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Request for Assistance            (Version 1.0)                           Incident Based 
Description: This board enables a user/position to request assistance that can be 
tracked and assigned to more than one entity to fulfill.  

Views:  Two list views are provided with this board for the primary users of the Task 
Tracking process—One to view requests and the other to view assignments. A third list 
view is provided for the controller to review requests and make assignments. A fourth 
list view is for Mission tracking was added for Fairfax County. Detail views are provided 
with all the list views along with the appropriate input/edit views. 

List View (Requests) – This view is assigned to all users for issuing and monitoring 
requests.  The user only sees the requests made by the assigned position/agency. 
            

 
 
Default Features: 

 Search capability on the Description field for specified text 

 Data filtering by the status value using the filter dropdown provided in the 
header 

 Sort capability on the Request Status and Date Due fields by clicking on the 
corresponding column header/field title 

 View link to access additional details and also see task assignments 

 Status background colors for easy identification of a record’s status 

 New Request button to create new requests for assistance 

 Edit link to add notes for a submitted request 

 

Variations: None 
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Input (Edit) View – This view is for users to make requests. 
 

          

                  

 
Default Features 

 Date/Time picker code to facilitate proper date format 

 Drop down lists to maintain data consistency  

 Notes field for additional information with update code to capture who made 
the last note and when. 

 Red colored field labels to help identify required field completion. 
 

Variations: None 
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List View (Assignments) – This view is assigned to all users for viewing task 
assignments. The user only sees assignments that impact them.          

                       
Default Features 

 Search capability on the task assignment and task notes fields for specified 
text 

 Data filtering by the status value by selecting the appropriate dropdown filter. 

 Sort capability on the Task Number, Task Status and Estimated Delivery Date 
by clicking on the corresponding column header/field title. 

 Open link to access additional details. 

 Status background colors for easy identification of a record’s status.  

 Status colors on the Estimated deliver date change colors based on the 
approaching estimated delivery date. 

Variations: None 

Details (Assignments) - This view provides the user with detail on the assignment with 
the request information displayed in the upper portion of the screen.       C             

 
Default Features 

 View only capability for assignments made to other positions/groups that are 
also fulfilling the request. 

 Ability for the assignee to edit the status and provide comments for their 
assignments. 

Variations: None 
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Edit View (Assignments) – This view enables the assignee to update the status of 
their specific assignment as well as estimated delivery date/time, date completed, and 
any comments.  

  
Default Features 

 Date/Time picker code to facilitate proper date format. 

 Dropdown fields for data consistency. 

 Comments field that uses update code to maintain past entry information 
while placing updates at the top of the text area in addition to text that 
indicates who updated the information and when. 

Variations: None 

List View (Controller) – This view enables the controller/coordinator to make/view 
assignments as well as view when requests are ready to be closed or if there is an 
issue that needs to be addressed.     
                     

 
 
Default Features 

 Search capability on the Request Capability, Request Potential Resource, 
Request Attempt Procurred, Request Notes and Request Contact Name 
fields for specified text 

 Data filtering by the status value by selecting the appropriate status from the 
dropdown list. 

 Sort capability on Task Number, Overall Status, Request Date and Due Date 
fields by clicking on the corresponding column header/field title. 

 View link to access additional details. 
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 Status background colors for easy identification of a record’s status.  

 Cell color change for the Due Date to signal that the due date has been 
surpassed. 

 Action field to quickly identify records with issues or have been completed. 
 

Variations: Loudoun County has a second dropdown filter for the source of the 
request—local or hotline.   

List View (Mission Tracking) This view is assigned to Logistics for Mission Tracking of 
tasks. 

 
Default Features 

 Search capability on the notes field 

 Details link to access additional details. 

 Edit link to edit the information. 

 Status background colors for easy identification of a record’s status.  
 

Varations: None; No other jurisdiction currently has this view 
 


