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Once you have installed the evaluation following the instructions included in the
Installation Guide, you are ready to start evaluating FH for your department. This guide is
intended to get you started in the right direction.



To Access FH

© Select the Windows Start menu Programs folder, then select the
FIREHOUSE Software 7 folder E
FIREHOUSE Software 7 option. The -
Login form is displayed. b

Type “GUEST” in User Name. Fasswrd |

Type "DEMO” in PaSSWOT'd. Password Database |C:\ProglamF\Ias\FIHEHDUSE Software?\DemoD ata J
characters are displayed as “*” when
entered.

O The default database path is displayed. If
you need to change the database (for
example, point to an archive), you can change the path displayed in
Database, but the original path will be displayed again when FH is
launched unless you make a change to the Workstation Options form
Local Data & Files section. Check Login to remote database to access the
FH Enterprise database.

© Press OK.

x|

00

Login Dptions

Exi
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Controlling Access

To access FIREHOUSE Software, you must have a user name and a password.
Security is enabled by controlling the access of each user to specific areas.

Security serves two primary functions:

* Selective access to specific areas
* Maintain record modification history

Each user does not need access to all areas. Selective access helps assure
appropriate confidentiality of sensitive information and minimizes potential
administrative problems. For example, most users do not need access to staff
member administrative information. You also do not want to allow all users
to perform administrative actions that could impact the system. Designing
security based on the individual and their responsibilities is the best way of
minimizing security breaches. When you tailor specific users’ access to the
areas and features they need to perform their tasks within FH, you reduce the
number of things they can do wrong (intentionally or unintentionally).

Another issue to consider is the ability to track specific user activity within
FH. When a specific user is logged in, that user name is tied to record entries
or modifications. If a Staff ID is associated with the user setup, the staff
member’'s name can be associated with the user name. If questions arise
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about a specific record, you can access record entry information and
determine who created the record and who last modified the record. If user
names are shared by multiple users there is no way to determine who
actually created or modified the record.

We recommend setting up a login name and password for each user. You can
limit their usage level by designing the security based on the individual. Any
other approach potentially disables the built in record modification tracking
and/or permits security breaches. To add a user, access the Administration
menu, Users and Security... option. Press F1 for more information on adding
users.

Controlling Access



FH Basics

We believe that the best way to learn about FH is to try it. By default, a
demonstration database with sample data is included in the installation. The
default path to the database is C: \Program Files\FIREHOUSE Software
\DEMODATA, your installation may vary. While logging in, change the
Database value to point to the database to view this sample database.

Get Around FH

FH uses standard Windows interface conventions. This section lists basic
program conventions like using menus, toolbars, and other areas of FH.

Menus

A menu is a collection of related options. The main menu is always displayed
across the top of the FH window. The main menu is made up of individual

menus. Click a menu item to display that menu's options:
File Edit Reports Graphs Maps Adminiskration  wWindow  Help

S wizards 3
L
Incidert  EMS  Irwestign  Occu) &2 Backup(Restore. .

aF Database Tools. ..

warkstation Options. ..

|E| Zhange Password. ..
Display Current User Infa,..

_’( Send Message. ..

T Record Macro...
Clear Macros

[E, Lookup Tables, .
Diskinct Yalue Lookups. ..

B Queries...
B Memaorized Templates. ..

5] Pocket PC Tools ’
asa Cystomize Toalbars, .,

a Internet »
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_ Keyboard shortcuts can be used to access menu option. Keyboard
Keyboard shortcuts, if available, are listed to the right of the menu option.

Shortcuts

Below are some general guidelines for using menus:

* Menu Names denote the different functions of the menu's options.

* Menu Text Color indicate availability. When a menu is black, you can
select the menu with your mouse to display available options. When a
menu is gray, the menu can not be accessed. Menus are inaccessible when
you do not have sufficient security, or when the menu options can not be
run. Also when an option under a specific menu is gray, the option is
inaccessible.

* Menu Availability varies based on the active area of FH. Some menus
appear only when the system is performing certain functions. For
example, the Form menu is added to the main menu when any form is
active.

How To Use A Menu
To run an option from a menu:

© Select the menu by either clicking on the menu name using your left
mouse button, or press Alt and the underlined letter of the menu name.
Menu options are displayed.

© Select the menu option. The selected option is run.

Toolbars

Toolbars display the most commonly used FIREHOUSE Software options.
Each button on a toolbar runs a specific option. Pressing a button can display
a specific form, set form options, run text editing options (also available from
the Edit menu), and run user-defined commands. To run the toolbar button’s
option, press the desired button with your left mouse button.

Existing toolbars can be modified and you can add your own custom toolbars.
The toolbars can be “docked” on the top, bottom, or sides of the FH desktop,

or the toolbars can “float” anywhere in the FH desktop, or toolbars can be
hidden.

Specify toolbar options via the Tools menu, Workstation Options... option, then press
Customize Toolbars...

Default toolbars are:

e File
e Form
e Edit

Get Around FH



File Toolbar

The file toolbar accesses major module and system forms. The standard FH
toolbars can be moved anywhere in the FH workspace. To modify toolbar
location or appearance, or to add custom toolbars, access the Workstation
Options form then press Customize Toolbars.

Click to display the NFIRS Incident Report form.

Click to display the Investigation form.

Click to display the Inspection form.

Click to display the Staff Activity form.

Click to display the Training Program form.

Click to display the Inventory form.
Click to display the Account form.

Click to display the Internal Message form.

Form Toolbar

File Toolbar E

¥ X
Incident EMS
2 | B
Investign Occup
o
Inspect Staff
5 @
Activity  Training
L Y
Program | Sched
e §
 Inventory Hydrant
&
Account  Invoice
#
Message Joumal

Click to display the EMS Search/Rescue
Report form.
Click to display the Occupancy form.

Click to display the Staff form.

Click to display the Training form.

Click to display the Staff Scheduling form.

Click to display the Hydrant form.
Click to display the Invoice form.

Click to display the Department Journal form.

Form options provide control over form specific options.

Create a record template using the values from

the currently displayed form.

When available, assign a new unique record
identifier for the currently displayed record.

Edit Toolbar

Form Toolbar F3

B &
Memarz  Recal
=i
Rerum  Map

Create a new record using values from
saved record templates.

When available, plot the record location
and display on a map.

Edit options access tools to make entering text and verifying entered text

easier.

Reverse the last performed text editing action

Copy the selected text item to temporary
memory.

Insert the text item in temporary memory in the
text field at the cursor.

Edit Toolbar E

) &
Unda Cut

i
Copy Find

8 v
Paste  Spel

Remove selected text item and place it in
temporary memory.

Search for specific text in an active text field.

Check active text field entries for spelling.
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Record Selection

A record is a set of related information made up of individual fields grouped
together. For example, incident information and hydrant information are two
types of records.

You open a record using the toolbar button for that record type, or the File
menu option for the record type. For example, press \Q on the toolbar to
access fire incident reports. What happens after accessing a record area
depends on what selection option is specified.

Step |: Specify Record Selection Option

You can choose how records are selected. To specify which option is used for
opening records:

© Access the Tools menu, Workstation Options... option. The Workstation
Options form General section is displayed.
O Click the Data Entry Forms tab.
© Select an option in the When a data entry form first loads... area:
© Load the last record I was working with opens the last modified record
when a form is opened.
© Start with a new, blank record opens blank data entry forms.

© Display the default query so I can select records displays the default
browse list of available records.

_ Which one you choose should be based on how FH is used at the
Form Load workstation. For example, if the workstation is used for data
Option entry, Start with a new, blank record is a good choice.

© Press OK to save your selection and close the Workstation Option form.
Step 2: Selecting Records To Browse

To browse available records, you display a query that lists available records,
select records from a list, then open the records and browse them. The FH
evaluation includes sample data from a fictitious department.

© The browse list may be displayed when you open a record, or the data
entry form may be displayed and you need to press Browse. The method
varies based on the form load option specified in the Workstation Option
form General section Data Entry Forms section, When form first loads...
area.

Get Around FH



When you

display the S -
b play I & Incidents. - - [e]X]|
rowse ISt’ Select a Query
the default List NFIRS Incidents by Alarm Date R New Query | Query Properties. |
query for the _
. FDID[Inci Hum
area dlsplays a 20007 04-0000650
hSt Of 20007 04-0000619 B2 730 System malfurction, Dther
. 20007 04-0000618 005/10/2004 16:0000 61 720 Spstern malfurictin, Dther
avallable 20007 04-D000G17 0 06/04/2004 2210:00  B1 413 Dil or other combustible liquid spil L
20007 04-0000550 0 05/30/2004 17:00:00  B-2 321 EMS call, excluding wehicle accident with injury
records. 20007 04-0000515 105/29/200417:30:00 61 111 Building fire
20007 04-0000516 005/29/200417:30:00 641 111 Building fire
. 20007 04-0000515 0 05/20/2004 06:00:00 B2 700 False alam o false cal, Other
0 You can either 20007 040000514 0 05/08/2004 120000 61 444 Power fine dovin

3 20007 04-0000450 0 04/24/200417:30:00  B-2 321 EMS call, excluding wehicle accident with injury
select a Slngle 20007 04-0000413 004/21/2004 190500 61 561 Unautharized buming
record, Select 20007 04-0000411 0 04/06/2004 14:08:00 61 736 C0O detector activation due to malfunction

f 20007 04-0000350 003/25/2004 18:00:00 B 321 EMS call, excluding wehicle accident with injury
a range o 20007 040000310 003/22/2004 211000 B4 141 Forest, woods or widland fire :
records, or 4] | A
select multiple Al Applicable Records J ‘ 51 Records/1 Selected S| &
Separate =l Options.. 0K | Cancel ‘
records.

© To select a
single record:

© Select a single record either by double clicking on the record in the
list, or highlight the record, then press OK.

© To select a range of records:
© Highlight the first record.

© Press and hold Shift on your keyboard, then click on the last
record in the range and release the Shift key. All records in the
range are highlighted.

© Press OK to add selected records to your browse list.
© To select two separate records:
© Highlight the first record.

© Press and hold the Ctrl key on your keyboard, then click the
second record and release the Ctrl key.

© Repeat the above process for each additional separate record, then
press OK to add selected records to your browse list.

After selecting record(s) to browse, the record form is displayed with the first record’s
values in the form fields.

Step 3: Browsing Selected Records

Standard record navigation tools for browsing records are displayed at the
bottom of forms displaying records. The navigation buttons are only available
if multiple records are selected. The navigation tools and their keyboard
equivalents are shown below.

4] Go to the first record (no keyboard equivalent)
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4| Go to the previous record (Ctrl + <-)

* | Go to the next record (Ctrl + ->)

E Go to the last record (no keyboard equivalent)

The query you select records from sets the sort order of your

Record Sort browse records.
Order

Command Buttons

Command buttons start FIREHOUSE Software processes when selected using
the mouse. Below are examples of command buttons.
This button is

disabled since
details are not

applicable
|
Safety Equi t Worn or Deployed? L Press to display
Ces O No O lUnk % N Details... | i )
Checkan| —~— % " Tva",ablf
. GoKUp values
option Chief Complaint P
_T Press to add
Signs & Symptoms a entry or
Code 7 |Description ;I + 7 I'I‘II.I|I.'ip|e
e entries
T ; Remaove an
| T entry or
change an
[tz || (o) entry's list
O O Wehicle Accident/E strication... | order
A
&

Press to add a detail record. Note the
underlined "V", which indicates that the
shortcut Alt + V will perform the same action
as pressing the button.

Press Button

To use a command button, position the cursor over the button with your
mouse, then press the left mouse button. For example, if you pressed the
Vehicle Accident/Extrication button, the process for entering the additional
accident/extrication information is initiated.

Lookup Driven Fields

Lookup driven fields in FIREHOUSE Software accept only valid codes that are
stored in lookup tables. When entering values in lookup driven fields, you can

Get Around FH
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type the code directly into the field, or display a list of valid codes for the
field.

Since only valid codes are accepted, you do not have to worry about
misspelled text in these fields, or invalid entries. All valid values are available
with a single mouse click, so values can also be quickly entered. Powerful
word searches are included for locating specific values.

Here's how it works. Lookup driven fields have a [.] to the right of the field.
When your cursor is in a field that has a lookup table associated with it:

* Press [.] to display a list of valid codes. Alternatively, you can display
lookups by double-clicking in the field, pressing F2, or right-clicking and
selecting the Lookup... menu option.

* Locate and double click the appropriate value to insert the value into the
field.

NFIRS 5 Lookup Codes

The NFIRS 5 Specification requires that certain values be entered as base
codes in a NFIRS incident report. These base codes cannot be modified.

Plus One Codes

An additional code can be appended to NFIRS 5 codes, allowing departments
to gather additional information without modifying the base NFIRS code. This
additional code is referred to as a Plus One code. For example, a “111”
Incident Type is a “Building Fire”. The “111” code cannot be modified directly;
a department could add an “A” plus one code to “111” with a description like
“Apartment Building Fire”. Plus one codes allow additional lookup codes to be
added to the NFIRS 5 set, allowing departments to track incidents by more
specific criteria than the base NFIRS code set supports. States can also
require that certain plus one codes be used.

Form Navigation

Forms in FH are designed to simplify data entry.

Color Coding
FH form elements are color-coded. Default colors are listed below:

* Required empty fields are shaded yellow.

* Required complete fields are shaded blue.

e Invalid critical entries in fields are shaded bright red.

* Potentially invalid, but not critical entries are shaded purple.
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e Tabs marking form sections are color coded:
If the tab text is: The section is:

~ Red | requiredandnot completed.
. Greem |  completed.

Black optional
ional data i leted
~ Gray | disabled (no data entry allowed).
Set your own color-codes from the Tools menu, Workstation Options... option. Click
the Tab & Field Coloring tab and specify coloring options.

Keyboard Navigation
You can use the keyboard to move around FH forms:

e Tab moves the cursor to the next field, command button, or form section
tab.

* Form section tabs and buttons can be accessed by pressing A1t plus the
underlined letter in the button or form section tab label.

* Main form command buttons (at bottom of form) can be run using the

keyboard:

Ctrl + N initiates new record.

Ctrl + O opens an existing record*.

Ctrl + S Saves active record.

Ctrl + D Deletes active record.

Ctrl + P Prints currently displayed record.
Ctrl + Y Saves and opens new form.

Ctrl + W Saves and closes active form.

*Ctrl + U opens the Occupancy form from incident report forms.

Right Mouse Clicks

Right click displays a menu of options. The options included on the menu
depend on where the mouse cursor is positioned when the right mouse button
is clicked.

Field Level Validation

When you enter a value into an FH record that is invalid or conflicts with
information already entered, the field is immediately highlighted and placing
the cursor over the field displays an explanation of why the entry is invalid.

For example, if you enter an incident report type 111, structure information is
required. The following sequence of adding information to the Detectors &
Extinguishment System section of the Structure Fire Report form illustrates
the power of field level validation.

Form Navigation



Detector information is required. In this example, a detector is present, so the
code that indicates the presence of a detector is entered.

Detectors
Prezence

I‘I_ J I Fresent

Detector Type

I‘I_JISmoke

Detector Power Supply

Entries indicate
that the smoke

J 2 JI Hardwire only
detector is QDECW Operation
hardwired and -
failed to operate 3 JI Detector failed to operate

Detector Effectiveness

|

Detector Failure Reason

N

Add “Battery Detector Failure Reazon
discharged or (3 JI Battery dizcharged or dead
dead" as the
reason for
failure... and the Detector Power Supply field immediately changes to indicate a

validation problem. Dead batteries do not effect hardwired detectors.
Detector Power Supply

I Hardwire only

IDﬂDetector power supply cannot be hardwire, plug-in or mechanical if reason For Failure is battery-related, L
3 . TIDetector faled to operate

Form Level Validation

When you save a form that is not complete based on system rules, a
completion status displays with links to incomplete or invalid information.

° PreSS Print Validation Results - NFIRS Incident Report - 06-0000001-000

12

s Click the OK button ta return ta the form and correct the highlighted problem, or "Ignore All' ta continue withaut carrection. "lgnare A" is nat
to prlnt a available if any critical errars are present in this list.
listing of
each 4\, StreetName is a Tequired entry. MFIRS Incident Reports Stieet Mame
3 By Cleared Date iz a required ety MFIRS Incident Reports Cleared Date
].'ncomplete & Cleared Time iz a required entry. MFIRS Incident Reports Cleared Time
ltem- & Prop Use iz a required entry. MFIRS Incident Reports Prop Usze
° PI‘eSS Ignore & Fire report .is requiret.:l and i.ncomplet.e. Fire Heport.s
& Structure fire report iz required and incomplete. Structure Fire Reports
A-]-]- to save & Responding unit infarmation is required and incanmplete Responding Units
the report
without
correcting
listed
problems
(not an o »
Optlon if ‘ & Warring & ciitical @ Infarmational Piint |gnare Al ‘ oK
there are |
critical

errors, critical errors still need to be corrected).
* Press OK to go to the highlighted problem.

Double-click on the listed problem, and the field with the problem is
displayed.
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NFIRS 5 Incident Reporting

O O%X Ly s oa & 85 a4 » (B = £ 5 B B

Incident  EMS  Investign Occup Inspect  Staff  Activity  Training Program  Sched Inventory Hypdrant Account  Invoice  Journal

The NFIRS 5.0 Incident Report module is available individually or as part of a bundled system.
Incident Investigation Reports are included with the NFIRS 5.0 Incident Report module.
The NFIRS 5 incident report is made up of a collection of sections (NFIRS
calls these “modules”) that gather specific incident related information. The
sections required to complete an incident report vary based on what type of
incident is indicated.

Investigation reports may or may not be linked to a specific incident.
Investigation reports can include information about people performing
investigation activities, referrals, evidence collected, photos, leads, and other
information required to detail investigation efforts.

To Create A New Basic Incident
© From the File menu, select the NFIRS 5 Incident Reporting option NFIRS
5 Incident Report option.
© If the NFIRS Incident Report form with the last modified record is
opened, press New (or Ctrl + N)to add a new record.
© If a blank NFIRS Incident Report form is opened, you are ready to
enter a new staff member.
© If the default query for selecting NFIRS Incident Reports is displayed,
press Cancel.

Basic information by agal
Shared throughout all FDID Alarm D ate Alatm Time Incident Nurber ExpnsureA Station Decupancy 1D ]
areas of the fire Iy =] - o [ L = |
incident report are ' | o] ! | [ |
displayed in the form swmosaes | | | [ [ |
header . . Exact Location | |
[T [ Butler [Pa [160m1 T ]
(| |
A=
ﬂ Cods 2 |Description L] ’7J
] o
[ LI Ll
[ [o] o (o] o | oo | a0 | po |
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FDID is automatically entered based on the station indicated on the
Workstation Options form Workstation Location field (FDID is associated
with Station). FDID is a unique identifier assigned by the state to identify
a particular fire department within the state. FDID may also identify the
county, fire district, or other jurisdiction in which the fire department is
located. Many states use the two left-most digits to identify the particular
department within a jurisdiction. FDID is five digits.

Type the month, day, and year of the incident in Alarm Date. This date is
when the alarm was received. The Alarm Date, in conjunction with the
other required fields (FDID, Alarm Time, Incident Number), uniquely
identifies each incident.

Type the Alarm Time that the alarm was received. Use military time.
Required for all incidents.

Type the Incident Number, or press Tab to allow FH to assign the next
available number if auto-numbering is enabled. This number is used to
identify a particular incident and to tie data from different modules
together. Enter the number assigned to the incident. It may be necessary
to obtain this number from an alarm or dispatch center.

_ If this is an exposure, type the Incident Number of the base incident
then press Tab and press New Exposure. Only incidents with a

Exposures 1XX Incident Type can have exposures. Each module completed
for an exposure should contain the same incident number assigned
to the original property involved. A separate sequential exposure
number is assigned to each exposure. The original incident is
always coded “000”, while exposures are numbered sequentially
beginning with “001”. The relevant data for each exposure should
then be recorded using the appropriate section. Treat similar
items in a group as a single exposure (such as a fleet of cars).

Press Yes if Create . ¢ NFIRS Incident Report - 06-0000001-000.

new record prompt is [ dmer amie e e e et
dlsplayed‘ A new Bacic, | Uit Personvel | Rasponse | Froperty & Involvement | Adsiionsl Reports | Incident Namative | Other_ | I Overids Lack
record is created. This | seswwes urber Pl StesiHihway Te s
prompt can be L |—— s
disabled via the I s : | |
Workstation Options (i — B
form General section Spesitc Popery Use Sy St ke
Data Entry Forms = = Ll od ]
section. - ME TS | E—
Type or lookup the sawsoons [ | [ e —
Station code. Station o[ | Tie

provides a means of il = [

tracking incident data |4 | ‘ | ‘ | D Mew | & Bouse ‘ = | X Dekois | & i ‘  Close |

that has been

collected and reported by individual stations. Specific feedback on incident
experience can then be prepared and sent to individual stations. Station
number is also useful for analyzing different levels of activity within a fire
department.
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© Type or lookup the Occupancy ID for the occupancy record where the
incident occurred. When you select an existing occupancy, address and
building information from the occupancy record is added to the incident
and can skip to the Incident Type field. Address fields are disabled when
an Occupancy ID is used unless specified otherwise in the Administrative
Options form Incident section All Incidents section.

O Select Address Type, which may be a street address, an E——.
intersection of two roadways, or directions from a |
recognized landmark. Incident address information is vy
required to establish a legal report reference. This e -

information may also be useful for identifying local
problems, such as checking for multiple incidents at the
same location. If the incident is a Wildland fire, Rural/Directions should
be selected, and you can check Address on Wildland Report to use the
address entered on the Wildland Report.

© If you select “Street Address”:

© Type the Number of the specific location where the incident
occurred. This number is part of the address information where the
incident occurred. For structures and lots, enter the street number.
For highways, railroads, etc., enter the mile-post number. For block
addresses, enter the block number.

© Type or lookup the Prefix, Street/Highway, Type, Suffix values for
the incident.

© Type the Apt/Room/Suite number where the incident occurred (any
combination of numbers and letters). This number is part of the
address information when the incident occurs within an apartment,
suite, identifiable room or area generally rented or leased. Leave
blank if not applicable.

_ Use “Intersection” ONLY if the location cannot otherwise be
Intersection identified.

© If you select “Intersection”:

© Type or lookup the Prefix, Street/Highway, Type, Suffix values for
the incident.

_ Use “Rural” ONLY if the location cannot otherwise be identified.

Rural

© If you select “Rural/Directions”:
© Type Directions to the incident location.

© Select an additional descriptor for specifying the incident location for
Vicinity.

To Create A New Basic Incident



© Type or lookup the City, State, and ZIP/Postal Code where the incident
occurred. City is the first of three fields that are part of a single lookup. If
the incident occurred in an unincorporated area, use the city found in the
mailing address for the incident location. The state or province may be
different from the state or province where the fire department is located.
ZIP/Postal Code completes the full address of the incident and provides a
means of linking fire incident data to other geographic and population
factors for comparative analysis at the local and regional levels.

© Optionally complete supplemental address information:
© Press Supplemental Address.

© Type or lookup the Latitude and Longitude ! Supplemental il B
of the incident address. These values, if . e T n—
available, ensure the most accurate plotting Courty Towrsti
for mapping. =[N = -

© Complete remaining fields as needed. Fiap LonghudeLahce o |

© Press OK to save supplemental address.

© Type or lookup the Incident Type code for the actual situation that
emergency personnel found on the scene when they arrived. These codes
include the entire spectrum of incidents the fire department responds to
from fires to EMS to public service. The incident type reported here is not
always the same as the incident type initially dispatched. Incident Type
identifies the various types of incidents to which the fire department
responds and allows the fire department to document the full range of
incidents it handles. This information can be used to analyze the
frequency of different types of incidents, provide insight on fire and other
incident problems, and identify training needs. Generally select the type of
incident found when emergency personnel arrived at the scene, but if a
more serious condition developed after the fire department arrival on the
scene, that incident type should be reported.
The codes are organized in a series, as shown below:

Series Heading

100 Fires

200 Overpressure Rupture. Explosion. Overheat (no fire)
300 Rescue & Emergency Medical Services Incidents
400 Hazardous Conditions (No Fire)

500 Service Calls

600 Good Intent Calls

700 False Alarm & False Calls

800 Severe Weather & Natural Disasters

900 Special Other Type of Incidents

In general, use the lowest numbered series that applies to the incident.
You will have an opportunity to describe multiple actions taken later in
the report.

© Type or lookup the Aid Given or Received status. If mutual aid is received
(1 or 2), mutual aid details are optional. If mutual aid is given (3 to 5)
street, city, state and ZIP validation is relaxed to allow entries outside
your standard entries.
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© Complete Additional Times. If additional times go beyond midnight of the
alarm date, select the lookup to open the calendar. Choose the appropriate
new date, and press OK.

o

o

O

Type time the dispatch center was notified for Dispatch Notif. Leave
empty if not used.

Type the First Arv Scene time. Arrival time should be the same as Last
Cleared Scene if cancelled on the way to a call. Required for all
incidents.

Leave Controlled time blank except for fires. For fires, enter the date
and time that the fire was determined by the incident commander to be
under control. Required for wildland fires; optional for other fires;
otherwise leave blank.

Type the Last Cleared Scene time. Required for all incidents. If
cancelled enroute, enter the time of cancellation.

Complete remaining fields as needed. Press F'1 for more detailed information on entering the
remaining fields and detail records.

To Add Basic Investigation Information
© From the File menu select the Incident Investigations option.

© If the Investigation form with the last modified record is opened,
press New (or Ctrl + N)to add a new record.

© If a blank Investigation form is opened, you are ready to enter a new
record.

O If the Ouery form BN Investigation [l
. . Desciiption Investigation 10 FDID Alarm Date: Incident Number
is displayed, press | | | 7 B
Cancel to add a Basic || efensls | Evidence | Bhistos | Fivesireon || Leadenvolvements | Scens | Activtes | Marative | Dther |
neW record. Start Date Case Status Status Date Compl

. [1na7z008 J |_J| [ J Linked Invastigations |
O Type a basic e — -

. R ase Investigators Laborataries Used None:
description of the Eose |7 o o [ = -
investigation then . j
press Tab. A8 44

O Type an Investigation ... s nvestgaive Information
ID lf knOWIl, or 1eave Code 2 |Description - % Code 2 |Description - %
blank then press Tab. :1 :l
FH automatically A e
assigns an ID ifone T T S T T U [ S [ a0 | e |
isn't entered (if

auto-numbering is

enabled via Administrative Options form Key Counters section).
Complete remaining fields as needed. Note that the investigator listed at the top of the list is
considered to be the primary investigator. Press F'1 for more detailed information on entering
the remaining fields and detail records.

To Create A New Basic Incident



EMS/Search & Rescue Report
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Basic EMS reporting is included with NFIRS 5.0 Incident reporting, and full EMS Incident reporting
is available individually or as part of a bundled system.

NFIRS 5 includes an optional EMS section that gathers EMS related data. The
FH EMS module incorporates the basic NFIRS 5 EMS elements and adds
additional capabilities including the ability to use the entire NHTSA code set.

If the EMS module is not configured for your FH system, EMS Incident
Reports can only be accessed from a NFIRS Fire Incident Report, and all data
elements and features not specifically required by the NFIRS 5 EMS Incident
Report specification are inaccessible.

Validation and available lookup codes vary based on the EMS code set
selected from the Administrative Options form Incident section
EMS/Search & Rescue subsection (accessed from the Administration menu,
select the Administrative Options item, Incident section, then select the
ENMS/Search & Rescue subsection, Code Set section, then press Active EMS
Code Set).

Carefully consider what code set works best for you. Changing code sets after
EMS reports are entered will result in incomplete EMS reports.
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To Add Basic EMS Incident Data
© From the File menu, select the EMS/Search & Rescue Reporting option

EMS/Search & Rescue Reports option.

© If the EMS/Search & Rescue Report form is displayed, press New (or
Ctrl + N).

© If the | EMS/Search & Rescue Report g|§|§]
Ouery EMS Servicelt FOID Alarm Date Alarm Time Incident Mumber Occupancy 1D
form is [1ma7 PR [ | [ [~ | [
displayed’ 1 I ] ] 1 I r k“o Patient
Eress 1 Street Address J | '_ | | '_ J
ancel.

O Values Exact Location J | ‘
au:omgt_lcally il [t = | r r
entered 1n
Service # and | AT |
FDID are
asg(})lciited .||l 2l [l 5
with the —
central station | | S ]
the | | | | O New | &l Browse | | ‘ ﬂ! Close |
Workstation

Options form,

General section Startup & Navigation section Workstation Location field.
Change if necessary.

Type the Alarm Date. This date is when the alarm was received by the fire
department and must be the same as the date for the alarm time. The
Alarm Date, in conjunction with FDID, Alarm Time, and Incident Number
fields, uniquely identifies each incident.

Type the Alarm Time that the alarm was received by the fire department.
Use military time.

Type the Incident Number if known, or leave blank then press Tab to
automatically assign a number (auto-numbering must be enabled via the
Administrative Options form Incident section). Press Yes if prompted to
create a new record.

_ To change EMS Service#, FDID, Alarm Date, or Incident Number
RETGTAESr after the incident is saved, you must renumber the incident via the
Form menu Renumber EMS/Search & Rescue Incident
Reports option.

Complete remaining fields as needed. You will generally add additional information, including
units and personnel, and patient information. Press F'1 and press Click for related topics...
for more information.

To Add Basic Investigation Information
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Occupancy
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The Occupancy & Inspection Management module is available individually or as part of a
bundled system.

Occupancy records are not required to be entered before incidents can be
entered. Occupancy information can be used in incident reports if the
information is included in the occupant record. For example, address
information is automatically filled in to the incident report, structure
information from the occupancy record is added to the incident report for
certain types of incidents, and occupancy contact information can be used to
complete incident involvement records.

To Add New Occupancy Record

© From the File menu, select the Occupancy Management option
Occupancies and Preplans option.

© If the Occupancy form with the last modified record is opened, press
New (or Ctrl + N)to add a new record.

© If a blank Occupancy form is opened, you are ready to enter a new
occupancy.

© If the Query form [ [ [EI)|
is displayed, press | et — ERN | ]

Cancel to add a it | l s | e |

new record.

O Type a description of
the occupancy in | !
Occupancy Name. \ el T [

o Type an Occupancy | N
ID if known, or leave ]
blank then press Tab
if autogenerate IDs is L] i . L ]
enabled in o
Administration
adm [ L[] ow Jom] o[> [o | va|

ptions. Occupancy
ID is used throughout
the system to identify specific occupancies. Press Yes if prompted to add a
new record.

[ CCOE T
ET———

-

iyt
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Type or lookup a valid station code for the Station that would respond to
an incident at this occupancy.

_ These fields can be helpful in generating specific reports. For

Reports example, if you add station information to each occupancy, the
Occupancy List by Station report will list occupancies sorted by
station.

Enter or lookup a Property ID. This field allows multiple occupancies to be
associated with a single property.

_ Use property ID to associate occupancies together when they are
on the same property or under the same roof. Examples include

separate apartment buildings in a complex, strip malls, schools, and
manufacturing facilities. See the FH Help File “To Add
Multi-Occupancy Property Records’ topic for the steps to add
multi-occupancy property records.

Property ID

Enter the occupancy address information into the address fields.
Type the Parcel ID assigned for the occupancy.

_ If your area does not use parcel IDs, you can use this field to track
other numbers assigned to specific occupancies (for example, box

Parcel IDs numbers). You can enter a maximum of 25 characters in this field.

Press Supplemental Address to add additional location information like
latitude and longitude, zone, county, and township. Press OK when
finished.

Check Self-Inspected Occupancy to mark this occupancy as self-inspected.
This attribute can be used to limit lists of occupancies to be inspected.
Check Primary Occupancy to mark the occupancy as the primary
occupancy record of occupancies using a common Property ID.

Check Hide Occupancy in Lookups to remove the occupancy from lookups.
This should not be checked if you will use the Occupancy ID in incident
reports.

Response District and Inspection District both use District lookup
codes. This allows for two separate values since they may be
different.

Complete remaining fields as needed. You will generally add additional information like
building information and preplans. Press F'1 and press Click for related topics... for more
information.

To Add New Occupancy Record
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To Add Inspections & Activities

© From the File menu, select the Occupancy Management option
Occupancies and Preplans option.

© If the Occupancy form is displayed, press Browse (or Ctrl + O),
select the record from the list, then press OK.

00

© Ifthe Query form is displayed, select the record from the list, then

press OK. 1o
. . Occupancy 1D Occupancy Hame
Click the Inspections | =]
o e, T Number
& ACt'l’Vltl'eS tab . Ll I Reinspection [ —
EXlStlng %nspec‘tlons Basic || Violetions | Fiasponsible Pary | Linked Permits | otes | Diter. |
and non-incident pRE—r
Txr14 Inspectar Station Shift Lt
occupancy aqt1v1t1es | | il e |
like plan reviews, — -
public education, etc., S £ Seheduled e ST ErTme S
performed at the B L ! =
occupancy are listed. e e ey
PreSS Add I~ Vialation Notice Sent | 0o [/ J | $0.00
: D ote Sert Fheek Ho Irwvoice: Ho
o If there are lH—J SBRrint Yialation Matice. I I &5 Print Statement.
OUtStandlng " | # | > | b | T Hew | &l Browss | (= | X Delie | e | Bl Closs |
violations for this
occupancy (that is,
there are violations that have empty violation repair dates and no
variance issued), you are prompted to select the violation. Select
violations and press OK to add the violation details automatically to
the inspection detail record, or press Cancel to open the Inspection
form without adding outstanding violations.
© If there are no outstanding violations, the Inspection form is

displayed.
Type or lookup a valid inspection Type code for the inspection.
Enter relevant information about the inspection, including the date the
complaint was called in (Received), the scheduled date the inspection will
be performed (Scheduled), and the date the inspection/activity is actually
performed (Completed).

If Completed is empty, any Violation Notice form printed for the
inspection/activity detail will have no date listed for the inspection date.
Use the last completed inspection/activity detail record for printing
violations for the occupancy.

If you use the optional Accounts Receivable module and an invoice
has been created for this inspection, the Inspection Fee is calculated
for you, but note that any additional fees associated with violations
(if any) are not included in the Inspection Fee.

Accounts
Receivable

Complete remaining inspection fields as needed. Press F1 and press Click for related
topics... for more information.

22
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Staff Activity and Training
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The Staff Management module is available individually or as part of a bundled system.

Staff Activity and Training includes staff records, staff activities, training
classes, and training programs.

Staff records includes basic information about the staff member and is also
used to associate specific staff members with department activities,
equipment master records, and many other detail records such as occupancy
inspections, and hydrant flow tests.

At a minimum, you should add base staff information for every staff member
who will respond to incidents.

To Add New Staff Record
© From the File menu, select the Staff Members option.

© If the Staff form with the last modified record is opened, press New (or
Ctrl + N)to add a new record

© If a blank Staff form is opened, you are ready to enter a new staff

member.
© If the default query for selecting staff records is displayed, press
Cancel. =100
Last First Middle Suffix Staff 1D Alternate 1D
© Type the staff | | [ [ [
member’'s ID in Staﬁ Basic | Contacts | Actiaties | Traiing | Addtions! Records | tates || Geher, |
. = FDID EM5 Service: i Station Shift:
ID if knOWIl, or leave e pies tostatien. | 20007 . | [1037 | |
blank and press the I T e
Eab keyboard 1{ey to IEily State. ZIP Code Status Effective Diate
ave FH [uer IK [ 16001 J l—JI [77 J
automatically aSSign D of Bith Hire Date &djusted Hire Date_End Senvice Date. Careeroluriesr fae tA_ge
an ID (if enabled from I~ A ] Ve of i
5 3 3 Other Stations Fhane Mumbers | E-pailfinteinet Addiesses
the Administration e ) j T ) T, ey ﬂ
menu, i =
Administrative o g
. . . - - 4
Options option in the k =
Database SeCtion Key 1] | 4 | » | Y] | ) Hew | Fi Browss | o sae | X Delete & Print | ¢ Close |

Counters section).

Staff Activity and Training



Staff ID

Staff ID should not be based on information that will change over
time. If there is a department assigned ID that changes over time

(for example, a code based on rank) use the Alternative ID field to
track this department assigned ID.

Complete remaining fields as needed. You will typically add additional detail records for staff
records like administrative information. Press F1 and press Click for related topics... for

more information.

To Add A New Staff Activity Record
© From the File menu, select the Staff Activities option.

© If the Staff Activity form with the last modified record is opened,

press New (or Ctrl + N)to add a new record.

© If a blank Staff Activity form is opened, you are ready to enter a new

staff member.

© If the default query for selecting staff records is displayed, press

Cancel to add a
new record.

© Modify today's Start
Date, if necessary.

Type or lookup the
Default Activity Code
for the activity. The
values you select will
be added to each
participant’s activity
record. You can
modify individual
participant detail
records, or change
this value after adding
participants.

O

o
O

E -1 x|
Start Date Default Activity Code Start Time End Date End Time
e | - | [

1 st | . |
| |
[ ] [
r In In
IS HiiF r
-
= = |r = s
Participant |Eode ‘ Hours‘ antsl Hours Paid|Pay scale |Stal\on ‘Sh\ft |Lln|l U
| | ‘ | [ New £ Browss | ‘ [ Close

Change End Date if different than Start Date.
Activity Description defaults to the description associated with the Activity

Code. You can modify Activity Description if necessary.

o

Generally, incident related activities are added from the NFIRS incident or

EMS incident report. Press F1, press Click for related topics, and follow
the Add Staff Activity to Incident link for the steps to add an activity from
an incident. To associate an activity with an incident outside the incident

record:

© Lookup Incident-Related Activity (FDID, Alarm Date, Incident
Number) to associate this activity with an incident.

24
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© Press either NFIRS Incident Reports, EMS/Search & Rescue
Incident Reports, or Dispatch/Remote Station Incident Reports,
highlight a record, then press OK.

© Check Count this activity as part of incident response to include staff
added to this activity in incident counts.

The values added to the Default Values area fields are added to each staff

member record added for the activity. If necessary, you can edit the values

for specific participant detail records.

© Type or lookup the Station, Shift, Unit of staff members added to the
activity. If most staff share a particular station, shift, or unit, add
values to these fields. These fields can be left empty.

© Type the number of Hours Worked for staff members added to the
activity (can be different than hours paid). Note that depending on the
activity, the Hours Worked value may be greater than zero even if the
participant did not actually work, such as the instance of an activity
for sick leave.

Select at least one Activity Type:

© Select any combination of Fire, Rescue, Medical, Other depending on
the type(s) that best describe the activity. Note that the selection will
be used in reports to determine incident type counts.

© Check Attendance Required if appropriate.

Enter default participant payroll values in the Payroll Calculation area.

To add one staff member, press Add. The Participant Detail form is

displayed.

© Type or lookup the staff member to add to the staff activity in Staff ID.
Other values in this form are brought in from the Staff Activity form
when available. Fields can be modified as necessary.

© Press New to add an additional participant detail, or save and close
detail record.

To add multiple staff to an activity at a time, press Add Group then select

Staff Group Select.... Staff members available to add to the staff activity

are displayed in the left. Listed staff member records are not modified in

any way from the Staff Group Select form.

Specify which Staff Group Select form section to display in the
AP PR TIIT Administrative Options form Stdff section. The Staff Master
section is the default section.

To Add A New Staff Activity Record
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© If the Staff Group Staff Group Select - [11 Listed / 1 Selected] %
Select form Sta Statf in bold have already been added. T — Staff Master Sl Bras
. 'ﬁc il i 1 Eisilo —! Show stafl members rom staf master s mtching the folowing
criteria.
Master section 1s Coberman, Andiew L STALC
1 . Fait, Ay J 2BAIF Rlestare from Saved Criteria
displayed: e s o I
o Add SpelelC Philps. Doug o E50GP o
Risber, James T 38TR -
Status , FDID , Sick\aS‘,Jne T 14TS |
Station Shi ?r;t:;z\jnshta . 1423\_.[5 FDID Slétmn Shift Unit
s T et I | m—
Unit values. ™ Match Above Citera Exacly
When the value I Wiew Hiddan Staft Mernbers SRR S
is included in the ™ Limit the it to staff members avaiable on
Date Time
staff member 7 r
record, the staff —
. g Select Al | Select Hore | Save Group. | Select Using Query... | 0K I Eamzel |
member is listed

(unless the staff

member record is designated as hidden). By default, the staff
member is included in the list if the corresponding field in the staff
member’s record is blank.

© If you have a saved set of criteria, select the set from the Restore
from Saved Criteria drop down field and the values for each field
saved with the set are applied. Save Status, FDID, Station, Shift and
Unit field values as a set by pressing Save Criteria As. When you
wish to modify the set, change the values in the appropriate fields
and press Update Criteria to modify the saved criteria.

© Check Match Criteria Exactly to include staff in the list only if the
values you specify exactly match the corresponding fields in the
staff member record. If a criteria field has a value and the
corresponding field in the staff member’s record is blank, the staff
member is not listed.

© Check View Hidden Staff Members to display staff members that are
designated as hidden.
A staff member record is designated as hidden from the Staff Member form, Other section.
Hiding a staff member helps prevent accidentally adding a staff member no longer with the
department to staff activities while maintaining staff history records for the staff member.
© Check Limit the list of staff members available on and specify a date
and/or time to use as criteria for listing staff. If a staff member has
a specific availability record indicating that the staff member is
NOT available at the entered date and/or time, they will be
excluded. Staff members without availability records are listed
when they meet other criteria regardless of the date and/or time
unless Match Criteria Exactly is checked.

_ Before selecting displayed list of staff to activity, be sure to press
Update Update Criteria if you want changed criteria to be available when
Criteria the criteria is next used. If you want the specific list displayed to be

available as a group, press Save Group As and specify a group name

that will be available from the Staff Groups Select form Saved

Groups section. Saved groups are listed in the Saved Groups section.
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© Select staff to add to activity. Select multiple staff by pressing Ctrl
while selecting. A staff member is selected when the name is
highlighted. Press OK to add selected staff to the activity.

© If the Staff Group StatGraup select - [2 Lsted /1 Selected) =

Select form Station

Roster section is

displayed:

© Select the
Station/Shift/Unit
and
corresponding
staff are listed.

o Select staff to =

add to aCthltY Update Station Roster

SGIECt multip]:e Select Al | Select None | Save Group | Select Using Querny. | (i) I Cancel |
staff by pressing

Ctrl while
selecting. A staff member is selected when the name is highlighted.
Press OK to add selected staff to the activity.

© If the Staff Group Staff Group Select - [3 Listed / 1 Selected] x|
Select form Saved
Group SeCtlon 1S Davidsan, ‘Wendy C 294/CD Group Mame |
displayed: Swank, KevinJ 41K [Saved Group =

© Select group and
corresponding
staff are listed.

© Select staff to
add to activity.

StfionFoster | StaffMaster | Saved Groups

Show staff members assigned to station roster.

Station Shift Lt

Station Fioster Stalf Master Saved Groups

Show staff members in saved group...

Select multiple =
Staff bY pressing g [ Indicates Default Gioup T
Ctrl Whlle Select Al | Select None | Save Group | Select Using Query. | oK I Cancel |
selecting. A staff

member is

selected when the name is highlighted. Press OK to add selected
staff to the activity.
© Change activity details on the Staff Activity - Group Add form as
necessary.
© Press OK to add participant details for selected staff members with the
values you specify.
Complete remaining fields as needed. Press F'1 for more information.

To Add A New Staff Activity Record
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To Add Training Class

© From the File menu, select the Training Classes option.
© If the Training Class form with the last modified record is opened,

press New (or Ctrl + N)to add a new record.

© If a blank Training Class form is opened, you are ready to enter a new

record.

© If the Query form is displayed, press Cancel to add a new record.

o AEHE|
Sttt Date Category Start Time End Date End Time
77 ) | | E |
l | totes | e | l
| | El! Ll
O O O
B [TE] 2 | W r = B
=
= =] —
[attendee [Caiegoy [ Hows| Foinis| Hows Paid[CED [station_[shit Juni
[ [v ] oo | o | | | [ peom

Complete remaining fields as needed. Press F1 and press Using This Form for more
information.

Setting Up Training Programs
Training programs are set up as follows:

© Set up Training Category codes and Staff Activity codes for certification
requirements.

© Add a training program, including:
© training, activity, and elective requirements.

© number of hours required for each training, activity, or elective (or
check Skills Based to accept when objective is met regardless of hours).

© staff members enrolled in the training program.

FH automatically tracks staff member training and staff activities. When a
training activity record with the required training category code and the staff
member is added to FH, the number of hours credited for the class is
automatically subtracted from the corresponding required time in the training
program. When the staff member has taken the number of hours (or more) in
the training category required in the training program, they are recorded as
having satisfied this particular requirement. The same is true when a staff
activity record for a staff member enrolled in a training program is added
using the staff activity code set up as a training program requirement. When
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a training activity record with a training category code within a training
category code group added as an elective and the staff member is added to
FH, the number of hours credited for the class is automatically subtracted
from the corresponding required time in the training program. Note that if a
specific training category is required for a training program AND the training
category is in a training category group added as an elective, hours will be
credited for the specific training requirement and the elective requirement.

To Add New Training Program

© From the File menu, select Training Programs and Certifications option
Training Programs option.

© If the Training Program form with the last modified record is opened,
press New (or Ctrl + N).

© If a blank Training Program form is opened, you are ready to add a
new record.

© If the Query form is displayed, press Cancel.

Training Program N =]
Desciiplion Celification/Frogram Code Duralion in Manths
| | = |
Reguiemen to | Btaff bembers | totes | ot |
Type |Cade [Deseription I Hours| Skl Based [] Requirsment
Training
Hiaurs Skill
Activity
Hours Skl
Electives
Hiaurs Skill
Total
Hours Skl
I 0 Requirement recaords listed fdd | Open | Delete |
W[ |2 ] e | @ | Gow | Xoow | @en | wom |

Complete remaining fields as needed. Press F'1 and press Using This Form for more
information.

Setting Up Training Programs
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Staff Scheduling
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The optional FH Staff Scheduling™ add-on module tracks staff shift scheduling. Integrates with
other medules where staff records are added.

A staff schedule record includes base schedule information, shifts of on and
off duty times, and staff members added for the shifts.

See the FH Staff Scheduling™ Installation Guide for more information on
using this module.
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Apparatus, Equipment, and Inventory
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The Apparatus, Equipment, and Inventory module is available individually or as part of a bundled
system.
Apparatus, Equipment, and Inventory records track equipment information,
maintenance activities, and usage.

Creating New Inventory Records

All apparatus, equipment, and inventory should be entered as individual
records. If a piece of equipment is stored on apparatus and you need to track
the testing or maintenance of the equipment, enter the equipment as an
individual record then associate the equipment with the apparatus (which
should be a separate record) by using the inventory ID of the apparatus in the
Link To Inventory ID field.

To Add Master Inventory Record
© From the File menu, select the Apparatus, Equipment, and Inventory
option Apparatus, Equipment, and Inventory Master Records option.
© If the Inventory form with the last modified record is opened, press
New (or Ctrl + N)to add a new record.

© If a blank Inventory form is opened, you are ready to enter a new
record.

Apparatus, Equipment, and Inventory
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© If the Query form [= aEa
iS displayed, preSS ras:rlpllnn ir\vanlnry\D i‘\nkedmlnventnly\! ,StagJ Unit J
Cancel to add a | spose. | | 1 | st | .|

new record. | ]

Type a Description. | =] [ =]
Add enough | I | i
information to this
field so that you can L. = = || i L]
determine a particular | [ | =] = | = |
piece of equipment
from a list based on
the information | el e
entered in this field.
For example, describe ENEA LT
the item, followed by

the item's dimensions. A hose description might look like this: Hose, 4",
100°.

Type an Inventory ID, or if autogenerate IDs is enabled in Administrative
Options, press Tab to let the program assign an ID. Inventory ID is used
throughout the system to identify specific piece of inventory.

Optionally type a Linked to Inventory ID to link one piece of equipment
with another. For example, a portable pump that is always stored on a
particular attack vehicle. The Linked to Inventory ID field of the portable
pump record should contain the attack vehicle's Inventory ID. Right-click
and select from a list of valid IDs, or type the equipment ID of the
apparatus that this item is on.

Optionally type a Unit to ensure that equipment usage in incidents can be
tracked for the inventory record. When a responding unit is added to an
incident, the apparatus usage records of the apparatus associated with the
unit is automatically updated.

Optionally type or lookup the Staff ID for the member responsible for this
apparatus or equipment if necessary (for example, the staff member the
item was issued to).

mljmim]

[ Wew | | ‘ [l# Clase

& Browse

Open the FH Help File and search for ‘Staff Equipment’ for more information on adding and
reviewing staff equipment.

o

o

Optionally type or look up a Location code. Location can be generic or
specific to a specific apparatus. The location code is also used in generic
equipment records. When adding location codes specific to a piece of
apparatus, make sure that the locations are displayed in the order of a
walk around the apparatus, so when you print the Apparatus Inventory
Checklist report for the equipment record, you can efficiently check the
inventory items as you walk around the vehicle.

Optionally type or look up a Vendor code to associate a specific vendor
with the apparatus and equipment.

Open the FH Help File and search for ‘Vendor’ for more information on adding vendor
records.

o
)

Type or lookup Inventory Class code that best describes the inventory
record.

Optionally specify purchasing/replacement information:
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e Annual Repl Cost is the annual amount set aside to replace
apparatus/equipment.

* Date Received is the date you took possession of the item.

* Hr/Unit Cost is the amount to run equipment (or unit cost for inventory
items).

* Placed in Service is the date you put the item into service.

© Check appropriate Miscellaneous attributes:

© Check Generic Equipment to identify the equipment record as generic.
Since this is a master record, do not check Generic Equipment.
See ‘To Add Generic Inventory Record’ below for the steps to add generic equipment.

© Check Out of Service to identify the equipment as out of service.
'Hidden' records are not displayed in equipment lookups. Units that are
taken out of service should be hidden rather than deleted as you might
need detail records for the out of service equipment.

© Check Hide Equipment in Lookups to mark this equipment as hidden.
Queries that display equipment records can be modified so they
exclude equipment marked as hidden.

© Specify the Quantity Unit indicating the unit of measure associated
with the inventory (for example, ‘Quarts’). This value is displayed after
Quantity fields in usage detail records.
© Last Meter Reading fields and Last Maintenance/Test fields are displayed
for reference purposes.

Complete remaining fields as needed. Press F1 and press Using This Form for more
information.

Tracking Inventory Maintenance

Maintenance records can be added as they are scheduled, or after they have
been performed. Scheduled maintenance adds a scheduled maintenance
record to the Maintenance area of the Maintenance/Test section if you
specify number of days for interval, and check Auto-Create Future
Maintenance Records for this Job. Auto-Create is available any time a value is
entered in the Number of Days field, but we recommend that you do not
automatically schedule critical maintenance items using this feature. Instead,
add critical maintenance records from the Maintenance area.

You can automatically display daily reminders that include equipment due for
maintenance and scheduled maintenance records when you access FH. Access
the FH Help File and search for 'Daily Reminders' then select the View Daily
Reminders topic for more information.

Creating New Inventory Records
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To Add Maintenance/Test Records

© From the File menu, select the Apparatus, Equipment, and Inventory
option Apparatus, Equipment, and Inventory Master Records option.

© If the Inventory form is displayed press Browse (or Ctrl + 0), select
record, and press OK.

© If the Query form is displayed, select record and press OK.

© C(Click the Maintenance/Test tab.
O Press Add. The Maintenance/Test Detail form is displayed.

“Work Order #

EEE J | Cylinder, Camposite, 4500 P51 |
Job Priarity Station Shift
| | | G |
Basic | Details | Usage | Motes | Other. |
Status, Dates. and Times Costs
o Start Date Start Time  End Date End Time  Duration Matified D ate Paits
fe 1201472004 : 000 = 000 =
femw [ [ LF [ owd| |-
Previous Meter Readings Current Meter Readings Time Totals o0 =
Mileage Hours Milsags Hours Staff hours Down hours T =
| 000 | oo | 000 | oo || 000 | 0,00+ o
Yendar Staff ID Total Cost

I{l 4 | | 3 | )Il Applyto &1L | 01 New | & 5ave | X Delets | [l Close |

If you are testing or maintaining multiple pieces of equipment at
Batch the same time, use “Batch Maintenance” from the File menu,
Maintenance select Apparatus Equipment and Inventory, then Batch
Maintenance/Test Entry. You can add similar testing or
maintenance records to all relevant apparatus records.

See the FH Help File “Batch Maintenance” topic for details.

© Type the Work Order # assigned for the maintenance/testing.

© Type or lookup the Job code used to categorize the maintenance or testing
type.

O Select Scheduled and enter the Start Date if this maintenance/test detail
has not been completed. Select Completed and enter the date the
maintenance/detail record was completed in Start Date.

Type the number of Staff Hrs spent for this maintenance/testing.

Type the number of hours the equipment was unavailable due to the
maintenance/testing in Hrs Down.

Type the dollar amount spent for Parts.
Type the dollar amount spent for Labor.
Type or lookup the Staff ID for staff performing the test/maintenance.

OO0 OO

_ Add a staff activity record for the staff member from the Other
section if you want to track staff hours performing
maintenance/testing.

rack Staff Hours
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o0 0 O ©O

To add additional related jobs, press + to add one or ++ to add multiple
additional records.

Available fields in the Details section vary depending on the inventory
type. “Pump”, “Hose”, and “SCBA"” inventory types include specialized
values in this section.

Track the use of consumables used for this maintenance/test in the Usage
section.

Type additional information about the maintenance/test in the Notes
section.

Add user fields, add attached files, access record modification history, and
add staff activities for this maintenance/test in the Other section.

Save and close maintenance/test detail record.
Save and close inventory record.

To Add Scheduled Maintenance

o

00

From the File menu, select the Apparatus, Equipment, and Inventory
option Apparatus, Equipment, and Inventory Master Records option.

© If the Inventory form is displayed press Browse (or Ctrl + 0), select
record, and press OK.

© If the Query form is displayed, select record and press OK.

Click the Maintenance/Test tab.

Press Add located below the Scheduled Maintenance area to schedule

maintenance or testing. The Scheduled Maintenance/Test Detail form is

displayed. Maintenance records added to the Scheduled Maintenance

section do not create maintenance records in the Maintenance section.
You must run a report to identify when a scheduled maintenance record is

due . /2 Scheduled Maintenance / Test Detail x|
Inventary 1D
Type or lookup the Job Code for the : | [ ot
maintenance or testing. — l
Enter Performance Interval
Values: Mileage interval - Elapzed miles
© If you enter a value in Mileage Loy Eiselor
[ 4 ]
Interval, the Nurber of days “or- Elapsed days
maintenance/testing indicates "
that maintenance iS due everY ;?:;g:ele. Readings " I’;;:Ia;:lel Readings [::ui:.lnh Code)
time the number of miles l 088 oIz 00 D
specifjed e]apses . A e e M e
Station Shift
© If you enter a value in Hour T T owen | @see | xoee | oo

Interval, the
maintenance/testing is scheduled every time the number of hours
specified elapses.

© If you enter a value in Number of Days, the maintenance/testing is
scheduled every time the number of days specified elapses.

Tracking Inventory Maintenance
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© Select Auto-Create Future Maintenance to schedule future records based
on the usage. This option is only available if a value is entered in Number
of Days.

_ Do not rely on auto-scheduled maintenance/testing for critical
Critical items that must be tested at a precise interval if intervals other
Maintenance than days are used. If values other than days are used, maintenance
may actually be due for maintenance before the date in the
scheduled maintenance record, depending on usage.

© Press Save.

© If Auto-Create Future Maintenance is checked, the Define
Auto-Maintenance Parameters form is displayed. Add information
about maintenance records then press OK.
© Press Close.
© Save and close inventory record.

To Run Maintenance Due Report

© Select the Reports menu Apparatus, Equipment, & Inventory Reports.

O Select the Apparatus & Equipment Maintenance Reports category
Equipment Due for Scheduled Maintenance report.

© Press Run.

© Select output, then press OK.

© Complete query parameter values to limit included records, or leave as is
and press Run Query to list all records.

About Generic Equipment

Generic equipment is a class or group of equipment that is usually not kept in
the same location and is not specifically tested. Items that are kept in one
location or that require test and maintenance details should not be added as
generic equipment. Once you have added the generic equipment record
(entered as a standard inventory record with Generic Equipment checked) you
can add this generic equipment to the inventory record that the generic
equipment is located on.

If you have set up Equipment Location lookup codes specifically for the
primary apparatus, and run the Apparatus Inventory Checklist report, all
generic equipment and equipment linked to the main apparatus will be listed
by the equipment location. Note that for this to work properly, you should set
up the equipment location codes so they are sorted as the locations would be
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situated during an inventory check (that is, walk from one location to the
next).

To Add Generic Inventory Record

© From the File menu, select the Apparatus, Equipment, and Inventory
option Apparatus, Equipment, and Inventory Master Records option.

© If the Inventory form with the last modified record is opened, press
New (or Ctrl + N)to add a new record.

© If a blank Inventory form is opened, you are ready to enter a new
record.

© If the Query form [= agm
iS displayed, preSS ;:)ESDHD[IDI’\ ir\vanlnw\D ;Jnkedmlnventnw\! ,StagJ Unit J
Cancel to add a | oo | | | | st | . |

new record. | ]

© Type a Description. | | | |
Add enough [ I | I
information to this
field so that you can [ = & | i )
determine a particular | | = A7 | A
piece of apparatus
from a list based on
the information | | frem—,
entered in this field.
For example, describe
the item, followed by
the item's dimensions. A hose description might look like this: Hose, 4",
100°.

© Type an Inventory ID, or if autogenerate IDs is enabled in Administrative
Options, press Tab to let the program assign an ID. Inventory ID is used
throughout the system to identify specific piece of inventory.

© Check Generic Equipment. Generic equipment is added to master
inventory records from the Linked Inventory section.

Complete remaining fields as needed.

1717

[ [ ][] e | civme | | | e |

To Link Generic Equipment To Inventory Record
© From the File menu, select the Apparatus, Equipment, and Inventory
option Apparatus, Equipment, and Inventory Master Records option.
© If the Inventory form is displayed press Browse (or Ctrl + 0), select
the record that the generic equipment will be added to, and press OK.

About Generic Equipment
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© If the Query form is displayed, select the record that the generic
equipment will be added to and press OK.

Description

Inventory [0

Linked to Inventony [0 Station Unit

| Engine 61

ENGET-15992 \

CEK]
N e [

00 000

Q00O

Basic l Specs... l HMaintenance/Test | Usage/Puchasing .Li';'i;éau‘.';'..\:;éﬁ.tg@j]Hotes I Other.. l

Location Description

CROSOT

HOSE400 Hose, 4 MMHBEOT tain Hoze Bed 1000.00

4 |

n

|2 Inventary Generic E quipment records listed Equipment Hisrarchy. . | Add | Open | Remove Lirk |

| | | | O Mew ‘ & Browse ‘ B save ‘ K Delets | & Print | [* Close: |
Click the Linked Inventory tab.
Press Add. The Generic Equipment Detail form is displayed.
Type or lookup the equipment number .
for the generic equipment you wish to F—"
add to the current equipment record in 'L‘d =l
Generic Inventory ID. When you [ Bl
perform a lookup a list of inventory T T
records marked as “Generic Equipment”
is displayed. .
Type or lookup the Location Code.
Type the number of generic equipment
items in Quantity.
Type the value of the generic v | @ | oue Mn:'

equipment in Unit value. The total

value (Quantity times Unit Value) is
displayed in Total value.

Type notes on the generic equipment detail record.
Save and close Generic Equipment Detail form.
Save and close the Inventory form.
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Hydrant Management

O O%X Ly s oa & 85 a4 » (B = £ 5 B B

Incident  EMS  Investign Occup Inspect  Staff  Activity  Training Program  Sched Inventory Hypdrant Account Invoice  Journal
Hydrant Management is available individually or as part of a bundled system.

Maintain complete records of hydrants and hydrant-related activities.

Hydrant records include basic hydrant information like make, owner, and
capacity, and provides a central are for tracking hydrant activities like
inspections, repairs, and flow tests.

To Add New Hydrant Record

© From the File menu, select the Hydrant Management option Hydrant
Master Records option.

© If the Hydrant form is displayed, press New (or Ctrl + N)to add a
new record.

© If the Query form B — =iE[
. . 1 d Mumber Prefix  Street/Highway Type Suffix Station Hydrant No.
is displayed, press [ 1 [ | iR cal
& |ntersection  Prefix  Steet/Highway Type Suffis District Main D
Cancel to add a o M ol | -
new record. Basic || Dontacts | Actlities | FlowTests | etes | Dtber.. | I” Qutof Service
© Type or lookup the s ||
Number, Prefix, | L] | oA [ |7
Street/Highway and === |, Mg |
Type . Wlain Tope Hain Sice GRH Flow @ 20 i
| | = I
0 TYpe th.e Hydr'.ant ]\.]-O' Walve Location Yalve Size Steamer Size Flow @ 10 psi Flos & 0)psi
that uniquely identify | [Towd [ ool ||| |
the hydrant. Hydrant Location In/0ut of Service & Other History
City State ZIF Code
(o) Complete hYdrant [Buter R ED || Sl s | Supplemental History
SpeC]‘flcatlonS area I | 4 | | 2 | 1] | [ Mew | £ Browse W Save X Delete | &5 Print.. | HI# Close

values as needed:

© Type or lookup the Hydrant Class. Use the Class code to specify
available types of hydrant records.
© Type or lookup the Main Type the hydrant is connected to.

Complete remaining fields as needed. Press F'1 and press Using This Form for more
information.

Hydrant Management
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Accounts Receivable (Cost Recovery)

O O%X Ly s oa & 85 a4 » (B = £ 5 B B

Incident  EMS  Investign Occup  Inspect  Staff  Activity  Training Program  Sched Inventory Hypdrant Account  Invoice  Journal

™

The optional FH Accounts Receivable™ add-on medule is for tracking billing events generated from
billable event records located throughout FH.
The FH Accounts Receivable module maintains a record of money owed to
your department. There are three important parts of FH Accounts Receivable:

e Account records.
e Invoice records.
e Payments/credit records.

Account records include information about the entity owing money to your
department, including basic contact information and a record of all money
owed and money payed by the account.

Invoice records details the amount of money owed to your department. All
invoices relate to a specific account record.

Payments and credit adjustments are entered and applied to an “account”.
When a payment is received, the account ID is entered and all open invoices
for that account are displayed. Payment can be applied to one or multiple
open invoices.

After adding account records and setting up lookups (all detailed in chapter 2)
you simply use FH as you would normally, adding occupancy inspections,
hydrant activities, incidents, etc. Invoices can be generated as activities are
added or, when relationships between account records and specific records
have been set up, can be generated via the batch generate invoices feature.
Once invoices are created, they are printed and sent to the account contact.
When payments are received, apply the payments to the account. Reports are
available at every step.

See the FH Accounts Receivable™ Installation Guide for more information on
using this module.
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Department Journal

The Department Journal is the central command system that graphically
displays all of your department events on a calendar. Displayed events
include department events, fire and medical incidents, occupancy activities,
equipment maintenance/testing, training classes, non-incident activities, and

hydrant flow tests/repairs.

About Event Display

You can specify what events
will be displayed by browsing
the month and year displayed
or by selecting a specific date.
When a specific date is selected,
you go directly to the specified
date without querying to
display events for the month

s rn
Mon Jun 14, 2004
< June } < 2004 } Stat [End | Description

23

30

reaey | [ [k [@[0[a]%[6[2[8

Hew | Edit | Delete: | EhPrint | [jl# Close |

and year, so this is the recommended method when using the journal in a
system with numerous records. You can also filter events by station(s),
shift(s), or unit(s), limit events to specific shift time ranges, and select which
records to include. Events added after the Department Journal form is
displayed are not automatically added, but can be included by pressing

Requery.

To Browse Month and Year

Clicl to display

the previous Click to display the

month

To View A Selected Date

next month

N - (- M

Click to display the
previous year

Click to
display the
next year

© Select the File menu Department Journal option.
© Press Options, then select the Select Date option.

Department Journal
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© Specify a Select Date value, or press Calendar and select a date then press
OK.

© Press OK.
© Press Close if finished.

To Set Filtering

O Select the File menu Department Journal option. The current year’s
month is displayed with the current day highlighted. Events for the
highlighted day are displayed to the right.

© Press Filtering. The Filtering Options form is displayed.
You can select more than one code for station, shift, and unit. See the FH Help File, access the
Search tab, then type "Select Multiple Records".
© Type or lookup Station(s) to include in department journal.
© Type or lookup Shift(s) to include in department journal.
© Type of lookup Unit(s) to include in department journal.
© Check Ignore items without Station, Shift, or Unit to exclude events
with blank Station, Shift, or Unit values (only events that have an
explicit match in Station, Shift, or Unit are included).
© Press Apply Filter to apply entered values and view results.
© Press Close to close the Filtering Options form.
© Press Close if finished.

To Set Shift Times

© Select the File menu Department Journal option. The current year’s
month is displayed with the current day highlighted. Events for the
highlighted day are displayed to the right.

© Press Shift Times. The Shift Times form is displayed.

© Type the Shift Length and Start Time.

© Press Apply Filter to apply entered values and view results.
© Press Close to close the Shift Times form.

© Press Close to close the Department Journal form.

To Specify Event Types to Display

© Select the File menu Department Journal option. The current year’s
month is displayed with the current day highlighted. Events for the
highlighted day are displayed to the right.

© Select the event types to include in the journal. A specific event is selected
when it is “pressed down” (like this ):

© Press il to include fire incident reports.
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© Press EI to include EMS incident reports.

© Press to include dispatch/remote incident reports

© Press to include department events.

© Press !I to include training classes.

© Press | to include non-incident activities.

© Press @I to include occupancy inspections and activities.

© Press ﬁl to include inventory maintenance and test records.

© Press AI to include hydrant activities.
© Press Close to close the Department Journal form.

To Display Events Added After Department Journal Display

© Select the File menu Department Journal option. The current year’s
month is displayed with the current day highlighted. Events for the
highlighted day are displayed to the right.

© Press Requery. Events added after the Department Journal was
accessed are included in the calendar.

O Press Close to close the Department Journal form.

Opening and Editing Events From The Journal

You can view a displayed record directly from the department journal.

To Open Event from Journal

© Select the File menu Department Journal option. The current year’s
month is displayed with the current day highlighted. Events for the
highlighted day are displayed to the right.

© Double-click the text description for the event you want to display. The
event is opened.

Save and close event form when finished.
Press Close to close the Department Journal form.

00

About Event Display
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To Add New Records from Journal

© Select the File menu Department Journal option. The current year’s
month is displayed with the current day highlighted. Events for the
highlighted day are displayed to the right.

© Press New then select the entry type. Valid types:

* Dispatch/Remote Station Incident Report.
* NFIRS 5 Incident Report.
* EMS/Search & Rescue Incident Report.
* Incident investigation.
* Department Event.
e Training Class.
e Staff Activity.
* Occupancy.
* Occupancy Inspection/Activity.
e Apparatus, Equipment or Inventory Item.
e Apparatus/Equipment Maintenance.
* Inventory Usage.
e Hydrant.
* Hydrant Flow Test/Activity.
© When you select the type, the appropriate form is displayed, ready for data
entry.
© Add information as needed, then save and close.
© Press Close to close the Department Journal form.
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Printed Reports and Queries

Printed reports provide access to all of the data your department has entered.
Shipped with over 300 preset reports, reports are available for reporting on a
multitude of different situations. Printed reports are not limited to print, they
can be viewed on the screen and output to a variety of different formats.
Queries are used to browse FH records, and can be used to output FH data to
a variety of formats.

To Run a Report

© From the Reports menu, select the area containing the report. The
Reports form is displayed.

rn.

[ Incident Reports A

- Aid Responzes by Departrment

- hid Fesponzes by Department [Summary]

- Aid Fesponzes by Incident

- bwg Fezp Time of the First Ariving Unit

- Awg Fezp Time of the Second Ariving Unit
Enroute Response by Unit

- Fire and EMS Combined List by Incident Mumber

- First Unit Arrival Responze Time Analysis

- Second Unit Arrival Responze Time Analysiz

- Unit Responze Time Analysis

- Unit Aesponses by Incident

- Unit Rezponses by Lnit

[l Dispatch/Remote Station Reports

[£INFIRS Incident Reports

[FIEMS /Search & Rescue Reports

[H Investigation Reports

Incident Reports were
selected in this example.
You can open any report
categories or press Find...

PPLLLL e

Occupancy Management Reports Options...
Staff. Activity. and Training Reports to SearCh for a report b)’
E Apparatus, Equi el v Report Find name.
Hydrant Management Reports G
icing and A Recei Rep -
Administrative Reports l— Shaow Hidden
Daily Reminder Reports Dizplay Query Type
Department Journal Reports “ &l j
J Categories. ..
J Close

_ Add frequently run reports to your report shortcuts to save time.
Favorites If you are not sure where to look for a specific report, try the
search feature. Press Find.

Printed Reports and Queries 45
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© Highlight the report, then press Run. The Output Report To form is
displayed.
O Select an output format.

. . x|

O SeleCt SC?‘een ].f You Wal’lt tO pI'eVIGW Select Output Type Description of Selected Output Type
the report before printing. S |G

© Se}ect Default Printer to use tl}e (‘:ZT'ML‘ e
printer set up as the workstation « FOF
default. If you need to change default SR =
printer settings press Printer Setup | [
at the bottom of the form and select P g ||
th_e prlnter to us_e as the defa_lllt . Mumber of Copies [~ Frirt  Blark Form with Mo Data
printer for all Windows applications. | TE| Hedustanas i

© Select Select Printer to specify a I~ i Hange: | = 14
printer to direct the report to a printer x| coms
other than the default without |
changing the default printer.

© Select HTML (Graphical) to output the report in HTML format. HTML
files can be viewed and printed by many software programs (all
internet browsers and many text editing programs).

© Select PDF to output the report in a PDF format. PDF files can be
viewed and printed by Adobe® Reader®, free software available from
Adobe.

© Select Other File Type and select from external data formats like Excel
compatible spreadsheet (only available when output results in
formatted tables).

© Press OK.
© If the report does not include any filters, the report is output as

specified.
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If the report includes user-specified filters, the Query Parameters

form is displayed.

w~ Query Parameters - Activity & Training Hours/Points Detail LI
Parameter Mot (Criteria W alue ? |lgnore Case Logical ;I
M Activity/Training D ate ["|Between || And |
Staff 1D = In And
Last Mame = Il And
Station = ] And
Activity Code = r and
Training Code = N And
Fire = And
Medical = And
Rescue = And
Other =
=
llil Add | Remave |
[V Ignore parameters which are not required if no value is specified. Saved Filters... | Biun Query | Cancel |

An example of the Query Parameters form.

© For each listed parameter, you can specify criteria (for example,
equal to, less than, etc.), and enter a value. Leaving a parameter
without a specified value includes all available records (that is, all
possible records are included).

Parameters

You generally will not need to modify the parameters. Check Not
to include records that do not have the value specified in the Value
field. Lookup values, if available, can be displayed by pressing in
the ? field. Check Case to ignore capitalization of the parameter
value. Specify “And” or “Or” in Logical. “And” is most common,
“Or” will result in values if either parameter values is present,
“And” will exclude values if either parameter value is not present.
In some instances, you can lookup the Value.

If the Add button is accessible, you can press Add to add
additional parameters. If the Having section is accessible, you can
add additional parameters. The difference between the Filter and
Having section is the Filter section filters out data before it is
included in the results table. The Having section filters out data
that is included in the results table.

© Press Run Query to run the report and all records that match the
specified criteria are displayed.

To Run a Report
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To Run a Query

© From the Tools menu, select the Queries option. The Queries form is
displayed.

u~ Queries

Occupancy Managemenf-Queries

Staff, Activity and Train Queries
Scheduling Queries

Equipment and Inventory Queries

Hydrant Management Queries

[ Invoicing and A tz Receivable Queries
Administrative Queries

Departmental Event Queries

]

You can open any query
categories or press Find...
to search for a query by
Find... name.

Options....

dadamdl

Dizplay Query Type

Close

[

J Lategories
/]

© Highlight a query, then press Run.

© If the report includes filters, the Query Parameters form is displayed.
Enter parameter values then press Run Query.

You can output queries to a printer or external file format, or copy the
query results to the Windows clipboard to be pasted into an external
program.

© To output to a report to a printer or external file format, press Options
then select Print or output to. The Output Report To form is displayed.

© Select an output format.
© Select Screen if you want to preview the report before printing.

© Select Default Printer to use the printer set up as the workstation
default. If you need to change default printer settings press Printer
Setup at the bottom of the form and select the printer to use as the
default printer for all Windows applications.

© Select Select Printer to specify a printer to direct the report to a
printer other than the default without changing the default printer.

© Select HTML (Graphical) to output the report in HTML format.
HTML files can be viewed and printed by many software programs
(all internet browsers and many text editing programs).

© Select PDF to output the report in a PDF format. PDF files can be
viewed and printed by Adobe® Reader®, free software available
from Adobe.
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© Select Other File Type and select from external data formats like
Excel compatible spreadsheet (only available when output results in

formatted tables).
© Press OK.
© Press Close.

To Run a Query
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