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[bookmark: _Toc347385116]General Information

At Color Country Interagency Dispatch Center (CCIFC), Service/Supply orders can come from the IC or Ordering Manager on an incident or either of the local cache units (Color Country and South Zone Logistics). These are generally verbal orders given over the radio or the telephone.

Other orders come to CCIFC after an incident for miscellaneous supplies, engine restock, and such from the caches or fire personnel. These orders come to CCIFC electronically or via fax on the Incident Replacement Requisition (OF-315). ALL OF THESE REQUESTS MUST BE SIGNED BY THE FMO, Duty Officer, or IC. If CCIFC gets a request for a service or supplies that are not by either of these methods, or does not have the proper signature, please bring it to the Floor Supervisor’s attention.

CCIFC, or Expanded Dispatch, controls the issuing of Supply numbers. The Expanded Dispatch Supervisor and Center Manager will work with a Buying Team or Incident Command Team to negotiate control of Supply numbers. Without an Expanded Dispatch, CCIFC will always control the Supply numbers.

Upon receiving a supply order, the Logistics person for the day will enter the order into ROSS. There are several ways to enter the order (See Entering Orders section) and several different places that the order can be forwarded and filled (See GB ROSS Supply SOP). 
If you are new to ROSS or are not familiar with entering supplies in ROSS, please do not hesitate to ask anyone on the staff to assist you until you feel more comfortable with the process. Having all of our supply orders entered consistently will aid in the record keeping at CCIFC!
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Entering Orders

SERVICES
At CCIFC we never use “!Service Not in Catalog” for any service, EVER. If the service you want is not available in ROSS, enter it as Non-NFES Supplies, !Not in Catalog Supplies. This will allow the Item Description field to open up so you can enter a description.  Whenever you enter a description…BE BRIEF and CONCISE. You can use Special Needs to enter additional information.

Make sure you enter the word SERVICE in the description, preferably the first word. Example: “SERVICE – Internet Usage”. NOTE: Once you create the supply number in ROSS you CANNOT edit the description field!!! Take your time and do it right the first time!
[bookmark: _Toc347385118]
Filling a Request

CCIFC ONLY USES “FILL WITH AGREEMENT” AND “FILL WITH LOCAL PURCHASE”
Check the Great Basin ROSS Supply SOP to see examples of how to fill orders. Here is a quick reference on the difference between these choices.

[bookmark: _Toc347385119]FILL WITH AGREEMENT
This will generally mob the Resource Assigned to the Incident Resources screen after you fill and travel the resource. If it was ordered for a one-time use, or just for one day, you can release the resource from the Incident Resource screen.   Provider is the agency that established the agreement or issued the credit.
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Payment Type


 Which agency is responsible for payment? (SWS, CCD, or DIF)


[bookmark: _Toc347385120]FILL WITH LOCAL PURCHASE
The order will be “Filled/Closed” after all information is input. This is our preferred method for NFES and Non-NFES items. That way we are not tracking rubber gloves or batteries.  
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How was it purchased (CC or BPA)?
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Tracking Orders

CCIFC tracks service items (such as Porta Potties, Computers, Phones, Radios., etc.) as well as sensitive, non-consumable/high cost items and items that need to be returned to a suppliers.  When you enter an item as a “Service” and use “Fill with Agreement” that service travels to the incident and is tracked because it must be de-mobbed. 

You only get two chances to “track” an item. You can select the “Track Item” button on the New Request screen and when you Fill Request (travel).  
[image: ]
REMEMBER TO UNCHECK THE BOX FOR THE NEXT SERVICE OR SUPPLY YOU ENTER. This box remains checked until unchecked causing other services/supplies to be tracked unintentionally.
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[bookmark: _Toc347385122]NFES vs. Non-NFES items
[image: ]
National Fire Equipment Supply (NFES) items have a six digit code and are ordered from a cache. ROSS allows you to search for an item using the number or part of the item name. The names in ROSS match the listing in the NFES Catalog.  If someone is ordering by using just the NFES number – always check to see if the description that comes up matches the item number. If not, ask person ordering which item they want!

[bookmark: _Toc347385123]Placing NFES orders – Local 
Orders can be placed to the Color Country or South Zone Logistics Cache or sent up to the Prescott Cache. Check with the Floor Supervisor if unsure where to send a completed supply order. If the order is to be filled by the South Zone Logistics Cache, order should be faxed to South Zone Logistics:

· 435-688-3363 – “Speed Dial 02”

Orders for Color Country cache can be given directly to the cache.

Regardless of which cache the order is sent to…ALWAYS FOLLOW UP WITH A COURTESY PHONE CALL. The Cache Worker will determine if the order will be filled at the cache or if they need to fill it with a local purchase. Fire Business will approve, locate and purchase any local items. If there is a Buying Team, they should have local purchase authority delegated to them.

[bookmark: _GoBack]Once the order is filled, the fill information should be relayed back to Dispatch so it can be properly filled in ROSS. Vendor will either be where the item was purchased, or (Agency) Cache. Example: Color Country Cache.  South Zone Logistics Cache items or items purchased locally in South Zone will be filled by South Zone logistics.

Completed (filled) ROSS resource order will be printed, misc. paper work attached (General Message, Incident Replacement Requisition, etc.), and put in the Supply book.  A copy of the order will be emailed or faxed to the person paying for the item (Buying Team or personal credit card used).

[bookmark: _Toc347385124]Placing NFES orders – Great Basin Cache 
Generally with Type 1, 2, or 3 team orders, or when the local caches order replacements for their cache, the orders need to go to the Prescott Cache in Phoenix or Great Basin Cache in Boise. This system uses a ROSS/ICBS (Interagency Cache Business System) interface. Because of this, there are some very important things to remember when creating and placing the order.

As soon as you choose NFES Supplies from the New Request drop down, the ROSS page changes. It is very important to pay attention to the new information and additional fields that need information.


[bookmark: _Toc347385125]STANDARD PACK / UNIT OF ISSUE

The first thing to look for is Standard Pack and Unit of Issue. Standard Pack is how the cache generally has the item in stock (EA, 24/PG, 10 PG/BX, etc.). Unit of Issue is how you need to order. Example: The fire orders 100 AA Batteries. Standard Pack is 24 each per package (24/PG). Unit of issue is Package, so you need to order 4 Packages.  If the unit of Issue was EACH, you would order 100 even though the Standard Pack was 24/PG. 

Always check with the fire if the Standard Pack or Unit of Issue will not give them the exact count they are requesting. They can then alter the order to fit either of the above. WE CANNOT CHANGE THE ORDER – CHANGE MUST COME FROM THE INCIDENT AND/OR ORDERER.	
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Note also: 
The “Track Request” box is grayed out. It will automatically put a check mark in if it is a trackable item (Radio Kits, etc.)
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[bookmark: _Toc347385126]SHIPPING INFORMATION

Next item of importance is Shipping Information. THIS IS CRITICAL.

[image: ]SELECT ONLY ONE (1) OF THE OPTIONS IN THIS BOX!


There are 3 options to choose from:
a. Pick Up At Cache
b. Shipping Address    OR
c. Shipping Instructions

PICK UP AT CACHE: If this is chosen, the other options will disappear. You will then need to signify who will be picking the items up and when. THIS IS ONLY FOR PRESCOTT AND GREAT BASIN CACHES not the local cache.

SHIPPING ADDRESS / SHIPPING INSTRUCTIONS: If you enter a Shipping Address it will show up in the field. If you enter Shipping Instructions, the Shipping Address is replaced with See Shipping Instructions. You can enter an address in the Shipping Instructions but you must make sure you have the City, 2 letter State identified AND the Zip Code.





[bookmark: _Toc347385127]FINANCIAL CODE / SPECIAL NEEDS

[image: ]You must indicate that one of the financial codes assigned to this incident is the default code or you will get an error in this section. Even if there is only one code assigned, it must be marked as the Default. On the Incident Screen in ROSS, under the Financial Codes tab, highlight a fire code and then click on the Default button.
If you need to add something to the Special Needs box, just remember that if you type a space, a dash, and another space (“  -  “) it will show up in ICBS as an upside down question mark. Whenever that happens, the cache cannot view the order. Example:

TO APACHE PASS ROAD - ENTRANCE TO FORT
Appears like this in ICBS:
TO APACHE PASS ROAD ¿ ENTRANCE TO FORT



[bookmark: _Toc347385128]SHIPPING CONTACT / INCIDENT ORDERING CONTACT

[image: ]You can use the pick icon to pick a name and phone number or you can just type in the boxes. This is a mandatory field and should be the name of the dispatcher and the appropriate phone number. DO NOT PUT PERSONAL CELL NUMBERS IN HERE AS THEY WILL CARRY OVER FOR ALL THE OTHER ORDERS AND BECOME PART OF THE ROSS CONTACT INFORMATION.

The Incident Ordering Contact should be the person you received the order from.  Again use the phone number for the dispatcher ordering the supplies.











[bookmark: _Toc347385129]PLACING THE ORDER WITH GREAT BASIN CACHE (GBK)

In the Request(s) Created box, select Action >Place to External Cache
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The Prescott Cache should be the first name to show up in the drop down box, click OK
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You can also accomplish this from the Pending Request screen:
[image: ]


Always follow up with a phone call to the cache to verify receipt of the order. The cache does not have ROSS and can only see the order in the ICBS system.

Highlight and send as many PFK or GBK cache orders at one time as possible. We do not want to piece meal orders to the PFK or GBK, if you are doing several orders for local, PFD, and GBK fill, highlight only the PFK or GBK orders and send them together.

ALL RADIO KITS, 500 PERSON MEDICAL KITS, SMOKE PARTICULATE MONITORING KITS, P-RAWS AND I-RAWS ORDERS ARE PLACED UP TO GREAT BASIN COORDINATION CENTER (GACC) AND NOT DIRECTLY TO THE GREAT BASIN CACHE.
[bookmark: _Toc347385130]
CANCELLING OR RETRIEVING A GBK ORDER

Because the cache is not using ROSS, you must call the cache and have them UTF the order before you can do anything with that order. You cannot just cancel the order in ROSS nor can you use the “Retrieve” function. Call PFK or GBK  to cancel or retrieve the order.
[bookmark: _Toc347385131]

GBK FILL INFORMATION

When the Great Basin Cache fills a request there are several ways they can fill them: 
· “Backorder” all or a portion of a request. When the item is re-stocked the cache completes the fill. 
· “UTF” all or a portion of a request. 
· “Forward” all or a portion of a request to another cache to fill. 

A request is considered filled when any portion of the requested quantity is filled. When any portion of an un-tracked item is filled, the request is set as Fill/Close. However, if a request is partially filled and partially forwarded or back ordered, ROSS continues to receive fill information until the total requested items is complete (or UTFd). Even when you see Fill/Close you need to check to see whether or not the order is completely filled.

Completed (filled) ROSS resource order will be printed, misc. paper work attached (General Message, Incident Replacement Requisition, etc.), and put in the Supply book.  A copy of the order will be emailed or faxed to the person paying for the item (Buying Team or personal credit card used).

[bookmark: _Toc347385132]Placing Non-NFES orders
[image: ]Non-NFES orders are what we use for everything that does not have an NFES number associated with it. These items are generally paid with an employee credit card or a credit card from a Buying Team, if one is in place. 
Most of the time, after filtering for Non-NFES Supplies we select “!Not in Catalog Supplies”.  There are few other options you can choose and those orders should be placed with the GACC (Eastern Great Basin).
[image: ]The other thing different for Non-NFES orders is that the ”Item Description” line on the right hand side of the screen is blank. The thing to remember here is that the ‘Quantity’ is only a number. Your description needs to include the unit of issue. Example (1) BOX OF BLUE PENS; (1) PALLET OF WATER; etc.
This is also how you order a service that is not listed on the ROSS Service menu. In that case the word “SERVICE” should be the first work of your Item Description so it is easy to query and locate if necessary. Example: (1) SERVICE – Tire Repair.
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This will generally mob the Resource Assigned to the Incident Resources screen after you fill
and travel the resource. If it was ordered for a one-time use, or just for one day, you can
release the resource from the Incident Resource screen.

PaymentType

FILL WITH LOCAL PURCHASE
The order will be “Filled/Closed” after all information s input. This is our preferred method for
NFES and Non-NFES items. That way we are not tracking rubber gloves or batteries.

Tracking Orders <«

CCIFC tracks service items (such as Porta Potties, Refers, Computers, Phones, Radios., etc.) as
well as sensitive, non-consumable/high cost items and items that need to be returned to a
suppliers. When you enter an item as a “Service” and use “Fill with Agreement” that service
travels to the incident and is tracked because it must be de-mobbed (when agreement ends).
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