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Permit Tech Procedures

Registering New Buildings

Send an OFSR Building Registration Application to the building owner\ manager when they
request to participate in the program. Use the FSReports email box when possible to establish
this method of correspondence. The following screening process is necessary to determine
eligibility. This may be started while waiting for the returned application.

1.

Determine the last inspection date. If more than 12 months has elapsed since the last
inspection a new regular will need to be scheduled and completed. Any significant
outstanding violations must be corrected prior to enrollment in the program. The level of
“significant” is to be determined by the Program Coordinator in cooperation with the Asst.
Fire Marshal.

Review the history for this building. The review may include inspections, fire and false
alarm. The purpose of this review is to judge the responsiveness of the owner\ manager to
tire safety issues and the value they place on fire safety

Upon complete application, current inspection and determination that the building and
management is suitable the building is registered in the program. A letter of confirmation
or denial is to be sent to the applicant.

Once approved for registration, setup in Fires2000 should occur. Setup steps are:

1.

Within Fires2000 search and select the “Core” on the Complex Info tab for the building to

be registered. Verify this is the correct record then in EDIT mode:

a. check the OFSR box in the BUILDING portion (this will cause red OFSR to appear at
the top of the Complex Info page,

b. verify the date of last sprinkler test is correct,

c. verify the date of last complete inspection of the core and all PFI's are correct and
completed within the last 12 months,

d. Change the frequency of all but the CORE to 48 months (if there are a large number ask
for a batch change from FIS staff)

e. Change SU to S88 (OFSR Program) (if there are a large number ask for a batch change
from FIS staff)

f. SAVE.
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2. Within Fires2000 click on “Tools” then “Sprinkler Inspection”.

BT FIRES 2000 #* ISING TEST DATABASE * = Iﬁ' Ill
File Edit Wiew Search Tables | Tools Exception Reports Help [LOG O {as a different user) - Current User = SCHWAGER, JAMES]

Complex Info T Inzp Higtory - Spell Check Field. . 7 top & Agree T Hazmat T Irwvoice T Irwoice Data ] |
Bulding Address; Address Laokup. . & 3 =
I I I Clear Form and Search F1z j I j I
Total SqFt: Footprint Sq Ft: Fee Calculatar. .. Chi+F hes: | Exp Separation: | Access: Ocec Load:

Create Invaice... h I h j
Oce Mobility: Hurnan Activity: Past Payment. . dex | Fire Load: Property alue:
I Jj' I j' Create Credit Mema,.. i i j
Create Adjustment, ..
BUSINESS INFORMATION: [B  Reverse Charge For Invoice j
L TiEs Sl SE] Print Imvaices
ew Business Wame [T
i Request Log... Chrl+R =
LOCATION INFORMATION: [L A —— - J
Location: FMO Referral rl Bus. Lic. #: Exp. Date:
| Inactive 7| | | |/
I tion Projection. .. Chrl+E
Business Address: cn:;ec LMY ! 5 ‘Suite.-"SEace: ‘ ZIP:
= I jv I Inspection Filing Mumber. .. d I jv -
Altention To: Jh State/Region: | Country: |ZIF:
Create Letters j ||
Business Dwnerdagent: Print Letters Ermnail:
I I Letters. ..
BILL TO INFORMATION: (Bill  B1lMing Inspection Guids . MewEilTa [
Bill Ta Mame: Sprinkler Insp Phane: Fax:
Lock Box K I |[ [ I[_
Eill To Address: OCk BoxX Reys. .. fate/Region: |ZIP: |Country: | Restriction:
Ion-Building Lookup || || j || J
PHYSICAL FACILITIES INFDR "2 Mor-Buiding... Bt Fhsinat Fociive " cmate o ‘T rvend ks Susiessi
Spkir Cov: Sprinkler FOC  Individual Citations. .. Fire Pumps: |_Alarm Code: Detector Coverage:
. - Set Inspection Priority Rating. .. r I . . j j
Sprinkler Type - Number: Sk e ey Fire Protection System Type - Humber:
Change Complex Type. .. . —I I . —
Owerride: ~ Spklr Test Date: ‘ Pu Change Inspection Business Mame quired: | Oltrly Test Date: | Fixed Tested Date: Moorage Test Date:
r . — [ Change Inspection Tvpe/Date, . — D—"l— I—"'l—"'l—
# Lnits: Common Area: | Lock Change IMA... Occ Load: | Mo Charge: | Primary Facility: Freq.uenc:y: [maonths
i r Moves/Merges 3 r r iveride J=
|UBC |werified —[307 [frea [Description |
| | |
Comments: ;I Last Regular:
|_e’_e’_
Maut Banlar -
Mew | Edit | Delzte | Save | Cancel | Fritit | Search | Exit
t‘startl J @ |£| @ F-) J |£| Inbax - Microsaft Qutl, | 8] oFSR User Manual.do... ”g FIRES 2000 .. B OFSR Registration Pro... | 8] Dacument1 - Microsoft... | |_I gcj@ l@ 23 11:32 A
PF&R 08/19/10 -js FMO Policy Online Fire System Reporting Program Page 23 of 29



3. Click on “Add” at the bottom of the “Sprinkler Inspection” screen.
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4. The yellow fields are searchable\auto fill from Fires2000 and the blue are data entry.
Enter one of the yellow searchable fields to find the building to be registered and press
“Enter” or click on the list icon. This will give you a list of Facilities that match your
criteria. Double click to select the appropriate Facility. Always select the “Core” if it is
shown. This will auto fill the yellow fields with data from Fires2000. Changes in data
on this form will not be saved into Fires2000.
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All yellow fields are auto filled when facility selected

Sprinkler Inspections 1'
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5. Enter Building Owner Email for the responsible party noted on the Registration

Application.
6.

Enter the Contractors Name. These should be standardized. The standardized names

will be saved within Fires2000 as new contractors are added. To select an existing name
type a few letters then click on the list box to the right of the Contractor Name field. If

the contractor name exists click it to select.
Contractor” box, then enter the Contractors name.

Sprinkler Inspections

If it does not exist click the “New
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Building 1D: |-| _I
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DELTA_FIRE@YAHOD.COM |PORDOT JIMEO
DELTA_FIRE@YaHO0.COM [PORDDT JOHM DOE
[Riser D |Riser La|__|DELTA_FIREGYAHOD.COM | POROOT JOHN SHITH
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Add a new contractor

Sprinkler Inspections |
Building 1D |-| J FPOL Login Info
Building Mame: ISThTIDN #1 Carmpary [D: I
Building &ddress: |55 S ASH ST Pazsword: I
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7. Add the Contractor Email Address.

contractor.

8.

g |

=)

There can only be one email address per

Add Service Tech Name and Certification # - the Contractor may change the tech’s

name at time of data entry of report. There may be multiple Service Tech names for
each contractor. The Service Tech name is tied to the building.

If this is a new contractor, click to select “New Password”.

This will generate a

Company ID and assign a Password. The Password is system generated. The
Company cannot change this. If they forget their password they will need to contact
PF&R via email or phone and we will generate a “New Password” for them.

sprinkler Inspections

x|

Buidng ID: [T J

Building Marme: ISTATIDN #1

Building Address: |55 S ASH ST

Facility 1D:

—

Bus. Mame: IF'EIFHTLAND FIRE BUREALL
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~

Contractor Email: I
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RISERS
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|F|iser Type

|GPM

|Area SqFt
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10. Click on “Save”
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Click on “New” in the “RISERS” box to enter riser details for each riser system in the
building. Continue to enter each riser by clicking on new for additional risers. The details
are to be provided by the owner\manager in their application. They may obtain this
information from their contractor.
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11. Click on “Save” then “Close” when finished.
12. The Inspection information will be displayed automatically.

Registering New Contractors

Contractors are registered as part of the building registration process. A contractor cannot be
entered without at least one building.

If a building owner\manager has selected a different contractor for subsequent years enter
Sprinkler Inspection from Fires2000 \ Tools, enter a searchable field to find the correct
building and select “Edit”. Replace the Contractor Name and email with one from the list or
use the “New Contractor” procedure. Save the record when completed.

. . u“ 14 :

X
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This email box is used to send and receive correspondence to and from building
owners\ managers and contractors. This is a shared email box assigned to the program not an
individual. It is important to establish protocols to monitor it as frequently as your personnel
email box. It should be set up on Outlook view for the program coordinator, all Techs, and the
Gideon Plans staff. PF&R IT staff can do that or call the Help Desk.
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Resetting Passwords

To reset a password for a contractor they should make the request through FSReports email
(or call the Tech desk). The Contractor must supply their six digits Company ID, a Building
Name or Building ID they are associated with. In the Fires2000 Sprinkler System application
click “Add” then enter the first few letters of the contractors name and click on the list icon.
Alternatively you can do a search for the building they are associated with. After the
information is loaded, click on “New Password” in the POL Login Info box (upper right). The
screen may be closed at this point, it is not necessary to save. Email this new password to the
registered Contractor.
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