations

rSet Filter for Incident Organization
(+) Organizations Managed by Craig Interagency Dispatch Center () &ll Organizations .
Mame | p
rSelect Incident Organizations

rincident Numbering

incident# | |

You can not change the number of an external incident.

To display the incident numbers issued this calendar year for the
selected host

. 1 On the Incident screen, click the Organizations tab, and then click the
Pick Host button.

2 On the Select Incident Organization dialog box, search for and then
click to select the Host Organization of your choice, and then click the

View Issued # button.

The following diagram shows the View Issued Incident Numbers dialog box.

£ View Issued Incident Numbers

H Incident Host | SD-ABD Year 2011

Host Dispatch -

(+) Incident # () Incident Name
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To specify a new number for an incident based on the new host

B

2

On the Incident screen, click the Organizations tab, and then click the
Pick Host button.

On the Select Incident Organization dialog box, search for and then
click to select the Host Organization of your choice.

In the Incident # text box under Incident Numbering, type the new
Incident Number of your choice, and then click OK.

You are setting the initial/revised sequence value for the selected host.
The Sequence Next Value for that host will be the incident number you
entered plus one (+ 1).

The following diagram shows the Select Incident Organizations dialog box.
The arrow points to the new Incident # text box.

£ Select Incident Organizations

i

rSet Filter for Incident Organization

Name

Unit Id

(=) Organizations Managed by Craig Interagency Dispatch Center () All Organizations

rSelect Incident Or

il BN

rincident Wheriu 10

incident # | 100]

When you change the incident host, financial codes and radio frequencies
assigned to the incident remain unchanged.

To select a benefiting organization

A

2

On the Incident screen, click the Organizations tab, and then click the
Pick Benefiting button.

On the Select Incident Organization dialog box, search for and click to
select the Benefiting Organization of your choice, and then click OK.
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To select a dispatch organization

! 1 On the Incident screen, click the Organizations tab, and then click the
Pick Dispatch button.

2 On the Select Incident Organization dialog box, search for and click to
select the Dispatch Organization of your choice, and then click OK.

To select a billing organization

! 1 On the Incident screen, click the Organizations tab, and then click the
Pick Billing button.

2 On the Select Incident Organization dialog box, search for and click to
select the Billing Organization of your choice, and then click OK.

To select an external dispatch organization - for external
incidents only

! 1 On the Incident screen, click the Organizations tab, and then click the
Pick External Dispatch button.

2 On the Select Incident Host for External Dispatch dialog box, search
for and click to select the External Organization of your choice, and
then click OK.

The following diagram shows the Select Incident Host for External Dispatch
dialog box.

£ Select Incident Host for External Dispatch

i

rincident Hosts

=
i
&

HE

rincident Numbering

Incident #

rSearch Incident Hosts

rSet Search for Incident Hosts

Unit ID

name Q

rincident Hosts

il
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Working with the Documentation tab

The Documentation tab displays both auto-documentation and user
documentation information previously entered for the incident. The table
displays the time the entry was made and who made the entry.

The following diagram shows the Documentation tab on the Incident screen.

Frequencies ] Airports ] Reload Bases ] Directions ] Contacts
Organizations . Documentation ] Request Blocks ] Reassign Authorization ] Shipping Addresses
Documentation
Financial code 987641 inactivated by Erin McCormick@CO-CRC ROSS. 1202102011 14:59:50 MST Etin MeCormick@CO-CRCR...
Mew location was added for Gopher Gulch by Erin McCormick@CO-CRC 1222011 135022 MST Etin MeCormick@CO-CRCR...
Mew financial code was added for Gapher Gulch by Erin 1202172011 13:09:28 MET Erin MeCarmick@C0O-CRC R..

Financial code 987651 inactivated by Erin McCormick@CO-CRC ROSSE.

You can not modify or

delete a documentation entry.

To add documentation

1 On the Incident screen, click the Documentation tab.

2 In the Documentation text box, type the Documentation as appropriate,
.| and then click the Add Documentation button to save your entry.

To review the entire text of a documentation entry

e On the Incident screen, click the Documentation tab, and then click to
select the Documentation row of your choice.

The entire documentation entry displays in the lower, right-hand text box.
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Working with the Request Blocks tab

QOrganizations

Catalog

Frequencies

Aircraft

l

The Request Blocks tab allows you to specify the numbers assigned to
requests based on the host organization. Using the ROSS Organization screen,
each managing dispatch unit may establish a master “template” of blocks for
each catalog: Aircraft, Crews, Equipment, Overhead, and Supply. The
Request Blocks table displays the following information:

Default. The default block for the selected catalog. An “R” denotes the
Request Default block. A “SYS” denotes the System Default block.

Request block numbering on the New Request screen always defaults to
the Request Default block.

Type. The type of block. An “UI” denotes User Issued. An “SG” denotes
System Generated.

Block Name. The name of the block.

Purpose. The purpose of the block.

Start. The starting number of the block.

End. The ending number of the block.

Next. The next sequential number available in the block.

Remaining. The number of request numbers available for use in the
block.

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

The following diagram shows the Request Blocks tab on the Incident screen.

Airports ] Reload Bases ] Directions ] Contacts ‘

Documentation Request Blocks ] Reassign Authorization ] Shipping Addresses

m-m_———m
L Initial Attack For user generated request numhbers in the qaG9| ps A T
| Expanded For user generated request numbers in the 1000 4995|Ma I Hew
] Buying Team For user generated request numhbers in the A000 qa90| A, A

5YS [5G |Ross Generated 1o0000|  999998(10008  |as99at dit

X

For more information about block numbering see, “Understanding block
numbering and rules,” later in this guide.

To set the default block to Request Default or System Default

1

On the Incident screen, click the Request Blocks tab, and then click to
select the Block Name you want as the default.
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2 Click the Default button, and then click to select one of the following as
Default .
appropriate

- Select Request Default
- Set System Default.

The following diagram shows the Incident screen. The arrow points to the Set
Request Default option on the Default button menu.

£ Resource Ordering and Status System (ROSS) - *** PRACTICE v2.14.0.31 ***
File Administration Resource Incident Reguest Travel Status Window Help
.IL IN > [[CO-CRC-D00148] Gopher Gulch

o e

PR == MP RS TL

Incident - [CO-CRC-000148] Gopher Guich [R]2]x]
rincident Details: Location
itial DatefTime: 1012172011 11:25 | MBT @ ﬂ @ @ Location Name | EOI ]
Latitude Longitude

! e GBS ar am|[ze N oe1 a9 81 |w

Office Reference Township Range  Section 1/41/4 Base Meridian
- — EEETE MWSE || 4th PM, WM

Prev. Inc. # UTM Northing UTM Easting UTM Zone
Min. Elevation {ft) 5297440 587436 15
Max. Elevation (ft)

Navigation nids} Aviation Hazards | Financial Codes mnaﬂl Locations CAD I
System of Record

[] Withhold External System Transactions

Frequencies Airports I Reload Bases 1 ctions 1 Contacts
Organizati i Request Blocks Reassign Authorization Shipping Addresses

Catalog | Ajrcraf v

[Defautt [Tvpe [Biock Name ________fpurpose ________________start__JEnd____[Next__JRemaining ’
R Ul Initial Attack For user generated request numbers in the q 05 (A MA

Ul Expandecd For user generated request numbers in the 1000 4009 [NA A

ul Buying Team Foruser generated reguest numbers in the A000 8999 [NA A ﬂ
5YS 5G |Ross Generated 10000 99599810009 589991 i

=

To create a new block by splitting an existing block into two
1 On the Incident screen, click the Request Blocks tab.

hew] 2 Click the Catalog drop-down arrow, click to select the Catalog of your
choice, and then click the Split Block button.

3 In the Start Block #2 At text box, type the starting number of the block
you are creating (Block #2).

4 Under Block #1 in the Name text box, type a New Name for Block #1, if
appropriate.

This step is optional.

5 In the Purpose text box, type or type to replace the Purpose of Block #1.
6 Under Default, click to select or click to clear the following check boxes

- Request
- System.

Changes must be consistent with the rules for designating default blocks.
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7 If appropriate, click to select the User Issued check box.

Changes must be consistent with the rules for designating a block “SG” or
“Ul. ”

8 Under Block #2, complete the following text boxes and check boxes as
instructed in the previous steps, and then click OK

- Name

- Start

- End

- Purpose

- Request

- System

- User Issued.

The following diagram shows the Split Block dialog box.

£ Split Block

Block [10000 - 899994] (SG) Ross Generated -
Catalog | Aircraft Start Block #2 At * Cancel|
rBlock #1
HName * | Ross Generated

Start 10000 End 999999

Purpose

Default
’7 System

rBlock #2
Hame *

Start End

Purpose

Default
’7 [] Swstem

To edit a request block
1 On the Incident screen, click the Request Blocks tab

2 Click the Catalog drop-down arrow, click to select the Catalog of your
choice, and then click the Edit Block button.
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3 On the Edit Block dialog box, modify the following information as
appropriate, and then click OK

- Name

- Purpose

- Request

- System

- User Issued.

For more the information about modifying these fields see the previous
task, “To create a new block by splitting an existing block into two.”

The following diagram shows the Edit Block dialog box.

£ Edit Block

Block [10000 - 999989] (SG) Ross Generated

| oK |
Catalog | Aircraft -

Name * | Ross Generated

Start 10000 End 999999
Purpose

[Default

To delete a request block

For rules about deleting request blocks see, “Understanding block numbering
and rules,” later in this guide.

1 On the Incident screen, click the Request Blocks tab.

a7 2 Click the Catalog drop-down arrow, click to select the catalog of your
choice, and then click the Delete Block button.

3 On the Delete Block dialog box, click to select the block to merge the
deleted block into, as appropriate, and then click OK.
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The following diagram shows the dialog box that displays when deleting a
request block.

The current block will be deleted. Please choose which n
block to merge into. The resulting block will he the
same type as the chosen block. -

(%) Block #1 [1000 - 4999] {Ul) Expanded

() Block #2 [10000 - 999999] (SG) Ross Generated

Working with the Reassign Authorization tab

The Reassign Authorization tab allows you to grant or revoke reassign
authority on your local incident to any other dispatch center(s), except
status-only, external, or removed dispatch offices. Granting reassign authority
is the first step to allow quick fill reassignment of resources when the source
and destination incidents are managed by different dispatch centers.
Remember these key points when authorizing the reassignment of resources:

Once you grant reassign authority, that dispatch manager may perform the
quick fill reassignment for multiple resources from their non-preposition
incident to the non-local incident.

Prepositioned resources may only be quick fill reassigned from a
non-preposition incident assignment. When released, these resources
return to the preposition.

You can only reassign resources from one catalog at a time. You can
select and reassign service and non-service requests with resources that
are mob-en-route, at incident, tentative release, released (at incident) and
demob-en-route together.

When including the parent of a group request in a quick fill reassignment
to a non-local incident, all of its subordinate request will also be
reassigned, including those that may be pending or reserved.

You can only reassign multiple resources from one source incident to one
destination incident at a time.

Request numbers on the destination incident are generated from the
default system-generated block. If there are not enough numbers in the
block, the reassignment does not take place. You are advised to contact
the destination dispatch, who must adjust the block or create a new one.
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The following diagram shows the Reassign Authorization tab on the Incident

screen.
Frequencies ] Airports ] Reload Bases ] Directions ] Contacts
Organizations ] Documentation ] Request Blocks Reassign Authorization ] Shipping Addresses

Organizations Authorized to Reassign Multiple Besources to this Incident

To grant reassign authority to another dispatch office

- 1 On the Incident screen, click the Reassign Authorization tab, and then
click the New button.

2 On the Add Reassign Authorization dialog box, search for and then
click to select the Organization of your choice, and then click OK.

The following diagram shows the Add Reassign Authorization dialog box.

£ Add Reassign Authorization

rSet Search for Organizations

Hame

Unit ID

Organizations

Working with the Shipping Addresses tab

The Shipping Addresses tab allows you to designate where to ship resources
and supplies for the incident and allows you to select an address when
creating NFES requests. All of the incident host’s shipping addresses from the
Organization screen display on this tab.This tab also allows you to create,
edit, deleted and designate the default shipping address.
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The following diagram shows the Shipping Addresses tab on the Incident

screen.

Fregquencies ] Airports ] Beload Bases ] Directions ] Contacts
Organizations Documentation Request Blocks ] Reassign Authorization Shipping Addresses
Ship To Name__[[Ship ToUnitID ||Street1 __ [|Street 2 Zip Default il

Craig Interagen... |CO-CRG 455 Emerson Street Craig Co 81625 LS4 Mo
it

To add a shipping address

newl 1 On the Incident screen, click the Shipping Addresses tab, and then click
the New Shipping Address button.

2 On the Add Shipping Address dialog box, complete the following text
boxes as appropriate, and then click OK

Default
Street 1
Street 2
City
State

Zip Code
Country.

The following diagram shows the Add Shipping Address dialog box.

£ Add Shipping Address

H
Derault

Ship To Mame | Craig Interagency Dispatch Center . . -

Ship ToUnitID | ©0|. | CRC

City *
State *

Street 1*

Street 2

Zip Code

Country LISA

O | O |
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Working with the Frequencies tab

Frequencies entered on the Organization screen for an incident host dispatch
center or government (non-dispatch) are automatically available when you
create an incident with that host.

The Frequencies tab displays radio frequencies available for the incident,
including:

«  Type

*  Frequency

e Tone

¢ Contact Name
e Owner

e Air Tactical.

When creating an incident, you can now assign or create radio frequencies.
For more information see the task, “To assign or create a frequency from the
New Initial Report or Incident screen,” in the section, “Creating and modifying
incidents,” earlier in this guide.

The following diagram shows the Frequencies tab on the Incident screen.

Organizations ] Documentation ] Request Blocks ] Reassign Authorization ] Shipping Addresses
Fragushcies i Airports | Reload Bases | Directions | Contacts
Contact Name fowmer  [airTactica | [

To designate a new frequency for an incident

1 On the Incident screen, click the Frequency tab, and then click the New
Frequency button.

2 On the New Radio Frequency dialog box, click the Type drop-down
arrow, and then click to select the New Radio Frequency Type.

3 Inthe Frequency text box, type the Frequency.
4 In the Tone text box, type the Tone of the Radio Frequency.

5 Inthe Contact text box, type the Name of the Person, Aircraft, or
Agency to Contact on this radio frequency.

6 In the Owner text box, type the Name of the Owner, if needed.

7 Click to clear the Primary check box if this radio frequency is not a
primary frequency on the incident.
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8 To designate the new frequency as an air tactical frequency, click the Air
Tactical check box.

9 When finished, click OK.

The following diagram shows the New Radio Frequency dialog box.

£ New Radio Frequency

[
Type * | ~|

Frequency *

Contact |

|
Tone | |
|
|

Owner | Local Assign

Primary

Air Tactical [ ]

To change a radio frequency for an incident

1 On the Incident screen, click the Frequency tab, and then click to select
the Frequency of your choice.

2 Edit the following fields as appropriate and then click OK

- Type

- Frequency

- Tone

- Contact

- Primary

- Air Tactical.

The following diagram shows the Edit Radio Frequency dialog box.

£ Edit Radio Frequency

Type * | Airta Alr (Transmit) hd -
Cancel

|
Frequency * | 1234123 |
Tone | |
Contact | |
Owner |LDcaIAssign |

Primary
Air Tactical [ ]
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To delete a radio frequency for an incident

You can select and delete more than one frequency at a time.

1 On the Incident screen, click the Frequency tab.

a2 Click to select the Frequency of your choice, and then click the Delete

A Frequency button.

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

Working with the Airports tab

The Airports tab displays FAA and non-FAA airports being used on the

incident. Airports identified as a Reload Base, as shown on the reload base
area of the Navigation tab, automatically display on the Airports tab. Each

airport identifies:

* Airport Type, such as a charter, commercial, or back country airport

* Airport Name

* FAA Code, if applicable
« City

*  State.

The Special Conditions text box displays information that was entered from
the Airport screen. To add, modify, or delete Special Conditions, you must

access the Airport screen from the Administration menu.

The following diagram shows the Airports tab on the Incident screen.

Organizations |  Documentation |  RequestBlocks | Reassigh Authorization | Shipping Addresses
Frequencies Airports ] Reload Bases ] Directions ] Contacts
FAA Code
ASPEN-PITKIN COISARDY FIELD ASE ASPEN co M,
YAMPA VALLEY HON HAYDEN co Ves

Havigation Instructions

Special Condition

Preferred Airport

1
~

To edit or add navigation instructions for an airport
1 On the Incident screen, click the Airports tab.
2 Click to select the Airport of your choice.

3 Click in the Navigation Instructions text box, type or replace the

+
=

|

= Navigation Instructions as appropriate, and then click the Save Incident
Airport Details button.
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To designate an airport to the incident

. 1 On the Incident screen, click the Airports tab, and then click the Add

Airport button.

2 On the Add New Locations dialog box, search for and click to select the
Airport of your choice, and then click OK.

The following diagram shows the Add Airport dialog box.

£ Add Airport

Airports I

rSearch Airports : [ |
Cancel|

&irport Name Airport Type  (=al L+ v ﬁ
FAACode | p

iy
City

State AL | w

FiA Code [oty  [stote [Manageary |

Coordinat
"(:uordinate Tyne

To remove an airport from an incident

This action only removes the designated airport from the incident. It does not
delete it from ROSS. To delete a non-FAA airport from the list of airports for
your organization, you must access the Airport screen from the Administration
menu.

1 On the Incident screen, click the Airports tab.

. 2 Click to select the airport of your choice, and then click the Remove

Airport button.

3 On the Confirm Deletion dialog box, click Yes to delete or No to cancel.
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Working with the Reload Bases tab

The Reload Bases tab displays reload bases that are associated with dispatch
centers as defined on the Reload Base tab on the Organization screen.
Remember these key points when working with the Reload Bases tab:

Only one dispatch center may dispatch for a given reload base.
An incident autodoc entry is generated whenever you add or remove a
reload base.

You can not remove a reload base from an incident that has been used on
a request.

Reload bases are not automatically added to the Airports tab. You must
manually add these airports, if needed, as “deliver to” locations for
requests.

The following diagram shows the Reload Bases tab on the Incident screen.

Organizations ] Documentation ] Request Blocks ] Reassign Authorization ] Shipping Addresses
Frequencies Airports . Reload Bases ] Directions ] Contacts ‘

ame | State | Distance | !
ROCKY MOUNTAIN METROP OLITAN BJC CO-FTGC DEMNVYER co 3a 745 Lo
RAWLING MUNIHARVEY FIELD RiWL Y- R C RAWLING WY 44 747 J
STEAMBOAT SPRINGS/EQOR ADAMS FIELD SBE CO-CRC STEAMBOAT SPRINGSE |CO k] i

MC ELROY AIRFIELD 20V CO-CRC KREEMMLING co ar T

CRAIG-MOFFAT CAG CO-CRC CRAIG co 40 805 v

Havigation Instructions

Special Condition

To add a new reload base

!ll

2

On the Incident screen, click the Reload Bases tab, and then click the
Add Reload Base button.

On the Add Reload Base dialog box, search for and then click to select
the Airport Name of your choice.

Complete the Navigation Instructions text box as appropriate, and then
click OK.
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The following diagram shows the Airports tab on the Add Reload Base dialog
box.

£ Add Reload Base

2|

Airports | Locations |

rSearch Airports
Airport Name || | Airport Type |‘*ALL**

FAA Code | | Search Within miles

city | |

State |**,n,|_|_ﬁ v |

FAA Code fcity —— [State [ManagedBy |

Coordi
"Cuordinate Type

The following diagram shows the Locations tab on the Add Reload Base
dialog box.

£ Add Reload Base

2]

Airports  Locations }

rSearch Other L -
Name | | Location Type | ~| ﬁ
City | | Search Within miles n
State |""ALL"‘ “ |
(=) Locations Managed by [CO-CRC] () All Locations
Nare |
5Aw£|
[0l
Name * Coordinates

|'Cnnruinate Type
Location Type * 0

\ |
\ |
City I |
\ |

State

Description
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To remove a reload base

!l 1 On the Incident screen, click the Reload Bases tab, click to select the

name of your choice, and then click the Remove Reload Base button.
2 On the Confirm Deletion dialog box, click Yes to confirm or click No to
cancel.

Working with the Directions tab

The Directions tab displays directions entered for the incident. Directions

listed here also automatically display on the Deliver To drop-down list on the
New Request screen.

The following diagram shows the Directions tab on the Incident screen.

Organizations Documentation ] Request Blocks ] Reassign Authorization ] Shipping Addresses
Frequencies ] Airports Reload Bases Directions Contacts
Directions

A
(Mol

To add directions for an incident
1 On the Incident screen, click the Directions tab.

2 Click in the Directions text box, type Detailed Directions to the
= Incident, and then click the Save Incident Directions button.

Working with the Contacts tab

The Contacts tab displays agency and individual contacts and telephone
numbers for an incident.

The following diagram shows the Contacts tab on the Incident screen.

Organizations ] Documentation ] Request Blocks ] Reassign Authorization ] Shipping Addresses l
Frequencies ] Rirports Reload Bases Directions Contacts il
Contact Info i
970-826-5037 Reguesting
CO-CRC (Dispatch) 970-326-5037 Reguesting g
Joe Cache 303-236-5000 Shipping
x
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To add a new contact for an incident

wer] 1 Onthe Incident screen, click the Contacts tab, and then click the New
Incident Contact button.
2 On the New Incident Contact dialog box, complete the following and
then click OK
- Contact Name
- Contact Info
- Type.
The following diagram shows the New Incident Contact dialog box.
£ New Incident Contact
H
Contact Hame | | | -
Contactinfo | -
Type * |Requesting v|
To change a contact for an incident
1 On the Incident screen, click the Contacts tab.
2 Click to select the Contact of your choice, and then click the Edit
A Contact button.

3 On the Edit Incident Contact dialog box, modify the information as
appropriate, and then click OK.

The following diagram shows the Edit Incident Contact dialog box.

£ Edit Incident Contact

H

Contact Name | |

ContactInfo

Type * |Requesting

To delete a contact for an incident

1 On the Incident screen, click the Contacts tab.

EZ

Contact button.

Click to select the Contact of your choice, and then click the Delete

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

You can create an incident for an external dispatch unit that does not use
ROSS.

For more information about completing the New Initial Report or Incident
screen see, the previous section, “Creating an incident,” earlier in this guide.

To create an external incident

1

10

11

12

On the Incident menu, click New Initial Report or Incident, or click the
NI button.

On the New Initial Report or Incident screen, click External Incident.
In the Incident Name text box, type the Name of the Incident.

Click the Type drop-down arrow and then click to select the Incident
Type.
Under Dispatch Information, click to select one of the following

- External
- Status Only

Click the Pick External or Status Only Dispatch button, and then click
to select the External Dispatch Unit of your choice.

For more information about creating or editing external dispatch units see
the next tasks, “To create an external dispatch unit,” and “To edit an
external dispatch unit,” later in this guide.

Click the Pick Incident Host button, and then search for and highlight
the Pick an Incident Host of your choice, and then click OK.

If the external dispatch unit that you want is not listed, click the New
button and then create a new external dispatch unit. For more information
about creating an external dispatch unit see the task, “To create an
external dispatch unit,” later in this section.

In the Contact Person text box, type the Name of the Contact Person
from the external dispatch unit.

In the Contact Phone # text box, type the Contact Person’s Telephone
Number.

To change the Contact Date/Time when the external dispatch unit
contacted your ROSS dispatch unit, click the Contact Date/Time button.

In the Office Reference text box, type the Local Office Number
assigned to the incident, if desired.

In the Location Name text box, type the Location Name of the incident.
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"
14

15

16

Incident

]17

Under Enter Coordinates, click to select the Coordinate Type of your
choice, or click the Pick a location button and then complete the
Location Coordinates as appropriate.

Click in the Enter Documentation text box, and then type Detailed
Information about the Incident as appropriate.

In the Incident # text box, type the Incident Number as assigned by the
external dispatch unit.

You are setting the initial/revised sequence value for the selected host.
The sequence next value for that host will be the incident number you
entered, plus one (+ 1).

If you do not want to use the default request number blocks associated
with the host, click to clear the Use Host Default Request Number
Block(s) check box.

For more information about request block numbers see, “Understanding
block numbering and rules,” later in this guide.

When finished entering the external incident information, click the
Incident button.
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New Initial Report or Incident screen - External Incident

Resource Ordering and Status System (ROSS) - *** PRACTICE v2.14.0.31 ***

File Administration Resource Incident Regquest Travel

. ILIH > |[CO-CRC—DDD148] Gopher Gulch
Hew Initial Report or Incident

Status  Window Help

rEnter Basic Initial Report.incident Information

~ |88 rEa R

) Internal Incident (3) External Incident
Incident Hame
Type * Fire - Wildfire

rDispatch Information

Incident Dispatch *
Dispatch *

() External ) Status Only

% incident Host * Financial

Codes

rContact Informati

Person * Date/Time * | 1272712011 11:35

Phone # *

Office Reference

MST

Initial Date/Time * | 1272712011 11:35 || msT | [

rEnter Location

Location Name

rEnter Coordinates *
"Coordina'te Twpe

@ Latlong O TRS O UTM or

Latitude Mo

Pick Location

Longitude Vv

pR ~ mp Rrs TL [RE I @
R]z]x]

rCreate Initial Report
Hext Intial Report #:

rCreate Incident
HestIncident #:

Incident # *

[] Complex

Use Host Default Regquest
Humber Block(s)

rRadio Fregquencies

fvpe  |Frequency  [Tone __|lAir Tactical |

|

rEnter Documentation

* Required for Incident

)

'

The following diagram shows the Select External Dispatch Unit dialog box.

£ sglect External Dis patch

rd

Set Search Criteria for Existing External Dispatch Units

(=) Managed by CO-CRC
Name

Unit 1D =

() Managed by Selection Area Dispatch

Search Existing or Enter a New External Dispatch Unit

T
Mewr

il BE

éit
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MHew

Mew

The following diagram shows the Select Incident Host for External Dispatch
dialog box.

£ Select Incident Host for External Dispatch

rincident Hosts

¥ =1
Name (AT Hew

rincident Numbering

Incident #

rSearch Incident Hosts

rSet Search for Incident Hosts

Unit ID

ame Q

rincident Hosts

To create an external dispatch unit

1 On the Select External Dispatch dialog box, click the New External
Dispatch button.

2 On the Add/Edit External Dispatch dialog box, type the Name of the
New External Dispatch Unit in the Dispatch Name text box.

3 In the Unit Code text box, type the Unit Code for the new external
dispatch unit.

4 On the Contacts tab, click the New Contact button.
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5 On the New Contact dialog box, complete the following

click the Contact Method drop-down arrow, click to select the
Contact Method of your choice

click the Priority drop-down arrow, and then click to s+elect the
Priority of your choice

in the Entry text box, type the appropriate Entry for the New
Contact Information.

Click Close to return to the Add/Edit External Dispatch dialog box, or

click Apply to add the new contact information and then add another.

7 Click the Address tab, and then click the New Address button.

8 On the New Address dialog box, click the Type drop-down arrow, and
then click to select the Address Type of your choice.

9 Complete the following information as appropriate

Street 1
Street 2
City
State

Zip Code
Country.

10 Click Close to return to the Add/Edit External Dispatch dialog box, or
click Apply to add the new address information and then add another.

The following diagram shows the Contacts tab on the Add/Edit External
Dispatch dialog box. The arrow points to the New Contact button.

< Add/Edit External Dispaich

H | o |
Name * ‘ -
Contacts | address |
X
The following diagram shows the New contact dialog box.
£ New Contact
Contct et Aoy
Priority * | | Close |
Entry * | |
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The following diagram shows the Address tab on the Add/Edit External
Dispatch dialog box. The arrow points to the New Address button.

£ Add/Edit External Dispatch

2|

Name * |l

Contacts " Address ]

Type ||Street 1 |[Street 2 City ________|[State |lzip__[[Country |

The following diagram shows the New Address dialog box.

£ New Address

Type * |
Street 1* |
|
|

Street 2

City *
State * v|

Zip Code

Country |

To edit or delete external dispatch unit information

Z 1 On the Select External Dispatch Unit dialog box, click to select the
it Dispatch Unit of your choice, and then click the Edit External Dispatch
button.

2 On the Add/Edit External Dispatch dialog box, edit or delete the
information as appropriate, and then click OK.
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Creating and modifying detail requests

Detail Request

]

A detail request is a pre-planned incident of specific duration and includes
prescribed fire, preparedness/positioning, special event, and training events.
Other such events include:

» personnel assignments greater than or less than two weeks in duration
» flexible funding arrangements

« flexible travel and lodging arrangements

» personal days off without pay.

The Detailed Request screen allows you to specify what is needed for the
detail, known as “positions,” and send out that information to selected
organizations to find out if those required items can be obtained. You can
create a single or multiple detail requests for a detail.

You can not create a detail request for wildland fire and structural fire
incidents.

To create a detail request

You can name the detail request the same name as the pre-planned incident
or select another name of your choice.

1 On the Incident screen, open the Pre-planned Incident of your choice,
and then click the Detail Request button.

2 Click the New Detail Request button.

3 To change the default name of the request, type the new Detail Request
Name in the Detail Request Name text box.

The Detail Request Name text box is located below the Broadcast,
Requests, and Cancel buttons.

4 To select Start Date/Time and End Date/Time, click the Select Dates
button, and then select the Start Date and Time and End Date and Time
of your choice.

5 To add a catalog item to the detail request, click the New Position button.

6 On the Add Positions dialog box, click the Catalog drop-down arrow,
and then click to select the Catalog of your choice.

7  Click to select the Category Name and Catalog item Name of your
choice, and then click OK.

8 To specify the minimum acceptable qualification of the resource used to

fill the new position, click the Minimum Rating button, click to select
the Category Name and Catalog Item Name of your choice on the
Catalog tab, and then click OK.
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Detail Request screen

Complete the following information as appropriate, and then click the
Save Detail Request button

- Requirements

- Payment

- Radio

- Vehicles/Contacts

- Duty Station/Remarks.

For more information about completing tabs on the Detail Request screen
see the next section, “Completing Detail Request screen tabs.”

£ Resource Ordering and Status System (ROSS) - *** PRACTICE v2.14.0.31 ***

File  Administration Resource

Request Travel Status  Window Help

R LEL IS (C0-CRO-000045] Gopher Guich Prepasition

"Select Detail Regquest

Detail Request Name | Gopher Gulch Preposition w |

[ Broadcast | [ Requests

Cancel |

Detail Request Name * | Gopher Gulch Prepaosition

Start Date/Time | 12/28/2011 10:36

rPositions

Status End DateTime | 12282011 10:36 MST
SAVE]

Employment Status
[] Agency Uniform

[ ] priver's License Needed

Established Workweek
D Personnel may be rotated

Requirements | payment | Radio | Vehicles/Contacts | Duty StationRemarks |

|:| Travel outside Normal Duty Hours is Authorized/Compensated

* | Employment Agency
[ ] Fire Resistant Clothing

Endorsement v

Duty Hours

How Often?
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The following diagram shows the Catalog tab on the Add Positions dialog
box.

Add Positions

id

Catalog | Search |

Catalog | pjrcrat |
Category

*Category Mot Listed
*Service - Categary Mot Listed
Aircratt Groups 0

| >

Alrtanker
Fixed YWing :
Catalog ftem
Catalog ltem Name -

lAircraft Mot in Catalog (SEE DOC)

The following diagram shows the Search tab on the Add Positions dialog box.

£ Add Positions

rd

Catalog " Search }

Name | |

Cotle L

Keyword | |

Search Results

| |
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The following diagram shows the Catalog tab on the Minimum Rating dialog
box.

& Minimum Rating

i

Catalog | search |

Cataloy | Cverhead v

(w]
g
&
[=]
2

*Category Mot Listed ~
AgHealth Positions
CALIFORMIA OMLY
COLORADO OEM ONLY
Groups b

Catalog ltem

Catalog tem Name
INO QUALIFICATION

IMotin Catalog (SEE D) -

To search for a minimum qualification for a position on a detail
request

1 Onthe Detf‘ul Reque.st.screen, cll?k to select the Position of your choice,
and then click the Minimum Rating button.

2 On the Minimum Rating dialog box, click the Search tab.

3 Complete the boxes to narrow your search, and then click the Search
button.

4 Click to select the Name of your choice, and then click OK.

The following diagram shows the Search tab on the Minimum Rating dialog
box.

£ Minimum Rating

Name [ | @
Code ]

Keyword | | n
Search Results

| |
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To change the minimum qualification of a position

1

2

On the Detail Request screen under Positions, click to select the
Position of your choice, and then click the Minimum Rating button.

On the Minimum Rating dialog box, click to select the Category Name
and Catalog Item Name of your choice, and then click OK.

To change the quantity requested for a position

1

2

On the Detail Request screen under Positions, click to select the
Position of your choice.

Click once in the Quantity text box, type to replace the Quantity as
appropriate, and then click the Save Position button.

Completing Detail Request screen tabs

This section explains how to complete the tabs on the Detail Request screen,
which allow you to further clarify the information on the detail request.

To complete the Requirements tab

1

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

Click to select the appropriate check boxes

- Agency Uniform

- Driver’s License Needed

- Travel outside Normal Duty Hours is Authorized/Compensated
- Personnel may be rotated

- Fire Resistant Clothing.

In the Established Workweek text box, type the Range of Weekdays
Considered to be the Workweek for the detail.

For temporary worker detail requests, type the Name of the Employment
Agency in the Employment Agency text box.

Click the Endorsement drop-down arrow, and then click to select the
endorsement, as appropriate

- Hazardous Materials

- Motorcycle

- Tank Vehicle

- Passenger

- Double/Triple Trailers.

In the Duty Hours text box, type the Number of Duty Hours expected
for the position.
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7

In the How Often? text box, type the Frequency of Duty Hours.

For example, to indicate 12-hour days, 4 times per week, type “12” in the
Duty Hours text box, and then type “4xweek” in the How Often? text
box.

The following diagram shows the Requirements tab on the Detail Request
screen.

Requirements | payment | Radio | Vehicles:Contacts | Duty StationRemarks |

Employment Status
[ ] Agency Uniform

[ ] Driver's License Needed

D Travel outside Hormal Duty Hours is Authorized/Compensated

Established Workweek
D Personnel may he rotated

* | Employment Agency
[] Fire Resistant Clothing

Endorsement v

Duty Hours

How Often?

To complete the Payment tab

1
2

On the Detail Request screen, click the Payment tab.

Under Payment, click to select either Sending Unit or Requesting Unit
to specify the responsible unit for payment

- Rotation

- Travel

- Base Salary
- PerDiem

- Mileage

- FO.R.

Click to select the appropriate check boxes

- Government Lodging Available

- Government Mess Hall Available

- Government Cooking Facility Only
- Commercial Lodging Available

- Commercial Meals Available

- Must be Self-Subsisting.

For Commercial Lodging Available, type the Maximum Rate that will
be Reimbursed, in dollars, in the Max. Lodging Rate (8$) text box.

For Commercial Meals Available, type the Maximum Rate that will be
Reimbursed, in dollars, in the M & IE Rate ($) text box.

For Must be Self-Subsisting, type the Maximum Rate that will be
Reimbursed, in dollars, in the Estimated Total Cost ($) text box.
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Reqguirements F'

The following diagram shows the Payment tab on the Detail Request screen.

rPayment
Sending Unit

Rotation

Travel &

Base Salary o

Per Diem

Mileage
F.O.R.

Requesting Unit
@).

(@)
(@)

‘| Radio | Vehicles/Contacts | Duty StationRemarks |

D Government Lodging Available
|:| Government Mess Hall Available
|:| Government Cooking Facility Onhy

D Commercial Lodging Avallable  Max. Lodging Rate ($)  §0.00
|:| Commercial Meals Availahle M & IE Rate {§) F0.00
[] Must be Self-Subsisting

Estimated Total Cost ($) | $0.00

Requirements I Payment

rRadios

To complete the Radio tab

1 On the Detail Request screen, click the Radio tab.

2 Ifradios are needed for the detail, click to select the Radios Needed
check box, and then click the New button.

3 Under Radibos, click in the Radio Type text box, and then type the Radio

Type.

4 Click in the Programmable text box, and then click the drop-down arrow
to select Yes or No for a programmable radio.

5 Click in the Quantity text box, and then type the Quantity of your

choice.

6 When finished, click the Save button.

The following diagram shows the Radio tab on the Detail Request screen.

| Vehicles/Contacts | Duty StationRemarks |

[ | Radios Needed

Radio Type Programmable Quanti

=1

e

B

To change radio information

1 On the Detail Request screen, click the Radio tab.

2 Under Radios, click to select the Radio Type of your choice.

3 Click to select the Radio Type, Programmable, and/or Quantity text
box, and then modify the information as appropriate.

4 When finished, click the Save button.
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To delete a radio type

1
gl 2
A%

3

On the Detail Request screen, click the Radio tab.

Under Radios, click to select the Radio Type 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 complete the Vehicles/Contacts tab

1
2
3

On the Detail Request screen, click the Vehicles/Contacts tab.
In the Vehicle Type text box, type the Vehicle Type of your choice.

Click to select the appropriate check boxes, and then type the appropriate
Quantity for each selected check box

- Agency Owned
- Privately Owned
- Retal Vehicle.

In the Electronic Tech’s Name and Phone text box, type the Name of
the Contact Person and their Phone Number.

In the Personnel Officer and Phone text box, type the Name of the
Personnel Officer and their Phone Number.

In the Budget & Finance Officer and Phone text box, type the Name of
the Budget and Finance Officer and their Phone Number.

The following diagram shows the Vehicles/Contacts tab on the Detail Request
screen.

Requirements | Payment | Radio VehiclesiContacts | Duty StationRemarks |

Yehicle Authorized or Reguested Contacts

Vehicle Type | | Electronic Tech's Mame and Phone
Dn.gency Owned (AOY)  Quantity | 0 Personnel Officer and Phone

[ IPrivatey Owned (POV) Quantity | 0 Eﬁgggt & Finance Officer and

[ Rental Vehicle Quantity | 0

To complete the Duty Station/Remarks tab

1
2

On the Detail Request screen, click the Duty Station/Remarks tab.

In the Requesting Unit’s E-mail Address text box, type the Email
Address of the Requesting Unit’s Contact Person.

In the Temporary Duty Station, type the Name of the Temporary Duty
Station.
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4 In the Address/PO Box text box, type the complete Street Address of
the Temporary Duty Station.

5 In the Phone text box, type the Area Code and Telephone Number of
the Temporary Duty Station.

6 Inthe Nearest Commercial Airline City, type the Name of the City that
has a Commercial Airport nearest to the temporary duty station.

The following diagram shows the Duty Station/Remarks tab on the Detail
Request screen.

Requiremerrts] Payment] Radiu] Vehicles/Contacts Duty StatinnIRemarks]

Requesting Unit's E-mail Address | | Remarks

Temporary Duty Station
Address/PO Box
Phone

Hearest Commercial Airline City

Broadcasting a detail request

The Broadcast button allows you to email detail requests to a specific
selection area or GACC. Remember these key points when broadcasting a
detail request:

*  Your organization, and each organization defined in your selection area or
GACC must have a primary email address defined in ROSS.

*  You are not required to broadcast a detail request.

To broadcast a detail request

1 On the Incident screen, open the pre-planned incident (detail) of your
choice, click the Detail Request button, and then click Broadcast.

2 Onthe Broadcast dialog box, click to select Selection Area or GACC as
appropriate, and then click OK.

The following diagram shows the Broadcast dialog box.

2]

Broadcast Detail Request

Broadcast To

0K
(@) Selection Area ol

() Gace
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Generating a resource request

You can generate a resource request for each detail request position.

Once you generate a resource request for a detail request, you can not cancel
that detail request.

To generate a resource request from a detail request

1

On the Detail Request screen, select the Detail Request of your choice,
and then click the Requests button.

To review the pending request, click Pending Request on the Request
menu, and then search for the Pre-planned Incident of your choice.

Creating complex incidents

The Complex check box on the Incident screen allows a Dispatch Manager to
identify a new internal or external incident as a “complex,” and associate one
or more internal or external incidents to it. This complex incident serves as an
umbrella for the other incidents.

To create a complex incident

1

On the New Initial Report or Incident screen, type the Name of the
Person Who Reported the Event in the Reported By text box.

In the Description text box, type a Brief Description of the event.

You can enter complete details of the event in the Enter Documentation
text box, which is located at the bottom of the screen.

Click the Type drop-down arrow and click to select the Event Type.

For a complete listing of event types see, “Understanding event types,” in
the section, “Exploring initial reports and incidents in detail.”

In the Incident Name text box, type the Name of the Incident.

Click the Incident Host drop-down arrow, and then click to select the
appropriate Organization Serving as the Incident Host.

If identifying a dispatch center as the incident host, you must also identify
a government (non-dispatch) organization as the billing organization.

In the Office Reference text box, type the Local Office Number
assigned to the incident, if desired.

Under Enter Location, type the new or existing Location of the
Incident, or click the Pick a location button to search for a location of
your choice.
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10
11

View Default Request Blocks... ]

13

Incident | 14

.

Click once in the Enter Documentation text box, and then type Detailed
Information about the incident as appropriate.

To specify a new incident number, type the new Incident Number in the
Incident # text box.

For more information about specifying an incident number see,
“Understanding incident numbering,” later in this guide.

Under Create Incident, click to select the Complex check box.

If you do not want to use the default request number blocks associated
with the host, click to clear the Use Host Default Request Number
Block(s) check box.

To view the default incident request numbers for a catalog, click the View
Default Request Blocks button, click the Catalog drop-down arrow, and
then click to select the Catalog of your choice.

When finished, click Close.

For more information about request block numbers see, “Understanding
block numbering and rules,” later in this guide.

When finished entering incident information, click the Incident button.

The following diagram shows the Create Incident portion of the New Initial
Report or Incident screen. The arrow points to the Complex check box.

e

reate Incident
Hext Incident #:

Incident #

Use Host Default Request
Humber BlocK(s)

|
|
|
] Eomplex |
|
|
|

- — — — — — 4

To associate an incident to a complex

n 1
2

[ RelatedIncidents |

+

On the Incident menu, click Incident, or click the IN button.

Change the Incident Context to the Complex Incident of your choice,
and then click the Related Incidents button.

On the Related Incidents dialog box, click the Add Related Incident
button.

On the New Related Incident dialog box under Relationship, click to
select The selected incident will be part of the complex for [Incident
Number].

Under Search Incidents, search for and then click to select the Incident
Name of your choice, and then click Apply.
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6 Continue adding additional associated incidents, as appropriate, and then
click Close.

7  On the Related Incidents dialog box, click OK.
The following diagram shows the Related Incidents dialog box.

£ Related Incidents

[CO-CRC-000149] Gopher Gulch Complex
fncutent s~ fretationsip [ox]

(@) Incident # () Incident Name

The following diagram shows the New Related Incident dialog box.

& Mews Related Incident

i

R

Select the relationship between [CO-CRC-000149] Gopher Gulch Complex and the new related -
incident. -
O The selected incident will be a Follow On to CO-CRC-000149

@ The selected incident will be a Predecessor to CO-CRC-000149
O The selected incident will be part of the complex for CO-CRC-000149

rSearch Incident:

Incident Humber = = &
Incident Hame | 7

/5
Incident Type -

Incident Humber

(@) Incident # () Incident Name

To view a specific incident member in the complex

The Complex tab only displays on the View Incident dialog box when an
incident is either a complex or a member of a complex.

1 On the Related Incidents dialog box, click to select the Incident of your

[ View Incident ] : ;
choice, and then click the View Incident button.

2 On the View Incident dialog box, click the Complex tab, click to select
the Incident of your choice, and then click the View Incident button.
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The following diagram shows the Related Incidents dialog box. The arrows

point to the CPX designation that tells you these incidents are associated to a
complex.

£ Related Incidents

RC-000149] Gopher Gulch Complex

Incident s . J O |

TEQ-UMA-0001 3y Fredecessor Closed
C0-] 00355 [CPX] Complex {member) Open
CO-CRC-00 CPx] Camplex {member) Open

(@) Incident # () Incident Name View Incident

The following diagram shows the Complex tab on the View Incident dialog

box.

& View Incident

rincident Details
Incident # ‘ CO-CRC-000148 [CPX] | Initial Date/Time
Name ‘ Gaopher Gulch [CPH] | End Date/Time | \
Incident Type  Fire - wildfire | Office Reference | |
Min Elevation {ft) | Max Elevation ift) | |
Description ‘

Location | Navigation Aids | Aviation Hazards | Financial Codes | Compact | Locations | cap |

Latituce 174174 UTM Horthing
B0l 474928N [914951w |62 12w |28 MWSE  [4in P MM 5297448

Frequencies} Aimurls} Reload Bases} Cunlacls} 0 I D jon Complex | Shippi I
Incident Name
BOX ELDER Open
Gopher Gulch Complex ‘Opeﬂ |
() Incident # (3) Incident Name View Incident
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Creating incident lists

IL

Incident List screen

The Incident List screen allows you to create a list of local incidents that may
be of particular interest, and allows you to add local incidents to your Most
Recent Incidents drop-down list.

Remember, a local incident is one created by your organization. It may be
internal or external.

To access the Incident List screen

e On the Incident menu, click Incident List or click the IL button.

£ Resource Ordering and Status System (ROSS) - *** PRACTICE v2.14.0.31 ***

File Administration Resource Incident Request Travel Status  Window  Help
EEEEEY [c0-CRC-000148] Gopher Gulch Cormplex =] R|7]|%
rFilter Criteria for Incidents
Incident Status (®) Open () Closed | |External Location Name .
@ Location Coordinat;

Date Created From To Coordinate Type ﬂ

NUPP . i [ @) Latro.. ()T..

Name Host [“ALL™ v Latitude Mo n

Type |*ALL™ + |Changed From (LErmEE " Lod

Within miles

rincidents Meeting Criteria

Incident Name

() Incident Na...

CEDAR 08/09/2011 11:37 MST CO-CRC CO-MFX-000303 fes LS
COAL CREEK 09/01/2011 1717 MET CO-CRC Yes
COALRIDGE 070272011 18:50 MET CO-CRC Yes
COLLIMNG GULCH 0Bf30/2011 09:40 MET CO-CRC Yes
CRAIG IHC DETAIL 05/05/2011 08:00 MET CO-CRC Yes
CRC SUPPORT 2011 QB/27/2011 1400 MST CO-CRC Yes
DELAMEY BUTTES R¥ 05/05/2011 10:00 MET CO-CRC Yes hd

) Incident #

[ GoToincident | [ Addto Myincident List+ | [ Add to Most Recent+ | [ Remove From Most Recent+ |

rMy Incident List

Incident Hame Initial Date/Time Host Dispatch ||Changed From [Can Be Closed?

AMDERSOM RX 05/04/2011 07:00 MST CO-CRC Yes

BLACIKKEAGLE 0700872011 09:55 MET CO-CRC Yes

BLACK MOLINTAIM 07r25/2011 12:56 MST CO-CRC Mo

BOX ELDER [CPY] 082002011 16:20 MET CO-CRC Mo '
BROWNS PARK ENGIME DETAIL 08/25/2011 1546 MST CO-CRC Mo

Butch Cassidy RY 0470172011 09:50 MST CO-CRC Yes ’

() Incident Na...

 Jincident # [ Go To Incident | [ Remowe From My Incident List+ | [ Add to Most Recent+ | [ Remove From Most Recents |
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QZ

Go To Incident 2

IL

[ Addto My Incident List+

To view all incidents that meet certain criteria

1 Under Filter Criteria for Incidents, type into or select information for as
many boxes as possible to narrow your search

Under Incident Status, click Open or Closed.
Click the External check box to search for external incidents only.

Under Date Created, click the Select Dates button and then specifiy
the Period of Time when the Incidents were Created.

In the Incident # From and To text boxes, type the Specific Number
or Range of Numbers of the incidents.

In the Incident Name text box, type the Name of the Incident.
Click the Host drop-down arrow, and then select the Incident Host of
your choice.

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

For incidents that have a changed host or incident number, type the
previous Incident Number in the Changed From text box.

To select a location, click the Pick Location button, search for and
locate the Location Name of your choice on the Choose Location
dialog box, and then click OK to return to the Incident List screen.

To enter location coordinates, click the Coordinate Type of your
choice, complete the appropriate text boxes, and then type the
Distance in the Within ___ Miles text box, from 2 to 10 miles.

When finished completing all your search criteria, click the Filter button

Incidents that meet your filter criteria display under Incidents Meeting
Criteria.

To display information for a selected incident

1 On the Incident menu, click Incident List, or click the IL button.

Under Incidents Meeting Criteria, click to select the Incident Name of

your choice, and then click the Go to Incident button.

3 To return to the Incident List screen from the Incident screen, click the
Close Current Screen button.

To add an incident to My Incident List

Adding incidents to My Incident List has no impact to any other ROSS
functions or screens. Its only use is to help you quickly view and organize
incidents that are of particular interest.

] [

Under Incidents Meeting Criteria, click to select the Incident Name of

your choice, and then click the Add to My Incident List button.
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To remove an incident from your incident list

Remove From My Incident List+ | ®

Under My Incident List, click to select the Incident Name of your
choice, and then click the Remove From My Incident List button.

To add an incident to your Most Recent Incidents drop-down
menu

| Addto Most Recent+ | °

Under Incidents Meeting Criteria or under My Incident List, click to
select the Incident Name of your choice, and then click the Add to Most
Recent button.

The following diagram shows eight incidents on the Most Recent Incidents
drop-down menu.

£ Resource Ordering and Status System (ROSS) - *** PRACTICE v2.14.0.31 ***

File Administration Resource Incident Reguest Travel Status Window Help
[l it w > [ico-cRc-000148) Gapher Gulch Complex pr ~ wp rs T [RE|IN B

et A 8 O-CRC-000148] Gopher Gulch Complex P e g Eu

[CO-BPR-000001] Butch Cassidy RX

Date iy~ iwRD-000267) BLAGK MOUNTAIN finate Type u
©0-BPR-000387] BROWNS PARK ENGINE DETAIL
Incldantr 2o e o | . atLong OTRS O UTM
-
— - [JEvEra. h s o

To switch between local incidents

1

On the Most Recent Incidents drop-down toolbar menu, click to select
the Incident of your choice.

On the ROSS toolbar, click the Show/Update Incident context of the
current screen button.

This button is located to the right of the IN button, next to the Most Recent
Incidents drop-down toolbar menu.

Exploring initial reports and incidents in detail

ROSS allows you to enter and manage information about both emergency and
non-emergency events. Topics in this section include:

L]

L]

Understanding incident context
Understanding incident numbering
Understanding event types
Understanding block numbering and rules
Transferring incidents

Understanding a complex incident.

Remember these key points when working with initial reports and incidents:

L]

L]

Create an initial report to document information about an event that has
not been confirmed as an incident.

Create an incident for an event for which resources will be dispatched.

70

version 2.14 December 29, 2011



Incidents - managing incidents and initial reports ROSS User Guide

* Asadispatch unit that uses ROSS, create an “external” incident for a
dispatch unit that does not use ROSS.

* You can not create an “external” initial report.
* Initial Attack operations are performed outside of ROSS.

» Initial reports and incidents are numbered in the following format:
[State Code]-[Dispatch Unit ID]-[999999].

If you are unsure of whether to create an initial report or an incident to
document the event, create an initial report. Later, promote the initial report to
an incident as needed.

Understanding incident context

When you view most screens in ROSS, the information that displays is in
relation to a specific incident. This is known as the incident “context.” You
can change the incident context of your current screen to display only local
incidents created by your organization without affecting the incident context
of any other open screens. In this way you can specify a different incident
context for each open screen.

The following example outlines a way to use incident context when you
perform dispatching functions in ROSS:

1. You are about halfway through entering information for local incident
“A” on the Incident screen.

2. Inresponse to a phone call, you must create a resource request for local
incident “B” by
- opening the New Request screen

- changing the incident context on the New Request screen from local
incident “A” to local incident “B”

- creating the request.

3. You then click the IN button to return to the Incident screen and finish
entering the information for local incident “A.” Notice that the Incident
screen remains in the context of local incident “A.”

Understanding incident numbering

Incidents are numbered in the following format: [State Code]-[Host ID]-
[999999].

For example, an incident may be numbered “CO-RMP-000012.”

The Create Incident portion of the New Initial Report or Incident screen
displays three fields that pertain to incident numbering:

* Sequence Next Value. Displays the next sequential incident number
based on the selected host. The sequence for each host resets to “1” at the
beginning of the calendar year. The Sequence Next Value is not
applicable to external incidents.
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e  View Issued #. Displays the View Issued Incident Numbers dialog box,
which lists the incident number, host dispatch, and incident name issued
this calendar year for the selected host.

e Incident #. Allows you to substitute the Sequence Next Value with the
Incident Number of your choice. Specifying the Incident # sets an initial/
revised Sequence Value for the selected host, so that the Sequence Next
Value for that host is the Incident # you specified, plus one (+ 1). Incident
# is a required entry for external incidents

For more information about request block numbers see, “Understanding
block numbering and rules,” later in this guide.

Understanding event types

An event may either be initially entered as an incident or as an initial report
that is later “promoted” to an incident. ROSS allows you to identify the
following event types when creating a new initial report or incident:

- Accident - Aircraft - Other Support

- Accident - Marine - Plant Health Emergency

- Accident - Rail - Preparedness/Preposition

- Accident - Structure - Program Support - Law Enforce
- Accident - Vehicle - Program Support - Mgt

- Animal Health Emergency - Program Support - Resource
- Earthquake - Public Assist - Community

- Emergency Stabilization/BAER -  Public Assist - Infrastructure
- Fire - Debris/Product - Public Assist - Public Service
- Fire - Prescribed - S & R -Marine

- Fire - Structure - S & R - Medical Assist

- Fire - Vehicle - S &R-Urban

- Fire - Wildland - S &R - Wildland

- Fire - Wildland Fire Use - Severe Winter Weather

- Fire Rehabilitation - Thunderstorm/Tornado/Wind
- Flooding - Training - Classroom

- Hazard - Biological/Toxic - Training - OJT

- Hazard - Explosive/Electric - Training - Proficiency

- Hazard - Flammable - Training - Simulation

- Hazard - Radioactive/Nuclear - Tsunami

- Hurricane/Typhoon - Volcano

- Mass Earth Movement/Avalanche.

Understanding block numbering and rules

Block numbering applies to incident requests. When creating an incident, you
can apply the host’s template of block numbers to the incident, although this is
optional. You can then modify the blocks to suit the particular needs of that
incident, without affecting the master template for the host. You must
designate each request block as one of the following:

* User issued. Selecting a user issued block allows you to designate the
number to be assigned to the request. You can not use user issued blocks
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Splitting one block into two

with pre-order requests. Individual pre-order requests are automatically
numbered based on the system default block for that catalog.

System generated. Selecting a system generated block allows ROSS to
automatically assign the next available sequential number from that block
of numbers to the request.

You can change system generated blocks to user issued blocks. You can not
change user issued blocks to system generated blocks.

When you split one block into two, remember the following rules:

Deleting a request block

If splitting a user issued block, the resulting blocks must also be user
issued.

If splitting s system generated block, the resulting blocks can either be
user issued or system generated. The start number of the second resulting
block must be greater than the next sequential available number of the
original block.

You can not create a system generated block that already contains a
“used” request number.

If splitting a block that is not designated as a default, you can not set
either of the resulting blocks as default from the Split Block dialog box.

You may change the default settings on the Requests Blocks tab on the
Incident screen.

If splitting a default block, you must select one of the resulting blocks to
be the new default.

The last block in each catalog must be a system generated block with an
end number of 999,999, the maximum number allowable.

When you delete a request block, remember the following rules:

There must always be at least one remaining block for each catalog.

You can not delete a block that is designated as a “SYS” or “R” default for
the catalog. You must first designate a different block as the default
before you can perform the delete.

If deleting either the first or last block of a catalog, the block being
deleted will be merged into the previous block.

If deleting a block located between two other blocks, you must select
which block you want the deleted block to be merged into.

You can not delete a block that an associated request.

If an “SG” block is merged into a “UI” block, the remaining block is
converted to “SG.”
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Transferring incidents

Dispatch managers may transfer their internal and external incidents to
another dispatch center. This incident may be opened or closed, and may be of
any type except preposition. The following diagram shows an example of an
original placing chain and the updated placing chain when an incident is
transferred from Dispatch A to Dispatch B.

Here, Dispatch A places a request down to Dispatch AA. Subsequently,
Dispatch A transfers management of their incident to Dispatch B:

e The request remains placed with Dispatch AA, but the placing chain is
updated to reflect that the request was placed from Dispatch B to GACC
B to NICC, then on to GACC A to Dispatch A to Dispatch AA. If
Dispatch AA UTFs the request, it becomes pending with Dispatch A.

* Dispatch A, GACC A, NICC, GACC B, and Dispatch B are able to view
and retrieve the request using the Request Status screen.

Remember these key points when transferring an incident to another dispatch
center:

e All incident information remains with the transferred incident.
*  You can not transfer to a status-only, external, or removed dispatch center.

*  Once the transfer is complete, the previous managing dispatch center no
longer has access to the incident.

*  You must transfer the management of a complex incident and its
associated incidents together. You can not transfer an incident associated
with a complex individually until the associate is removed.

* The host of a transferred incident is not added to the incident hosts list of
the new dispatch center. Reload bases, primary office and primary
24-hour contacts associated with the new dispatch center are attached to
the transferred incident.

» Ifplace up or direct order affiliations for the incident host were in effect at
the old dispatch center, these ordering channels are available to the new
dispatch center for that transferred incident only. These place up and
direct order affiliations are lost if the incident is transferred a second time.
If the incident host is the host for both the old and new dispatch centers,
only the place up and direct order affiliations for the new dispatch center
are in effect after the transfer.

*  Once the transfer is complete, the old dispatch center can view requests
that were closed or completed prior to the transfer by reviewing the
Request List Report. The new dispatch center can view these requests by
reviewing the Request Status screen.

Understanding a complex incident

Remember these key points when creating a complex incident:

*  You must identify the incident as a complex when creating it. Once
created, you can not change a non-complex incident to a complex incident
or change a complex incident to a non-complex incident.
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A complex incident may be of any type except a preposition incident.

You may associate any internal or external incidents managed by your
dispatch center to the complex except to another complex incident, an
incident that is already associated to a complex, or a preposition incident.

The same dispatch center must manage the complex incident and its
associated incidents (members). You may transfer incidents if necessary.
For more information see the previous section, “Transferring incidents.”

Whenever the incident you select to view is a complex or is a member of
a complex, the Complex tab displays on the View Incident dialog box.
This tab displays the incident name and number, and status (open or
closed) of all related incidents.

You may Quick Fill and create regular, support, and subordinate requests
for a complex. You may place, fill, release, and reassign these requests.
Setting resource travel options for a complex incident is the same as for
other incidents.

You may generate reports for a complex incident and its members the
same way as for any other incident.

Incidents associated with a complex have “CPX” appended to their
Incident Name and Incident Number.
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