EMRS Quick Start Guide for USD Skl
213RR Resource Requests —

Agriculture

There are two types of 213RR Resource Requests created in EMRS:

1) Master 213RR Resource Request
2) 213RR Resource Request

The ability to perform the tasks described below is dependent on user roles. Only individuals with the
Logistics Chief or Plans Chief role can create a Master 213 Resource Request. Once a master request and a
starter/sample request have been created for an incident, all users with access to the incident/site can
submit a 213RR Resource Request. A submitted 213RR progresses through several steps to record approval,
ordering, and completion of the request. 213RR Resource Requests are approved and orders are completed
by different personnel on an incident.

Resource Requests
213RR Resource Request information is stored in the Master 213RR’s entity and the 213RR Resource Requests

entity. The Logistics Chief at an Incident creates Master 213RR’s that set the approval requirements for each
type of resource request on an incident. Incident team members submit 213RR Resource Requests based on
the master requests. A submitted 213RR progresses through several steps to record approval, ordering, and

completion of the request.

Supply Request Tasks

1) Create Master 213RR Resource Requests and Starter/Sample 213RR’s (p. 1)
2) Submit a 213RR Resource Request (p. 7)
3) Process a 213RR Resource Request (p. 9)

1. Create Master 213RR Resource Requests and Starter/Sample 213 RR’s

The Logistics Chief creates Master 213RR Resource Requests. Depending on the incident, the Logistics Chief may create
one or more Master 213 RR’s. Separate Master 213RR’s can be created to allow requests for supplies, equipment, fleet,
personnel, and other. Note: a 213RR for personnel is a pre-ordering request for approval, which allows each section to
submit personnel requests for an overall staffing plan prepared by Plans, which when approved by the Incident
Commander, goes to Logistics for the creation of actual Resource Orders. The Master 213RR sets the approval
requirements for each type of request. After a Master Resource Request is created, the Logistics Chief creates a
starter/sample 213RR Resource Request so that users can submit requests for resources for the incident.
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Master 213RR Resource Request

The Master 213RR Resource Request sets the approval requirements for each type of request. To create a Master 213RR,
navigate to the Master Supply Request entity.
1) Select Resource Management.

2) Inthe Supplies section, select Master 213RR’s.

3) Verify that Open Master Resource Requests are displaying in the view. Use the drop-down to select Open Master
Resource Requests if they are not displayed.

4) If desired, filter the display to show only Master 213RR’s for your incident and site.

Master 213RR’s
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5) Select New from the Master 213RR’s fly out.
New Master 213RR
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The Master 213RR form will open. Fill in the boxes with the appropriate information as shown below. Fields with a red
asterisk are required. (See the screen shot on page 4.)

Request

0 Incident = Incident

0 Incident Site = Incident site

0 Request Type = Select the request type from the drop down menu (choices are Personnel, Fleet, Equipment,
Supplies, Other)

0 Name = Enter a name for the request. It is recommended you name the request clearly to assist users in
selecting the appropriate type when they are submitting requests (for example, Supplies, Fleet). If you do
not enter a name, EMRS will assign a unique system name/number to the request.

0 Access Group = Access group will default to your name. You must change the access group to the
appropriate access group for your incident. Usually, this will be the incident site.

=
To change the access group, select the Look Up icon = for the Access Group field. The Look Up Record pop
up will open. Change Look for: to Team. Use the Search box to search for the appropriate access group
(usually the incident site state). Select the Team Name. Select OK.

Look Up Record
Enter your search criteria and click Search to find matching records. Filter your results and view different columns of
data by using the View options. Then, select the record you want and click OK,

Look for: |Team ﬂ

View: |C'M1ing Teams Lockup View ﬂ

Search: Coloradd| %

]

Team Name & Business Unit Team Purpose

Colorado Colorado Own Documenits.

1-10f1 (1 selected) Page 1

Properties | | Hew

oK || Cancel || Remove Value

Approvals Required
0 Incident Command Approval = Enter the dollar amount, if any, that requires Incident Command approval

and/or notification.
O Finance Section Approval = Enter the dollar amount, if any, that requires Finance Section approval and/or

notification.
O Requesting Section Approval = Use the drop down menu to select if requesting section approval and/or

notification is required.
0 Section Submitted To = Use the drop down menu to select the section and group the request is submitted to

fill the order.

EMRS Quick Start Guide for 213RR Resource Requests 3 January 1, 2015
Ja



6) Select Save.

Master 213RR
44 Microsoft Dynamics CRM Kristin Keller &
Master 213RR | Add EMRSIT o
" I ;‘:4’ Deactivate 3l Sharing - (f_/)
3 Copy 2 Link =
Save Save & Lﬁ ;H Run
Close 3] E-mail 2 Link Report -
Save Collaborate Process  Data
Information = facter 2132
R Master 213RR Master ZI3RR's v || A
I: o “ Fleet TB Colorado
Approvals Required
Request Type Fleet Incident L TB Tracing Incident Site g Colorado v
Related
Pl
AT Request
¥ Audit History Request
8 213RR Resource Regu... Incident & T8 Tracing [0 Incident Site [ Colorado [ RequestType Fleet [v]
4 Processes N N
Colorado
G@ Workflows Name Fleet TB Colorado Access Group SQ_, .ﬂ

[&] Dialeg Sessions
4 Approvals Required

Incident Command Approval

Requires Approval §2,000.00 Requires Motification $1,000.00

Finance Section Approval

Requires Finance $1,000.00 Requires Finance $500.00

Approval Notification

Requesting Section Approval

Requires Approval Yes ﬂ Requires Section Yes ﬂ

Notification

Section Submitted To:

Section Submitted Logistics ﬂ Group Submitted to: m Logistics jj
to:
Status Active Status Reason Open

You can create additional Master 213RR’s for additional request types (Personnel, Fleet, Equipment, Supplies, Other) as
needed for the incident. Reminder: a 213RR for personnel is a pre-ordering request for approval, which allows each
section to submit personnel requests for an overall staffing plan prepared by Plans, which when approved by the Incident
Commander, goes to Logistics for the creation of actual Resource Orders.

Starter 213RR Resource Request

A starter 213RR Resource Request makes it easy for users to find and submit resource requests for the correct incident,
site, and request type. You can create a starter request from the master you just created. If you have created multiple
master requests (for supplies, fleet, etc.), you can create a starter request for each master.

To create a starter 213RR Resource Request from a Master request, navigate to the Master 213RR’s entity.
1) Select Resource Management.

2) Inthe Supplies section, select Master 213RR.’s

3) Verify that Open Master Resource Requests are displaying in the view. Use the drop-down to select Open Master
Resource Requests if they are not displayed.

4) If desired, filter the display to show only Master 213RR’s for your incident and site.

5) Highlight the Master Resource Request for which you want to create a starter 213RR Resource Request. You do
not need to open the form.

=
6) Select the Dialog icon =i in the ribbon.
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Master 213RR’s
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7) Select the Create Resource Request dialog.
8) Select OK.

Look Up Record
Enter your search criteria and click Search to find matching records, Filter your results and view different columns of
«data by using the View options. Then, select the record you want and click OK.
|
Look for: [Frocess ] Show Only My Records
|
View: [On Demand Dialogs
Search: Sgarch for records D
rocess Name Created On Modified On Status Owne &
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9) Complete the Create Resource Request dialog to create a sample request. The best way to indicate that this is a
sample request is to indicate that in the Description field of the dialog.
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Create Resource Request Dialog
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The starter/sample 213RR Resource Request will appear in both Resource Management > Supplies > 213RR Resource
Requests and EMRS2 Home > Supply Request > 213RR Resource Requests.
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2. Submita 213RR Resource Request

After a Master 213RR and starter 213RR Resource Request have been created by the Logistics Chief, users can then
submit 213RR Resource Requests. Masters may be created to allow requests for supplies, equipment, fleet, personnel,
and other. Note: a 213RR for personnel is a pre-ordering request for approval, which allows each section to submit
personnel requests for an overall staffing plan prepared by Plans, which when approved by the Incident Commander, goes
to Logistics for the creation of actual Resource Orders.

To submit a 213RR resource request, navigate to the 213RR Resource Requests entity.

1) Select EMRS2 Home.

2) Inthe Supply Request section, select 213RR Resource Requests.

3) Verify that Active Resource Requests are displaying in the view. Use the drop-down to select Active Resource
Requests if they are not displayed.

4) If requests are displaying for more than one incident and/or site, filter to display only 213RR’s for your incident
and incident site. You may also filter on specific request type (supplies, equipment, fleet, etc.).

5) Highlight an existing 213RR in the grid. This will activate the New Request button in the ribbon. Note: if there is a
sample request displaying, select this. If there are multiple samples displaying, select the sample for the type of
request (supplies, equipment, fleet, etc.) you are making. If there are no sample requests, select any request in
the grid.

6) Select the New Request button.

New 213RR Resource Request
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7) Complete the Create Resource Request dialog. The dialog has three options:

Create a request for the same incident, site, and type of items (supplies, equipment, etc.) as the
highlighted request. Note: the Tip on the dialog screen displays the current incident and site. IN MOST
CASES, YOU SHOULD USE THIS OPTION.

Create a new request for the incident and site. This will retain the incident and site, but allow you to
choose the type of item requested (supplies, equipment, etc.). Note: You will only be able to choose a
request type for which a Master 213RR has been created for your incident. Use this option if you have
selected an item in the grid for a different type of resource (supplies, equipment, etc.) and you know a
Master 213RR exists for the type of resource you are requesting.

Create a new request for a new incident. This will allow you to choose the incident, incident site, and
type of item being requested. Note you will only be able to choose a request type for which a Master
213RR has been created for your incident. Only use this option if this is the first 213RR being submitted
for your incident and site and no starter/sample 213RR was created for your use.

Create Resource Request Dialog

Create Resource Request
Create a new request
. >
which action? 2
Create a request for same incident, site and type items. Incident: T8 Tracin
Create a new request for incident & Site. Site: Colorado
(") Create a new request for new incident.
Click to add comments
| Help | | Summary | | Next | | Cancel |

After completing the dialog, the 213RR Resource Request will appear in the Active Resources Request grid in Submitted
status. The request is now ready for processing.
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3. Process a 213RR Resource Request
A submitted 213RR progresses through several stages to record approval, ordering, and completion of the request.

The number and type of approvals that are required for a resource request are set in the Master 213RR’s for an
incident. Not all stages described here will be required for every 213RR.
e Stage 1 - Submitted Requests (p. 9)
0 Stage la—Pending Section Approval
0 Stage 1b—Pending Finance Approval
0 Stage 1c—Pending IC Approval
e Stage 2 — Pending Orders (p. 15)
O Stage 2a—Ordered
e Stage 3 — Completed Resource Requests (p.18)
0 Stage 3b— Cancelled Resource Requests

Stage 1 — Submitted Requests
All 213RR’s are first set to Submitted status. All Submitted orders must be processed. To view and process a submitted

request, navigate to the 213RR Resource Requests entity.
1) Select EMRS2 Home.

2) Inthe Supply Request section, select 213RR Resource Requests.
3) Verify that Stage 1 — Submitted Requests is displaying in the view. Use the drop-down to select Stage 1 —
Submitted Requests if it is not displayed.
4) If requests are displaying for more than one incident and/or site, filter to display only 213RR’s for your incident
and incident site.
5) Open the 213RR Resource Request form you wish to process. You can open the form in one of two ways:
e Select the number displayed in the Name column of the grid
e Select the box next to the item so that the item is highlighted. Select Edit in the ribbon.

Stage 1 — Submitted Requests
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6) The 213RR Resource Request form will open. Select Process in the ribbon.

213RR Resource Request form
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7) Complete the Process Resource Request dialog. Select the appropriate radio buttons for the levels of approval
required. The Master 213RR specifies the approvals needed based on the rules of the incident. These
requirements display in the dialog. The estimated dollar amount displays in the Tip.

Process Resource Request Dialog

Process Resource Request
Set Approvals required

ton Section Approval Requ "

) No Logistics Would set these
@ Yes approvals on Submitted Requests
based on rules for Incident,

Finance Approval Required?|Master( $1,000.00 ) :?;:S:dt:m UCEIETS

o = 513201145
O Yes Requested for: Planning
Reguesting Section: Planning

_ Reguest Type:Supplies
IC Approval Required? Master ($2,000.00
- L - Description: 10 Laminated Wall

® No Charts
O Yes Cost Estimate by Submitter:
<$1000

Pickup or Delivery:Pickup
Pickup/Delivery:
Timeframe:Todav

Click to add comments

| Help || Summary | | Mext || Cancel |

At the end of the dialog, a success message indicating the completed processing stage will display.

Pending Order Pending Section Approval
The resource request 513:1001:15 has been processed to ( Pending Order ) The resource request 513:1011:15 has been processed to ( Pending Section
and can be further processed by the responsible party. Approval ) and can be further processed by the responsible party.
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Stage 1a — Pending Section Approval
To process a request requiring section approval, navigate to 213RR Resource Requests entity.
1) Select EMRS2 Home.
2) Inthe Supply Request section, select 213RR Resource Requests.
3) Verify that Stage 1a — Pending Section Approval is displaying in the view. Use the drop-down to select Stage 1a —
Pending Section Approval if it is not displayed.
If requests are displaying for more than one incident and/or site, filter to display only 213RR’s for your incident
and incident site.

4)

5) Open the 213RR Resource Request form you wish to process. You can open the form in one of two ways:

e Select the number displayed in the Name column of the grid

Select the box next to the item so that the item is highlighted. Select Edit in the ribbon.

Stage 1a — Pending Section Approval
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7) The Process Resource Request dialog will open. Complete the dialog to approve, modify, or disapprove the
request.

Process Resource Request Dialog
Process Resource Request
Approve

Section Approval Action

Reguest: 513:1011:15

Type Reguest: Supplies

Estimated Cost:

Description: 10 Laminated Wall Charts

Pickup or Delivery:Pickup

Requested Time for Pickup/Delivery:
(®) Approve as Requested
(7) Approve with Modifications

(7) Mot Approved

Section Action Date
11/6/2014 BB |10:36 AM ~|

Section Approver
KRISTIM KELLER

)9

Ci -required if App: with Modifications.

Click to add comments

Help | | Summary Mext | | Cancel

At the end of the dialog, a success message indicating the completed processing stage will display.

Pending Order Pending Finance Approval
The resource request selected 213:1002:15 has been processed with the action The resource request selected 513:1013:15 has been processed with the action
{Approved as Requested) by (BRIAN ARCHER) from the section Incident Approve as Requested by (BRIAN ARCHER) from the section Incident
Management ) and now has a status of ( Pending Order). Management ) and now has a status of ( Pending Finance Approval).

Stage 1b — Pending Finance Approval
To process a request requiring finance approval, navigate to 213RR Resource Requests entity.
1) Select EMRS2 Home.

2) Inthe Supply Request section, select 213RR Resource Requests.

3) Verify that Stage 1b — Pending Finance Approval is displaying in the view. Use the drop-down to select Stage 1b—
Pending Finance Approval if it is not displayed.

4) If requests are displaying for more than one incident and/or site, filter to display only 213RR’s for your incident
and incident site.

5) Open the 213RR Resource Request form you wish to process. You can open the form in one of two ways:
e Select the number displayed in the Name column of the grid
e Select the box next to the item so that the item is highlighted. Select Edit in the ribbon.
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Stage 1b — Pending Finance Approval
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6) The 213RR Resource Request form will open. Select Process in the ribbon.
213RR Resource Request form

4 Microsoft Dynamics CRM Kristin Keller [~]
213RR Resource Request | Add EMRSZT o

— [ Sharing (7]
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Save Saved  Process ueueltem
Close Queve  Details 5 E-mail a Link Hepror
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for this is just a internal request, once approved by IC they must be ordered thru a Resource Order.
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Requestl.. [Incident Management Requested Today
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7) The Process Resource Request Finance Approval dialog will open. Complete the dialog to approve, modify, or
disapprove the request.
Process Resource Request Finance Approval Dialog

Process Resource Request
Finance Approval

Ti
Indicate Finance Action W
(®) Approved as Requested
() Approved with Modifications

(") Not Approved

Finance Action Date

11062014 EE v 1153 am [+]

Finance
ELIZABETH NOLCOX =

jection Ce required if appron with modifications.

Click to add comments
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At the end of the dialog, a success message indicating the completed processing stage will display.

Pending Order

The request 513:1013:15 was Approved as Requested by ELIZABETH
NOLCOX on 11/6/2014 11:53 AM and now has a status of Pending Order.

Stage 1c — Pending IC Approval

Pending IC Approval

The request 513:1014:15 was Approved as Requested by ELIZABETH
NOLCOX on 11/6/2014 12:00 PM and now has a status of Pending IC
Approval.

To process a request requiring Incident Command approval, navigate to 213RR Resource Requests entity.

1)
2)
3)

Select EMRS2 Home.

Pending IC Approval if it is not displayed.
4)
and incident site.
5) Open the 213RR Resource Request form you wish to

Stage 1c — Pending IC Approval

@
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In the Supply Request section, select 213RR Resource Requests.
Verify that Stage 1c — Pending IC Approval is displaying in the view. Use the drop-down to select Stage 1c —

If requests are displaying for more than one incident and/or site, filter to display only 213RR’s for your incident

process. You can open the form in one of two ways:
Select the number displayed in the Name column of the grid
Select the box next to the item so that the item is highlighted. Select Edit in the ribbon.
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6) The 213RR Resource Request form will open. Select Process in the ribbon.

213RR Resource Request form
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7) The Process Resource Request dialog will open. Complete the dialog to approve, modify, or disapprove the
request.
Process Resource Request IC Approval Dialog

Process Resource Request
IC Approval

o
IC Action ip
(®) Approved as Requested
(©) Approved with Modifications

(C) Not Approved

IC Action Date
11/6/2014 _cv_ 12:06 PM bl

IC Approver
KENMETH ANGEL

Bl

IC App @ ired if A

with Modifications

Click to add comments

| Help | | Summary Mext | | Cancel

At the end of the dialog, a success message indicating the completed processing stage will display.

Pending Order

The request 513:1014:15 now has a status of Pending Order.

If Pending Order it will be sent to the Pending Order view to be processed
by Logistics Order Manager.

If Not approved it will be Cancelled and Completed.

Stage 2 — Pending Orders
Once all required approvals have been completed, the 213RR is set to Pending Order status. To view and process a
pending order request, navigate to the 213RR Resource Requests entity.

1) Select EMRS2 Home.

2) Inthe Supply Request section, select 213RR Resource Requests.

3) Verify that Stage 2 — Pending Orders is displaying in the view. Use the drop-down to select Stage 2 — Pending
Orders if it is not displayed.

4) If requests are displaying for more than one incident and/or site, filter to display only 213RR’s for your incident
and incident site.

5) Open the 213RR Resource Request form you wish to process. You can open the form in one of two ways:
e Select the number displayed in the Name column of the grid
o Select the box next to the item so that the item is highlighted. Select Edit in the ribbon.
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Stage 2 — Pending Orders
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6) The 213RR Resource Request form will open. Select Process in the ribbon.
213RR Resource Request form

44 Microsoft Dynamics CRM Kristin Keller @
213RR Resource Request | Add EMRSZT o
| I §a Sharing - (] gg
Iré wg (%) Copy a Link E
Save Save &  Process dto Queueltem Run
Close Queue ~ Detsils I E-mail a Link Report -
Save Actions Collaborate Process  Data
Information

e Pl | RRIHLE ATy 2 2137R Resource Requests » 1| % |
513:1013:15
Approvals- for Office...

Outcome- for Logistic... Incident (& TB Tracing Incident Site [lg colorado Request Type

Supplies v
Attachments- attach...

4 Requested

A
Related I
for this is just a internal request, once approved by IC they must be ordered thru a Resource Order.
4 Common
e Name*  [513:1013:15 Pickupor  [Er I /|  Estimated =§1000, <5,000
A Audit History :
Delivery Cost
Initial Contact Reports - -

© = Requesti... |Incident Management Requested [Today

4 Processes Section

Timeframe

& Workflows gequestea |G 1T @ Reuested P v =

7) The Process Resource Request dialog will open. Complete the dialog to document the order. You can complete

the order now or quit and return to the request to complete the order later (for example, if the item must be
obtained from an outside vendor and has not yet been received).

Process Resource Request Order Dialog

Process Resource Request Process Resource Request
Order? Order Processing
> »
Tip ~ 1013: Tip
Date Ordered- required The request 513:1013:15 now has status of Ordered.
11/6/2014 v |2:46 PM e
() Quitlam done.
Actual Cost Estimate e
250.00000

Ordered by: Usually Logistics Order Manager- required
LYNN CREEKMORE =

Order Type
@) InStock

() Other Warehouse
() Qutside Vendor
() Unable to Source

Click to ada comments Click to 2dd comments

o | [ ] [

If you continue the order dialog by selecting Complete Order, the dialog will continue as shown in Stage 2a — Ordered.
When the order is complete, the status is Complete.
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Stage 2a — Ordered
If you continue the order dialog by selecting Complete Order, the dialog will continue as shown below. If the order dialog
was closed and you are returning to the order to document its completion, navigate to the 213RR Resource Requests
entity.
1) Select EMRS2 Home.
2) Inthe Supply Request section, select 213RR Resource Requests.
3) Verify that Stage 2a — Ordered is displaying in the view. Use the drop-down to select Stage 2a — Ordered if it is not
displayed.
4) If requests are displaying for more than one incident and/or site, filter to display only 213RR’s for your incident
and incident site.
5) Open the 213RR Resource Request form you wish to process. You can open the form in one of two ways:
e Select the number displayed in the Name column of the grid

e Select the box next to the item so that the item is highlighted. Select Edit in the ribbon.

Stage 2a — Ordered
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6) The 213RR Resource Request form will open. Select Process in the ribbon.

213RR Resource Request form
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7) The Process Resource Request Complete dialog will open. Complete the dialog to document the order.

Process Resource Request Complete Dialog

Process Resource Request

Complete?

Date Completed - up
110672014 |EE v | 12:00 AM I

Completed by:
LYNM CREEKMORE =

‘Outcome
(@) Supplied as Ordered

Supplied As Modified- see notes
() Not Needed

Click to add comments

| Help || Summary | | Next || Cancel

When you finish the Complete Order dialog, the order has a status of Completed.

Completed Order

The 213 Resource Request 513:1013:15 now has a status of Completed and
outcome of Supplied as Ordered.

Stage 3 — Completed Resource Requests
When orders are complete, they appear in Stage 3 — Completed Resource Requests. To view completed requests,

navigate to the 213RR Resource Requests entity.
1) Select EMRS2 Home.
2) Inthe Supply Request section, select 213RR Resource Requests.
3) Verify that Stage 3 — Completed Resource Requests is displaying in the view. Use the drop-down to select Stage 3
— Completed Resource Requests is not displayed.
4) If requests are displaying for more than one incident and/or site, filter to display only 213RR’s for your incident
and incident site.

Stage 3 — Completed Resource Requests

T

Mol Dyrerics CRM

Stage 3 Completed Resource Requests 0
oy - S g
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Stage 3b — Cancelled Resource Requests
213RR Resource Requests can be cancelled at various stages. A request marked Not Approved at any stage (Section,
Finance, or IC) is cancelled. A Pending Order completed as Unable to Source or Not Needed is cancelled. To view cancelled
requests, navigate to the 213RR Resource Requests entity.

1) Select EMRS2 Home.

2) Inthe Supply Request section, select 213RR Resource Requests.

3) Verify that Stage 3b — Cancelled Resource Requests is displaying in the view. Use the drop-down to select Stage
3b — Cancelled Requests if it is not displayed.

4) If requests are displaying for more than one incident and/or site, filter to display only 213RR’s for your incident
and incident site.

Stage 3b — Cancelled Resource Requests
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