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Description: This Tips and Ticks document describes how to Contents
manage Buying Team procurement actions in various Fill with Local Purchase.................. 1

scenarios as well as working with Buying Team list reports

Fill with Local Purchase

1. Atthe New Request window, create a NON-NFES
Supplies request. Catalog = Supply, Category = NON-

NFES Supplies, Click Filter button ., Item Description =
10 cases of water.

2.  Check the Buying Team Request box.
3. Click add button . to create the request.

4. To go to the Pending Request screen. Click Go To button
_6oTo | 3nd select Pending Request.

To download and print the Buying
Team List Report.....cccccvviiiinnnnnnnn. 4

To change a request to a request
for a Buying Team ........cccccvveeeeennnn. 5

Fill with Agreement............cccee...... 6

To view or edit the Assignment
ReSOUrCe .....ooveeeiiiieeeeiieeeee 8

Key POINtS......uvvvvveviiiviiivieieinivnnennns 10
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T n Meed DatelTime * [04/24/2017 05:2¢  [PET I Track Reguest

ttem Code | Keyword| DeliverTo * [Testo1 .
Navigation
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rSelect Features

Request Contact* [CA-SLCT (Dispatch) 605-543-4243 (ace direct 24hr [
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Figure 1 Creating a non-NFES request for a Buying Team at New Request window
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5. Highlight your request.

6. Optional, click the Next button Il until you see the Buying Team Request column.

7. Click the Action button

_Adion  and select Fill with Local Purchase.

Resource Incident

Request

Travel

o Resource Ordering and Status System (ROSS) - ** PRACTICE v2.16.9.3 ** - CA-SLCC
File Administration

Status
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Reports  Window Help
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Request# |5 |- Catalog Category |
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[ Return UTF Onhy
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Clear Search

Cancel Request+
Cancel UTF Request+
Edit Request+
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Add Documentation +
Place Request Up+
Place External +
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Figure 2 Edit Assignment option on the Request Status window
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8. Fill out all pertinent fields. (Follow your agency business practices when completing Vendor
information on the Fill with Local Purchase dialog box).
9. Optional; to add another vendor, click New button E
. [147]
10. When done, click Save button .
11. Click OK button . and the Fill Request travel window will open.
< Fill with Local Purchase ==
H Request S-2 - 10 cases of water will be filled with: @-
Supply ltem * |10cases of water -
Description
Purchases
Costeo CA 1|25.00
_— D)
Vendor * \Cuslcu - Payment Type Cash -
City, State  [ca .
Oty Assigned |1 I Property @
Total Cost ks.00 Comments
Posted Date [ B E
Figure 3, Complete dialog boxes on Fill with Local Purchase window.
o Fill Request ==

12. To set Travel, click the Track Request check box
on the Fill Request dialog box.

13. On the Fill Request dialog box, complete the Fill
Request travel information as appropriate.
14. Click the OK button I,

H Request S-2 - 10 cases of water will he filled with 10 cases of water and will use Financial
Code [Not Defined].

Change Financial Code ‘

QuantityRequested [ Quantity Assigned * [10° -
@!7 Track Request -
Travel* 1 3
" Set Travel to be Arranged U
" Set Travel ETD @ ETA
Mode of Travel \
" Set Travel (will have ltinerary)
" No Travel Documented {Set At Incident)
[ Resource Needs Transportation
Assigning Contact * [305.543-6504 =

I”" Print Resource Order Form
Enter

Figure 4, Fill Request travel dialog window
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To download and print the Buying Team List Report
The Print button creates an Excel file of the Buying Team List Report, where you can manipulate the
columns and rows to suit your reporting needs, save it to your computer, and print it at your

convenience.
& Resource Ordering and Status System (ROSS) - *** PRACTICE v216.9.3 *** - CA-SLCC =8 =R
File Administration Resource Incident Request Travel Stalus Reports Window Help
i ] 3+ soc oo oo | o~ o s .|
Request Status v [ %]
15. Return to Request Status oata
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screen. Catalog
Category  [~aLL™ =] s

16. Fllter fOI" cata |Og Of you r Manage Financial Codes | Select Incidents | Pri Catalogitem [=ALL~ ~|
choice. g
& spLLM
C Requesty (" Filled
. . . C Pending (" Completed
17. Highlight Incident Name. P e —
’V [=aL =] [ra~ =] ’V [

Click the Print button -

1 8 . [ I Tracked Supplies I
I5_NR[G_[ary Rin [incident Name [Req #_[Resource Requested |[Resource Assigned||Need DateiTime [Resource Status
10 Testol 51 |10 cases of water 04182017 0638 PST
1 Test 01 52 10 cages of water 041812017 05:50 PST
1 Testn 53 |5 baxes of hammers 044182017 05:50 PT
1 Test0l 54 [sstams 04182017 0560 PST
1 Test01 565 |1 pamot 041872017 0560 PST
1 Testol 56 |4 ladders 041812017 05.50 PST
£ Assignment Res Name (" Resource Name ‘
T o R Action GoTo View Print | [ [N I Show Subordinates
-
Figure 5, Printing the Buying Team List Report from the Request Status screen
=] v B Ag = Buying Team Listing - Excel T E - 0O X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ACROBAT -
Al - fr | ORDER#(s-00001) v
A B C D E F G H 1 ] K L -
1 |ORDER#(S-00001)  |VENDORNAME  |CITY, STATE |ITEM OR SERVICES |QTY |UNIT OF ISSUE | TOTAL COST |TEAM MEMBER  |POSTED DATE |P |RETURN DATE of PROPERTY  |COMMENTS |
2 |S-00001 10 cases of water 1
3 |S-00002 Costco CA 10 cases of water 10 f 525.00
4 |5-00006 4 ladders 1
5
6
7
8
9 -
Supplies 1 | Equipment_2 Report_3 O] 4 3

Figure 6, Buying Team List report.

Note the name on the tab. “Supplies” displays for Buying Team requests for Fill with Local Purchase
resources, while “Equipment” displays for Buying Team requests for Fill with Agreement resources
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To change a request to a request for a Buying Team

If you did not check the Buying Team Request check box when creating the request, you can change an

existing request to a Buying Team request at the Edit Request window. This will allow you to view Fill

with Local Purchase or Fill with Agreement information later.

sl Rescures Ordering and Status Systers (ROSS) - = PRACTICE v2460.3 == - CASLOC [ e |
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Figure 7; Change an existing request to a Buying Team Request.

2. Click the Action button __Adtion | 3nd
select Edit Request.

1. On the Request Status screen, highlight
the request.

& Edit Request

Requested tem |5 hoxes of hammers

rSelect Features:

3. On the Edit Request dialog box, I
click to check the Buying Team -
RequeSt CheCk box; rSelect Inclusions and Exclusions
 Hone " Federal Only " Host Agency Only

" MNon-FederalOnly ("~ State Only

4. click the Save button Button, I~ Contractor Not Accsptable
. I~ Portal-to-Portal Acceptable
and then click the Close button

H Request# |S-3 Has Support Request(s) |0 Edit Assignment
B®  cuantityRequested [ I Track Request @

NeedDatefTime *  [04/8i2017 0560 [PST [

Deliver To * #Aerial Cable -

Navigation
Instructions

Financial Code -

Special Needs

3

prting ||
Instructions

| Buying Team Request * lm W m
Incident Ordering Contact l—

Request Contact*  [CA-SLCC (ispatch) 805-543-4243 [
Cortgraton Opton [<oracs rem o oo <[l

]

Figure 8, Selecting the Buying Team Request check box on the Edit Request

dialog box.
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Fill with Agreement

1. Create an equipment request on the
New Request screen. Be sure to check
the Buying Team Request check box.

Click the Go To button -%8Te_| and
select Pending Request.

i Resource Ordesmg and Status System (ROSS) - "= PRACTICE v2160.4 " . CASIEC

| File  Adminisaion Hescurce inciden! Requesl Travel Sslus Repots  Window Help
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Cotaton | priOveess | WRoguests® |1 Mieck [[1- susuey mo Desungiock ~ | [ -
Catalog  [Eauipment - Mast Humbar 12 iew s £ | .
|
eed DateiTime * [JaTsz0nr 0730 P51 [
DetverTo * [rastan .}
Hansian
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I T e TanSn Caf Vi % Doy Team Roguest *  (0ansezoironon et [
|
[ -
|
and F
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[ Comtracion Mot Sccoplabe '
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Figure 9, New Buying Team request.

& Resource Ordering and Status System (ROSS) - *** PRACTICE v2.16.9.3 ** - CA-SLCC =N 3. H |gh | |ght th e requ est.
File Administration Resource Incident Request Travel Status Reports Window Help
[ ] ] = 1[ice-sLcc-00001) Testo1 | B8l REal iR PR ~| wp | s | 1| E] I
Pending Request for [CA-SLCC-000001] Test 01 ? 4 C“Ck the ACtion button
rSearch Incidents ‘Select Filter for Pending ' - ’
/ioA-8LCC-000001) Test 01 Request# [~ Catalog Category | . Action and select Fill with
Host Dispatch |CA-SLCC ﬁ I~ Return UTF Only Requestedtem | <] n
Ml I~ Placed Status-Only or External Ag reem ent .
rSelect Pendlng Request(s,
& Reguested i . . -
- Na?r:l:u :equi?t Claim | P Action Go To View print | -
Seract Action for Pending R J cancelRequeste
rSelect Action for Pending Reque
Il U canceurr Requests I Show Resource Counts
Felt Request- racts j Agreements | VIPR | Other Resources |
Create Support Request
Add Documentation + ' [avaitable To Current Location Prepns
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Place External+
Place Status Only+
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Figure 10, Fill with Agreement option on the Pending Request window
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5. On the Fill with Agreement dialog box, complete the Resource Name and Provider text boxes
(required) and other fields, and then click the OK button -

Follow your agency business practices when completing Vendor information on the Fill with
Agreement dialog box.

& Fill with Agreement

H

Description

Provider *

WYendor

City, State
Purchased By
Order Filled Date
Agreement #
Make

Model

Color

VIN

Year

Resource Name *

Request E-1 - Generator will be filled with:

|Ray'5 Like Mew Generators

|Adin Fire Protection District

|3 MOR ENTERPRISES

. License # and State

Serial Number |

Unigue ID

@ Daily Price 250
[ Weekly Price 1100
[ Monthly Price
& Fill Request [
| Mileage P
H Request E-1 - Generator will be filled with Ray's Like New Generators and will use Financial

| Actual Co Code MMA - MASTER MUTUAL AID.

Comment

Change Financial Code | Create Manifest

Figure 11, Fill with Agreement dialog window.

6. On the Fill Request dialog box,
complete the Travel information and

ckick the OK button -

Travel—=—

" Set Travel to he Arranged

© SetTravel ETD [0411912017 12:05 JPST [ ETA [arzoiz017 12:05  [PST

Mode of Travel |
" Set Travel (will have Hineral

g

" Mo Travel Documented (Set At Incident)
[ |[Resource Heeds Transportation

Assigning Contact * [505-543-6509

I” Print Resource Order Form

Enter D

Figure 12, Fill Request Travel window.
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7. At the Request Status screen set the
Catalog to Equipment or all.

8. Highlight Incident Name.

9. Click the Print button -

gy Ficurce Qrdaving and Statd Syitem (RO5S) - = PRACTICE vZ.1683 °° - CA-SLCC
File  Administaton  Resouice  noden  Request Travel Staus

R [CA-SLCC-000007] Tes1 01

© Pogued# ' Filid

I Penwiing T Completed
-Last Action ‘Resource -
i o | e | it plarnet |
- o |
1 o Gensrator Panging
AL Testol 10 cases ofwatdr CASLEC |Cantalied CABLEE
A0 |TestOl |10 canee ofwaler 10 caves of wales (CA_|CASLEC [Filled CASLEE
Tost 01 5 bans of hanmars. CA-SLEC [Panding CA-BLEC
Test 0l 25 tanps CASLEC |Panding CASLEE
[Tosiod 1 parmot CASLCE |Ponding CAaLEE
Irester [Aludders CASLEE [Punding CASLEE

FMMM 7 Resource Nams
% Incident R  mcident §

Acton | GeTo | Vew | P | [ N | Show Subordnates

Figure 13, Print Buying Team Listing.

To view or edit the Assignment Resource

1. Onthe Request Status screen,
highlight a filled request.

2. Click the Action button __Action

then click Edit Assignment.

sy Rescnsrce Ordenng and Status Systeen (ROSS] - ™ PRACTICE v2.16.03 ™ - CASLEL
| File Ademinisrabion Resource Incident Reguest Travel Shbss Repords Window Help
3 3| [ca-5L0C-000001] Test 01 -] [

L Catalog
= * 24 SLEC-000001] Test 01 Catalog [=a~ = .
Catogary  [~na~ =l n
Catalog o |=ALL™~ |
Reguest
" AL
 Regueste Filed
1 Ponding  Compieted
Last Action I L
Vit At Tkt B —=nL L~ | e = |l e o |

Gnarator

Foriin A

Imm of water J : |Gancalioa
||r|o [ Test 01 52 |10 cases ofwater 10 cages of wiler (CA_|CA-SLCC |Filled [CA-SLCC
g Tost 01 g3 |n- beieivs 0f hammars CABLET [Ponding A BLEC
1 [Tast 01 54 25 turps: CA-SLCC |Pending CA-SLCC
g Tes1 01 26 |1 pamat casLee [Pording casLce
1 Test 01 56 |41acders |CA-SLCC |Panding CA-BLCC

" »

Adion | GoTo | Wiew | Pael | [0 BN Show Subosdnates

Create.

o le@'

Camrrt to Suppert Request

ikt Hegquects
View/Add Decumentation

Figure 14, Edit Assignment option on the Request Status screen.
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& Edit Assignment &J
H Request |22 - [Forkit Jwse |
Has Support Reguest(s)  [11o 3. On the Edit Assignment dialog box, click the Edit
Needed DateTime  |04/2002017 0824
Resource |Liﬂ Mare (CA-SLCC) @@ bUtton @'
Information

Edit Resource

Financial Code \ - .

Current Location ‘Test 01 J

Assigning Contact * [305-543-5008 ||
Quantity Assigned |1 [ |Add Roster, Later
rEnter Di i

r Travel Information

Travel Option |Nu Trawel

ETD |04/20/2017 08:30 PST ETA |04/20/2017 08:30 PST it

Travel Option |Nat Applicable

ETD [ Em [ [

Edit Reguest | Edit Manifest ‘

Figure 15, Edit Assignment window.

& Edit Agreement Resource @

H Request |E-2 - |Forkit [Closa |

4. On the Edlt Resource Name *  |Lift More @
xS

Assign ment Description 5 ton limif

Save Resource

Resource
dia Iog bOX, Provider * |Angeles National Fbgeit(oA—ANF) .
H H Vend Li #andState [
view or edit the endor |4 & A PORTABLES, ING \ . icense # an e
. f ti City, State | Serial Number [
INnformation as Purchased By | o
needed. Order Filled Date B Daily Price r
. Agreement # [ Neekhy Price ’7
5. Click the Save, Make — —
=
and then Mol e
the close - Color Actual Cost \
buttons. VN Comments Undate load limit
Year [

Figure 16, Edit or view window.
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Key Points

e  Forthe information to show up on the Resource Order Form, you must complete the vendor,
unique ID, and any other relevant information to the Resource Name field for Fill with Agreement
and in the Requested Item field for Fill with Local Purchase.

. Follow your agency business practices when completing vendor information. This functionality has
not changed.

e When using the Fill with Agreement and you enter the VIN and Year of the piece of equipment that
matches a VIPR resource, a warning will appear stating there is a match. It will not prevent you
from filling that request.

e If you forgot to check the Buying Team Request check box or you want to remove it from the
request, go to Edit Request and correct it there.

e  The only way the request will show up on the Buying Team List Report is to be sure to check the
Buying Team Request box.

. If you need to edit the information on a Fill with Agreement or Fill with Local Purchase request, go
to Edit Assignment and click on the edit box.

e  When viewing a request that was Fill with Local Purchase, there is a new tab called Local Purchase.

The vendor(s) and other fill information will show on this tab.

& View Request ==
Request Information A
Incident Request # ’m |82— Special Needs
Requested ftem [Tocases ofwater
Unit of Issue [ ReuuestContact |CA-BLCC (Dispatchy B05-643-4243 (ecc direct 2¢
Buying Team Request ’F ’W
Status ’Fnlad— Incident Ordering Contact \
Quantity O i [lt " crimeasy [
Entered Date/Time  |04/13/2017 06:38PST  Hote [
Need Date/Time ’W Track ’Yaai
Financial Code T st [San Luis ECC
Parent Request ’7 li
Replacement Request ’NT
\iew ‘
History| | D jon | | Delivery Location | Feat
Costen CA 10{25.00
Vendor |Cus1cu Payment Type ’Omeri
City, State  [ca
Qty Assigned |10 Property o
TotalCost  [2500 Comments
PostedDate | |

Figure 17, Local Purchase tab on View Request window.
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