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COURSE GOAL

The course goal is to enable students to use the National Fire Incident Reporting System (NFIRS) with evolving
technologies to assist the fire service and information partners in making better data-driven decisions that address fire
and life safety issues.

AUDIENCE, SCOPE AND COURSE PURPOSE

This course is for a broad audience that may include a range of titles, from administrative fire officers to firefighters,
information technology (IT) personnel, systems operations and management, systems administration, systems
analysts, and support staff. The class is designed for individuals who analyze jurisdictional data and provide or use
comprehensive reports. This includes chief officers who need data for planning purposes and who also are not familiar
with data tools and data entry.

The NFA’s computer lab is used extensively for this course. Every day of the course, students will be expected to
complete a lab assignment during the class time set aside for lab work. Skills learned during the lab will be applied
to the student’s own jurisdiction’s data, with the ultimate outcome being an individual *“action plan.” Labs include:

. The Summary Output Reports Tool (SORT).

. The Federal Client Tool (FCT), administering user accounts and the Data Dictionary.
o Importing into Excel and creating PivotTables.

. Charting and graphing techniques.

. Mapping incidents and resources.

Class activities require knowledge of NFIRS coding, as well as familiarity with Microsoft Excel and individual state
systems, which can be obtained by completing the pre-course assignment. Students will be directed in the Admissions
Acceptance Letter to access the pre-course information and contact the NFIRS state program manager four weeks
prior to the start of class to obtain permission for data access for use during the training.

The course units are:

National Fire Incident Reporting System Overview.
Incident Reporting.

National Fire Incident Reporting System Modules.
Data Analysis and the Decision-Making Process.
Managing the National Fire Incident Reporting System.
Action/Analysis Plan.

Course Project.

At the end of this training, students will be able to:

Describe how NFIRS can have an impact on fire and life safety decisions.

Use NFIRS to complete an accurate incident report and populate an incident database for their jurisdiction.
Apply an analysis process using NFIRS data to identify outcomes for a decision package.

Evaluate their jurisdiction’s current NFIRS program in order to improve the quality.

Develop an individual action plan.

Vii
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GRADING METHODOLOGY

Quizzes

o Quiz 1 on Pre-Course.
. Quiz 2 on Unit 1.

o Quiz 3on Unit 2.

° Quiz 4 on Unit 3.

o Quiz 50n Unit 4.

Final Exam

Graded Lab Activities

. Activity 1.4: Using the Summary Output Reports Tool.

. Activity 2.4: Installation and Setup of Federal Client Tool.

. Activity 3.3: Managing Errors With Excel.

. Activity 3.4: Using PivotTable Templates.

. Activity 4.2: The PivotTable Analysis Process.

. Activity 4.3: Presenting Your Findings — Charting and Graphing Techniques.
o Activity 4.4: Mapping Incidents and Resources.

. Activity 6.1: Action/Analysis Plan.

Participation in Course Project
Long-Term Evaluation

Sign up, and complete the questionnaire. Students and supervisors both complete the questionnaire.
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SCORING RUBRICS

Each student will be scored on each of the following graded activities according to the scoring rubric. Activities are
weighted differently because of their level of difficulty and the amount of time that is required for students to
accomplish the course objectives associated with the activities.

Activity 1.4: Using the Summary Output Reports Tool.

Activity 2.4: Installation and Setup of Federal Client Tool.

Activity 3.3: Managing Errors With Excel.

Activity 3.4: Using PivotTable Templates.

Activity 4.2: The PivotTable Analysis Process.

Activity 4.3: Presenting Your Findings — Charting and Graphing Techniques.
Activity 4.4: Mapping Incidents and Resources.

Activity 6.1: Action/Analysis Plan.

Xi
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ACTIVITY 1.4 SCORING RUBRIC

Name:
: Activity - : Activity I
Unit Number Activity Title Time Objectives
1 1.4 Using the Summary 60 min. Provide students instruction and hands-on

Output Reports Tool

experience working with the Web-based
reporting tool to create reports of interest to the
jurisdiction.

Use their NFIRS user account to generate a
variety of summary reports from their online
NFIRS data.

Scoring Rubric

Student did not attempt this task.

Student attempted this task but did not demonstrate the knowledge and skill to complete it.

Student demonstrated the knowledge and skill necessary to complete this task but was unable to finish.

WIN|FPO

Student completed this task and attained the desired results.

Xiii
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ACTIVITY 2.4 SCORING RUBRIC

Name:
: Activity - : Activity .
Unit Number Activity Title Time Objective
2 2.4 Installation and Setup 95 min. Use the Federal Client Tool (FCT) to manage
of Federal Client Tool NFIRS user accounts and import data.

Scoring Rubric

Student did not attempt this task.

Student attempted this task but did not demonstrate the knowledge and skill to complete it.

Student demonstrated the knowledge and skill necessary to complete this task but was unable to finish.

OB IN|O

Student completed this task and attained the desired results.

XV
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ACTIVITY 3.3 SCORING RUBRIC

Name:
: Activity p— Activity I
Unit Number Activity Title Time Objective
3 3.3 Managing Errors With 40 min. Provide students a process to view and manage

Excel

errors generated during a data transaction file
import into the FCT using Excel.

Scoring Rubric

Student did not attempt this task.

Student attempted this task but did not demonstrate the knowledge and skill to complete it.

Student demonstrated the knowledge and skill necessary to complete this task but was unable to finish.

| [INO

Student completed this task and attained the desired results.
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ACTIVITY 3.4 SCORING RUBRIC

Name:
. Activity p— Activity .
Unit Number Activity Title Time Objectives
3 34 Using PivotTable 40 min. Run the Pivot NFIRS_PM query tool in Access
Templates on your own NFIRS data.

Gain the knowledge and skills necessary for you
to integrate the PivotTable Template with your
own NFIRS data.

Scoring Rubric

Student did not attempt this task.

Student attempted this task but did not demonstrate the knowledge and skill to complete it.

Student demonstrated the knowledge and skill necessary to complete this task but was unable to finish.

WIN| PO

Student completed this task and attained the desired results.

XiX
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ACTIVITY 4.2 SCORING RUBRIC

Name:
. Activity p— Activity .
Unit Number Activity Title Time Objective
4 4.2 The PivotTable 40 min. Construct a PivotTable view to analyze complex

Analysis Process

multidimensional fire service problems.

Scoring Rubric

Student did not attempt this task.

Student attempted this task but did not demonstrate the knowledge and skill to complete it.

Student demonstrated the knowledge and skill necessary to complete this task but was unable to finish.

WIN | |O

Student completed this task and attained the desired results.

XXi
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ACTIVITY 4.3 SCORING RUBRIC

Name:
: Activity p— Activity .
Unit Number Activity Title Time Objective
4 4.3 Presenting Your 60 min. Construct a graph using proper guidelines to

Findings — Charting
and Graphing
Techniques

support the analysis of a problem or question.

Scoring Rubric

Student did not attempt this task.

Student attempted this task but did not demonstrate the knowledge and skill to complete it.

Student demonstrated the knowledge and skill necessary to complete this task but was unable to finish.

WIN| PO

Student completed this task and attained the desired results.
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ACTIVITY 4.4 SCORING RUBRIC

Name:
: Activity p— Activity I
Unit Number Activity Title Time Objective
4 4.4 Mapping Incidents and 60 min. Use Microsoft Excel to conduct geospatial

Resources

incident mapping and fire data analysis.

Scoring Rubric

Student did not attempt this task.

Student attempted this task but did not demonstrate the knowledge and skill to complete it.

Student demonstrated the knowledge and skill necessary to complete this task but was unable to finish.

WIN | |O

Student completed this task and attained the desired results.

XXV
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ACTIVITY 6.1 SCORING RUBRIC

Name:
. Activity - : Activity I
Unit Number Activity Title Time Objectives
6 6.1 Action/Analysis Plan 180 min. | Develop an analysis plan to address a problem or

question in your organization.

Develop a PivotTable using extracted NFIRS
data to support the analysis plan.

Scoring Rubric

extracted data clearly supports the Analysis Plan.

0 Student did not attempt this task.

2 Student attempted the Analysis Plan but did not demonstrate the knowledge and skill to complete it.

4 Student demonstrated the knowledge and skill necessary to complete the Analysis Plan but was unable
to finish.

6 Student completed the Analysis Plan and attained the desired results.

8 Student completed the Analysis Plan and the PivotTable using extracted NFIRS data.

9 Student completed the Analysis Plan and the PivotTable using extracted NFIRS data, and the

XXVii
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COURSE EVALUATION PLAN
Summary Evaluation Plan and Scoring Sheet

The summary evaluation plan of the R0491 “National Fire Incident Reporting System: Program Management”
(NFIRS: PM) course is as follows:

% of Weighted Point
Ass_?_sosglwent Assignment Point Score Final Score Toward
Grade Final Grade

1 Quiz 1 on Pre-Course 5%
2 Quiz 2 on Unit 1 5%
3 Quiz 3on Unit 2 5%
4 Quiz 4 on Unit 3 5%
5 Quiz50n Unit4 5%
6 Activity 1.4: Using the Summary 3%

Output Reports Tool
7 Activity 2.4: Installation and Setup of 6%

Federal Client Tool
9 Activity 3.3: Managing Errors With 6%

Excel
10 Activity 3.4: Using PivotTable 3%

Templates
11 Activity 4.2: The PivotTable Analysis 3%

Process
12 A_ctl\_/lty 4.3: Prese_ntlng Your _ 30

Findings — Charting and Graphing

Techniques
13 Activity 4.4: Mapping Incidents and 30

Resources
14 Activity 6.1: Action/Analysis Plan 9%
15 Final Exam 39%

Final Course Grade 100% _1100%

XXiX
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To successfully complete the course, a minimum of 70 percent must be achieved. (A letter grade of “C” is required.)
Enter the student’s score in the Course Grade Record.

Numerical Score Letter Grade
100-90 A
89-80 B
79-70 C

69 and below F

XXX
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SCHEDULE
TIME DAY 1 DAY 2
Quiz 2 on Unit 1
8:00 - 9:00 Introduction, Welcome and Administrative
Unit 2: Incident Reporting
9:00-9:10 Break Break
Unit 2: Incident Reporting (cont’d)
LSJnS':eln; Noa\l;[é?\r)?gv\'lz"e Incident Reporting Activity 2.1: National Fire Incident Reporting
9:10 - 10:40 y System Benefits
Activity 1.1- Introductions Activity 2.2: Conquering the “Unknowns” —
National Association of State Fire Marshals
10:40 - 10:50 Break Break
Unit 1: National Fire Incident Reporting
10:50 - 12:00 System Overview (cont’d) Unit 2: Incident Reporting (cont’d)
Quiz 1 on Pre-Course
12:00 - 1:00 Lunch Break Lunch Break
Unit 1: National Fire Incident Reporting
System Overview (cont’d) Unit 2: Incident Reporting (cont’d)
1:00 - 2:15
Activity 1.2: National Fire Incident Reporting | Activity 2.3: Open Top Tank Explosion
System Management Functions
2:15-2:30 Break Break
Unit 1: National Fire Incident Reporting
System Overview (cont’d)
Unit 2: Incident Reporting (cont’d)
230 - 5:00 Lab Activity 1.3: National Fire Incident

Reporting System Resources

Lab Activity 1.4: Using the Summary Output
Reports Tool

Lab Activity 2.4: Installation and Setup of
Federal Client Tool

Day 1 Homework:
Study for Quiz

Day 2 Homework:
A. Icebreaker at Pub
B. Study for Quiz

XXXi
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TIME DAY 3 DAY 4
Quiz 3on Unit 2 Quiz 4 on Unit 3
8:00 - 9:00 Unit 3: National Fire Incident Reporting Unit 4: Data Analysis and the Decision-
System Modules Making Process
9:00-9:10 Break Break
Unit 3: National Fire Incident Reporting Unit 4: Data Analysis and the Decision-
System Modules (cont’d) Making Process (cont’d)
9:10 - 10:20
Activity 3.1: How Many Incidents, How L . . .
Many Exposures, How Many Modules Activity 4.1: Data and Decision-Making
10:20 - 10:30 Break Break
10:30 - 12:00 Unit 3: National Fire Incident Reporting Unit 4: Data Analysis and the Decision-
' ' System Modules (cont’d) Making Process (cont’d)
12:00 - 1:00 Lunch Break Lunch Break
Unit 3: National Fire Incident Reporting
1:00 - 215 System Modules (cont’d) Unit 4: Data Analysis and the Decision-
' ' Making Process (cont’d)
Activity 3.2: Fire Scenario
2:15-2:30 Break Break
Unit 4: Data Analysis and the Decision-
o i . . . Making Process (cont’d)
Unit 3: National Fire Incident Reporting
System Modules (cont’d) Lab Activity 4.2: The PivotTable Analysis
) i Lab Activity 3.3: Managing Errors With Process
2:30 - 5:00 Excel
Lab Activity 4.3: Presenting Your Findings —
Lab Activity 3.4: Using PivotTable Charting and Graphing Techniques
Templates Lab Activity 4.4: Mapping Incidents and
Resources

Day 3 Homework:
A. Activity 4.1: Data and Decision-Making
B. Study for Quiz

Day 4 Homework:
Study for Final Exam
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TIME DAY 5 DAY 6
8:00 - 9:00 Quiz 5 0n Unit 4 Unit 7: Course Project
9:00-9:10 Break Break
Unit 5: Managing the National Fire Incident
9:10-10:20 Reporting System Lab Activity 7.1: Data Analysis Course Project
Activity 5.1: TurningPoint Exercise
10:20 - 10:30 Break Break
10:30 - 12:00 | Einal Exam Lab A’\ctlwty 7.1: Data Analysis Course Project
(cont’d)
12:00 - 1:00 Lunch Break Lunch Break
1:00 - 2:15 Unit 6: Action/Analysis Plan Lab A’\ctlwty 7.1: Data Analysis Course Project
(cont’d)
2:15-2:30 Break Break
Unit 6: Action/Analysis Plan Course Wrap Up
2:30 - 5:00

Activity 6.1: Action/Analysis Plan

Graduation

XXXiii
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FIREFIGHTER CODE OF ETHICS

Background

The Fire Service is a noble calling, one which is founded on mutual respect and trust between firefighters
and the citizens they serve. To ensure the continuing integrity of the Fire Service, the highest standards of
ethical conduct must be maintained at all times.

Developed in response to the publication of the Fire Service Reputation Management White Paper, the
purpose of this National Firefighter Code of Ethics is to establish criteria that encourages fire service
personnel to promote a culture of ethical integrity and high standards of professionalism in our field. The
broad scope of this recommended Code of Ethics is intended to mitigate and negate situations that may result
in embarrassment and waning of public support for what has historically been a highly respected profession.

Ethics comes from the Greek word ethos, meaning character. Character is not necessarily defined by how a
person behaves when conditions are optimal and life is good. It is easy to take the high road when the path
is paved and obstacles are few or non-existent. Character is also defined by decisions made under pressure,
when no one is looking, when the road contains land mines, and the way is obscured. As members of
the Fire Service, we share a responsibility to project an ethical character of professionalism, integrity,
compassion, loyalty and honesty in all that we do, all of the time.

We need to accept this ethics challenge and be truly willing to maintain a culture that is consistent with the
expectations outlined in this document. By doing so, we can create a legacy that validates and sustains the
distinguished Fire Service institution, and at the same time ensure that we leave the Fire Service in better
condition than when we arrived.

F
1
o
H

SRR
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FIREFIGHTER CODE OF ETHICS

I understand that I have the responsibility to conduct myself in a manner that reflects proper ethical

behavior and integrity. In so doing, I will help foster a continuing positive public perception of the fire

service. Therefore, I pledge the following,...

Always conduct myself, on and off duty, in a manner that reflects positively on myself, my department
and the fire service in general.

Accept responsibility for my actions and for the consequences of my actions.
Support the concept of fairness and the value of diverse thoughts and opinions.

Avoid situations that would adversely affect the credibility or public perception of the fire service
profession.

Be truthful and honest at all times and report instances of cheating or other dishonest acts that
compromise the integrity of the fire service.

Conduct my personal affairs in a manner that does not improperly influence the performance of my
duties, or bring discredit to my organization.

Be respectful and conscious of each member’s safety and welfare.

Recognize that I serve in a position of public trust that requires stewardship in the honest and efficient
use of publicly owned resources, including uniforms, facilities, vehicles and equipment and that these
are protected from misuse and theft.

Exercise professionalism, competence, respect and loyalty in the performance of my duties and use
information, confidential or otherwise, gained by virtue of my position, only to benefit those I am
entrusted to serve.

Avoid financial investments, outside employment, outside business interests or activities that conflict
with or are enhanced by my official position or have the potential to create the perception of impropriety.

Never propose or accepl personal rewards, special privileges, benefits, advancement, honors or gifts
that may create a conflict of interest, or the appearance thereof.

Never engage in activities involving alcohol or other substance use or abuse that can impair my mental
state or the performance of my duties and compromise safety.

Never discriminate on the basis of race, religion, color, creed, age, marital status, national origin,
ancestry, gender, sexual preference, medical condition or handicap.

Never harass, intimidate or threaten fellow members of the service or the public and stop or report the
actions of other firefighters who engage in such behaviors.

Responsiblyuse social networking, electronic communications, or other media technology opportunities
in a manner that does not discredit, dishonor or embarrass my organization, the fire service and the
public. T also understand that failure to resolve or report inappropriate use of this media equates to
condoning this behavior.

Developed by the National Society of Executive Fire Officers
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A Student Guide
to End-of-course
A TEWOS

Ten Things You Can Do to
Improve the National Fire Academy

The National Fire Academy takes its course evaluations
very seriously. Your comments and suggestions enable us
to improve your learning experience.

Unfortunately, we often get end-of-course comments like
these that are vague and, therefore, not actionable. We
know you are trying to keep your answers short, but the
more specific you can be, the better we can respond.

NWAVEY %

Actual quotes from student evaluations: Examples of specific, actionable comments that would help us improve the course:

«  The (ABC) fire video is out-of-date because of the dangerous tactics it
“Update the materials.” demonstrates. The available (XYZ) video shows current practices.
*  The student manual references building codes that are 12 years old.

*  We would like a class that enables us to calculate energy transfer
“We want an advanced class in (fill rates resulting from exposure fires.

in the blank).” . We would like a class that provides one-on-one workplace harassment
counseling practice exercises.

*  An activity where students can physically measure the area of
sprinkler coverage would improve understanding of the concept.

. Not all students were able to fill all ICS positions in the exercises. Add
more exercises so all students can participate.

“More activities.”

* The class should be increased by one hour per day to enable all
students to participate in exercises.

* The class should be increased by two days so that all group
presentations can be peer evaluated and have written abstracts.

* The plans should be enlarged to 11 by 17 and provided with an
accurate scale.

. My plan set was blurry, which caused the dotted lines to be
interpreted as solid lines.

*  The slide sequence in Unit 4 did not align with the content in the
student manual from slides 4-16 through 4-21.
* The instructor added slides in Unit 4 that were not in my student manual.

“A longer course.”

“Readable plans.”

“Better student guide organization,”
“manual did not coincide with slides.”

*  The instructor/activity should have used student group activities
rather than lecture to explain Maslow’s Hierarchy.

¢ Create a pre-course reading on symbiotic personal relationships
rather than trying to lecture on them in class.

“Dry in spots.”

*  The text description of V-patterns did not provide three-dimensional
views. More photographs or drawings would help me imagine the pattern.

Hore nela Ale * There was a video clip on NBC News (date) that summarized the topic

very well.
«  The pre-course assignments were not discussed or referenced in
“Re-evaluate pre-course class. Either connect them to the course content or delete them.
assignments.” *  The pre-course assignments on ICS could be reduced to a one-page

job aid rather than a 25-page reading.

X * The instructor did not explain the connection between NIMS and ICS.
10 “A bett derstand f NIMS.” ; i
i * The student manual needs an illustrated guide to NIMS.

XXXVii
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UNIT 1:
NATIONAL FIRE INCIDENT REPORTING
SYSTEM OVERVIEW

TERMINAL OBJECTIVE
The students will be able to:

1.1 Describe how the National Fire Incident Reporting System (NFIRS) can have an impact on fire and life safety
decisions.

ENABLING OBJECTIVES

The students will be able to:

1.1 Describe NFIRS and how NFIRS can be used at the national, state and local levels.
1.2 Identify the roles and responsibilities for managing the NFIRS program and how these are accomplished.
13 Locate resources that help manage NFIRS.

1.4 Use the Web-based reporting tool to create reports of interest to the jurisdiction.
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NATIONAL FIRE INCIDENT REPORTING SYSTEM OVERVIEW

UNIT 1:
NATIONAL FIRE INCIDENT
REPORTING SYSTEM
OVERVIEW

Slide 1-1

ENABLING OBJECTIVES

» Describe the National Fire Incident
Reporting System (NFIRS) and how
NFIRS can be used at the national, state
and local levels.

+ Identify the roles and responsibilities for
managing the NFIRS program and how
these are accomplished.

Slide 1-2

ENABLING OBJECTIVES (cont'd)

» Locate resources that help manage
NFIRS.

» Use the Web-based reporting tool to
create reports of interest to the
jurisdiction.

Slide 1-3
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Purpose

ACTIVITY 1.1

Introductions

Provide you with an opportunity to get acquainted with each other and explore course

expectations.

Directions

1. Complete the questions below, be prepared to introduce yourself, and provide
information on your use and experience with National Fire Incident Management System
(NFIRS). (You have 10 minutes to complete the questions.)

2. The information provided will be referenced later in the course.
a. Name
b. Fire Department/State
C. Title
d. NFIRS function served
e. What software is used in your department/state?
f. Why are you taking this course?
g. What are your course expectations?

SM 1-5
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h. What issues, if any, are you having collecting NFIRS data?

I. Provide a brief description of a hobby or activity that you enjoy outside of work.

SM 1-6
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COURSE STRUCTURE

» Daily.

— Morning quiz.

— Lecture/Activities.
— Lab.

Final exam.

Final project.
Action/Analysis plan.

Slide 1-5

QUIZ ON PRE-COURSE

Il. PRE-COURSE DEBRIEF

Il NATIONAL FIRE INCIDENT REPORTING SYSTEM OVERVIEW

A. A successful NFIRS program manager strives to incorporate continuous
improvement in all functions performed. This course will focus on tools to assist
you in that endeavor.

DEVELOPMENT OF NATIONAL FIRE
INCIDENT REPORTING SYSTEM

« “America Burning” (The
Commission on Fire

: AMERIEA
Prevention and h”l -y
Control, 1972). 5 e

* The U.S. Fire Administration | j}af' !
(USFA) was created to %
evaluate the nation’s fire

problem. 251 Anniversary
+ Established a national fire
data system.
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B. The publication of “America Burning” (The Commission on Fire Prevention and
Control) in 1972 includes a recommendation “... that a national fire data system be
established to provide a continuing review and analysis of the entire fire problem.”
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C. It called for creation of the U.S. Fire Administration (USFA), which is charged with
providing for a nationwide exchange of information pertaining to fire and life safety
and having data collection, storage, retrieval and dissemination capability.

1. The program started in 1975 with the NFIRS Users Conference.
2. Version 2 software was completed between 1976 and 1978.
3. Version 3 development began in 1979.

4, Version 4 development began in 1985.

5. Version 5 occurred in 1999.

FOUR COMPONENTS OF
SYSTEM SUCCESS

Local N FlRS Federal

Personal
D. The success of the system is dependent on commitment at four levels.
1. Local — NFIRS success begins with the commitment of local fire

departments to collect accurate data in a timely manner.

2. State — The state fire marshal, or another agency that manages NFIRS at
the state level, must support the efforts of fire departments and encourage
the participation of nonreporting departments.

3. Federal — The USFA and the National Fire Academy (NFA) provide
NFIRS training opportunities and program support.

4, Personal — individual contribution.
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a. Working at the state and local fire agency level, the NFIRS program
manager is responsible for managing the system, ensuring quality
reports, providing feedback to their department(s), and promoting
NFIRS data use.

b. The local data champion using NFIRS data helps support fire
prevention, focus training and direct funding.

C. A professional and knowledgeable clerical and administrative staff
reflects a collaborative NFIRS assembly.

d. No matter what title you hold, to influence (and improve) NFIRS,
you must understand the big picture.

E. NFIRS data at the local level:

1.

2.

Begins with initial receipt of the call by the dispatcher.

Company Officer (CO) and/or Incident Commander (1C) then completes the
necessary report or reports when the incident ends.

Data entered is complete and as accurate as possible.

STATE DATABASE

Local Level

State Level

National Level

Slide 1-8

5.

6.

Data collection procedures can vary by state, county or fire department.

Reports may be submitted using third-party vendor software, the free
federal NFIRS 5.0 software, paper reporting, or a combination.

Incident information may be kept and collected at the state level.

a. Fire departments submit their report to the state.
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b. The state maintains a local database and forwards its data to the
NFIRS National Database according to the established policies and
procedures.
NATIONAL DATABASE

Local Level State Level National Level

7. Or, all data is entered and processed directly into the NFIRS National
Database.
a. The state’s data resides at the national level and is available to that

state as requested.
b. States may or may not hold a database copy locally.

8. Be sure you contact your state program manager oOr review your
department’s reporting policies and procedures.

0. The USFA recommends departments report on a monthly basis and
encourages states to submit and release their data in a timely manner.

INCIDENT UPDATES

» Cause of the fire updates.

* Interviews with people who have been
injured at the incident.

» Changes to the estimated dollar loss.

» Medical examiner or hospital follow-up
reports on casualties.

Slide 1-10
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10. Incident updates and additional information on the incident can be
submitted as it becomes available, such as:

a. Cause of the fire updates.

b. Interviews with people who have been injured at the incident.
C. Changes to the estimated dollar loss.

d. Medical examiner or hospital follow-up reports on casualties.

INCIDENT UPDATES (cont'd)

Law enforcement agency’s additional
information, if a crime is involved.
Supplemental information from offices of
emergency management.

Slide 1-11

e. Law enforcement agency’s additional information, if a crime is
involved.
f. Supplemental information from offices of emergency management.

FIRE DEPARTMENT DATA

Has had a positive impact on citizen
safety.

Led to investigations.

Recalls of certain appliances.

Slide 1-12
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F.

11. Fire department data collection has had a positive impact on citizen safety.
For example, reports of fires in consumer products have led to
investigations and recalls of certain coffee makers, televisions and heating
appliances.

NFIRS data at the state level.

ING YOUR DATA
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Fire
Department | 41 |1,164 | 726,284 | 299.2 | 93,139 | 5.11 | 5.30

1

I

Fire
Department | 30 | 775 | 563,916 | 151.6 | 67,000 | 7.10 | 6.18 4

2

Fire
Department | 36 | 844 | 602,672 | 260 |88,508 | 547 | 6.02 3

3
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The state oversees the use and coordinates the collection of data. Data collection
procedures and reporting requirements can vary by state.

1. When data is submitted and released in a timely manner, access to this data
can be a valuable asset when analyzing operations or conducting research
studies.

2. The El Paso Fire Department reviewed similar sized departments and

compared their resource use and response time.

STATE AND LOCAL USE

Slide 1-14
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USE OF DATA

The collection and analysis of NFIRS data
can assist local and state agencies to
improve service and reduce loss of life,
property and the environment.

Slide 1-15

3. The analysis of NFIRS data can serve as a valuable tool to help reduce the
loss of life and property to fire.

ECONOMIC ANALYSIS

» Phoenix Fire Department and Arizona
State University's W.P. Carey School of
Business-Seidman Research Institute
(SR.

» Economic impact analysis.

— Review areas that are economically
significant.
— Track the economic impact on business.

» Changing a culture of “fire loss” to a
culture of “fire save.”
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G. NFIRS data at the national level.

1. USFA makes available NFIRS data collection tools, provides oversight and
funding for NFIRS, and makes NFIRS data available to those who need it.

2. The National Fire Data Center (NFDC), a branch within the USFA,
coordinates and manages the collection, analysis and dissemination of
NFIRS data. The NFDC encourages and assists state and local NFIRS
program managers.
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V. NATIONAL FIRE INCIDENT REPORTING SYSTEM MANAGEMENT
FUNCTIONS

OVERVIEW OF THE NATIONAL FIRE

INCIDENT REPORTING SYSTEM

ENVIRONMENT

Operations

|
Training

Planning |
/

Slide 1-17

Managing NFIRS successfully involves:
A. Planning.

B. Administration.

C. Training.

D. Operations.

E. Communications.
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ACTIVITY 1.2

National Fire Incident Reporting System Management Functions

Purpose

Identify the roles and responsibilities for managing the NFIRS program and how these are
accomplished.

Directions

1. Refer to your Activity Manual.

2. Complete the following NFIRS Management Functions Worksheet.

3. Identify who in your organization performs the tasks listed on the worksheet. If the tasks
are not being done, make a note for future consideration to incorporate.

4. You will have 20 minutes to complete the worksheet.

5. Be prepared to share your answers with the large group.
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ACTIVITY 1.2 (cont’d)

National Fire Incident Reporting System Management Functions Worksheet

Communications

Task

Who
Performs
It?

Need to
Incorporate/
Enhance

Participate in fire service organizational meetings,
conferences and association activities (fire chiefs,
inspectors, instructors, investigators and firefighters).

Network with NFIRS program managers to enhance
operations.

Write NFIRS guidelines for specific state or local
problems.

Provide feedback to fire department personnel about
current NFIRS issues.

Conduct meetings with NFIRS ad hoc committee.

Provide technical support to fire department officers,
answering questions about data collection, coding
questions, etc.

Respond to inquiries from fire department personnel and
the public after having first asked appropriate clarifying
questions.

Instruct fire service personnel on uses of NFIRS data;
send guide for their use to develop information.

Testify at state legislation or local committee meetings.

Speak to fire service organizations, the public and
industry.

Market NFIRS and NFIRS information to fire service
organizations, the public, legislatures, industries and the
media.

Acquire appropriate data from the data processing shop,
and compose reports in answer to requests received by
agency staff, legislature, the public, industry, etc.
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Promote the use of NFIRS data by other agencies,
managers and other decision-makers.

Market NFIRS by making presentations to various groups.

Develop information for an annual report using NFIRS
data.

Write articles and provide information from NFIRS data
for agency newsletter and the publications of other
organizations.

Provide other agency managers and Chief Executive
Officer (CEQ) with current information from NFIRS data
and data collected from other sources.

Distribute/Publish standard output reports and an annual
report.

Publish reports on department/organization Web page.

Provide tech support to NFIRS users, answering questions
about data collection, quality and coding.

Market NFIRS and NFIRS information to fire service
organizations, the public, legislatures and other
information partners.

Prepare articles and provide information using NFIRS data
for agency newsletters, publications or other media.
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ACTIVITY 1.2 (cont’d)

National Fire Incident Reporting System Management Functions Worksheet

Administration

Task

Who
Performs
It?

Need to
Incorporate/
Enhance

Set performance goals and plans.

Motivate employees and users.

Schedule workload for maximum efficiency.

Send data to state/USFA.

Prepare a budget for NFIRS program and justify line-item
needs.

Establish and monitor quality assurance/quality control
(QA/QC) policies for organization.

Act as a liaison between the data processing personnel and
the data collectors.

Establish hierarchy of users, and set permissions for using
the program.

Establish guidelines/protocols for organizing the record
management system.

Establish policy/procedure for review/approval of vendor
software to ensure compatibility with current NFIRS
standard.

Establish policy for the releasing NFIRS data to the media
and other users.

Establish policy/procedure for data sharing with other
agencies.

Prepare budget to ensure NFIRS receives necessary
funding.
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ACTIVITY 1.2 (cont’d)

National Fire Incident Reporting System Management Functions Worksheet

Planning

Task

Who

Performs
It?

Need to
Incorporate/
Enhance

Conduct a needs assessment to identify and resolve issues
regarding reporting.

Design and carry out special studies that involve other
agencies.

Develop a long-range plan to address new technologies
affecting the NFIRS program.

Write and communicate program goals and objectives.

Develop a plan to address data quality control issues.

Provide data to assist in a loss-reduction strategy to
address a community-specific hazard evident in your
district.

Review operation of NFIRS program and develop a plan
to improve areas falling short of goals.
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ACTIVITY 1.2 (cont’d)

National Fire Incident Reporting System Management Functions Worksheet

Training

Task

Who
Performs
It?

Need to
Incorporate/
Enhance

Develop training for NFIRS data collectors.

Train new fire departments/personnel on NFIRS data
collection.

Provide periodic refresher courses on NFIRS data
collection.

Review data quality reports and develop training
programs to improve areas that don’t meet standards.

Develop media support for training.

Develop a short-range and a long-range plan to meet the
initial and ongoing training needs of fire departments and
personnel.

Develop and provide quality control workshops for data
collection personnel.

Develop user-specific NFIRS training for department
personnel, including managers, field staff and support
personnel.

Develop software-specific training programs (Excel,
PowerPoint, Access) which will enhance the effectiveness
of NFIRS as a decision-making tool.

Develop workshops promoting the value of NFIRS as a
decision-making tool.

Develop data analysis workshops.

Review and recommend tools to deliver training,
including projectors and laptops.
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ACTIVITY 1.2 (cont’d)

National Fire Incident Reporting System Management Functions Worksheet

Operations

Task

Who
Performs
It?

Need to
Incorporate/
Enhance

Analyze data and present them in a way that can be used
as information.

Develop a protocol for naming and labeling files received
from fire departments/stations.

Return incomplete/inaccurate incident files to fire
departments/stations.

Learn and review NFIRS publications.

Review NFIRS standard to ensure compliance with
current standard.

Export data for use in commercial off-the-shelf software
(COTS).

Release data in a timely manner to USFA.

Produce an annual report.

Recognize NFIRS users.

Generate standard output reports for managers.

Generate ad hoc reports as requested.

Review data to identify emerging trends in fire department
responses.

Review NFIRS/USFA websites for the latest news.
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V.

ETHICAL ISSUES

ETHICAL ISSUES

» Be sure data analysis is proper and direct.
» Do not use data to change or twist the

truth.

— Document your resources.

— Compare similar data items.
» Check and validate your data.
» Maintain data credibility.

Slide 1-19

A. It is important that your application of the data analysis is proper and direct.
B. Make every attempt to ensure that data are used in a way that will not change or
twist the truth.
1. Document your sources.
2. Adjust to changes in values, inflation, population and other items.
3. Compare similar data items.
a. Population (projected versus actual).
b. Value (current versus projected, actual value versus tax value).
C. Costs (purchase versus replacement).
d. Losses (current versus inflation).
e. Incidents (volume versus rates).
C. Make every effort to check and validate your data before you display or report the
information.
D. Your data is and will be reviewed and used by various parties, today and in the
future.
E. Maintain credibility by practicing professional, ethical decisions.
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VI.

LEGAL CONSIDERATIONS

LEGAL CONSIDERATIONS

* When in doubt, check it out.

» Confer with your legal counsel.

» Make it a practice to follow your
established procedures.

* Be consistent.

Slide 1-20

1.

Confidentiality and accessibility of public records.

Americans are increasingly concerned about the privacy of personal
data — yet more and more information is demanded for public decision-
making.

Data users, whether in government agencies, academe, trade associations,
businesses, market research organizations, political interest groups or the
media, have persistently asked for increased access to data.

Our definition of confidential data is consistent with the position of the
President’s Commission on Federal Statistics (1971:222):

“Confidential should mean that dissemination of data in a manner that
would allow public identification of the respondent or would in any way be
harmful to him is prohibited and that the data are immune from legal
process.”

The Privacy Act of 1974 (PL 93-579) defines a statistical record to be
“...a record in a system of records maintained by statistical research or
reporting purposes only and not used in whole or in part in making any
determination about an identifiable individual, except as provided by
Section 9 (which authorizes certain kinds of data access, including for
research activities by the Bureau of Census) of Title 13.”

Laws protecting the confidentiality of public records vary markedly from
state to state.
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B. Check with your legal counsel if there is any question about disclosure and
confidentiality.

C. Establish written policies and procedures and follow them. Be consistent.

VIl.  DATA MANAGEMENT RESOURCES

DATA MANAGEMENT
RESOURCES

» Federal Client Tool (FCT).
— Data Entry Tool (DET).
— Configuration Tool.
— System Administration Tool.
— Online/Offline.

Slide 1-21

A. Federal Client Tool (FCT).

1. Data Entry Tool (DET)/Validation Tool: program for entering incidents,
validating incidents, and printing incident reports.

2. Configuration Tool: program to set online/offline reporting.

3. System Administration Tool: program used to identify NFIRS 5.0 users, set
up groups, and set user permissions. The user group assignment level and
permissions assigned determine data access.

DATA MANAGEMENT
RESOURCES (cont’'d)

* Web-based Tools.

Data Entry Browser Interface (DEBI).
Bulk Import/Export Utility (BIU/BEU).
Summary Output Reports Tool (SORT).
User Services.

- Password Utility.
- Forms Based Incident Report (FBIR).

System Administration Tool.

Slide 1-22
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B. Web-based Tools.

1. Data Entry Browser Interface (DEBI): Web-based program for entering
incidents, validating incidents and printing incidents.

2. Bulk Import/Export Utility (BIU/BEU): The BIU enables the automation of
fire department and incident data processing into the national database. The
BEU enables users to request a large amount of data to be exported from
the national database.

3. Summary Output Reports Tool (SORT): used to generate, retrieve and print
various reports from data in the NFIRS National Database.

4. User Services.
a. Password Utility: Manage your NFIRS user account password.
b. Forms Based Incident Report (FBIR): Generate an incident report

for a single incident or multiple incidents saved in the NFIRS
National Database.

5. System Administration Tool: Manipulate incidents, fire departments or
groups.

OTHER RESOURCES

e NFIRSGram.
* NFIRS 5.0 Vendor Software.

Slide 1-23

C. Coding Assistance NFIRSGram.

1. NFIRS News and Coding Bulletins.

a. Short bulletins that provide coding help to fire department personnel
using NFIRS.
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b. NFIRSGrams address frequently asked questions and common
mistakes made when completing incident forms.

2. Subscribe: https://public.govdelivery.com/accounts/USDHSFA/subscriber/
new?pop=t&topic_id=USDHSFA_105.

D. NFIRS 5.0 Vendor Software.

1. Used in lieu of the federal NFIRS tools by many fire departments and states
to capture data elements that meet their specific needs.

2. Fire departments should ensure their vendor software is maintained
compatible with the latest NFIRS release. Active Vendors List:
http://www.nfirs.fema.gov/system/activevendors.shtm.

3. Data exported from a vendor program is imported into a state’s NFIRS
database or the NFIRS National Database. Vendor NFIRS 5.0 compatible
software is considered third-party software.
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ACTIVITY 1.3

National Fire Incident Reporting System Resources

Purpose

Locate resources that help manage NFIRS.

Directions

1. Follow along while the instructor demonstrates the various NFIRS program manager
resources.

2. You will then have 20 minutes to individually complete the activity worksheet.

3. You should use all of the resources to which you have been introduced, or others with
which you are familiar, to find the information. Note the source for each answer.

4. You should be ready to report what you have found.

5. Worksheets will be collected at the end of the activity.
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ACTIVITY 1.3 (cont’d)
National Fire Incident Reporting System Resources

Demonstration

Go to https://www.usfa.fema.gov/data/nfirs/ and demonstrate how to access the following tools
and explain their use.

° Documentation Section.

- NFIRS 5.0 Complete Reference Guide.
Quick Start Tutorial.

- Design documentation.

- Software documentation.

o Training and Coding Help Section.

- National Fire Academy’s online NFIRS training.
- Coding Question Guide.

- NFIRS Grams.
. Reporting Guidelines Section.
o NFIRS Applications, user login, and Registration Section.

- New User Section/login.

- Active User Section.

- How to download the Federal Client Tool.
- Federal Client Tool documentation.

- Bulk Import Utility (BIU).

- Bulk Export Utility (BEU).

- Report Incidents (DEBI).

- Change Password Utility.

- Form-Based Incident Reports (FBIR).
- Summary Output Reports (SORT).

- System Administration Tools.

° Vendor Information Section.

- Active Vendor List.

- NFIRS 5.0 software development procures section.
- Monitoring and ensuring data quality section.

- Help Desk.

. About NFIRS Section.
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ACTIVITY 1.3 (cont’d)
National Fire Incident Reporting System Resources Worksheet

List seven of the approved NFIRS 5.0 vendors.

Define and explain “Incident Type” codes.

Definition:

Explanation:

Note the number of modules and the titles of two of them.

Number of modules:

Two titles:
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4, Identify the federal tool for reporting NFIRS 5.0 incidents.

Reporting tool:

5. Where would you find instructions to set the DET for online access?
6. Describe how to find the tutorial for using the DET.
Description:
7. Where would you go to run summary reports from the NFIRS National Database?
Explanation:
8. Provide two sources you can use to contact the NFIRS Help Desk.
Description:
9. Explain what NFIRSGrams are and where you get them.
Explanation:

10. Explain what the NFIRS Coding Questions Guide is and where you can find it online.

Explanation:
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VIII.

GENERATING SUMMARY REPORTS

GENERATING SUMMARY
REPORTS

Generating and distributing summary and
statistical calculations from your NFIRS
data.
A. Generating and distributing summary and statistical calculations from your NFIRS

data.
B. Communication is essential in managing NFIRS.

1. Generating useful information from your data and disseminating that

information helps support participation and maintain dependable data.

2. The NFIRS 5.0 Web-based reports use actuate information delivery
technology to provide registered users with access to summary and
statistical information from fire departments and incident data saved to the
national database.

y Output Reports Tool
SORT

Slide 1-26
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C. USFA SORT.
1. Can be used to run summary reports from NFIRS data that have been
submitted to the USFA NFIRS 5.0 National Database.
2. States participate in NFIRS in a variety of ways. Be sure to check with your
state program manager and ensure your data is in the national database.
D. SORT.
1. SORT is one of the Web-based reporting tools available through the USFA
website.
2. Only what is in the national database is available.
B oLl e s
3. User accounts are set up by each state and may have different rules. Not all
states allow user accounts.
4, State program managers should be sure to release their incidents in a timely

manner so that all data is available when a report is generated.

SM 1-40



NATIONAL FIRE INCIDENT REPORTING SYSTEM OVERVIEW

Slide 1-28

Reports available.

a.

C.

Various reports are available. A short description is posted along
with a sample of the report in PDF format.

It is recommended that users have access to or are familiar with
NFIRS 5.0 codes before running their reports. The NFIRS 5.0
Complete Reference Guide can serve as a reference.

Reports can help address data validation and quality issues.

Detailed reports.

a.

For more detailed reports, you have choices by using the Select
Coded Field or the Ad hoc section.

Both choices may not be available on all report types.

Be sure you review and understand your codes before choosing your
fields and parameters.

The Coded Field will be used to group the output of the report (i.e., incidents
will be summarized at the level of the selected Coded Field).

a.

A pair of drop-down list boxes provides the user with the capability
to select a Coded Field for the report.

The first list box contains the various NFIRS 5.0 Modules.
A selection of a module from this list box will repopulate the list

box on the right with the Coded Field available for the selected
NFIRS 5.0 Module.
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DATA QUALITY

Incident Counts.

Monthly Incident Counts.
Data Quality.

Data Inventory by FDID.
Detailed Selected Statistics.
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Data quality.

1. Generate reports periodically to help review your data for accuracy and
reliability.

2. The Incident Counts report is a one-page summary of totals broken down
by validity status, release status, exposure type, mutual-aid flag and general
Incident Type. Incident release procedures should be addressed in your
standard operating procedure (SOP).

3. Monthly Incident Counts report provides a monthly incident count, per fire
department. Review for timely and complete fire department reporting
status.

4, Data Quality report can be used to review key fields for missing data
elements. Use to identity coding training or data reliability.

5. Data Inventory by FDID report provides counts of various incident
modules, broken down by incident validity, for each fire department.

6. Detailed Selected Statistics report summarizes incidents by the presence

and frequency of a particular coded field.
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DATA SUMMARY

Tally.

Summary by Incident Type.
Structure Fire Causes.
Residential Structure Fire Cause.
Fires Under Investigation.
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Data summary reports.

1.

The Tally report lists several counts and percentages for a selected set of
incidents that includes the frequency of occurrence, casualties and dollar
loss.

The Summary by Incident Type report is a table of incidents categorized by
general incident type. May be generated and distributed to departments
on an annual basis.

The Structure Fire Causes report summarizes structure fires by cause in
accordance with USFA’s established Cause Category Methodology Matrix.

The Residential Structure Fire Incidents by Fire Cause Category report
summarizes fire incidents in residential structures.

The Fires Under Investigation report provides a listing of the fire incidents
with the cause of ignition coded as “under investigation.” Encourage
departments to update causes when available.
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SUMMARY OUTPUT REPORTS
TOOL REPORT DESCRIPTION

A description of the report logic.

http://www.nfirs.fema.gov/webtools/
webreports/webdocs.shtm
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G. SORT report description.
1. A detailed description of the SORT report logic is available online.
2. A description of the report logic for each available Web-based report,
including a report description, overviews of its Structured Query Language

(SQL), field listings, and field calculation logic.

3. http://www.nfirs.fema.gov/webtools/webreports/webdocs.shtm.
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ACTIVITY 1.4
Using the Summary Output Reports Tool
Purpose

Provide instruction and hands-on experience working with the Web-based reporting tool to
create reports of interest to the jurisdiction.

Use your NFIRS user account to generate a variety of summary reports from your online NFIRS

data.

Directions

1. Refer to your Lab Manual.

2. In this lab you will generate, retrieve and print the following reports for your department/
state for the latest year of complete data by following the step-by-step directions on the
Student Activity Worksheet (SAW) pages. Be sure to include your name on each report.
a. Report A: Summary by Incident Type.

b. Report B: Tally.

- Run by heat source for all structure fires in one- or two-family dwellings.

3. Submit completed reports.
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ACTIVITY 1.4 (cont’d)
Using the Summary Output Reports Tool
Report A: Summary by Incident Type

1. At the NFIRS 5.0 home page, http://www.nfirs.fema.gov, the Web-based Tools tab will
take you to the various Web-based tools, including the SORT login screen.
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2. SORT is one of the Web-based reporting tools. The SORT User’s Guide and report
descriptions can be accessed under the Documentation tab.

Click on Summary Output Reports Tool — SORT
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3. Only what is in the national database is available for the reports. User accounts are set up
by each state. Rules of access to the tool may vary. Check with your state program
manager.
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NFIRS User Account

4. Various report options are available. Two types of reports can be run: management
reports, which provide summary information as specified by the report query, and reports
with user-specified parameters. A short description is posted along with a sample of the
report in PDF format.
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Choose a
Report
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The Summary by Incident Type report provides a summary of NFIRS incidents categorized by
frequency; percentage of total incidents; mutual-aid statistics and exposures broken down by
fires, Emergency Medical Services (EMS), and other incident types; and provides summary
information on casualties and the total dollar loss for fire incidents. Note: “No Activity”
incidents (N status) are not included in any frequency count.
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5. Choose report parameters. Enter your dates requested. Check the drop-down menus for
the Incident Status, Version and Release Status. The default on Release Status is
“Released.” “All” Release Status is recommended. Most reports will not calculate against
invalid incidents. Fire departments and state program managers should review data for
invalid incidents. Updates to incidents can be submitted.
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6. Choose your fire department. States list their Fire Department Identifications (FDIDs) in
various ways. FDIDs also differ. If your user account permissions allow, you may be able
to run reports for other fire departments, or statewide.
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7. Generate the report.

[P P Pu—— p———
B~ B -t - tegee Sateiye Teck= -

Indsde
ncbrehnl
s

e

iltiiili‘:..g

Bl o N = T

8. When the report is complete, you will receive an email with your link to download the
completed report. The email will be sent to the email address provided on the particular
user account. Go to “Completed Reports” to find the list of completed reports, and

download or print. The example is just one such notice provided to the user by the email
program.
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Email Notice
Sent to User’s Account Email Address on File
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9. Once complete, you can save your reports in PDF, Excel, Word or HTML format.
10.  Save and print your report.

Below is a sample report in PDF format.
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Report B: Tally

1. Enter your Parameters.
2. Use the NFIRS Module drop-down menu to choose a module and corresponding NFIRS
field.

Tl sl
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& Intermet | Protected Mode: OFf

3. Choose your Ad hoc Filters.

The Ad hoc Filters may be available in combination with the Select Code Field option or
may be a choice by itself, depending on the report. These filters enable the user to create
additional filter parameters that will further limit the incidents that are retrieved for the
report. The user may select from a list of available coded fields for filtering the incident
content of the report. Incidents that match each filter’s range will be included in the
calculations for the report.

Choose your filter items and corresponding codes. For available codes see the NFIRS 5.0
Complete Reference Guide, http://www.nfirs.fema.gov/documentation/reference/.

4. Complete Group, and Add Filter.

. Select Items. (Hold the Shift or Ctrl key down to choose multiple items.)
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. Add to your Group.

. Choose the Condition (AND/OR).

. Complete the Group, and add to your Report Filters.
. Be sure your fire department is chosen and checked.

. Generate your report.
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5. Save and print your report.
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IX. QUIZ ON UNIT 1
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APPENDIX A

NFIRS DATA ENTRY/VALIDATION TOOL
USERS GUIDE

SM 1-57



NATIONAL FIRE INCIDENT REPORTING SYSTEM OVERVIEW

This page intentionally left blank.

SM 1-58



NATIONAL FIRE INCIDENT REPORTING SYSTEM OVERVIEW

National Fire Incident Reporting
System
(NFIRS 5.0)

NFIRS Data Entry/Validation Tool
Users Guide

NFIRS 5.0 Software Version 5.4

Prepared for:
Directorate of Preparedness and Response
(FEMA)

Prepared by:
Verizon Federal Incorporated
P.O. Box 309
Round Hill, VA 20142

SM 1-59



NATIONAL FIRE INCIDENT REPORTING SYSTEM OVERVIEW

Data Entry Tool Users Guide NFIRS 5.0
TABLE OF CONTENTS
L INTRODUCTION TO THE DATA ENTRY TOOL MANUAL..
2 POWNLOAD ANDINSTALLATION OF THE NFIRS 5.0 CLIENT SUITE SOFTIWARE..
20 NEW USERS ..ottt ittt st s s s e e e s s bt et
2.2  OFF.LINE USERS WITH PREVIOUS VERSIONS OF NFIRS 5.Q ON THE PC....c.onovviecniiannns
23 NEW ON-LINE USERS .......o oo coeecerierssser s sensares sesmessrasan s s smsssres sssossssassssssas s e resserasas sass reasasas sasmsseasis
3 DATABASE SETUP FOR OFF-LINE USE
3.1 ACCESS 97 USERS......covivneninirins
3.2 ACCESS 2000 AND 2002 USERS ....oooeeeriiscsmmmsssmsss s iassssmsmssssmimssssmsmssssmsmssssmsmssas s smsasass
3.21 COMPACTING THE ACCESS DH”HM OFF. H\! USERSONLY: it i i i7
3.3 VISUAL FOXPRO 6.0 DATABASE SETUP ..o 3
34 MICROSOFT SOL SERVER 7.0 AND SOL SERVER 2000 - ST
3.5 VISUAL FOXPRO 6.0 & MS SOL SERVER 7.0: PREVIOUS Y !R‘».I’O\ U SLRR ............................ 20
4 STARTING THE NFIRS DATA ENTRY/VALIDATION TOOL. . oo i 21
4.2 USER INJECTION AND REMOTE SYNCHRONIZATION (OFF-LINE USERS): . R,
4.2.1 PROCEDURES FOR USER INJECTION (OFF-LINE USERS): w2l
41 THE DATA ENTRY TOOL PUSH BUTTONS: . LM
4.2 THEINCIDENT MENU: 25
421 NEW INCIDENT: e 28
4.2.2 OPENINCIDE o 36
A2 AR NI T s oo i 4 o S 0 245 30 D 38 S0 A A S 26
G2 DL N N T s s s e S S S i 4 e S S AR F B8 i 27
425 GENERATE REPORT (FORMS BASED INCIDENT REPORT) 2T
4.2.6 CLOSE INCIDENT: ...c.oieeeeeivnrerens L
A 2.7 NEW EXPOSURE: (oot ittt st b 4405 b 1 s b e et e a0 29
428 FALIDATION ERRORS: «.oociiiisiieiiii s s s s s s s 29

4289 TEMPLATES: ..o

4210  EXITNFIRS: ... 31
4.3 THEADD MODULE MENU: ..ooooovecoeesssesesssesesssssesesssesssssssssossesessssssassesesssssesssssssessssesses 3l
dd THE FIRE DEPARTMENT MENU: oooooooooo oo oo e s s eeeseses e sess e 32
3 THE TOOLSE MENU::...cccoiiniiiiniinane

5.1 THE IMPORT 7 EXPORT TOOL.
511 EXPORTING FIRE DEPARTMENTS — S0 DATA: ..ot e iesisams e s ive s s s v i g ba e s b0 33
5.2 EXYPORTING INCIDENTS = S0 DT L. oo iubiimsbins sninsuns e be e bos buses on ot o5 oesa i oessane ved ve b vk aui 38
303 IMPORTING FIRE DEPARTMENTS - 5.0 24TA

S.0.4 IMPORTING INCIDENTE 5.0 DATA......ocvviiiiiniaiiinnin
5.1.5 CONVERSION OF 4.1 MASTER AND TRANSACTION FILES TO NFIRS 5.0 FORMAT: ... 44
3.2 THE S ST A A OAIN OO i iiimmi i e e i i v e e i s a0
53 THE CLIENT CONFIGURATION TOOL: ...... .50
54 NFIRS DATA CLEANSING TOOL (OFF-LINE O .. 50
3.5 g B L T T 53
6. EDITING MODULES....c.oooocooosoeeecesessssoesesssesessassssesssessssssssssssssssssessssesessssesssssssessssssnss 54
6.1  TABS.. 5¢

6.2  BU HE}\.’:— U!\-i\D( NCEL:
6.3 BUTTONS - YES NOAND CANCEL:
6.4  REQUIRED AND OPTIONAL FIELDS .

6.5 PULL-DOWN MENUS oo .. 57
6.6 FREE FORM TEXT BOXES:.....oooosooooeoooesoeeesosoeeeessoreerse . 38
67  COMPONENTS OF THE SINGLE CODE LOOK-UP LIST BOX oo 38
6.7 EEXTENDED LIST: oo eeeeee e eeeeee e seese et ee s eses e seeree e se et oo seeeereees e 58
6.7.2 CHECK BOXES:
S RO L R e e e e e R
6.7.4 PUSH BUTTONS: oo e 59
00 S T BANTES Y s i ey AT A D e o AR 39
May 2006 2

SM 1-60



NATIONAL FIRE INCIDENT REPORTING SYSTEM OVERVIEW

Data Entry Tool Users Guide NFIRS 5.0

6.8  COMPONENTS OF THE MULTIPLE CODE LOOK-UP LIST BOX:
6.8 AVAILABLE CODES LIST.......... i i o S S
6.8.2 DOUBLE CLICKING:......c.cninninsisiinascs
6.83 SINGLE CLICKING WITH CONTROL KEY: .
6.84 SINGLE CLICKING WITH SHIFT KEY: ...
6.8.5 ARROWHEADS:........... v

)
7. EXITING THE NFIRS DATA .L\Hf! Vs IHD IHU\ TOOL: 7
8. THE NFIRS RAPID START-UP GUIDE.....ooveieeeeenne, .. 613

8.1 INTRODUCTION TO THE NFIRS RAPID START-UP GUID{

8.2 DOWNLOAD AND INSTALLATION OF THE NFIRS SOFTIWARE B
8.3  STARTING THE DATA ENTRY TOOL: USER INJECTION PROCESS........ e 03
B4 STARTING THE DATA ENTRY TOOL: DATABASE SETUP AND USER INJEC) o B0
84  STARTING THE DATA ENTRY TOOL {OFF-LINEMODE}. ..., e L 63
8.3 STARTING THE NFIRS DATA ENTRY TOOL (ON-LINE MODE]) ........ TER I d
8.6  BEGIN USING THE DATA ENTRY TOOL ..ot

87  NEW INCIDENT ...

B8 SAVE AN INCIDEN
59 J
810 TOGENERATE A FORMS BASED INCIDENT REPORT {HJE AL REPORT).

Bl EXPORTINCIDIENTIR:. . o iminsin ponenessssmissmb s ooy b sy st remsis -

Ee e L 0 A N O B TSP A
BA3 EXTT NFIRS oo oo eoe e oo seee s e ees st e s e e 68
804 TROUBLESHOOTING... e O
0. APPENDIY ..o : )
94 SCRIPTS AND TABLE INFORMATION FOR DATA ('f..—‘_..i \SJ"\(J YO()I ...... fotla PR R Y 71
OB RV BOARD SHORT DTS iiisisissssiniis s ety s s e S o e 77
R S — 78
May 2006 3

SM 1-61



NATIONAL FIRE INCIDENT REPORTING SYSTEM OVERVIEW

Data Entry Tool Users Guide NFIRS 5.0

Introduction to the Data Entry Tool Manual

The Data Entry Tool Manual provides the NFIRS user community with a comprehensive
guide for efficient use of the NFIRS Data Entry/validation Tool and is intended as a
reference for new users as well as users updating from previous NFIRS Versions 5.3.4 or
earlier. For the Rapid Start-up Guide, which outlines key steps needed to get the user
using the Mational Fire Incident Reporting System as quickly as possible, refer to Section
8 of this manual. For information regarding how 1o fill out the new NFIRS 5.0 forms,
consult the NFIRS 5.0 Complete Reference Manual found on the NFIRS Web Site,

http:iwww.nfirs. fema.gowv/.

The Data Entry/Validation Tool is a Graphical User Interface (GUI) between the user and
a database. It supports all NFIRS modules for entering, validating, querying, modifying
and deleting incidents specified by the NFIRS 5.0 standard. The documentation provides
details about the interface to facilitate navigating and editing the software's modules. A
brief Appendix offers a list of keyboard shortcuts to aid users in data entry, and a list of
attribute codes and the fields to which they refer.

The latest version of NFIRS 5.0, software Version 5.4, is a fully operational Client Suite of
incident reporting software made available for state level agencies and their registered
NFIRS 5.0 users. The Data Entry/Validation Tool is designed for data entry in either On-
Line mode or Off-Line mode. New users may download, install, and begin using software
Version 5.4 with or without a previous NFIRS 5.0 Version of software on their PC. The
initial release version is 5.4.0, made available on January 2, 2006. The NFIRS 5.0
Version 5.4.1 was released on March 1, 20086,

Users of previous USFA software versions must upgrade to NFIRS 5.0 Version 5.4
before logging into the On-line system because of JOK version changes made in NFIRS
5.0 Version 5.3.

The installation routine for Version 5.4 on PCs with Windows NT, Windows 2000
Professional or XP requires that the user with the System Administrator login for the
operating system perform the installation.

NFIRS 5.0 software Version 5.4 provides local database options of Microsoft Access 97,
Access 2000, Access 2002, FoxPro 6.0, MS SQL 7.0 or MS SQL Server 2000 to
suppart the amount of incident data the state or depariment must collect and store, The
PC must have the desired database program installed prior to installation of the NFIRS
5.0 software. It is recommended the user review the maintenance requirements before
selecting a database program other than Access 97, 2000, or 2002 to ensure successful
setup and to ensure that support for necessary database maintenance is available,

To generate, retrieve and print Forms Based Incident Reports, Adobe Acrobat Reader
Version 3.02 or better must be installed on the user's PC. To download a cost free
version of Adobe Acrobat Reader, go to:

http:/fwww adobe. com/products/acrobat/readstep. html

With the implementation of Version 5.4, the On-line Reporting Tool which was accessible
from within the On-Line Data Entry Tool, is defunct. Users who wish to generate
summary and statistical reports on NFIRS 5.0 data saved in the National Database are
encouraged to use the web-based Summary Output Reports Tool, made available on the
NFIRS 5.0 web site: hitp:/’www.nfirs fema.gov Contact the NFIRS State Program
Manager for more information. The System Admin Tool Users’ Guide has information on
necessary user account permissions for access to the web-based reports. Also with
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Version 5.4, the Program Admin Tool has been removed from the USFA NFIRS 5.0 client
suite,

The NFIRS 5.0 Version 5.4 communication protocol is the same as the previous version
5.3, which uses HTTPS over port 443, an industry standard protocol. This change
requires users to upgrade to Version 5.4 after its release, before logging into the National
Database. Users behind a firewall or using a proxy server to access the Intemet will need
the numeric IP and address and its porl, as in previous versions, entered in the
Configuration Tool's Advanced Tab. The Configuration Tool User's Guide has complete
information,

The default access mode in NFIRS 5.0 Version 5.4 is On-Line access.

Installation and star-up instructions are provided in Sections 2, 3, and 4 and address
specific requirements and procedures for each type of database user as well as users
who will be working in the On-line mode only.

It is imperative all users download and install NFIRS 5.0 updates when made available.
Clients will be notified through email if an update has been posted, and naotifications are
posted on the NFIRS 5.0 web site News Page;

http:/fwww nfirs fema.gov/system/news.shtm

Previous NFIRS 5.0 VVersions’ Information and Enhancements

Previous Versions 2.02, 2.03, 3.00, 4.0 and 5.0:

When the previous software version NFIRS 5.0 Version 4.0 was released, versions 2.02
and 2.03 became defunct. Version 2.02 and 2.03 users who have data saved to an Off-
Line database should contact their fema-nfirshelp@dhs gov for specific support. Version
3.00 users who have data saved to their local database can import the data to the
Mational Database but it will be validated against the most current rules. Contact the
NFIRS Support center for more information:

hitp:/feww.usfa. fema.gov/nfirs/support/

The ability to import 4.1 files was enabled with the release of NFIRS 5.0 Version 4.0, and
was made a default setting with software Version 5.3.

The NFIRS 5.0 previous Version 5.0 software provided expanded database options for
Off-Line use, expanded options when exporting incidents, the capability to perform User
Injection at the State level, and the addition of US Postal Street Type abbreviations for
selection in the Street Type field. A complete list of enhancements is available in the
readme. txt of the latest version of the USFA Client Software, NFIRS 5.0 Version 5 4.

Previous Version 5.2.1:

NFIRS 5.0 Version 5.2.1 enabled State Program Managers and System Administrators to
implement Special Studies and Plus One codes by accessing the Codes and Special
Studies interfaces through the System Admin Tool. The System Admin Tool User's
Guide, available for download after login to the NFIRS User login, has instructions for
creating Plus One codes and Special Studies,
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An additional permission level, the State Admin, limited the assignment of the Bulk Import
Utility permission to State Program Managers. Upon release of Version 5.2.1, this
permission was added to State Program Manager ‘s NFIRS accounts, State Program
Managers may contact support if they wish to have the State Admin permission assigned
1o another user in their state.

The FEMA standard for password format was enforced with previous Version 5.2.1. User
passwords must be 8 - 15 alpha-numeric characters. Users can enter their existing user
account passwords to access the USFA client software and the NFIRS web pages. When
the 89 day required password change occurs, they will be required to enter a password
that meets the FEMA standard, or when a user performs a manual password change
within the Data Entry Tool, the new password will have to meet the requirements.

User accounts that had a login for 60 days will be automatically deactivated by the
system. Users who have been inactive for 60 days or longer must contact their State
NFIRS Program Manager or System Administrator to request their account be re-
activated.

Previous Version 5.2.3:

In accordance with the NFIRS 5.0 specification cycle, there were no codes, rules, or edit
changes made in Version 5.2.3. Enhancements made to the USFA software Version
5.2.3 included support for Access 2002 (Access XP), and MS SQL Server 2000; the
preliminary implementation of "Once Valid / Always Valid" handling of incidents such that
an overwrite of an incident under the latest version's rules via the Import mechanism will
not result in the incident becoming invalid. Version 5.2.3 also included the
Apparatus/Personnel Module being automatically populated with the Basic Module's G1
Resources when the Local Forms Used is True (box is checked). For Off-line Users, a
local Data Cleansing Tool was added to the Off-line Client software tools per request of
users who wish to run specific scripts on the local database that address previously
identified dala issues, The use of the Data Cleansing Tool is optional,

Previous Version 5.3

COREBA and its components, which handled the communication protocol in previous
versions, were removed. This change provided a robust yet industry standard protocol
using HTTPS over port 443, and required users to upgrade to Version 5.3 after its
release in order to log into the National Database. The NFIRS Version Control Service
was activated in the Version 5.3.1 client software, enabling a version check to be
performed upon login to the NFIRS 5.0 On-line system and allowing the use of the
Automatic Update feature. Version 5.3.2 implemented the Apparatus/Personnel module
in the client software-generated Forms Based Incident report (FBIR) and revised the
FBIR generation to result in a single file. The release of Version 5.3.3 coincided with the
January 2005 Specification Cycle release, and included more detailed fire module
requirements.

The NFIRS 5.0 Specification Corrections and Changes log lists the edits and rules
changes for all specification cycles, and is posted at:
hitp:/fwww nfirs fema. gov/documentation/design/
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2.1

Download and Installation of the NFIRS 5.0 Client Suite
Software

Prior to running the NFIRS Client Suite software, the user must either download the
software from an FTP site on the NFIRS 5.0 Web Site. An Intermet connection is required
to access the web page and download the file. A link to the Download Software web page
is available to registered users after successful login at the NFIRS User Homepage. The
Tutorial at http:/fwww.nfirs. ferma.gov/usersiutorial. shtm provides complete illustrations
and information on the installation routine,

To ensure proper installation, it is recommended that before beginning installation the
user note whether the PC has Access 97, 2000, or 2002.

Reminder: When installing the application on a PC with Windows NT platform, the user
with the NT System Administrator permissions must perform the installation. When
installing the application on a PC with the Microsoft 2000 Office Professional suite or
Windows XP, the user with System Administrator permissions must perform the
installation.

To generate, retrieve and print Forms Based Incident Reports, Adobe Acrobat Reader
Version 3.02 or better must be installed on the user's PC. To download a cost free
version of Adobe Acrobat Reader, go to:
http/fwww.adobe.com/products/acrobat/readstep/htmil

New Users

New users must download the software from the NFIRS 5.0 Download Software Web
page or obtain a CD from their State Program Manager, if a CD is available.

To access the Download Software page, go to http:/www.nfirs fema.qov and click on the
link for User Login. At the User Login page, enter Username, State and Password and
click on the Login button. After successful login, the link for Download Software will
appear in the sidebar.

When the user clicks on the FTP link on the Download Software page (e.g., NEIRS 50
Client Version 5.4.1 (Virginia), a Download File window will be displayed. Specify to save
the file to the PC. When the user clicks the Save button, a Save As dialog box (diagram
2.1.0) will appear prompting the user for a directory 1o download to. A good choice is the
C:\temp directory or Desktop, but any directory is acceptable. Note: VWrite down where
the file will be downloaded to - this information will be needed shortly. When the user
clicks the Save button, the file will begin to download.
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When the download is complete, a dialog box will appear which states Download
Complete. When the user clicks the OK button or Close button, the box will disappear,
Close the browser. Mew users with no previous versions on the PC will locate the
executable file and double click on it to begin the installation.

If the user chooses to download the executable using the four parts provided on the
NFIRS Download Software page, first create a folder on the hard drive, for example:
C./NFIRSinstall, in which to save the four files. Each of the four files must be saved to
folder, with no other contents. To install using the four parts, locate and double click on
the file named: NFIRSV541Imaged.exe. When prompted to enter the folder name of the
files, enter the complete path (case and spacing must be exact), then click Unzip. The
installation process will begin.

Off-Line Users with Previous Versions of NFIRS 5.0 on the PC

NFIRS 5.0 Version 5.3.x or earlier

Installation of Software Version 5.4 requires a download of the NFIRSv541 executable
{NFIRSv541.exe). Following the implementation of Version 5.4 in the On-line system,
users who attempt to login to the On-line system using Version 5.3.x or earlier on their
PC will not be successful. This error or a similar error will be displayed:

Request failed (gov.fema.nfirs. service NFIRSVersionControlServiceDB). Reason:
Your application (version 5.3.4, or Version Unknown) is out of date. Flease
download and install the latest version (5.4.1)

Users must obtain the most current version 5.4.1 by downloading and installing the USFA
Client software, or obtaining a CD from their state, if the state makes a CD available.
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Mote: after the successful installation of Version 5.4, if this error oceurs: “Could not find
On-Line database, System may be down,” The user should verify Internet access or
configuration information.

It is recommended users create a back up copy of their previous version's database file
before proceeding with installation. If reports are saved to the previous version's Reports
folder, they must be moved to another location on the hard drive or they will be removed
when the removal of the previous version is performed. If the Cff-line Data Cleansing
Tool has been used to run scripts for the Off-line database and the user wishes to retain
the histary of when the scripts were applied, the Version 5.3 xor 5.2.3
AllDatabasePatches.obj file must be saved and moved into the Version 5.4 folder after
successful installation.

Users will move the Version 5.3.x Access database into the NFIRSv54 Database folder
and rename it: NfirsdataV54.mdb. Perform Remote Synchronization before working in the
Off-Line mode.

New On-Line Users

Mew users must download the software from the NFIRS 5.0 Download Software Web
page or obtain a CD from their State Program Manager, if a CD is available. Access 97,
Access 2000, Access 2002, FoxPro 6.0, MS SQL 7.0 or MS SQL 2000 is not required on
the user's PC to work in the On-Line mode only,

To access the Download Software page, go to hitp:/fwww.nfirs fema.gov and in the User
Section, click on the sidebar link for User Login. At the User Login page, enter
Username, State and Password and click on the Login button. After successful login, the
link for Download Software will appear in the sidebar.

On the Download Software page, click the FTP link for NFIRS 5.0 Client Version 5.4.1
and in the Download File pop up box that is displayed, specify a location to Save the file
{for example: C:\Windows'Desktop) and click OK. When the download is complete, close
the Download File pop up window, and close the browser. Locate the executable file
NFIRSv541.exe and double click on it to begin installation.

If the user chooses to download the executable using the four parts provided on the
NFIRS Download Software page, first create a folder on the hard drive, for example:
C./NFIRSinstall, in which to save the four files. Each of the four files must be saved to
folder, with no other contents. To install using the four parts, locate and double click on
the file named: NFIRSV541Imaged.exe. When prompted to enter the folder name of the
files, enter the complete path (case and spacing must be exact), then click Unzip. The
install will proceed.

Off-Line users can accept all the defaults through the setup process. Note: the default
mode is On-Line Access. Following installation before opening the Data Entry Tool, the
Off-Line user must change the configuration setting to Off-Line Access in the
Configuration Tool's Advanced Tab. For complete information or to solve configuration
issues, see the Configuration Tool User's Guide found at the NFIRS Web Site,

http:/ _nfirs fi /

On-Line only users should specify Custom Setup during installation {diagram 2.3.0).
When Custom is selected and the Next button is clicked, in the next screen that appears
uncheck Local Database. Click Next.
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Diagram 2.3.0 - Setup Type for On-line Only Users
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It is recommended that users remove the previous NFIRS 5.0 Versions 5.3.x program
after successful installation of NFIRS 5.0 Software Version 5.4.

The following tables provide an outline of the steps required for downloading and
installing the NFIRS Client Suite. The first table outlines download with the single
execulable. The second table outlines downloading and installing using the four parts.
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Download/Installation Table for NFIRS 5.0 Version 5.4:

sidebar link: User Login and type
Username, State and Password.

IStep JAction Response
1 Log onto the Internet and go to User is now at the NFIRS Web site.
http:/www . nfirs.fema.qov
2 Click on User Section. Click on User is now at Users' Section Homepage.

User is required to login.

NFIRSv541. exe and double click on
it.

3 Click on Download Software. User is now at NFIRS Download page.

4 Click on an FTP link for NFIRS 5.0 The Download File box opens.
Version 5.4.1

5 Click Save. The Save as... box opens.

5 Choose a location {(suggestion: The file begins to download. The download
C:\Desktop) to download the file to | time will depend upon the connection speed.
and click OK,

5] When the download is complete, This is to ensure that all files are copied
close all Windows applications that | correctly during the installation.
are open.

4 QOpen Windows Explorer and locate | The NFIRS Client Suite Installation starts.

Reader Version 3.02 or better.

8 Read and accept the NFIRS This is required for the Installation.
License Agreement.
a Read and accept the JRE license This is required for the Installation.
Agreement.
10 Choose the destination (the default | The default destination is recommended.
is C:\Program Files \NFIRSw54).
11 Choose Type of Installation. Far Off-Line use, select Typical Installation.
For On-Line only use, select Custom
Installation and uncheck Off-Line Database.
12 Click the Next button. A new Program Group is created.
13 The NFIRS Client Suite is installed, | No additional action is required.
14 Click on Finish to complete the Installation is complete.
installation.
15 Verify the PC has Adobe Acrobat If the Adobe Acrobat Reader is not located, go

to:

http:/iwww adobe.com/products/acrobat/readst
ep.html to obtain a cost free download.

Download and installation Table: Using the Four Part Executables:

IstepMAcion |
1 Create a new folder on the hard
drive, example, C:\NFIRSinstall

Response

A new folder is created.

sidebar link: User Login and type
Username, State and Password,

2 Log onto the Internet and go to User is now at the NFIRS Web site.
http:/iwww.nfirs. fema.qov
3 Click on User Section. Click on the | User is now at Users’ Homepage. User is

required to login.
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4 Click on Download Software. User is now at NFIRS Download page.

5 Click on the FTP link for NFIRS 5.0 | The Download File Notice dialog box opens.
Version 5.4.1 PART 1 of 4 Click Download Now.

<] Choose the folder created for the The file begins to download. The download
executable files (C:\WFIRSinstall) to | time will depend upon the connection speed.
download the file to and click OK.

T When the Part 1 file has completed | The Download File dialog box opens.
download, close the Download File
box and click on the FTP link for the
PART 2 execulable file.

8 Specify the folder created for the The Part 2 file begins to download. The
executable files (C:\NFIRSinstally as | download time will depend upon the
the Save in location, and click OK. connection speed.

9 Repeat the download steps for The four parts (NFIRSVS54Imaged.exe,
Parts 3 and 4, saving the file to the | data3.cab, data4.cab, data5.cab ) will be
same folder. downloaded and saved to the same folder. Add

no other files.

10 When the downloads are complete, | This is to ensure that all files are copied
close all Windows applications that | correctly during the installation.
are open.

11 Open Windows Explorer and locate | The WinZip self Extractor message will be
NFIRSv54Iimaged.exe and double displayed.
click on i,

12 In the WinZip message window, The message will be dismissed.
click OK.

13 In the next WinZip message The complete path must be specified exactly
window, where the text is for the extraction process to be successful.
highlighted and states: Enter folder
name here and press "Unzip,” enler
the complete path to the folder,
example: C:\NFIRSInstall

14 Click Unzip The file extraction occurs and the installation

process will begin.

15 Read and accept the NFIRS This is required for the Installation.

License Agreement.

18 Read and accept the JRE license This is required for the Installation.
Agreement.

17 Choose the destination (the default | The default destination is recommended.
is C:\Program Files \NFIRSv54).

18 Choose Type of Inslallation. For Off-Line use, select Typical Installation.

For On-Line only use, select Custom
Installation and uncheck Off-Line Database,

19 Click the Next button. A new Program Group is created.

20 The NFIRS Client Suite is installed. | No additional action is required.

21 Click on Finish to complete the Installation is complete.
installation.

22 Verify the PC has Adobe Acrobat If the Adobe Acrobat Reader is not located, go
Reader Version 3.02 or better. to:

http:ffwww.adobe.com/products/acrobat/readst
ep.html to obtain a cost free download.
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3. Database Setup for Off-Line Use

To run the NFIRS 5.0 Client software in the Off-Line mode, one of the following database
programs must be installed on the user's PC prior to installation of the USFA NFIRS 5.0
Software: Access 97, Access 2000, Access 2002, FoxPro 6.0, MS SQL Server 7.0, or
MS SQL Server 2000, An Internet connection will be required to download the software
and for new Off-Line users to perform initial User Injection and to obtain periodic updates.
The same configuration issues must be addressed in Version 5.4 as in previous versions
5.3.x 0r 5.2.3; specifically, if the user is behind a firewall, the proxy server address must
be specified in the Configuration Tool prior to the User Injection procedure.

To install the program, close all programs and locate the NFIRS 5.0 Software Version 5.4
executable file (NFIRSv541.exe) that was downloaded from the Intemet. Double click on
the file, or highlight the file and click Open. The WinZip Self-Extractor (NFIRSvS41.exe)
message window will appear. Click the Setup and the installation will begin. Read and
accept the Licensing Agreements. It is recommended that users accept the default
Destination Location, C:\Program Files\ NFIRSv54\, Users who have Access on the PC
and wish to work in the Off-Line mode must select Typical in the Setup Type window
(diagram 2.0). It is recommended users accept the default Program Folder. After
installation is complete, the user has the option to view the readme.t«d file. Click Finish
after viewing the file, or when the installation is complete. The blue, NFIRSv54 Setup
screen may take a moment to disappear before the user is returned to the Desktop.

DiaEram 3.0

Selup Typn
Selec the Setup Typs 1o ntall

ek the lype of Sebup you preler. then chok Mesd

& Typcal Program wall be inslallad with the most comeon opbiorrs. Feacommendad for
ol e

™ Compact  Program wall be nstaled with manimun nequed aption:.

™ Custom fen may chiooss e oplions pou want bo inslal. Recommended lor advanced
Uit

« Back. Hesd > Cancel

If prompted to restart the PC, click OK or Finish to restart the PC. After the PC has
restarted, the user may then proceed to selecting the mode (On-Line or Off-Line access),
database setup, if necessary, followed by initial User Injection.

The NFIRS 5.0 Software version 5.4 is shipped with an Access 97 database. New Off-
Line Users who wish to use either Access 2000, Access 2002, FoxPro 6.0, MS SQL
Server 7.0, or MS SQL Server 2000 must first convert the database file shipped with the
installation, and then specify the Database Type (in the Configuration Tool's Advanced
Tah). To complete Off-line local database configuration, initial User Injection must be
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3.1

performed prior to starting the Data Entry Malidation Tool. The sections below address
database setup and user injection for each type of user. Users who will be working On-
Line mode only can refer to Section 4.1.

Access 97 Users:

New Users:

The default Database Type during installation of NFIRS 5.0 software Version 5.4 is
Access 87. After successful installation of the Version 5.4 software, new users will
change the default access mode from On-Line to Off-Line, and those users who have
Access 97 on the PC will then proceed to initial User Injection (steps 1- 7 below).

After successful installation, Off-Line users must change the mode to Off-line Access: go
to Start...Programs...NFIRSvS4. . Configuration Tool and click on the Advanced Tab.
Check the Off-Line Access box

1. After successful installation, go to
Start...Programs.. . NFIRSvS4 .. Configuration Tool and click on the Advanced
Tab.

2. Check the Off-Line Access box. Click Save and exit the Configuration Tool.

3. From the Start menu, go to Programs...NFIRSvS4...Data Entry Tool.

4, VWhen the Off-Line login screen appears, click OK leaving the Username,
State, and Password fields blank.

5. The message will appear: "Would you like to inject a user from the On-Line
database?" Click YES.

6. At this point, the application will load all the information from the Off-Line
database. When this is complete, the user may be prompted to make a
connection to the Intemet if a connection is not detected. Step 5 requires a
connection to the Internet.

7. Log into the On-Line database using the Username, state and Password
registered via the NFIRS Web Page.

8. After login, the user will be prompted to select a password for the Off-Line
database. The user can enter the same password for Off-Line login as On-
Line login.

9. When the User Injection/Remote Synch process is complete, a pop up
window will display: "Your Internet connection is no longer required.” The
user will be in the Data Entry Tool in the Off-Line mode.

Reminder: Adobe Acrobat Reader Version 3.02 or better is required to generate Forms
Based Incidents Reports.
Users of the previous version NFIRS 5.0 Version 5.3 client software who have data
saved to an Access 97 database: The previous Version NFIRS database must be
copied or moved into the new NFIRSvS4 Database folder and renamed. Version 5.2.3
users can follow the same steps as Version 5.3.x users, substituting the Version
database location (NFIRSv523, for example) and file name (NfirsdataV523.mdb, for
example) as applicable.
1. Make a back up copy of the Nfirsdata\VV53.mdb database (NOT
NfirsdataVV53.db) and save it to your hard drive (default location:
C:/Program Files/NFIRSv53/Database/ )
2. Install Version 5.4.
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Locate and right click on the NfirsdataV53.mdb database (NOT
Nfirsdata\V53.1db) and select Copy.

Locate and open the new version NFIRSv54 Database folder (default
location: C:/Program Files/NFIRSvS54/Database/ ).

In the NFIRSv54 Database folder, right click and select Paste. The
Version 5.3 database will be saved to the version 5.4 Database folder.
Rename the empty V54 database (NfirsdataV54.mdb) that was installed
with Version 5.4 program. Suggested name: origNfirsdataV54.mdb Note:
multiple copies of the empty database can be saved and used, for
example, to store data separately by year.

Rename the NfirsdataVv53. mdb to: NfirsdataVs4 .mdb. It must be exact.
Mote: if file extensions do not show on the PC, do not add the .mdb to
the file name.

Perform User Injection and Remote Synchronization to update the Off-Line
NFIRS Version 5.4 database with the most current rules and codes, and
Version 5.3 database schema.

8. Goto Starl...Programs...NFIRSvS4. . Configuration Tool and click on the
Advanced Tab.

9. Check the Off-Line Access box. Click Save and exit the Configuration
Tool.

10. From the Start menu, go to Programs... NFIRSwvS4...Data Entry Tool.

11. Click Yes to the prompt: Apply Schema Changes? (Diagram 3.1.0)

Diagram 3.1.0

Apply Schema Changes? i x|

@ This wersion of the DET requires that your database

schema be updated. It is recommended that ywou back
up your database before the schema changes are applied.

12.
13.

14,

15.

18.

17.

When the Off-Line login screen appears, click OK leaving the Username,
State, and Password fields blank.

The message will appear: "Would you like to inject a user from the On-
Line database?” Click YES.

At this point, the application will load all the information from the Off-Line
database. When this is complete, the user may be prompted to make a
connection to the Internet if a connection is not detected. Step 12
requires a connection to the Internet,

Log into the On-Line database using the Usemame, state and Password
registered via the NFIRS Web Page.

After login, the user will be prompted to select a password for the Off-
Line database. The user can enter the same password for Off-Line login
as On-Line login.

When the User Injection/Remote Synch process is complete, a pop up
window will display: "Your Internet connection is no longer required.” The
user will be in the Data Entry Tool in the Off-Line mode.
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If a copy of the emply database is created to separate dala storage, the database in use
must be named NfirsdataVv54.mdb. User Injection must be performed to the empty
database before use.

3.2 Access 2000 and 2002 Users
Users selecting Access 2000 or Access 2002 as a database must follow these
instructions to set up their Off-Line database. XP users: please note Access allows
conversion to 2000 or 2002 Access database formats.
Prior to initial User Injection, the database must be converted and renamed, and the
Database Type (Access 2000) must be specified in the Configuration Tool.
Renaming the Database:

1. Afer successful installation, in Windows Explorer or My Computer locate
the NFIRSv54 root directory and open the Database folder (default
location: C/Program Files/NFIRSv54/Database/ ).

2. Double click on the Nfirsdatav54.mdb file to open it.

3. Inthe Access program message window that appears, select the
Convert Database option. (Qr, in the Access program, go to the Tools
menu...Database Utilities... Convert database... and select the
Nfirsdata\/54.mdb in the NFIRSv54/Database folder)

4. Inthe "Convert Database Into” save in field, specify the NFIRSv54
Database folder.

5. Accept the default name for the database (default name: db1.mdb). This
name will be changed later. Click Save.

6. When the converting process is complete, close the database, and close
the Access program. You will be returned to Windows Explorer.

7. Rename the original NfirsdataV54.mdb (suggestion:
origNfirsdataV54.mdb)

8. Rename the new database NfirsdataVVs4.mdb (must be exact).

The database has been converted. The user can proceed to setting the

Database Type in the Configuration Tool (steps 9 - 11 below).

Specifying the Database Type:
The Database Type is selected in the NFIRS 5.0 Software Version 5.3 Configuration
Tool. On-Line configuration information can be entered and saved in the On-Line Access
section of the Advanced Tab before exiting the configuration Tool (step 11 below). For
more information, refer to the Configuration Tool User's Guide for complete information.
9. From the Start menu, select Programs...NFIRSv54. ... Configuration Tool.
10. In the Off-line section from the Database Type drop down box, select the
appropriate version of Access.
11. Click Save and exit the Configuration Tool. Proceed with initial User Injection
(steps 12 - 18 below).
Initial User Injection:
12. From the Start menu, select Programs... NFIRSvS4... Data Entry Tool.
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13.
14.

15.

16.

17.

18.

When the Off-Line login screen appears, leave the Username, State, and
Password fields blank and click OK.

The message will appear: "Would you like to inject a user from the On-Line
database?" Click YES.

At this point, the application will load all the information from the Off-Line
database. When this is complete, the user will be prompted to make a
connection to the Intermet.

Log into the On-Line database using the Username, State and Password
registered via the NFIRS Web Page.

After login, the user will be prompted to change the password for the Off-
Line database. This allows the user create a new password for the Off-line
login. Or, the user can enter the same password for Off-Line login as On-
Line lagin.

When the User Injection/Remote Synch process is complete, a pop up
window will display the message: "Your Internet connection is no longer
required.” The user will be in the Data Entry Tool (Main View screen) in the
Off-Line mode.

Complete information for User Injection and Remote Synchronization can be found in
Section 4.

3.2.1 Compacting the Access Database — Off-Line Users Only

It is recommended that the user compact the new, local Access database before
selecting the Data Entry Tool and continue to compact it on a regular basis.

To compact the NFIRSv5.4 Database.

1. Open the NFIRSvS54 root directory and locate the Database folder. The default
location is C:\Program Files\ NFIRSv54\ Database\.

2. Inthe Database folder, double click on the file Nfirsdatav54.mdb. The Access
program will open and the table names of the database will be displayed.

3. Under the Access Tools menu, select Database Wlilities... Compact Database
{diagram 3.2.1.0). The status of the compact process will be displayed in the lower
left message bar,

4. When the compact process is complete, close the database and close the Access
program by clicking the X in the upper right corner. Close Windows Explorer.
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3.3 \Visual FoxPro 6.0 Database Setup

Users who wish to use Visual FoxPro 6.0 as the Off-Line database engine must have the
Visual FoxPro 6.0 program on the PC prior to installation of NFIRS 5.0 software Version
5.4

Import the schema to your Visual FoxPro 6.0 database using these steps:

1. Obtain the zip file containing the Visual FoxPro 6.0 schema
("NFIRSFoxPro.zip"), available on the NFIRS Download Software Page.
Unzip and save the files to a directory of your choice.

Start Microsoft Visual FoxPro 6.0,

Under the FoxPro File menu, select Open.

Locate the folder containing the unzipped FoxPro files, and select the
nfirsproject.pjx file.

You will be prompted to make the new directory the home directory for the
new FoxPro database, which is suggested.

@ hewn

Complete the following steps to create an ODBC source for this new Visual FoxPro 6.0
database.

1. From the Start menu, select Settings...Control Panel.

2. Double click on the ODBC Data Sources 32 bit icon. The icon may be
named differently on NT machines.
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3.4

ol

@ N,

9.

In the ODBC Data Sources Administrator window, click on the System DSN
Tab.

Click on the Add button. The Create New Data Source window will be
displayed.

Select the Microsoft Visual FoxPro Driver.

Enter a Data Source Name and Description. For Example: MyVFPServer
Click Finish. Close the Control Panel.

From the Start menu, select the NFIRSv54 Configuration Tool and click on
the Advanced Tab.

If configuration information is necessary for Online Access, check the Online
Access box and enter the information. Click Save.

10. Check the Offline Access box.

Rename the QDBC driver to point to Visual FoxPro 6.0:

1.
2

In the Database Type drop down box, select Visual FoxPro 6.0.
Replace the odbc driver name (in the top text field) with the one you just
created. Example: jdbc:odbe:MyVFPServer

Click Save, and exit the Configuration Tool.

Proceed with User Injection. (Refer to steps 1 - 7 in the Access 97 New
Users section above).

Microsoft SQL Server 7.0 and SQL Server 2000 Database Setup

Users who wish to use MS SQL Server 7.0 or MS SQL Server 2000 as the Off-Line
database engine must have MS SQL Server 7.0 or MS SQL Server 2000 installed on the
PC prior to installation of NFIRS 5.0 software Version 5.3. The instructions and the
schema are the same for both version of MS SQK Server 97 and 2000. Begin by
importing the schema to the MS SQL Server 7.0 (or 2000} database using these steps:

1.
2,
3

Som

Create a new database using the SQL Enterprise Manager (EM).

From the EM, under the Tools menu select SQL Server Query Analyzer.
When the Query Analyzer launches, go the combeo box at the top-right and
select your database name.

Click the "Open” icon (second icon from left on top of window),

Select the .sql file that contains the schema, which is usually named
"NFIRSSQLServerSchema.sql®.

Press F5 to execute the script.

Select the .sql file that contains the table updates, which is usually named
"SQLServerTableUpdates.sql".

Press F5 to execute the script.

Ciuit the Query Analyzer.

. The new schema is now found under “tables” for the new database, which

can be viewed in the Enterprise Manager.

Create an ODBC source for this new SQL Server database.

1.
2.

ook

May 2006

Select Start.. Sellings...Control Panel

Open the ODBC Data Sources-32 bit. This may be named differently on
different versions of NT.

Click on the System DSN Tab.

Click on Add button. The Create New Data Source window will be displayed.
Selecl SQL Server.

Fill in the following information in the D3N configuration screens:

19
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10,
11.

12.

13.

Screen 1: Enter name for your SQL Server NFIRS Database and the
SQL Server name on which it resides.
Screen 2; Select the "With windows NT authentication using network
login ID" radio button for SQL Server Authenticity. Leave other settings
as default.
Screen 3; Select the "Change the default database to” check box and
then select your newly created SQLServer NFIRS database from the
drop down list below the box. Leave other settings as default.
Screen 4, Leave settings as default.
From the Start menu, open the NFIRS Configuration Tool and click on the
Advanced Tab.
If configuration information is necessary for On-line Access, check the On-
line Access box and enter the information. Click Save.
Check the Off-line Access box.
From the Database Type drop down list select SQL Server 7.0 (or 2000).
Replace the odbc driver name (in the top text field) with the one you just
created. The driver name should now look like “jdbc:odbe:MySqlServer”
Save and exit the Configuration Tool (leaving the "Offline access" box
checked)
Proceed with User Injection (refer to steps 1 -7 in the Access 97 New Users
section above, or in the User Injection Section 4.2)

3.5 \Visual FoxPro 6.0 & MS SQL Server 7.0: Previous Version Users

May 2006

Visual FoxPro 6.0 or MS SQL Server 7.0 Off-Line Users who have fire
depariment and incident data saved locally from NFIRS 5.0 Version 5.3.x can
follow the steps below.

6.

Install NFIRS 5.0 Version 5.4.1

After successful installation, in the Configuration Tool's Advanced Tab, name
the odbc Data Source the same as it appears in the ODBC Data Source
Administrator.

In the Configuration Tool's Advanced Tab, select the Database Type.
Click Save and exit.
Perfarm User Injection/ Remote Synchronization.

In the User Injection process, at the prompt: "Apply Schema Changes?
...\Would you like to apply the schema changes now?" click Yes and proceed
with User Injection.
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Starting the NFIRS Data Entry/Validation Tool

When the user selects NFIRS from the Start Menu on their personal computer, a pop-up
window (Setting Database Connection._.) will be displayed followed by a login window.

The user must verify the software version being used is Version 5.4 if the login window
fails to come up or this error message or one similar occurs: Request failed
(gov.fema.nfirs.service NFIRSVersionControlServiceDB). Reason: Your application
(version 5.3.4) is oul of date. Please download and install the latest version (5.4.1)

If this error message ocours;

“‘Could not find On-Line database. System may be down,” verify an Internet connection
exists, or check if there is a configuration issue which must be resolved. Please refer to
the NFIRS Configuration Tool User's Guide Documentation for configuration issues,
available on the NFIRS Users Docurnentation web page,

hitps:/fwww.nfirs. fema.goviusers/usersdocs.shim

MNote: Users using the software in the On-Line mode must first have an Internet
connection established before logging onto NFIRS. Users who do not have an Off-Line
Database set up will need to run the software in the On-Line mode only. Section 4.0
provides details.

At the login window, the user enters the Username, State, and Password created during
user registration. If the user is working in the Off-Line mode, the password used is the
one created during User Injection. The user is allowed up 1o five consecutive failed login
attempts after which the system locks the user's account. Successful login after less
than five attempts will reset the failed login counter. If the user's account becomes
locked, an administrator will have to unlock the account using the NFIRS System
Administration Tool, For further information, please see the NFIRS Systemn Administration
Tool User's Guide available on the NFIRS Users Documentation web page,
hitps://www.nfirs.fema.govusers/iusersdocs shim

Starting the Data Entry /Validation Tool (On-Line Users):
Users who will be entering their incidents On-Line will be submitting their incident
information directly to the National Database. In Version 5.4, On-Line Access is the
default mode. Establish a connection to the Internet, if one is not established
automatically. Start the Data Entry Tool from Start... Programs...NFIRSv54...Data Entry
Tool. At the login window, the user enters the Username, State, and Password entered
during user registration. Click OK to submit user information. In the white status bar, the
message “Validating User..." will be displayed. If the wrong user information was
entered, an error will be generated. Re-enter using correct login information.
When the Data Entry Tool Main View Screen is displayed, a hierarchical tree will display
your State, and/or County or Region and the Fire Department Name.
If the user's FDID is displayed followed by FDID NOT FOUND {Diagram 4.1.0), the Fire
Department information (header record) must be created and saved . To create the Fire
Department header record, highlight FDID and FDID Not Found by clicking once in the
Groups Window. Click on Fire Dept. from the Menu Bar...Select New Fire Department.
(If New Fire Dept. is grayed out, the FDID and FDID Mot Found is not highlighted.)
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4.2

Diagram 4.1.0

=4 Test County
&, 0212 : FDID not found
A, 0111 - Marshall VFD
| Tutorial County

When the Fire Department screen is displayed, the FDID number will be automatically
entered. Enter the Fire Depatment Name. Additional information is optional. Upon
completion of the Fire Department screen, click OK. The message box at the bottom of
the window will display Saving Fire Department Information.” The screen will close and
the user will be returned to the Data Entry/Validation Tool Main View Screen. Inthe
Groups Window , the FDID Not Found will be replaced by the Department Name entered
in the Fire Department screen. The user is now ready to begin entering new incident
information,

User Injection and Remote Synchronization (Off-Line Users):

User Injection enables the user to update an Off-Line database with user information
from the Mational Fire Incident Reporting System database. It is only necessary to
perform User Injection when adding a user to the Off-Line database, or when moving a
previous version's Off-Line database to the new version 5.4. For locations where more
than one user will be accessing the Off-Line database (with separate accounts), user
injection will have to be performed for each account (user). For example, to add the
users Smith and Jones to the Off-Line database, user injection will have to be performed
for Smith and then once again for Jones.

Remote Synchronization, which occurs automatically during User Injection, enables the
user to synchronize user account information and FDID information in their Off-Line
database with the user account information and FDID information in the On-Line National
Database. Note: Remote Synchronization does not synchronize incident information.

Remolte Synchronization can be performed separately by selecting it from the Advanced
Tab on the menu bar. This will ensure that the user's local database is in synch with the
Mational Database, and it is recommended that the user perform Remate
Synchronization once a month. Along with the routine Remote Synchronization, it is
recommended that users compact the Access database.

4.2.1 Procedure for User Injection (Off-Line Users):

To perform User Injection, the user must configure the NFIRS client software for
Off-Line Access using the NFIRS Configuration Tool (see NFIRS Configuration
Tool User's Guide for further information, available on the NFIRS User
Documentation web page http:/fwww . nfirs fema . goviusersfusersdocs shim), In
order to complete the User Injection Process, the user will need to establish an
Internet connection.

The user must then start the NFIRS Data Entry Tool. When the login window
appears, the user must leave the Usemame, State and Password fields blank
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and click the OK button. A window will appear asking the user, “"Would you like
to inject & user from the On-Line database?” When the user clicks OK, the On-
Line login window will appear. The user must enter the username, state, and
password entered during registration.

After entering the On-Line Usemame, State and Password, a pop-up window will
appear prompting the user to change passwords. This window enables the user
lo create a different password for the Off-Line database if desired. The user may
opt to use the same password for the Off-Line database as for the Cn-Line
database. After entering a password and then confirming it, the user must click
the OK button. It is at this point that User Injection and Remote Synchronization
occur. When complete, a window will appear informing the user that the Internet
connection is no longer required. The user must click the OK button to dismiss
the window. The NFIRS Data Entry Tool Window will be active, and the user will

be able to enter Incident data in the Off-Line mode.

The following table outlines the ste

ps required to perform user injection and

synchronize the local database with the National Fire Incident Reporting System

Database.

User Injection Instructions

Table:

Istep JJAction  JIResponse |
1 Ensure that the NFIRS Data Entry This ensures that User Injection can take
Tool is set to run in the Off-Line place.
mode. Instructions are contained in
the NFIRS Configuration Tool Users
Guide.
2 Establish an Internet Connection, The User will be connected to the Internet.
3 Click on This will launch the NFIRS Data Entry Tool.
Start...Programs.. NFIRSv54,..
Data Entry Tool.
4 Leave Username, State, and A Window will appear asking if the user
Password fields blank and click on wishes to perform User Injection.
the OK button
5 Click the OK button. Data will be requested automatically.
5] A login Window for the Cn-Line Mo action needed.
database will appear.
T Enter Username, State, and The user is connected to the On-Line
Password for the On-Line database | database.
(the Username, State, and
Passwaord that was used during
NFIRE registration).
8 A Change Password pop-up This password change is to create a
window is displayed. separate password for the Off-Line database.
9 The user may enter the same The password is created for the Off-Line
password as is used for the On-Line | mode login.
database, or creale a different one,
10 Click the QK button after entering User Injection and Remote Synchronization
and confirming the new password. occur, Reminder: Performing User Injection
fRemote Synchronization will not synchronize
incident data.
11 The NFIRS Data Entry Tool is The user is ready to enter Incident data in the
launched in Off-Line mode. Off-Line mode.
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4,

4.1

The Menu Bar

There are five pull-down menus in the NFIRS Data Entry/Validation Tool. The menus
provide actions for entering and maintaining Incident and Fire Department Data as well
as other Tools and administrative functions (diagram 4.0),

Diagram 4.0 displays the NFIRS Data Entry/Validation Tool with the Menu Bar fully
opened to provide the user with a quick reference of all the options available from this
tool. During actual use, the user will only be able to pull down one menu at a time.
Some actions are invalid at given points in the execution of the Data Entry/Validation
Tool. For example, under the Incident menu, the option to save, delete, or close an
incident will be inactive (grayed out) unless an incident is opened.

Note: Version 5.4 menus and menu options are the same as previous versions 5.3.x
The Data Cleansing Tool is available in the Off-line mode only.

Diagram 4.0

% NFIRS - Data Entry Tool Yersion: 5.4.1

Incident fockd Mcecisier Advanced

Newe Inident Fire: Moduls Hew F Iregreet [Expont Tood Charge Password

Open Inodert Structure Fire Module System Admin Tool Hule
Chilian Fire Cas, Moduls [ View Logs »
Fire Service Cas. Modue Chent Configuration Tool
EMS Mockle WEIRS Version Update
HazMat Modube Inchient
witmitie —
ApparatusPersonnel Moduls

Templates

Exit NFIRS

&

I

The Data Entry Tool Push Buttons:
The Data Entry Tool provides push button short cuts (diagram 4.1.0) for opening or
creating new incidents, creating new exposures, saving or closing incidents, and opening
or removing modules. The following subsections contain additional information on these
functions.
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Diagram 4.1.0

MNEIRS - Data Entry Tool Yersion: 5.4.1

Irciders  Audd Modde  FroDept Took  Advanced
= 4 WFRS - WFDC ® o ircident Selected Madube
= _§ Trainng Asea
= Tulorial I'rﬁ
Incident
o= ]
TR
The Incident Menu:
The Incident menu provides the user the ability to create a New Incident, Open an
existing incident, Save an incident, Delete an incident, Generate a Report, and Close an
Incident, enter a new Exposure, check Validation Errors, or pick an Incident Template
and Exit NFIRS (diagram 4.2.0). This is a “pick and click” menu - the user clicks on
Incident, and then clicks on the choice of options.
Diagram 4.2.0
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4.2.2

4.2.3
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New Incident:

When the user clicks New Incident, a pop-up window for Section A — Incident
Key will appear. Upon completing Section A, if the user has not checked "No
Activity”, the Basic Module will be created and appear as part of the Incident tree
in the Main View. Highlight Basic Module and then click on the Open push
button on the Incident Shortcut Push buttons under Module (see diagram 4.1.0),
or double click on Basic module. Enter requested information. To obtain codes
for coded fields, press F1 while cursor is placed in the field.

Based upon the values input in the Basic Module, additional Modules may be
required. These additional required modules will not automatically be added,
however, the requirement for additional modules will be called out during the
validation check. From the Add Module Tab, the User can select the module and
enter the requested information.

Open Incident:

\When the user clicks on Open Incident, the Incident Search Window a pop-up
will appear. The user may enter values for all, some, or none of the available
fields. The more fields that are filled out, the more selective the search process
will be. If no fields are selected, the search will retrieve all incidents in the
database. When the pane is filled with retrieved incidents, the user may double
click on the appropriate incident to select and modify.

After the user selects the desired incident, the Incident Search Window will
minimize automnatically. The user can maximize the window by clicking once on
the task bar at the bottom of the Desktop where the Incident Search window is
signified. The Incident Window will maximize in size and the user can select
another incident to open and view. To close the Incident search Window, click
once on the X in the upper right cormer of the window.

Save Incident:

Information that has been entered may be saved by clicking on Save Incident on
the pull-down Incident Menu, or click on Sawve button on the Incident Shortcut
Push buttons (see diagram 4.1.0).

If validation errors are present when the user clicks on Save Incident, a prompt
will appear stating that Validation Errors Exist, offering the user the chance to
review and modify the incident as required. If the user clicks on Na, the incident
will be saved as an invalid incident with validation errors. If the user clicks on
Yes, the validation window will appear. If the user clicks on Cancel, the pop-up
window will disappear and the incident is not saved. The user will be returned to
the previous window.

To make a back-up copy of incident data, the user may save incident data to a
floppy disk. The user must first save the incident(s) as described above and then
export the incident. To export the saved incident, open the Import! Export Tool
(Section 5.1.2). Export the desired incident(s). When the Save Incidents to File
dialog box appears, save the file to 3 1/2 Floppy [4]. Name the file and click
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4.2.4

4.2.5

Save. The incident data on disk can be imported at a later date or opened in
Motepad.

Delete Incident:

In order for the user to delete an incident, an incident must be selected (refer to
section 4.2.2 to select an incident). The user will be prompted to ensure that this
is the desired action. Once deleled, the incident is removed from the system and
cannot be recovered.

If the user has not been assigned the Delete Incident permission from their
System Administrator, the Delete Incident option will be grayed out.

Generate Report (Forms Based Incident Report)

An incident can be generated as a Forms Based Incident Report in pdf format
using the information the user entered into the modules for the incident. These
reports generate the equivalent of the paper forms of the modules and can be
generated On-Line or Off-Line, an incident at a time. To view, save, and print the
reports, Adobe Acrobat version 3.02 or better is required on the user's PC.
Adobe Acrobat Reader may be downloaded from the Adobe web site,

http:/fwww adobe. com/productsiacrobatreadstep html at no cost.

An incident must be open in order to generate a report. An incident is “open”
when the user sees in the Main View Screen the Groups Window on the left, and
on the right a hierarchical tree showing Section A - Key Information and Basic
Module, as well as any other modules that have been filled out for the incident.
The user can generate a report on a newly entered incident once the information
has been entered and saved, and before closing the incident.

To Generate a Forms Based Incident Report:

=

3.

4.

May 2006

Click on Incident from the menu bar, then click on Generate Report.

The Set Reports Directory pop up window appears. The user may choose to
save the report to a different location and enter a report name, or click Save to
save the report to the default location and file name (diagram 4.2.5.0). The
default location is the Reports folder, a sub-directory of the NFIRS root directory.
The default file name will be: state FDID.incidentnumber.exposure.pdf (diagram
4.2.51).

When the report has been successfully saved and generated, a pop up message
Reports Forms Generated Successfully will appear.

Click OK. The user will be returned to the Main View Screen.
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Diagram 4.2.5.0

Set Reports Directory i
Save i | 3 Reposis =~ B BB

) Teemplates
ﬂln.m.mm.mt.u.m.m

Save a3 hype: | A0 Fies ") -l Cancel

Diagram 4.2.5.1
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5. To view a report that was generated, minimize or close the Data Entry Tool.
6. Open Windows Explorer and locate the NFIRS root directory.
7. Double click on the Reporis folder. The user will see a single .pdf file for the

incident report. Currently, all forms are available.
8. Double click on the file to open. Adobe Acrobat Reader will open the report in
pdf format.

Note: The first time a report is generated, the user may be prompted to locate the
Acrobat Reader Executable. Click OK. Then:

Locate the Abode Program folder and double click on it to open.

Locate the Reader folder and double click on it to open.

Locate the executable file and double click on it to open.

The Adobe Reader executable files are named:
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4.2.7

4.2.8
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+« Adobe Acrobat Version 3.02: acrored32 exe

+ Adobe Acrobat Version 4.0: Acrobat.exe

+ Adobe Acrobat Version 5.0: AcroRd32 .exe
To print a report, the report must be open in Adobe Acrobat Reader. From the
Adobe File menu, choose the Print command.

Close Incident:

To close an incident, the user must either create an incident, or select an
incident. When the user clicks on Close Incident, a pop up window will appear if
the most recent changes to the incident have not been saved. The user can click
Yes to save the incident, No to disregard the changes, or Cancel the save
process and return to the previous window.

If the user has entered data for a new incident or modified an existing incident,
the user must save that incident data before selecting New Incident again.
Caution: If the user selects New Incident before saving the previous incident,
this causes the previous incident to close and not be saved.

New Exposure:

When the user clicks on New Exposure, the current exposure or base record will
be closed and a new incident exposure will be created by incrementing the
previous exposure number by one.

Validation Errors:

When the user clicks on Validation Errors, the Validation window will appear
(diagram 4.2.8.0). The Validation window displays both Critical and Warning
Errors. Waming Emors are strictly informational and do not effect the validity of
the incident; Critical Errors cause an incident to be invalid. If no Validation
Errors exist, the value for Total in this window will equal zero.

Diagram 4.2.8.0

FR V alsdation Enors and Wasning

Basic Module 1 Mutual Ald Given o Inciden!  Asd Given 10 Incident Number Requested Warning
Basic Moduie 1 Zip Required Data Criicsl
Basic Module 1 Property Loss Property Loss Reguesied for Fire incidents  Warning
Basic Module 1 Contents Loss Conlent Loss Requestad for Fire Incidents  Warming
Bask Module 1 Incident Actions Taken Required Data Critical
Total |na 7 Al Biwew Comical Only |
Fisd Emei | T Fide | Fa-Walidate | Caneal |
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To generate the list of errors and save it to a file, save the incident but do not
close it. Specify the type of errors to be included: All or Critical only. Click the To
File button. Specify a location to save the file and name it. Click Save.

Templates:

The Templates choice has two modes. The first mode, Delete Template, is
active when there is no incident selected. When the user clicks on Delete
Template, the Template Selection window (diagram 4.2.9.0) displays a listing of
all templates available to the user for deletion. If the user has no templates, the
template selection window will not appear.

The second mode, Save Incident As, enables the user to save an incident
according to a template. A template facilitates entering incident data for those
users who have incidents with common field elements. For example, if a
depariment performs a regular run, the template saves the address and/or shift
personnel information eliminating the need to manually enter the data each time
the incident is reported. If the user enters primarily EMS incidents, it would be
desirable to set up a template to facilitate future entry of EMS incidents in order
to simplify keying of EMS incident data.

To create a template, an incident must first be created or open. After the user
adds the appropriate modules to “customize” the incident, click on

“Incident... Templates... Save Template As.” A pop-up Window will be displayed
in which the user is prompted to assign the template a name. (diagram 4.2.9.1).
It will save time locating the template in the future if the user chooses a
descriptive name. Note: save the template prior to entering Remarks text.

Multiple templates may be saved under the same name, but doing so may cause
confusion when retrieving templates. After entering a name, the user may either
click on the OK button to save the template or the cancel button to discard the
template.

Diagram 4.2.9.0

|5 Template Selection

Template ID | Template Name |
[Mo Template |
94325 reqular run
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Diagram 4.2.9.1

E% Create Template B
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e O |

[ ABow others to madify template

4.2.10 Exit NFIRS:

When the user clicks on Exit NFIRS, if the user has an open, modified incident, a
pop up window will appear asking the user: Exit NFIRS Data Entry Tool? Yes, No
or Cancel. Ifthe user clicks on No or Cancel, the changes will not be saved and
the pop-up window will disappear returning the user to the previous window. If
the user clicks on Yes, a new pop-up window will appear informing the user that
changes exist: Save Incident Before Closing? Yes, No or Cancel, If the user
clicks on Yes, the Changes will be saved and the application will exit, If the user
clicks on No, the Changes will not be saved, and the application will exit. If the
uséer clicks on Cancel, the pop-up window will disappear, and the user will be
returned to the previous window.

If Validation Errors are present, the user will be provided the opportunity to
update and validate the incident. If the user has an open, unmodified incident,
the pop-up window stating that changes exist will not appear. If there are no
validation errors, the user will be prompted to confirm Exit, and upon
confirmation, the application will exit.

The Add Module Menu:

The Add Module Menu provides the user the ability to add Fire, Structure, Civilian Fire
Casualty, Fire Service Casually, EMS, HazMat, Wildland, Apparatus, and Arson Modules
(diagram 4.3.0). In order to add a module, the user must either have an Incident open, or
be in the process of creating an Incident.* The user should highlight the madule that is to
be added and click the open button on the main view screen. When the NFIRS Data
Entry/Validation Tool is first started, this menu will be grayed out.

*Reminder: Additional required modules will not automatically be added, however, the
requirement for additional modules will be noted during the validation check.

To remove a module, the incident must be open. Highlight the desired module to be
removed on the Main View Screen, then click on Remove push button in the module
section.
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Diagram 4.3.0
¢ NFIRS - Data Entry Tool Version: 5.4.1
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The Fire Department Menu:

The Fire Department menu provides the user the ability to enter and update the
department’s information and modify information about an existing Fire Department. The
user may enter and save additional information for the Fire Department, such as address,
number of volunteers, apparatus and personnel information; however only the FDID,
State, and Description (name) of the Depariment is required. The required information
creates the Fire Department's header record in the National or local database which
allows the user to send or update information that pertains to the department.

An FDID must be available on the Main View Screen in order for the user to create the
Fire Department header. Fire Department Identification Codes (FDIDs) are assigned by
the state and entered in the system using the System Administration Tool, Contact your
State NFIRS Program Manager for further information.

When a user opens the Data Entry Tool to the Main View Screen, the fire department
FDID and name will display (diagram 4.4.0) in the Groups window.

NOTE: If the user sees the words FDID Not Found, this means the Fire Department
Header record has not been created. This header record must exist before the user can
begin to enter incidents.

To create a new Fire Department Header record, click on the FDID from the Groups
window. This will highlight the FDID and the words FDID Not Found. Click on Fire Dept.
from the Menu Bar and then click on New Fire Dept. The Fire Department screen will be
displayed. The FDID field will default to the fire department's FDID the user is creating.
Enter the Fire Department name and information. There are two additional tabs,
Personnel and Apparatus (shown in diagram 4.4.1) in which the user may enter
additional information regarding the department. When the user clicks OK after entering
the desired information, the information has been saved and the Fire departiment’'s
header record has been created.
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Diagram 4.4.0
MFIRS - Data Entry Tool Yersion: 5.4.1
Incidert  Add Module  Fire Dept  Took  Advanced

Groups
= [_ANFRS - NFDC ® No incidend Selected Ml
= Y Trairing Arss
= JTmhﬂTfH
[t ]

D]airam 4.41

Departert | Personnel | Apparalus

FriD, Fies Dapartmant Nama

AMYTOWWM FIRE DEFT

Humbeciile 51 Prafoc Shrant or Mighwery Ftreal Type 21 Suffix

0 ¥ [MAIN Strast ~ ~
City State Zip
GREENDALE . 95899

Fhons Fax Emasl

(09 395-9994 (2997999-$0490 armfownidGemail nat

FIFS County Code FreD nark Emal

@ of Shations # Paid FF # Vol FF # Vel PPC

1 L (] 25

I Frawious Tab I[ Mt Tab I
| oK H_ Cancel |

Viewing and Modifying An Existing Fire Department's Information

To view and madify information of an existing Fire Department, the user must first click
on a department name in the Main View Screen (see diagram 4.4.0) and then click on
Fire Dept ... Open Fire Dept (diagram 4.4.2).

Diagram 4.4.2
£ NFIRS - Data Entry Tool Version: 5.4.1
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5.1

The first tab, Department is where the user enters Fire Department specific information,
such as the number of paid and volunteer firefighters, the address ofthe fire department,
etc. The other two available tabs, Personnel and Apparatus enable the user to enter and
maodify data about the department's existing personnel and apparatus,

The push buttons Mext and Previous enable the user to navigate through the three label
tabs and enter new or delete information. Above the push buttons are two windows that
provide the user information about how many pages of Personnel or Apparatus
information exist.

The Tools Menu:

The Tools menu provides an interface to the NFIRS Client Suite. The tools provided
allow the Import/Export of incidents and fire department information including Conversion
of 4.1 and transaction files to NFIRS 5.0 format, System Administration, and Client
Configuration, and the local mode NFIRS Data Cleansing Tool which addresses known
data issues in Off-line databases. Note: Access to tools is user specific: if a user does
not have access to a tool, the option will be grayed out. For example, not all users will
have the option to access the NFIRS System Admin Tool. Only users who have been
granted System Administrator privileges can access the NFIRS System Admin Tool.

The Bulk Import Utility and the Bulk Export Utility are not part of the Client Suite Software.
Refer to the NFIRS 5.0 Web Site, hitp./iwww nfirs fema gov for information on the web-
based Utilities. The web-based Summary Cutpul Repons Tool is not part of the Client
Suite Software, but is made available to all states for users who use third party software.
Contact the NFIRS State Program Manager or the NFIRS Support Center for information.

The Import / Export Tool

The Import/Export Tool provides the user the capability to import and export fire
depariment information and incident data. Users entering data in the Off-Line mode will
use the Import/Export Tool to import 5.0 delimited Fire Depariment and Incident data into
a database (Mational or local database), andfor to a text file or spreadsheet. The Import
{Export Tool is utilized to convert 4.1 Master files and 4.1 Add Transaction files to the
NFIRS 5.0 format. The Tool has been enhanced with an automatic mechanism which
detects the type of input file, parses (prepares) and validates the file, and then converts
and imports the data in the 5.0 format. Log files are created during import which provide
details of the process and validation errors that exist in the import file. The following
seclions provide instructions to export and import 5.0 Delimited files. Section 5.1.5
provides complete instructions for the Conversion routine with 4.1 data files.

Since the previous Version 5.2.3 release, a "Once Valid / Always Valid" handling of
incidents has been included, such that an overwrite of an incident under the latest
version’s rules via the Import mechanism will not result in the incident becoming invalid.
The Jog and .err import log files will note errors specific to incidents under this condition.
Version 5.4 implemented a rules versioning whereby incidents are validated according
the Incident Date in the Key Information.

Users entering and saving Fire Department information and incidents in a local database
will use the Import/ Export Tool to send their information to the National Database. A
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connection to the Intermnet will be necessary. The first time a user is ready to send their
incident data from their local database to the National Database, they must first export
their Fire Department information to a file and then import the file to the National
Database. This will create the Fire Department header record in the National Database.
The Fire Department header record is required to properly store incidents for the fire
department.

Users may verify their Fire Department and Incident data was imported successfully to
the National Database or to their local database by clicking on Incident from the Menu
bar and then Open Incident. The Incident Search window will be displayed. Click on
Search to view all incidents or define the search criteria for a narrower search.

When the user clicks on the Import/Export Tool, the NFIRS Validation Tool window will be
displayed. The Validation Tool appears by default with only the Import and Export
selections available. When the user selects the Export check box (circular in shape), the
interface changes to display Incident and Fire Department check boxes (diagram 5.1.0).
The following sections describe the steps to utilize the Import /Export Tool to send Fire
Depariment information and Incidents created in 5.0 format to the National Database.

Diagram 5.1.0

2% NFIRS Validation Tool

© imped

i"" Expord

Selsctimpod File | | s |

Contiguation | viewsile | clom |

5.1.1 Exporting Fire Departments — 5.0 Data:

To export Fire Department information, select the Export check box and select
the Fire Depantment check box (circular in shape). The Select Incidents push
button changes to Select Fire Depts. When the user clicks on the Select Fire
Depariments push button, the Select Fire Department pop-up window will be
displayed (diagram 5.1.1.0) with a listing of fire departments available for export.
When the user clicks on a fire department in the hierarchy and then clicks the
Select push button, a Save Fire Departments To File pop up window (diagram
5.1.1.1) will be displayed. Users have the option of saving to the default
MNFIRSv54 directory, or choosing a different location. Mame the file and click
Save, or click Cancel to return to the previous window.
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Diagram 5.1.1.0

* Select Fire Depariments

[ Saluct ] [ Cancal }

Diagram 5.1.1.1

Save Fire Depts To File

Savein | ) Reponts | - @B
;'QTen'lpIates

File name: |FDinfoE xport Save
Save s type: [All Fles ] =] Cencd |

Reminder: The first time a user is ready to send their incident data from their
local database to the National Database, they must first export and import their
Fire Department information. This creates the Fire Department header record in
the National Database, which is required to properly store incidents for the fire
department. The order of the procedure for first-time users is: export Fire
Department information, export Incident infarmation; change configuration,
import Fire Department information, import of Incident information. The user can
verify the incidents were imporied to the Mational Database at the end of the
procedure, while still On-Line.

In the Validation Tool window, a summary of the export process will be listed
when the Fire Dept export is finished (diagram 5.1.1.2). The beginning time of the
export process, the number of Fire Depts processed, and the file to which the
data will be stored is listed in the first section of the list. The second section lists
the number of Fire Depts being exported, the complete directory path to the
export file, and the export completion time.

Diagram 5.1.1.2
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¢ NFIRS Validation Tool
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The export process creates two files: an ASCII text file and a log file. The ASCII
text file is the original file which contains the fire department (or incident) data
and is the file the user will select during the import process. The log file provides
documentation of the export process. Diagram 5.1.1.3 shows a view of the
export files in the root directory and the icons that are likely to be displayed. The
file size varies according to the amount of Fire Dept (or incident) data, The user
may open and view the log file in NotePad or WordPad.

Diagram 5.1.1.3
|§]FDinﬁJE>mrt 1KB File

(=] FoinfoE:zpart.log 1KB Text Document

To import the data to the National Database, the user must change Off-Line
access to On-Line access in the Configuration Tool. The Configuration Tool
allows the user to specify whether to import the data to a database or a flat file,
Accept Invalid Records, andfor Overwrite Existing Incidents. For more
information, refer to the Configuration Tool User's Guide, available on the NFIRS
Users Documentation web page,

http:/fwww.nfirs. fema gov/users/usersdocs.shtm.

To change configuration from the Validation Tool window, click on the
Configuration button. The Configuration Tool will be displayed. Select the
Advanced tab. Check the box for On-Line access. Click Save and exit the
Configuration Tool. Exit the Data Entry Tool. Note: The Data Entry Tool must
be exited for the configuration change to take effect. Establish a connection to
the Internet. Open the Data Entry Tool and select the Import/ Export Tool.

The default settings in the Software Version 5.4 are Accept Invalid Incidents and
Owerwrite Existing Incidents. If the user does not wish to impont Invalid incidents,
uncheck the Accept Invalid incidents During Import check box.
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The following table outlines the steps to export Fire Department data.

Exporting Fire Department Data — 5.0 Data

m Action

Exporting a Fire Department: Click on
Tools... Impor/Export Tool.

Response
NFIRS Validation Tool launches,

Select the Export and Fire Department
check boxes.

The Select Fire Department push
button is activated.

Click on Select Fire Dept. button.

Select Fire Department Window opens.

Click on (highlight) desired Fire
Department and click on Select.

Save Fire Departments to File window
opens,

Specify a location to save the file and
enter a file name. Click on the Save
button,

Fire Depariment data is saved.

5.1.2 Exporting Incidents — 5.0 Data:

January 2006

When the user clicks the Export check box and the Incident check box, the
Select Fire Dept push button changes to Select Incidents, When the user
clicks on the Select Incidents push button, the pop-up Incident Export Selection

window (diagram 5.1.2.0) will appear.

The Incident Export Selection window enables the user to choose Incidents for
export based upon FDID, date, exposure, data version (4.1 or 5.0), validity, and
madification. The user can click on the FDID Look-up push button to select the
desired Fire Department and search for the incidents entered for that Fire
Department. When the Search button is selected, the top portion of the window
will list all available incidents for export. The middle portion of the window lists all
incidents that have been selected. The user may select all incidents by clicking
on the blue double down arrow, or the user can choose an individual incident by
highlighting the incident in the top portion of the Search window and then clicking
on the blue single down arrow. The user may narrow the search by entering
values in the fields in the lower portion of the window: Incident Number,
Exposure Number, entering a date range in the Incident Date fields, and by

clicking on the Cnly Modified Incidents check box.

When the Export push button is clicked, the Save Incidents to File dialog box is
displayed (the default directory is C:\ ProgramFiles\NFIRSv54). Name the export
file and click on Save. The export file of the selected incidents is created.
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Diagram 5.1.2.0
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During the export process, in the main view screen of the Validation window the
status of the export process is recorded (diagram 5.1.2.1). A list of information
includes the beginning expor time, the number of incidents processed, the
destination of the export (the newly created file), the selected action in process
(Exporting Incidents to File), the complete file destination, and when the process
is finished, “"Export Complete.”

Diagram 5.1.2.1
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The following table outlines the necessary steps to expori Incident data.
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Exporting Incident Data — 5.0 Data

Action
Exporting NFIRS Incident Data: Click on
Tools. .. Impot/Export Tool.

Response

NFIRS Validation Tool launches,

Click on Export and Incident check boxes.

Select Incidents push button appears.

Click on Select Incidents.

Incident Export Selection Window
appears.

Click on Search for all incidents or fill in
the Search Criteria at bottomn of Incident
Export Selection window and click on
Search.

The top pane of the Incident Export
Selection window becomes populated
with Incidents matching the search
criteria.

Highlight desired incidents and click an
single down arrow to select highlighted
incident, or click on double down arrow to
select all incidents,

Bottom pane of Incident Export
Selection. window becomes populated
with selected incidents.

MNOTE: To remove an incident from the
selected incidents pane, highlight desired
incident and click on single up arrow to
select highlighted incident, or click on
double up arrow to select all incidents.

Highlighted incidents are removed from
the selected incidents' pane.

When selection process is complete, click
on the Export button.

The Save Incidents to File pop-up
window appears.

Choose a location to save file to and click
OK.

The incidents are exported, and the

export file is created.

January 2006

The export files can be imported into a spreadsheet, a local database, or into the
MNational Database. To import the files into the National Database, the user must
change the configuration to On-Line, close the Data Entry / Validation Tool, re-
start the Tool, and establish an Internet connection. In the Configuration Tool,
click on the Advanced Tab. Check On-Line Access and click Save, Exit the
Configuration Tool. Exit the Data Entry Tool for the configuration change to take
place. When the Data Entry MValidation Tool is re-opened, the user can begin the
import process,

Reminder: The first time a user imports data into the National Database, the Fire
Department export file must be sent before the incident file (s) in order to create
the header record for the department.
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5.1.3 Importing Fire Departments - 5.0 Data:

To import fire department information, the user will click on the Import check box
(diagram 5.1.3.0).

Diagram 5.1.3.0
[EIHFIAS Validation Toal

i

™ Espont

Salact impod Fils I Ll I I

Configuration I Wi Fila I (=15 I

When the user clicks on the Select Import File push button, the Import File
Selection pop-up window will be displayed. The user is able to navigate through
the directory structure to locate the file for import. To select a file, highlight the file
and click the Open button, or double click on the file.

A Confirm/Change File Type Selection box will be displayed (diagram 5.1.3.1).

If the file selected for import is Fire Department information, confirm that the Fire
Depts check box is checked. A file containing both Fire Department and Incident
information can be set to process by selecting the Fire Depts and incidents check
boxes. To accept the file selection, click on the Accept button. Click an the
Cancel button to return to the Validation main view screen. (If the file selected
does not contain the specified data type, the user will be prompted to choose
another file).

Diagram 5.1.3.1

g..__': Confirm/Change Selected File Type
;i‘) Selectimport file type

5.0 Fire Departments and Incidents Import—————— |

= B0 Flat Fil [V Fire Dupts

[ Incidents

Accept | Cancel

The automatic parsing and validation of the selected file begins. The status
‘Importing File’ will be displayed in the white rectangular box in the lower left
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corner and will change to ‘File Validation Complete’ when the validation process
is finished. In the Validation window (diagram 5.1.4.0), the Parse and Validation
Statistics will be displayed in list form. The list includes:

the total number of records read

the number of Fire Departments records accepted
the number of Incident records accepted

and the number of records from the input file rejected

Mote: A “record” is one row of a data file, therefore one incident may contain

several records.

The list in the Validation dialeg box will include information about the transaction
in list form. File names are appended with an underscore ( _ ), the information

type contained in the records (fd or inc), the data type of file without punctuation
(50 or 41), Fire Depantment or incident type records. The complete list of

information includes:

the complete file name

* & 8 8 @

no)

the time the file was set to process

the Transaction Type (TransType)

Import Target (database or flat file)

Database mode (On-Line or Off-Line

Accept Invalid Incidents During Import: true or false (yes or

The Configuration push button launches the NFIRS Configuration Tool (see the
NFIRE Configuration Tool documentation for further information). The Close

push button closes the NFIRS Validation Tool.

The following table outlines the necessary steps to impon Fire Department data.

Importing Fire Department Data — 5.0 Data:

Response

Importing Fire Departments Data: Click
on Tools... Import/Export Tool.

NFIRS Validation Tool launches.

Click on Import check box.

Import check box is checked,

Click on Select Import File button.

Import File Selection box will display.

2
3
4

Click on the file to import and then click
Open.

The Validation and Import Process
begins.
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5.1.4 Importing Incidents —5.0 Data

January 2006

To import 5.0 incidents, select the Import check box. The Select Fire Dept button
will change to Select Incidents. When the user clicks on the Select Incidents
button the Import File Selection pop up window will be displayed. The user can
navigate through the directory structure to locate the desired incident file created
during export. To import the file, highlight the file and click Cpen, or double click
on the desired file. The import process will begin.

Information about the import process will be listed in the dialog box of the
Validation Tool upon completion of the import process (diagram 5.1.4.0). The
import process validates and imports the data to a database (User’s Off-Line
database or the Mational Database, or lo a flat file), and the results will be
displayed in the Validation Tool dialog box. The results of the validation and
import process are documented in files which can be located in the sub directory
folder named Qut. The user may locate and view these files by clicking on the
View File button. Diagram 5.1.4.1 shows the out folder after the import of both an
FDID Information file and an Incident data file. The user should refer to the out
folder’s files to verify import success.

Diagram 5.1.4.0
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Diagram 5.1.4.1
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With the January 2006 Specification cycle, incidents' validation according to
Incident Date was implemented in the National database and in the USFA client
NFIRS 5.0 software Version 5.4. The previous Version 5.2.3 release included A
"Once Valid / Always Valid" handling of incidents such that an overwrite of an
incident under the latest version's rules via the Import mechanism will not result
in the incident becoming invalid. The .log and .err import log files will note errors

specific to incidents under this condition.

The following table outlines the steps to import Incident data.

Importing Incident Data — 5.0 Data:

ItepllActon

Importing Incidents: Click on
Tools... Import/Export Tool.

Response
NFIRS Validation Tool launches,

Click on Import check box.

The Select Fire Depts button will
change to Select Incidents.

In the Import File Selection pop up
window, locate the file to import.

Highlight the file to import and then click

Open.

The Validation and Import Process
begins.

5.1.5

January 2006

Conversion of 4.1 Master and Transaction Files to NFIRS 5.0

format:

The NFIRS 5.0 Data Entry/Validation Tool provides the user the tools needed to
convert 4.1 data to 5.0 format. NFIRS 4.1 data is specifically marked as
originating from 4.1 compliant software and is validated against the 4.1 specific
rules. The NFIRS Import/Export Tool provides an automatic recognition
mechanism to detect the type of file selected for conversion and provides
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automatic parsing (preparation) for three file types: 5.0 Delimited, 4.1 Master
files, and 4.1 Transaction files. The user will follow the same procedure as
importing 5.0 data files when converting the 4.1 Master and 4.1 Transaction files
into the NFIRS 5.0 format. For import instructions of 5.0 Delimited files, refer to
section 5.1.1.

A file selected for conversion must contain all 4.1 Master file records or all 4.1
Transaction records. The selected 4.1 file may contain, however, both Fire
Department and Incident data. When the user selects a file for import, the
automatic sensing mechanism will be engaged. This mechanism determines the
type of file by the number of bytes it contains. A Masler file contains 106 bytes
per record. If a Master File has already been parsed, it will contain 108 bytes
because the state information has been added. A transaction file contains 80
bytes. Only Add Transactions will be parsed and imported. Change and Delete
Transactions will not be parsed and imported.

Note: With previous Version 5.2.1, a sort mechanism was added to ensure 4.1
master files in which incidents were not arranged by incident type to be sorted by
record type prior to parse and import. If the file is sorted, it replaces the original
file. Users are recommended to save a backup copy of original 4.1 master
files.

The white rectangular box in the lower left corner of the Validation Tool screen
will display the status of the parsing and validation process. A summary of the
conversion process and the import process will be displayed in the Validation
Tool dialog box upon completion of the process. The results of the validation and
import process are documented in files that can be located in the sub directory
folder named Qut. The user may locate and view these files by clicking on the
View File button. Diagram 5.1.4.0 shows the out folder after the import of a 5.0
incident file. The user should refer to the files to verify import success.

To import and validate 4.1 data, the Import to Database checkbox must be
selected on the User Options Tab in the Configuration Tool. This is the default
setting.

To access the Import/Export Tool, in the Data Entry Tool under the Tools menu,
select the Import/Export Tool. The NFIRS Validation Tool window will be
displayed with Import selected by default (diagram 5.1.5.0)

Diagram 5.1.5.0
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To begin the conversion process, click on the Select Import File button. The
Import File Selection dialog box will be displayed. The user can navigate through
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the directory to locate the file to import. Highlight the desired file and click on the
Open button, or double click on the desired file to begin the parsing and
validation process. The sensing mechanism automatically determines the file
type by reading the first one hundred records of the file.

The Confirm/Change Selected File Type dialog box will be displayed (diagram
5.1.5.1), in which the user verifies the file type detected by the sensing
mechanism. |f the file contains different information than shown in the
Confirm/Change dialog box, the user may select the appropriate check boxes.
Note: Ifthe file contains both Incidents and Fire Depts, both boxes must be
checked. When the user clicks the Accept button, the parsing and validation
process begins. A message may appear briefly in the lower left white message
bax: Creating Parallel Database Connections..., which changes to the message:
Importing File... If the Cancel button is clicked, the user will return to the
Validation Tool main view screen,

Diagram 5.1.5.1

E ;rma’l:lmnge Selected i’lll: Type

In the white rectangular status box at the lower left corner of the Validation Tool,
the status of the parsing and validation process will be displayed. During the
process the message will read: “Importing file....," and upon completion the
message will read: “File Validation Complete.” The blue status box may
completely fill during the process, however, the validation and import may not be
complete and the user must wait for the File Validation Complete message
before inputting another file or reviewing log files. The Stop button will interrupt
the parsing process. If the Stop button is clicked, the user must input the file
again. If a message “Exception During Import” displays in the Validation Tool
dialog box, the user must refer to the out folder to find the cause of the eror
(refer to Section Sub Directory "Out”). Note: The parsing and validation process
time depends on the amount of records the file contains. The user must allow
moare time for larger files to be processed.

The Validation Tool Dialog Box

Upon completion of the parse and validation process, the Validation Tool dialog
box will provide a summary of the Parse and Validation Statistics in the
Validation Tool window. The scroll bar on the right of the Validation window
allows the user to view the complete list. Below is an explanation and diagrams
of the Parse and Validation Statistics of a sample file that contains fire
department and incident information. Refer to the Section Sub-Directory “"Out”
for a description of the files that are created and placed in the out folder.
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The first section in the dialog box shown in Diagram 5.1.5.2 is the parse and
validation statistics. These statistics refer to Records Read, Fire Dept and
Incident Records Read, etc. Note: One record is one row in the data file. For
example: in a 4.1 data file, a single Fire Depariment transaction is comprised of
two records.

The second line in the list shows the Total Records read. Line three is the Fire
Department Records Accepted. Records not accepted are not processed. Line
four is the number of Incident Records Accepted. Note: One incident may
contain several records. Line five is the total number of Records Mot Selected.
The user is referred to the Parse log, a separate file created and placed in the
out folder, The Parse log provides details of the incidents not accepted, for
example: the bad record is followed by a message such as “An incident exists
without the associated FD record.” Line six is the total number of Records Failing
Validation, and the user is referred to the Validation log, a separate file created
and placed in the directory folder. Line seven reports the conclusion of the
parsing and validation process and records the start of the import process.,

The second list in the Validation window (shown in diagram 5.1.5.2) provides a
summary of the incident information contained in the input file after it has been
parsed and validated. Line one provides the Total Number of Incidents in the
record. Line two is the number of Valid Incidents. Line three is the number
Incidents Rejected because of validation errors. Line four is the Total Number of
Exposures, Line five is the number of Valid Exposures. Line six is the total
number of Exposures Rejected. In the sample file, the rejected exposure most
likely was an exposure which had no originating incident.

Diagram §.1.5.2

[ESHFIAS Validation Tool

Parse and validation staishcs:

Total Records

Fire Depl Records accepted:

Incident Recards acceptad:

Records not selected (S0@ parse |og)
Records failing validation ($ee validalion log)
Baginning Irmpont Processing

Starting Validation: 08/2772000 16:06:38

File: CAProgram Files\MFIRS vl TransTestFile_fd41 Tm bd
TransType: NFIRS 4.1 Transaction File Fire Departments
Import Target Database

Database Mode: Off Line

Actepd Invalid Incidents when Imposting: tue

File Cormplete: 0B/ZTI2000 16:06:40

Fire Department Impord Summary,

n
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The third section of the list provides information at the completion of the impaort
process about the Fire Department records contained in the file (diagram
5.1.5.3). The list begins with the time the input file was set to process. Line two
is the location and name of the file. The file name will be appended to include
data, information, and file types. The naming convention is:

filename_repaired41_informationtyped1_filetype.txt

Line three provides the Transaction type (Master or Transaction file) and the
information type (Fire Departments or Incidents). Line four states whether the
user's Import Target was a Database or a Flat file. Line five states the Database
Mode at the time of the process (either On Line or Off Line). Line six states if in
the Configuration Tool the Accept Invalid Incidents when Importing box is
checked. [f line six states True, the check box is checked. If line six states
False, the box is not checked,

The last three lines in the third section state closing conditions of the Fire
Department records’ parsing and validation process. Line seven states the
location of the log files created (Placing original file in out directory). Line eight is
the time the import process is completed, and line nine states the Total
Transactions Processed. Inthe sample file, the two Fire Department records
constitute the information for a single Fire Department, therefore one transaction
{one Fire Department) was processed.

The fourth section of the list provides a summary of the records that contain
Incident information (diagram 5.1.5.3). The list provides the same information as
the Fire Department section, except the processing time for each one hundred
records is recorded.

The destination of the location of the log files is noted (Placing original file in out
directory). The validation and import completion time is stated.

The last section, Incident Import Summary, states the total number of valid and
invalid incidents processed number of deleted incidents, import failures, and a
total of successful imports. The destination of the log files is recorded on the last
line.

Diagram 5.1.5.3

Fire Department import Summary.
Valid imports: 1

Imwalid inports: 0

Import fGillures: 0

TOTAL Imported: 1

Stanting Validation: 06/2772000 16:06:41

File; CXProgram FilesiNFIRS w41 TranaTestFile_incd 1 Tm bd
TransType: NFIRS 4.1 Tranzaction File Incidents

Import Target Dalabase

Database Mode: Off Ling

Accap! Invalid Incidents when Irmposting: frue

File Cornplete; 0652772000 16:06:51

Intident Import Summary:
Valid imports: 21

Inwalld imports: 0

Deleted Incidents: 0

Import filures. 0

TOTAL Impored: 21
Plating fles in out direciory
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The Sub-Directory Folder “out"

When the user closes the Validation Tool dialog box, the statistics will be cleared
from the screen. The statistics and the import file processing information is
documented and stored in the “out™ sub-directory.

The user should view the files created to check for validation errors and
transaction errors (bad data). The files in the out folder have the appended
name assigned during the detection and parsing process. The naming
convention is:

originalfilename_informationtyped41_transactiontype filetype

To view the files, click the View File button. In the Load Log File pop up window,
locate the folder named “out” and double click on it. The out folder contents will
be displayed (diagram 5.1.32.4).

Diagram 5.1.3.4

| Load Log File

3] 41 TransT estFile_[d41 Toryser|
3] 41 Tran: T estFde_[d41Tinlog
[¥] 41TransT estFile_fdd1 Ton bt
;ﬁﬂferoﬂFk_mﬂTrncn

2] 41TransT estFide_inc41 T bog
2] 41Tran:TaxtFle_ecd] Tt
8] 41TransT estFde_parsaiog bt

The .err file contains a listing of all the validation errors. If no

validation errors are present in the data, the file will have no contents.
The _log file contains a reading of the Validation and Import process. The
.out file contains a listing of all good transactions. The .bad file will contain
the bad transactions. If there are no bad transactions, no .bad file will be
created. The parselog.txt contains a summary of the number of records
read, accepted, and rejected during the 4.1 parsing process. The
validationlog.txt will contain detailed explanation why the transactions did
not pass validation and a summary of the parsing statistics.

The user can verify that the 4.1 data was entered into the department by
conducting an Open Incident Search for the specific department.
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5.2

5.3
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The System Admin Tool:

From within the System Administration Tool, the Administrator may modify and
add users from the Administrators group tier and below. Note: Not all users will
have access to this tool.

When the user clicks on the System Admin Tool, a pop-up window for the NFIRS
5.0 System Admin Tool will appear. See the System Administration Tool
Documentation for additional information. The ability to access the Special
Studies, Chemicals, and Codes (for Plus One Codes implementation) interfaces
from within the System Admin Tool. System Admin permissions is necessary to
access the System Admin Tool, and the Program Admin permission will be
necessary to save changes made in interfaces.

The Client Configuration Tool:

The purpose of this tool is to allow user maintenance for options and settings.
From within this Tool, the User specifies On-Line or Off-Line use, whether to run
against a local or remote database, select the database type, the file location
and type for import/export data, whether data encryption is to be used, and
firewall settings (if present). Most users will use the Configuration Tool Lo verify or
change their system’s access mode; i.e., from Off-Line mode to On-Line mode
and select the database type.

With NFIRS 5.0 Version 5.4, the default mode has been changed to On-line
Access,

When the user selects on the Client Configuration Tool, the NFIRS 5.0
Configuration Tool will appear. Refer to the NFIRE 5.0 Configuration Tool
Documentation for further information.

NFIRS Data Cleansing Tool (Off-line only):

Per Users' requests, the capability to run scripts to clean up specific data issues
in local databases has been included in the previous USFA Client Software
version 5.2.3. These scripis are the same scripts that are run on the National
Database prior to generating the public data format to remaove invalid values, for
example, null identifiers -32xxx), and remove specific known issues such as
negative numbers in EMS Module Age fields.

Mot all users will need to use the Data Cleansing Tool. Not all scripts may be
desired at the state and local level. Prior to using this Tool, contact your State
Program Manager or NFIRS Support Center for more information on the optional
use of the Off-line Data Cleansing Tool and ils scripts.
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When a script is run, the data value(s) affected by that script will be changed in
the local database. Itis not possible to undo or return the original data values(s)
to the local database unless the user re-imports the original data file, or uses the
back up copy and deletes the database file to which the script(s) were applied.

Prior to opening the Data Cleansing Tool, make a back up of or copy the local
NFIRSv54 database. For Access users, the database file is named:
NfirsdataVs4. mdb (not _Idb). Its default location is: C:\Program
Files\NFIRSv53\Database\

The Version 5.4 Data Cleansing Tool includes thiteen scripts to address these
specific data values and fields (note: these scripts are the same as previous
version 5.3 and 5.2.3);

Script 1: Set NFIRS Version number in 5.0 incidents to 5.0 if 05.00, 0500,
5.00,etc.

Script 2: Clean up unconverted Heat Source codes

Script 3; Fix invalid Mobile Property and Equipment Involved years.

Script 4. Remove Fire Modules from non-fire incidents

Script 5: Clear age field in Wildland Module if age is 1

Script 6; Set property use conversion to 400 when equal to 409

Script 7: Set Not Residential flag based on Property Use

Script 8: Clear invalid civilian injury dates ( prior to 12/31/1969)

Script 9; Clear EMS Casualty Age if negative number,

Seript 10: Clear large negatives in FD-related fields (less than -999)

Script 11:Clear large negatives in incident-related fields (less than -999)
Script 12 Zero large values in-FD field Number-of-Paid-FFs- (greater than 10000)
Script 13: Populate G1 Resource fields with counts from Apparatus/Personnel
Module if Local Forms Used =Yes.

Note: The script to address the G1 resources has a version for a local
Oracle database. The local Oracle database script should be selected by
users with Oracle, MS SQL Server 97 and MS SQL Server 2000 Users.

The Appendix C lists each of the SQL scripts in detail, including the tables and
fields affected in the database when each script is executed,

5.4.1 Using the Data Cleansing Tool

January 2006

The Data Cleansing Tool is available in the Off-line mode only. To access the
Data Cleansing Tool, open the Data Entry Tool and from under the Tools menu
select Data Cleansing Tool.

Before applying any of the scripts, verify a back up copy of the NFIRS local
database has been made.

Diagram 5.4.1.0 shows the data Cleansing Tool scripls available for selection.

51
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Diagram 5.4.1.0

[ Data Cleansing Tool

Data Fixes
Destriplion |Applied?| Last Applisd | import. |Published | - i
ORACLE OMLY: ApparalusiPersonnel lolals derived .| [ bul8, 2003 [af ==
MS ACCESS ONLY. Apparatus/Personngl totals deri., | [ Jut g, 2003
Clean up Uncorvénad heat source’ codes | L) {ul 8, 2003 | i~ piied Gty
Fix improperty formatted MFIRS 5 0 version indicator | [ Hui g, 2003
Fix invalid mobile property and equipment invobved y.. | [ Wl 8, 2003
Remcva Fire Modules from non-fire Incidents L Al 8, 2003 € Unapplisd Only
Clear age field in Wildland Module if age is 1 [ Jul 8, 2003 =
Sel propeny use conversion to 400 when equalto 409, [ Wul 8, 2003
Sel nok-residential lag based on property usecode | [ [uis, 2003 Apply Belected Fifes) |
Clear irvalid civilian injury dates L Wl 8, 2003 |
Clear negative EMS casualty ages [ |Jui8,2003 || = Imped Fises From File |

|

To select a script to run, highlight it. Click the Apply Selected Fix(es) button. The
script will be executed. In the message bar at the bottom of the Data Cleansing
Tool window, the amount of rows in the database affected by the script execution
will be displayed. Note: This is not the number of incidents affected. The number
of rows may not be equal to the number of incidents affected by the script
execution. For example, The script for the NFIRS Version check and reset to
"5.0" will show a row affected for each occurrence of "5.0" in the INCIDENTKEY
table. The G1 Resources script may show no rows affected, even if counts have
been derived and populated in the IN_Basic table.

When a script is applied, specific data values in the local database are changed.
Exports of data following the execution of a script(s) will contain the changed
values. For example, if an incident saved to the local database contained an Age
of 1 in the Wildland module, after the script which addresses this issue is
executed, thatincident will no longer contain an Age value of 1 in the Wildland
Module. Refer to Appendix C for details on each script,

When an original data file is imported and Overwrite Existing incidents is
specified, the original bad data values will be saved once again to the database.

The Data Cleansing Tool window displays the status of scripts which have been
made available to execute against the local database, In the column named:
Applied? a check mark designates that the script has been executed on the local
database. The Last Applied Date displays the date the script was executed.
Mote: When working with multiple copies of Off-line databases, for example, a
database file for each specific year, The Last Applied Date is not database
specific.

Upon subsequent openings of the Data Cleansing Tool, the scripts may be
displayed according to the selections: All, Applied anly, or Unapplied Only,

Future functionality includes the Import Fixes From File button, which will enable

the user to add new scripts to the NFIRS 5.0 application. If additional scripts are
created for data maintenance, the NFIR 5.0 user community will be notified by list
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message. The Imported On date displays the date a new script is imported to
the NFIRS 5.0 application. The Published On Date is the approximate date the
script was made available to the user community.

Refer to the Appendix C for details on each scripl.

The Advanced Menu:

The Advanced Menu (diagram 5.5.0) provides an interface to change passwords,
synchronize a local database to the National Fire Incident Reporting System
database, and View the logs created by Event Logging (see NFIRS
Configuration Tool Documentation).

Since the release of previous Version 5.2.1, new passwords must meet the
FEMA standard. Users must enter a password consisting of 8 - 15 alpha-numeric
characters using this utility.

Diagram 5.5.0
= NFIRS - Data Entry Tool Version: 5.4.1

Incident Add Module Fire Dept  Tools JRLEESCG]
Change Passwaord

Yiew Logs »

Correct password format must have a minimum of 8 alpha-numeric passwords,
and should not be easily guessed or related to the user' personal life or
occupation, for example, birth dates, initials, spouse's names, etc.

To change a user password, click on Advanced ... Change Password. When the
Change Password Dialog box appears, the user must enter the old password,
and then enter and confirm a new password (diagram 5.5.1).

Diagram 5.5.1
Eg.'_j' Change Password

oK I
wa‘nss‘wurd'l Cancel |

Ii."-:::-! 2d and MNew Passward

The user may synchronize their user account and FDID information with the
Mational Fire Incident Reporting System database by clicking on Advanced
...Remote Synch. Note: The user must have an active Internet connection prior
to clicking on Remote Synch. This option is unavailable if the user is working in
the On-Line mode. The user should perform synchronization to the National
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Database on a periodic basis to ensure that all user account and group
information is current. Remote Synch does not involve incident data..

The user is given the option to enable different levels of Event Logging in the
NFIRS Configuration Tool. To view logs the user must click on Advanced ...
View Logs, and then click on a type of log — choices include Events, Exceptions
and Statistics (diagram 5.5.2).

Diagram 5.5.2

¥ NFIRS - Dala Entry Tool Version: 5.4.1
Incidert  Add Modue Fire Dept  Tools

Advanced

Groups Changs Pasowond
et
Exceptions
Setmtics

6. Editing Modules
The NFIRS Data Entry/Validation Tool is designed to work in a modular fashion. All data
is entered in one or more of the Modules. The modular design allows data entry
procedures to be uniform throughout all modules.
There are various types of fields in the Modules, such as pull-down menus and check
boxes. This section will discuss each type of field the user will encounter when editing
Medules.
When the cursoris placed in a field and the Tab key is pressed, the cursor or focus will
advance the next field.
6.1 Tabs:
Al the top of the Modules are Label Tabs. On each Tab is a listing of the Module
Seclions located at the Tab. In order to navigate through the sections of a Module, the
user has the option of clicking on a tab (diagram 6.1.0) or clicking on the Next Tab Push
Button (diagram 6.1.1).
Diagram 6.1.0
SectionB.- E | Settions - | Secfion K1 | Secion k2 | Sections L- M| Special Sues
Diagram 6.1.1
Hext Tab |
6.2 Buttons - OK and Cancel:
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6.3

6.4

Each of the Modules will have an OK and Cancel button (diagram 6.2.0). If the user
single clicks on the OK button, data entered will be validated and if validation is
successful, saved. Clicking on the Cancel button will discard the entered data and exit
the module,

Diagram 6.2.0
0K Cancel

Buttons — Yes No and Cancel:

If validation finds problems with the entered data, the user will be given the opportunity to
review and correct validation errors or save the Incident with validation errors (diagram
6.3.0). To review validation errors, click Yes. To save the Incident with validation errors,
click No. To cancel the save and return to the previous window, the Cancel button should
be clicked. If the Cancel button is clicked, the pop-up window will disappear.

Diagram 6.3.0

(§) Validation Errors Exist .. would you like to view them before
=y’ saving changes?

'i__:ras No . Cancel

Required and Optional Fields

Each module contains data entry fields. Diagram 6.4.0 shows the first tab of the Basic
Module. Data entry in certain fields is required for the incident to pass validation.
Required fields will appear as yellow rectangular boxes. Depending upon the modules
added, additional fields may be required. Ifdata is not entered in a required field, the
omission will be indicated during validation. All other fields are optional, In some
instances the required fields may be a free-form text field, such as entering a Street
address. In other instances, a field may require a code lookup. Information about
whether a field requires a single code or allows multiple codes will be displayed on the
status bar on the bottom-left hand side of the screen. Either double clicking on the field
or pressing F1 on the keyboard activates the Codes look-up list box (diagram 6.4.1 and
diagram 6.4.2).
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Diagram 6.4.0

Diagram 6.4.1 shows the Code Lookup box for Incident Type which appears when the
user either double clicks in the Incident Type field or presses F1 on the keyboard with the
cursor entered in the Incident Type field. Diagram 6.4.2 shows a Multiple Code Selection
box for the Actions Taken field of the Basic Module..

Diagram 6.4.1

=24 Incident Type
®-) {1) Fire
# ] (2) Overpressure Rupture, Explosion, Overheat -no flse
# ) (3) Rescue & Emergency Medical Service Incidents
] (4) Hazardous Condiions (Mo fira)
#- | (5) Service Call
=24 (6) Good Intent Call

& ) (60) Good mtant call, othar

=24 (61) Dispatchad and canceled enfoute

il

=29 (62) Wrong location
~-® (B21)Wrong location

& 24 (63) Controlied burning
& (B31) Authorized confrolled bumning
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Diagram 6.4.2
[543 Multiple Code Selection

76 Provide r
17 Control crowd
78 Control traffic

79 Assess severg weather orn 1 di

g0 Infarmation, investigation & enforce

81 Incident command

B2 Mofify other agencies

B3 Provide information 1o public or media

g4 Refer to proper authority

85 Enforce code

AR Irertinate :]

Code | Description |

a3 Cancefled enroute

Click and drag Title bar to view complete description.
Use scroll bar to view complete list.
Blue arvow mioves selection.

oK | Cancel |

6.5 Pull-down Menus:

A pull-down menu provides the user the opportunity to select from a list of data
(diagrams 6.5.0 and 6.5.1). Initially the field with a pull-down menu will appear as a blank
rectangle with an arrowhead facing down. Click on the arrow to display selections.
Highlight the desired selection and click again to insert the selection into the field.

Diagram 6.5.0
i TR
Street address

Diagram 6.5.1
Address Type
|Street address

In front of
Intersection
Rear of

Street address

Cr, the user can click on the field and enter the first letter of the word they wish to input.
The first entry in the pull-down list starting with that letter will be input. If the same letter
is pressed again, the next word in the pull-down list is input.
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As an example, in the State field of the Basic Module, when the letter *\" is pressed, the
State of Vermont is selected. When the letter "\V" is pressed again, the Virgin Islands is
selected. Ifthe user enters “VI" the State of Vermont will be selected for the "V followed
by the State of Idaho for the “I". If the user clicks on the arrowhead, the pull-down menu
is displayed. The user must click on a value in order to select it.

Note: In Software Version 5.3, the Street Type code must be selected by using the drop
down box and scroll bar or by making a text entry. The Street Type field is no longer a
coded field, but was expanded to include U.S. Postal abbreviations.

6.6 Free Form Text Boxes:
The fields without pull-down arrows are free form text boxes. The field for Street or
Highway is a free form text box — the user is allowed to enter data in a free form format,
e.g., Victoria or HCR 51 Box 255.
6.7 Components of the Single Code Look-up List Box
The look-up list box may contain mutually exclusive check boxes in an extended list,
which may be navigated by clicking on the up or down arrowhead, push buttons, and text
boxes for searching through the exdended list (diagram 6.7.0).
Diagram 6.7.0
Extended List
3
{LMesTE of Egress
g?; g“o‘:::nr mall
:B?J EI“E‘;IOF .slauwaw', ramp, o feg g5 apE \
{I3) interies slairmay of ramp
i e N
{050 Egress afesdt, alhes = /
B (1) Asseinily, Sabes Arels (Oroups of People)
B (1) Fungbon Aves
- (%) Tachnical Processing Areas
4} Sfcrage Areas
Checlk m fow i =
Boxes 7 - -
g. urmef - T:Fﬂ Box
e T
|
Push Buttons
6.7.1 Extended List:
The extended list is hierarchical in structure. A plus (+) or minus ( -) sign next to
a heading indicates a branching tree structure is present. If the user clicks on the
plus sign, the branch will expand providing a more detailed offering. Once the
branch has been extended, the plus sign will change to a minus.
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6.7.2

6.7.3

6.74

6.7.5
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Selecting a plus (+) heading will result in validation errors, as it is not a valid
selection, Only lowest members in the hierarchy are valid selections. From the
example provided (diagram €.7.0), “Area of Qrigin® is a top level heading (+),
and is an invalid selection, as is " (1) Assembly of Sales Areas (Groups of
People),” howewver, “ (01) Comidor, Mall® is one of the lower extensions of the
Area of Origin “branch,” and is a valid selection, Clicking on a minus sign will
collapse the extension and return the plus branch view.

Check Boxes:

As shown in the preceding diagram, a check box (sometimes referred to as a
“radio button” when circular in shape) is a point-and-click data entry tool. The
check boxes Numerical and Alphabetic are exclusive: only one can be checked
at a time, and if Numerical is checked, the Alpha Search text box is grayed out
(rendered inactive),

Arrowheads:

The arrowheads shown in the above diagram are a point and click tool used to
scroll the extended list up or down. Clicking in the bar between the arrowheads
will cause the extended list to page down, as opposed to scrolling down one line
at a time.

Push Buttons:

The Push Buttons shown in the above diagram are also point and click data entry
tools. In the Codes Lookup windaw, clicking on the Select button will select a
highlighted code. Note: Selection of codes can also be accomplished by double
clicking an a code in the Codes Lookup extended list. Clicking on the Cancel
button will cancel the selection of a highlighted code and exit from the Codes
Lookup window.

Text Boxes:

In the discussion on Check Boxes reference was made o a Text Box adjacent to
the Check Boxes. This Alpha Search text box can speed up the selection of
Codes by clicking on Alphabetic and then beginning to type the name of the
code. For example, if Alphabetic was clicked, and the user began typing
“awning” (note: no quotes should be entered) the code for awning will become
highlighted. The more letters that are typed, the more specific the selection
becomes. Thus, typing the letter *a” may cause the highlight to be on *(11)
Arena” whereas typing “aw” will cause the highlight to jump to the code for
“awning.”

SM 1-117



NATIONAL FIRE INCIDENT REPORTING SYSTEM OVERVIEW

Data Entry Tool Users Guide

6.8 Components of the Multiple Code Look-up List Box:

The Multiple Code Look-up List Box (Diagram 6.8.0) contains Available Codes and
Selected Codes lists, Code Selection and Deselect push buttons, List Navigation
arrowheads, and OK and Cancel pushbuttons. This format is used when more than one
code can be captured for a single data element.

6.8.1

6.8.2

6.8.3

January 2006

Available Codes List:

The Multiple Code Look-up List Box offers the user multiple codes to select from.
From the Available Codes List, the user can select codes in one of three ways,
as described in the next three subsections.

Double Clicking:

The user may select a code by double clicking a code from the selection list. The
user may double click on one code after another to select multiple codes. To
deselect a code, double click on the code in the Selected Codes window,

Single Clicking with Control Key:

The user may select a code by single clicking, holding the control key and then
continuing to single click codes. As each code is single clicked, it will be
highlighted. If a code from the list is to be deselected, single click the code
again, and the highlight will disappear. When the selections are complete, single
click on the code selection arrowhead (diagram 6.8.3.0). To deselect codes, use
the same method from the Selected Codes window, or double click on one or
more codes in the selected Codes window.

Diagram 6.8.0

Selection and Deselection
Pushbuttons

Selected
Codes

Available

00 i taken, oihar e oo Action taken, othar
1 Fiw, othar A L] Fia, othar
1

L Exdinguitsh A =11 Exfingash
f_’ 12 Savape & overteul
13 Estabiich fre bres (widire)

e Contain irg dwildland)
\Q 15 Confine fire fwildiand) ;
-t Control firg fadldland

|f\\\:tmaue preseiced fed (widiand) 1

OB e | i

| i =
Asrowheads OK and Cancel Pushbutions
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6.8.4 Single Clicking with Shift Key:

The user may select multiple codes in sequence by clicking on the first code in
the list and while holding the shift key, clicking on another code above or below
the code. This action will highlight all codes inclusive above or below the first
code clicked. To select, single click on the code selection arrow (pushbutton in
the form of an arrow). To deselect codes, use the same method.

6.8.5 Arrowheads:

Scrolling through Available and Selected Codes can be accomplished by single
clicking on the pushbutton in the form of an arrow.

6.9 The Special Study Tab (Basic Module)

The Special Study Tab in the Basic Module enables users to enter codes and
information that pertain lo a special study being conducted at the state or local
level, The Special Study Tab is viewable by all users, but a special study must be
implemented by a State Program Manager or System Administrator. If a special
study has been implemented for the user's department or login level, specific
codes and descriptions will be available through the F1 Key Codes Lookup
where applicable. The user may select Applicable Studies or All Studies when
searching for studies available for reporting. If a Special Study has not been
implemented and a user enters data in the Special Study 1D or Special Study
Value fields, a waming will be listed in the Validations warmings upon saving the
incident.

7. Exiting the NFIRS Data Entry/Validation Tool:

Push buttons provide the user the opportunity to Open or Remove one or many Modules
prior to exiting the NFIRS Data Entry/Validation Tool, as well as to Save an Incident, or
exit the NFIRS Data Entry Tool without saving an Incident (diagram 7.0). Note: No data
is saved unless the user clicks on the Save push button in the Main View or the Save
button on the pop-up window which appears if changes have been made, and the user
clicks on the Close push button in the Main View (diagram 7.1). If the user clicks on the
No push button (diagram 7.1) the changes made 1o an Incident will not be saved. Ifthe
user clicks on the Cancel push button (diagram 7.1) the pop-up window will exit, and the
user will be retumed to the Main View.
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8. The NFIRS Rapid Start-Up Guide

8.1

8.2

8.3

January 2006

Introduction to the NFIRS Rapid Start-up Guide

The Rapid Start-Up Guide's purpose is to outline key steps needed to get the
User using the Mational Fire Incident Reporting System as quickly as possible.
Only the key points are described below. For details on the Tools described
below and other Tools available with the NFIRS 5.0 Data Entry Tool System,
refer to the previous sections of this Manual.

For a Tutorial on how to download, install, and begin using the software refer to
the Tutorial posted on the NFIRS web site at
http:ffwww.nfirs. fema.goviusersftutorial. shtm. The Tutorial can be downloaded

and printed so the user may have a reference guide while in front of the
computer.

Users download the NFIRS software from the NFIRS Web Site. Access this site
by going to www.nfirs.fema.gov.

Download and Installation of the NFIRS Software

1. Go to www.nfirs. fema.gov and click on the User Section Homepage, then on
the sidebar link: User Login

2. Enter User account info in the Login screen and click on Login.

3. Locate the Download Software link in the sidebar and click on it.

4. On the Download Software page, click on the FTP link for Version 5.4.1.

5. Inthe File Download notice box, click on the link Download Now.

8. Save the File to a folder (refer to the Software Version 5.4 Readme.bd file or
to the Tutorial for in depth instruction and screen shots on choosing the

destination folder). Download of the file will begin.

7. When the download is complete, locate the file you saved to the folder. (See
Step 5)

8. Close all programs and double click the executable file to install.

Starting the Data Entry Tool: User Injection Process

Microsoft Access 97 Users

1. Inthe Configuration Tool on the Advanced Tab, verify the Off-line Access
box is checked.

2. Start the Data Entry Tool by going to Stan...Programs...NFIRSvE4.. Data
Entry Tool.
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3. The Off-Line Login Screen will be displayed. Click the OK button. (Leave
the fields for Username, State or Password blank.)

4, This will begin the User Injection Process.

5. The User will be prompted: Would you like to inject a User from the On-Line
Database? Click Yes.

6. The NFIRS Login Screen for On-Line use will display. (You need to have a
connection to the Internet.) Enter your Usemame, State and Password.

7. User Injection will begin.

When User Injection has completed, the User is ready to work Off-Line.

Starting the Data Entry Tool: Database Setup and
User Injection
Microsoft Access 2000 and Access 2002 Users

1. After successful installation, locate the NFIRSvS4 root directory.
2. Double click on the Mfirsdatav54.mdb file to open it
3. Select the Convert Database option.

4, Inthe "Convert Database Into” save in field, specify the NFIRSv54 Database
folder.

5. Accept the default name for the database (default name: db1.mbd). This
name will be changed later. Click Save.

8. When complete, close the database and the Access 2000 (or 2002) program,
7. Rename the original MfirsdataV54.mdb (suggestion: origNfirsdataV54.mdb).

8. Rename the new database Nfirsdatav54.mdb If file extensions are hidden
on the PC, rename the database: NfirsdataV54

The database has been converted. The user must now select the Database
Type.

9. Open the Configuration Tool.
10. Verify the Off-line Access Check box is checked.

11. In the Database Type drop down box, select Access 2000 (or Access 2002).
12. Click Save and exit the Configuration Tool. Proceed with initial User Injection.
13. Open the Data Entry Tool.

14. Leave the Off-line login screen blank and click QK.

15. Click YES to "Would you like to inject a user from the On-line database?”
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16.
17.

18.

18.

Connect to the Internet (if automatic dial up does not occur).
Login to the On-line database.

Create a password for the Off-line database, if desired, or enter On-Linge
password.

When the User Injection/Remaote Synch is complete, a message will display:
"Your Internet connection is no longer required.”

Starting the Data Entry Tool (Off-Line Mode)

1.

Open the Configuration Tool by going to
Start...Programs...NFIRSv54... Configuration Tool.

Click on Advanced Tab.
Check the box to specify Off-Line Access.
Click Save...OK...Exit Configuration Tool.

Start the Data Entry Tool by going to Start...Programs...NFIRSv54...Data
Entry Toal.

The NFIRS Off-line Login screen will displayed . Enter Username, State and
Password. Click OK

The Main Screen View of the Data Entry Tool will be displayed.

Starting the NFIRS Data Entry Tool (On-Line Mode)

Establish a connection to the Internet.

Start the Data Entry Tool by going to Start... Programs...NFIRSv54. . Data
Entry Tool,

The NFIRS Login screen for On-Line will display. Enter Usermname, State
and Password. Click OK.

Once the connection is complete, the Main Screen View will appear. The
User will see at top of screen: NFIRS — Data Entry Tool Version: 5.4.1

Begin Using the Data Entry Tool

Fire Department — Personnel/Apparatus

1.

Under Groups locate and highlight your department's name. Click on FDID
and Department Name to highlight your department's name.
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2. Click on Fire Dept Tab from the Menu Bar and click on Open Fire
Department.

3. Three label tabs appear. Enter Department information. Use the Tab key to

navigate Personnel and Apparatus label tabs, entering information as
necessary.

4. Click OK.

5. The Department information will be saved.

8.7 New Incident

1. Click on the Incident tab on the menu bar and click on New Incident.
2. The Incident Key Window will be displayed.
3. Enter Incident Information.

4. Click Ok.

5. Double click on Basic Module, or single click to highlight and click on the
Incident Short-cut push button Open under Module, The Basic Form will

open.
6. The User can now begin entering the incident information.

7. Click on Save to save incident.

8.8 Save An Incident

1. After entering incident information, pull down the Incident Menu,

2. Click on Save Incident.

8.9 Open An Incident

1. Click on the Incident Tab and click on Qpen Incident.
2. Click Search to display incident(s).

3. Highlight Incident...Click Open.

Report)
Adobe Acrobat Reader Required

1. Open an incident,

January 2008 66

SM 1-124

To Generate a Forms Based Incident Report (Local



NATIONAL FIRE INCIDENT REPORTING SYSTEM OVERVIEW

Data Entry Tool Users Guide

8.1

January 2006

2. Click on Incident on Menu Bar...click on Generate Report.

3. Click OK to the Report Generated Successfully prompt.

4. To retrieve and print the report, open Windows Explorer.

5. Locale the folder where report was saved (default: \NFIRSv54\Reporish).
6. Open the folder where the report was saved.

7. Locate the pdf file created when generating the reports (diagram A).

8. Double click on the form to be printed. This will open Acrobat Reader if it is
not already open.

9. In Acrobat Reader from the File tab on the Menu bar, click on print.
10. Repeat for each of the pdf files for the incident.
Diagram A

B C:\WProgram Files\NF RS Heports i
Fle Edt ‘ew Faveortes Took Heb ar

Qe - - [T O sewch |2 roders | [7]-
5 | L3 €\ Program PlesiNFIRSVES flaports v B
Fekdors X Howe - So  Type Date Modfied
= 3 MRSV A idTemplstes | File: Folder 1006, 704 B
03 Cache GN-WWIM-MI-‘J-HM# LEOER  Adobe Acrobat Docurent | 2I2006 729 AM
) Distbaase
1) Graphacs
=
£ 0 e
o g
= 3 Rapots
) Templstes
# [ Morton Antirus
) Onlee Services
) Outiook, Express »,
< ¥

2 mucmlwe_;: =1 d: 159 kD o My Computer

Mote: The first time a report is generated, the user may be prompted to “Locate
the Acrobat Reader Executable.” Click OK. Locate the Adobe Acrobat
Program folder and double click on it to open. Locate the Reader folder
and double click on it to open. Locate acrord32.exe (or Acrobat exe) and
double click on it to open.

Export Incidents

1. Click on Tools from Menu Bar.
2. Click on Import/Export.
3. Click on Export.
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4, Click on Select Incidents.

5. Click on Search.

6. Select the Incidents to be exported.

7. Click on Export.

8. Mame the file the data is saved to and its location.
9. Click Save.

10. Click on Close when Export is complete.

8.12 Import Incidents

1. Click in Tools from the Menu Bar.
2. Click on Import/Export Tool

3. Select Import.

4, Click on Select Import File button.
5. Locate and select file for Import.
8. Click Open.

7. Click on Close when Import is complete.

8.13 Exit NFIRS

1. Click on Incident on the Menu Bar.
2. Click on Exit NFIRS.

3. Click on Yes.
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8.14 Troubleshooting

The following table outlines the most common questions from NFIRS 5.0 users during
initial start-up. Additional frequently asked questions are addressed on the NFIRS FAQs
page, hitp:/fwww . nfirs.fema.goviusers/usersfag.shtm.

How do | find the
version number of the
Access program?

Question

Response

Open the program to see
if Access 97 is displayed.

Action

Verify by going to the Access Help
menu and clicking on About (Access) to
locate the program and version
information.

What do | do if my
screens do not

display?

Check Display
Configuration.

800x600 Pixel display is
necessary.

Go to Start... Settings...Control
Panel...Double click on Display... Click
on Settings Tab. Desktop area needs
to set at 800x600 Pixels.

...if the installation will
not complete?

Check disk space. 55 MB
is minimum.

Go to Stant.. . Windows Explorer. Click
once on the C Drive...then right click
for drop down menu. Click on
Properties. Free disk space and Used
disk space will be displayed.

| get a message during
Access Database
setup selection that
says "There is a
mismatch between ,

Verify you selected the
correct Database Type for
the database program on
the PC. Or, verify the
database has been

Locate the database in the NFIRSv54
root directory and double click on it to
open. Convert the database, saving it to
the Nfirsv54 Database folder and
renaming it NfirsdataVvs4.mdb.

login?

version: it must be NFIRS
5.0 Version 5.4 for On-
Line use.

Data Source, Database | converted. If your PC does not show file
and Drivers." extensions: name il: Nfirsdata\VV54
...If | am unable to Verify the software Verify on the Start ... Programs selection

menu the version number of the NFIRS
program.

...if 1 am still unable to
login?

Check to see if you are
lagging in On-Line or Off-
Line. There are two ways
to check.

(1.} Check when you start the Data
Entry Tool if the Login screen says
NFIRS Login (Cn-Line) or Login (Off-
Line); or (2). Goto

Start... Programs... NFIRSw54... Configur
ation Tool...Click on Advanced Tab.
Look to see if On-Line or Off-Line
access box is checked.

How do | change from
Off-Line to On-Line?

Use the Configuration
Tool to change access
setlings.

Open the Configuration Tool and click
on the Advanced Tab. Check the box
for On-Line access. Click

Save...OK. .Exit. Referto
Configuration Tool User's Guide for
maore information.

I am trying to Login Off-
Line. Why do I get a
message that says, *
User not found-Please

User Injection into your
Off-Line database has not
been completed.

Start Data Entry Tool. When you see
the Login Screen for Off-Line, click OK
leaving the fields blank. You will then be
prompted: Would you like to Inject a
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re-enter?”

User from the On-Line database? Click
QK. The On-Line Login screen will
display. Enter your User-name, State,
and Password. A prompt to change your
password appears. You may enter the
same password as you use for On-Line
login. A message displays when User
Injection process is complete.

When | enter the Data
Entry Tool, my FDID
Mumber is correct but it
says “FDID not Found."

The name of your

department has not been
entered in the system.

Highlight the Dept. number and FDID
Mot Found. Click on Fire Dept from the
Menu bar. Click on New Department.
Here you will enter the Fire
Department's name and information.
Click OK and the depariment
information will be saved and the
depantment name will be displayed.
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9. Appendix

9.A Scripts and Table Information for Data Cleansing Tool

The following information is provided to assist State Program Managers and users who wish to
apply SQL scripts to their local database to address codes and values issues identified by users
and the USFA during data review and analysis.

These scripts are applied to the data extract from the National database to be used in the public
data format. Per users’ requests, these scripts have been made available for users to apply to
their local database.

The actions of the scripts are not reversible. Users are asked to review each script prior to

execution. Making a backup copy of the local database is recommended. Once a script is applied,

the change can be reversed.

Data Fix 1: Set NFIRS Version number in 5.0 incidents if 05.00, 0500,
5.00,etc.

The SQL statement associated with this script replaces incorrectly formatted values
indicating the incident version number (e.g., '05.00°, '0500', '5.00°, etc.) with the string
'5.0°". Versions 4.1 incidents are excluded.

In INCIDENTKEY table where IN_NFIRSVERSION does not equal 5.0, update it to 5.0.
Nate: when this script is run locally, the Data Cleansing Tool rows affected will not reflect

the number of values that needed to be reset, but the number of "5.0" occurrences plus
the number of variations of “5.0."

Data Fix 2: Clear X from unconverted Heat Source codes

This script addresses the Heat Source codes in the 7, 8, and 9 series that were not
completely converted. In the IN_FIRE table, these codes in the 70, 80, and 90 series
values have "X" in front of them.

Table Name Column Name Affecting Values
IN_FIRE IN_HeatSource X70
IN_FIRE IN_ HeatSource A7
IN_FIRE IN_ HeatSource Xz
IN_FIRE IN_ HeatSource X73
IN_FIRE IN_ HeatSource X74
IN_FIRE IN_ HeatSource XEBO
IN_FIRE IN_ HeatSource XB1
IN_FIRE IN_ HeatSource K82
IN_FIRE IN_ HeatSource X8B3
IN_FIRE IN_ HeatSource XEB4
IN_FIRE IN_ HeatSource x97
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Data Fix 3: Clear large negatives in incident-related fields

The SQL statements associated with this data fix set the values found within specific
columns in tables used to record incident data to null if they fall outside of valid ranges.
The columns and the criteria for setting those column values to null are captured in the

following table:

Table Name Column Name Affecting Values
IN_BASIC IN_ApparSupp less than -999
IN_BASIC IN_ApparEMS less than -999
IN_BASIC IN_ApparOther less than -999
IN_BASIC IN_PersSupp less than -999
IN_BASIC IN_PersEMS less than -999
IN_BASIC IN_PersCther less than -999
IN_BASIC IN_LossProperty less than -999
IN_BASIC IN_LossOther less than -999
IN_BASIC IN_ValueProperty less than -999
IN_BASIC IN_ValueOther less than -999
IN_BASIC IN_FatalFS less than -999
IN_BASIC IN_FatalCther less than -959
IN_BASIC IN_NonfatalFS less than -999
IN_BASIC IN_NonfatalOther less than -999
IN_BASIC IN_LossTotal less than -989
MOBILE_PROP MP_Year less than -999
IN_FIRE FR._MNumResidential less than -999
IN_FIRE FR_NumBuildings less than -999
IN_FIRE FR_AcresBurned less than -999
IN_FIRE FR_AgeOfPerson less than -999
EQUIP_INVOLVED EQ_Year less than -999
CAS_CIVILIAN CC_Age less than -999
CAS_CIVILIAN CC_FloorAtStart less than -999
CAS_CIVILIAN CC_FloorAtinjured less than -999
CAS_FIRESERVICE FS_Age less than -999
CAS_FIRESERVICE FS_StoriesFromGrade less than -999
CAS FIRESERVICE FS Responses less than -299

FIRE_LATLONG

FRW_Latitude

less than -999

FIRE_LATLONG

FRW_Longitude

less than -999

FIRE_ALTADDR

FRW Township

less than -999

FIRE_ALTADDR

FEW_Range

less than -999

FIRE_WILDLAND

FRW_NumBuildings

less than -959

FIRE_WILDLAND

FRW_NumThreatened

less than -999

FIRE_WILDLAND

FRW TotalAcres

less than -999

FIRE_WILDLAND

FRW _Age

less than -999

FIRE_WILDLAND

FRW_RowFeet

less than -999

FIRE_WILDLAND

FRW MNumBuildings

less than -989

FIRE_WILDLAND

FRW MumThreatened

less than -999

FIRE_WILDLAND

FRW _TotalAcres

less than -999
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Table Name Column Name Affecting Values
FIRE_WILDLAND FRW Age less than -999
FIRE_WILDLAND FRW_RowFeet less than -999
FIRE WEATHER FRW WindSpeed less than -989
FIRE_WEATHER FRW_AirTemp less than -999
FIRE_WEATHER FRW._RelativeHumidity less than -999

FIRE_WEATHER

FRW _FuelMoisture

less than -999

FIRE_PRCPERTYMGMT

FRW _Undetermined

less than -999

FIRE_PROPERTYMGMT

FRW TaxPaying

less than -999

FIRE_PROPERTYMGMT

FRW NonTaxPaying

less than -989

FIRE_PRCPERTYMGMT

FRW_City

less than -999

FIRE_PROPERTYMGMT FRW _County less than -999
FIRE_PROPERTYMGMT FRW _State less than -999
FIRE_PROPERTYMGMT FRW _Federal less than -999
FIRE_PROPERTYMGMT FRW _Foreign less than -899
FIRE_PRCPERTYMGMT FRW _Military less than -999
FIRE_PROPERTYMGMT FRW_Other less than -999
IN._ HMCHEMICAL HM_ContainerCapacity less than -989
IN_HMCHEMICAL HM_Released less than -999
IN_ARSONJUVENILE AR_Age less than -999

Data Fix 4: Clear large negatives in FD-related fields

The SQL statements associated with this data fix set the values found within specific

columns in the FO_HEADER table to null if they fall outside of valid ranges. The columns
and the criteria for setting those column values to null are captured in the following table:

Table Name Column Name Affecting Values
FD_HEADER FD_NumsStations less than -999
FD_HEADER FD_MNumVolFF less than -999
FD_HEADER FD NumVolFFPFPC less than -999
FD_HEADER FD_PopProtect less than -999
FD_HEADER FD SquareMiles less than -999

Data Fix 5: Zero large values in Number-of-Paid-FFs-in-FD field

The SQL statement associated with this fix sets values in table FD_HEADER's column

FD_NumPaidFF to 0 if found to be greater than 10,000,

Data Fix 6: Clear negative EMS casualty ages

The SQL statement associated with this fix sets values in table CAS_EMS's column
EMS_Age to null if found to be negative.
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Data Fix 7: Clear invalid civilian injury dates

The SQL statement associated with this fix sets date values in table CAS_CIVILIAN's
column CC_InjuryDate to null if found to be before Jan 1, 1970,

Data Fix 8: Set non-residential flag based on Property Use

This data fix consists of two SQL statements that set the IN_FIRE table's
FR_NotResidential field for incidents that generated were by NFIRS version 4.1 based on
the value found in the same incident’s IN_BASIC_ProperntyUse field if the
FR_MNotResidential value is not already correct.

Statement 1
If incident data meets the criteria (all rows are linked by Incident|D):

Table Name Column Name Criteria

IN_BASIC IN_PropertyUse Starts w/ ‘4’

IN_FIRE FR_MotResidential Is not already equal to ‘N’
INCIDENTKEY IN_MNFIRSVersion Equals '4.1"

Then its value in IN_FIRE table's FR_NotResidential is set to 'N'".

Statement 2

Ifincident data meets the criteria (all rows are linked by IncidentID):
Table Name Column Name Criteria

IN_BASIC FR_PropertyUse Does not start w/ ‘4’
IN_FIRE FR_MotResidential Is not already equal to 'Y
INCIDENTKEY IN_NFIRSVersion Equals ‘4.1

Then its value in IN_FIRE FR_NotResidential is set to Y",

Data Fix 9: Set Property Use conversion to 400 when equal to 409

The SQL statement associated with this fix sels the values in table IN_BASIC's column
IN_PropertyUse to *400° if found to be equal to 409",

Data Fix 10: Clear age field in Wildland Module if age is 1

The SQL statement associated with this fix sets the values in table FIRE_WILDLAND's
column FRW_Age to an empty string () if found to be equal to the number 1.

January 2006 74

SM 1-132



NATIONAL FIRE INCIDENT REPORTING SYSTEM OVERVIEW

Data Entry Tool Users Guide

Data Fix 11: Remove Fire Modules from non-fire incidents

This data fix consists of three SQL statements each of which removes a specific kind of
fire module if the module’s associated incident is of type greater than 173. The effects of
each statement follow:

Statement 1
If an incident has a row in IN_FIRE and the incident's value in IN_BASIC.IN_Type is
greater than 173" then delete its row in IN_FIRE.

Statement 2
If an incident has a row in FIRE_STRUCTURE and the incident's value in
IN_BASIC.IN_Type is greater than '173’ then delete its row in FIRE_STRUCTURE.

Statement 3
If an incident has a row in FIRE_WILDLAND and the incident's value in
IN_BASIC.IN_Type is greater than 173" then delete its row in FIRE_WILDLAND.

Data Fix 12: Fix invalid Mobile Property and Equipment Involved
Years.

This data fix consists of two SQAL slatements thal fix Y2K bugs in NFIRS data where an
entry that was meant to represent 2000 ended up being saved as 1900. The first
statement sets the value MOBIL_PROP.MP_Year to 2000 if found to be 1900. The
second statement does the same for EQUIP_INVOLVED.EQ_Year.

Data Fix 13: Populate Basic's G1 Resource fields with counts from
Apparatus/Personnel Module where Local Forms Used is true.

This dala fix addresses incidents in which the Local Forms Used flag is specified (Y for
Yes, or true condition). The script consists of SQL statements which for those incidents
calculate and ultimately populate the Basic Resource totals fields. Apparatus records are
categorized according to the Use code in the apparatus record, and the sum of each
apparatus category will be inserted into the corresponding Resources Apparatus fields
(Suppression, EMS, Other). Personnel records associated with apparatus records by
sequence number (IN_Seq) will be totaled, and the total will be populated into the
respective Basic Resource personnel fields. When no personnel records are found
associated with an apparatus, the number from the Apparatus Module's Ap_MumPeople
Number of People field is used.

All Rows are linked by Incident ID:

Statement 1

If incident data meets the criteria where the IN_ResourceFormUsed =Y, then its
Apparatus records are assigned according to the value in the IN_APPARATUS table in
the AP_USE column to one of the following categories: Apparatus Suppression (AP_Use
=1), Apparatus EMS (AP_Use =2}, Apparatus Other (AP_Use =0).

Statement 2

The sum of each apparatus category will be inserted into the corresponding IN_Basic
Resource Apparatus field; IN_ApparSupp, IN_ApparEMS, IN_ApparOther
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Statement 3

Where a Personnel record is associated to an Apparatus record by the value in
IN_APPARATUS table's IN_Seq value, add 1 to the count for total of personnel for the
respective Resource field (IN_PersSupp, IN_PerEMS, IN_PerOther) in the IN_BASIC
table.

Staterment 4

Where no Personnel records are associated to an Apparatus record by the value in
IN_AP table's IN_Seq value, add the value found in the IN_APPARATUS table's
IN_NumPeople field to the respective Resource field (IN_PersSupp, IN_PerEMS,
IN_PerOther) for Suppression, Personnel EMS, Other) in the IN_BASIC table.
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9B. Keyboard Shortcuts

Select from Menu Bar:

ALT = Highlights Menu Bar

F10 = Highlights Menu Bar

Down Arrow = Drops menu down

Up Arrow = Scrolls up menu

Left/Right Arrow Keys — Move cursor Right and Left

Open Incident:

Enter — Opens Search Window

Multiple Code Look Up — F1 to bring up list of codes

Arrow down codes - ShifttArrow up/down selects multiple codes
Enter - Adds selected codes

Drop Down Lists:

F4 — drops down list

End - brings user to bottormn of list

Home — Brings User to top of list

Page Down — Scrolls down sections of drop down list by section
Page Up - Scrolls up sections of drop down list by section

Multiple Code Look-Up:

Arrow Down - Scrolls Down List of Codes
Right Arrow — Opens Hierarchy on level
Arrow Up - Scrolls up Hierarchy

Miscellaneous:

Shift/Tab — Backspace

Space bar to select and de-select Check Boxes
Esc - replaces previous deleted text

Arrow down to choose template

Space Bar — Selects Push Buttons
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1

Introduction

The Systemn Administration Tool Guide provides comprehensive documentation to enable
State NFIRS Program Managers to efficiently use the NFIRS System Administration Tool.
The Guide is intended for new users as well as users familiar with the NFIRS system
administration tasks. For a Rapid Startup Guide that outlines only the key steps for
setting up groups and activating users, refer to Section 10 of this document.

The System Administration Tool is a Graphical User Interface (GUI) developed for the
administration of National Fire Incident Reporting System Database users and groups.
With this tool the administrator may add and modify groups and users in a graphical
environment.

State NFIRS Program Managers may assign system administration privileges to an
individual {s) registered in the NFIRS community to assist with user account and group
maintenance, if necessary.

System Administrators who access the System Administration Tool will be able to view
the Group Hierarchy at their level and below. The System Administrator will be able to
add, view, and modify groups and fire departments. Note: Groups can be modified but
not deleted.

System Administrators will be able to add, view, delete, and modify user information in
the User Maintenance Window. State NFIRS Program Managers may view all registered
users, view administrators within the state, set users' permissions, reset passwords, view
user aclivity status (inaclive or no activity within 60 days) and number of bad logins.

State Program Managers and their System Administrators will use the System Admin
Tool to assign necessary permissions to registered NFIRS 5.0 users who wish to access
the new NFIRS 5.0 web-based tools. Permission for the Bulk Import Utility and the new
web-based Summary Reports Output Tool can be assigned exclusively since they do not
require the use of the USFA NFIRS 5.0 software.

Capabilities with NFIRS 5.0 Version 5.4

The functions of the NFIRS 5.0 Version 5.4 are the same as offered in previous version
5.3.x In addition to user account and group maintenance, the NFIRS 5.0 Version 5.4
System Administration Tool has three components formerly within the Program
Administration Toal: the Codes Editor, the fool used to add and maodify Plus Cne Codes,;
and the Special Studies Editor, used to add and modify Special Studies. The Chemical
Editor enables the national level user to add and edit the chemicals information and
codes in the National Database. The user must have the Program Admin permission to
access these interfaces and to save changes made within them.

A user with the State Admin permission assigned to their account can assign the Bulk
Import permission to users at their level and below, and access the Field Permission
(Field Perms) button. The Field Perms interface enables the Slate Program Manager to
maodify the default Field Level Security settings to prevent data from being released
publicly at the federal level when to do so would conflict with state and local jurisdiction
laws. The Design Documentation available at

hitp:/fwww nfirs. fema.gov/documentation/design/ lists the default System Security Field
Settings for the NFIRS 5.0 data fields, beginning on page 108,
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The NFIRS 5.0 System Admin Tool Version 5.4 continues to automate password
management and enforces password format to meet FEMA's guidelines established to
ensure minimal risk to system and information access.

To further support the FEMA security standard, an automatic deactivation of user
accounts that have not had a login to the On-line system within 60 days was
implemented in previous version 5.2. For complete information and recommendations,
refer to Section 3, User Maintenance.

Definition and Development of Groups

The hierarchical structure for group organization allows for ease in system administration
maintenance, enforces security at group levels, and distributes administration privileges.
The Group Hierarchy is in extended list form. Information in the Group Detail fields
changes according to the highlighted group.

The extended list is analogous to a tree. The state is the trunk of the tree, the county or
region is the branch, and the fire departments are the leaves (referred to as "nodes”
throughout this document). Because of the hierarchical nature of Groups, all groups end
at the FDID level. A group one level higher than another is referred to as a “parent” or
“parent group.” Parent groups are indicated by a yellow folder including a plus sign, and
FDIDs are indicated with a red fire hat icon.

MNote: The administrator can view, add, and madify a group andfor node at his or her
level or below.

Fire Depantments may be grouped several ways and should be created to facilitate the
management of System Administrators and Fire Departments. One method of grouping
Fire Depantments is by region, Diagram 1.0 displays the Group Hierarchy for Mississippi
Training with the groups defined by region, then defined by county, and ending with Fire

Departments.
Diagram 1.0
E%Sy:;lem Adminiztration Tool
Group Hierarchy [T Select All Groups Below

= _4 Mississippi Training ;l

=-_4 Region 1 |

= _4 Calhoun Co |

07001 -

A, 07002 : CHESAPEAKE CITY FIRE DEPT |

A&, 07003 : MADISON VOL FIRE DEPARTMENT
&, 07004 : MEADOW GROVE RURAL FIRE DEPT |
A&, 07005 : NEWMAN GROVE VOL FIRE DEPT d

Groups may be created for Congressional Districts, counties, cities, elc. It may be
desirable to create a Group of Fire Departments for a large city and assign an
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Administrator to the Group. In this manner, the State level Administrator can share the
workload of Groups and user maintenance through the sharing of administrative tasks
and enforcing group level security. Users can be associated with individual Fire
Depatments and/for with Groups.

In order for a user to begin entering incident information with the NFIRS 5.0 software, the
fire department must be created and saved by using the System Administration Tool.
The administrator will need to creale groups first, assign registered users to the
appropriate group, then activate each user's status and set their permissions.
Periodically the administrator should check for new registered users.

2. Starting the NFIRS System Administration Tool

The Systern Administrator may start the NFIRS System Administration Tool one of two
ways. From the Start menu ... Programs ... NFIRSvS54. .. Systemn Admin Tool, or from
within the NFIRS Data Entry Tool, click on the Tools Tab on the Menu Bar and then click
on System Admin Tool,

When an administrator starts the NFIRS System Administration Tool, a pop-up window
“Setting Database Connection” appears (diagram 2.0) followed by a login window
(diagram 2.1). Ifthe login window fails to come up, there is a configuration issue, which
must be resolved. Please refer to the NFIRS Configuration Tool User's Guide
Documentation to solve configuration issues can found at the NFIRS Web Site:
http:/fwww nfirs fema gowusers/userdocs shtm

iagrm 2.0
[NFIRS Data Entry/¥alidation Tool

National Fire Incident
Reporting System

Vergion 5.4.0
ESQiﬁn;—[ [)_iqlaha_se Connection

[4n |

Djairam 21

@ el =)
TY s ] Comen )
Password: |

|Piease Enter Your User Information

At the login window, the Administrator must enter their User Name, State, and Password
and then click on the OK button. Note: The Username, State and Password entered
must be the same values as those entered during the registration process. If an
Administrator registers under one name but tries to access the NFIRS System
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Administration Tool under a different name, an error will be generated. The Cancel
button may be clicked to exit the System Admin Login Window.

The Administrator is allowed up to five consecutive failed login attempts after which the
system locks the Administrator's account. Successful login after less than five failed
attempts will reset the failed login counter. If the Administrator's account becomes
locked, another Administrator at the Administrator's group level or higher will have to
unlock the account using the NFIRS System Administration Tool.

Upon successful login to the database, the first window that appears is the Group
Hierarchy Window (diagram 2.3). Group maintenance is performed with the components
of this window. Depending on the user's permissions, additional buttons will be
displayed.

« The Release button will only be displayed if the user's Parent Group is 1 and the
user has been assigned Release Incident permission. For more information on
Releasing Incidents, refer to Section 5.

+ The Other... button will only be displayed if the user has been assigned the Program
Admin permission. The Codes, Chemicals, and Special Studies interfaces are
accessed by clicking on the Other... button, For more information on these
interfaces, refer to Sections 6-8.

= The Field Perm button will only be displayed if the user has been assigned the State
Admin permission. For more information on the Field Perms interface, refer to
Section 9.

Diagram 2.3 displays the main view of the System Admin Window, state of Training (TR).

Diagram 2.3

r__\‘.ﬁ System Admimstration T ool

Group Hierarchy [~ Select il Sroups Babow
[ 574 NFIRS - NFDC

4] Alabama Training
+ ) Alazka Training
__) Arizana Training R
| Arkansas Training

& BIY Beta Test | Ralease |
+i i o, Tand ol d

| Group Detail

Kay Values

il

L Hew |
(PametGrevpto [ S |
Elate f R
Foin [
| Descrigtian ' Al
Cancel
JANUARY 2006 T
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2.1 Creating a New Group

When the System Administrator first opens the Tool, he or she will see the Group
Hierarchy Window (diagram 2.1.0). To create a new Group, the Administrator
must click an the Parent of the new group to be inserted and then click the New
push button. In the white message box at the bottom of the screen, Requesting
MNew Group Number will be displayed. The system retrieves a new Group 1D
which will be displayed in the Group 1D field. The description field clears.

The Administrator enters the description of the new group in the Description
Field. Ifthe new group is a Fire Department and will be an end node, enter the
new group's FDID number. If the new group is not an end node, leave the FDID
field blank.

Click on the Save push button to save the new group or node. A message will
be displayed: “User Group Insert Successful.” The System Administrator is
returned to the Group Hierarchy in collapsed form. The System Administrator is
then ready to begin assigning users to the group.

Diagram 2.1.0

g; Spztem Adminiztration Tool

Group Hierarchy [ Select All Groups Below
=4 Mississippi Training .:J Ugats |
= _4 Region 1 _l
: _+] Calthoun Cao || ey Valuer |
A, 14001 | HASTINGS RURAL FIRE DEPARTMENT Othar... |
A 14008 : Coahoma Co. FD
A, 14003 : Galena Fire Department = Release |
A 4 AN0 - W ITRIATA D081 CIDE MISTRIET -_-I
Group Detail
Group D 551 4 Hewe I
Fareet Oioun 1B 5073 Save
StlirT
rmpj
Desatiption [Coahoma Co,
Cancel I

The following table outlines the steps for adding a node to the Group Hierarchy.
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To Add a Group to the Hierarchy:

A\

1 Click on the Parent group of the new | Parent Group becomes
group. highlighted.
2 Click on the New push button. The system retrieves next

available Group ID number.
The Description field clears.
3 Enter the Group's Descriptor in the Group name is recorded.
Description field, Note: FDID is only
entered if the node is a fire
department and is to be the bottom
the Group Hierarchy.

4 Click the Save push button. The Group Hierarchy
collapses and the node is
added.

2.2 Moving a Group

To move a group from one parent group to another, first note the Group 1D for
the new parent group. Click on the group to be moved. When the group is
highlighted, the Parent Group field becomes editable. Enter the new Parent
Group ID. Modify the Description field if desired. Click on Save. When the new
information is saved, the message “User Group Changes Saved” will be
displayed in the white message box at the bottomn of the window. The System
Administrator is returned to the Groups Hierarchy Window.

Note: A Parent group that has child groups within it should not be changed to an
end node (FDID). Changing a parent group to an end node causes its original
nodes to be removed from the hierarchy. These former end nodes will need to be
manually deleted from the On-line System (contact the NFIRS Support Center).

2.3 The Group Detail Fields

Below the Group Hierarchy Pane, there are five fields for Group Details: the
Group 1D number, the Parent Group ID number, the State, FOID number, and a
field for the description of the group. When the administrator highlights a group
in the hierarchy, the corresponding information will appear in the fields.

2.3.1 GroupID

The Group ID is the number that distinguishes a group from all others in
the hierarchy. The system assigns Group IDs when the administrator
creates a new group. The Group ID field is not editable.
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2.3.2 Parent Group

The Parent Group number will be displayed when the user highlights a
group in the list. The Parent Group is the group one level above the
highlighted group. For example, in diagram 2.3.2.0 the Parent 1D for
Region 1, when highlighted, is 6795, Mississippi Training. Region 15
the parent for Calhoun Co., and Calhoun County's Parent Group 1D is
16023, Calhoun Co. is the parent of Battle Creek Vol. Fire Dept.,
Chesapeake Vol. Fire Dept., Madison Vol. Fire Dept., and Meadow grove
Rural Fire Dept. When highlighted, each of these group's Group 1Ds will
display in the Group ID field.

A fire department cannot be a parent for another group, for example, a
station.

Diagram 2.3.2.0

g Spstem Administration Tool H=E

Group Hierarchy [ Select Al Groups Below
= _4 Mississippi Training

= ,__;Rei'mm
i Values
A, 07001  BATTLE CREEKVOL FIRE DEPT sl

&, (7002 : CHESAPEAKE CITY FIRE DEPT
A&, 07003 : MADISON VOL FIRE DEPARTMENT

b

L .M 07004 : MEADOW GROVE RURAL FIRE DEPT fisjeste
'le Detail
Group 1B [ 551 3 T I
Parent Group ID: 11 6023 Save
State |i =
FDID I
Deseription |~ alhoun Co.

Cancel |

2.3.3 State

The standard, two-letter state abbreviation defaults in this field according
to the administrator's state,
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2.3.4 FDID

FDID is the Fire Department Identifier that is assigned by the state.
Note: Only the end node groups, Fire Departments, will have FDIDs
assigned. Once created and saved, an FDID number cannot be edited.

2.3.5 Description

The Description field is a free form text field in which the administrator
enters the description of the group being defined or modified. The field is
not case sensitive and has a maximum of twenty-five characters. The
Description can be changed at any time by editing the field and clicking
Save. Cr, an FDID Information file can be imported to overwrite the
existing Description.

3. The User Maintenance Window

The User Maintenance Window (diagram 3.0) is accessible by clicking the Users push
button on the right of the Group Hierarchy Window. The Administrator can only access
users that are at or below the group associated with the Administrator’s login. For
example, an Administrator associated at the State-level Group may administer, activate,
or modify users at the State-level and below, an Administrator associated with a County-
level Group may administer users at the County-level and below.

Diagram 3.0

[} User Maintenance (User Group: 6546) : _iﬂlﬂ

Last Mame _

| User Detail & Al
Usemams State Group 10 Stabas
i [ [515 Piisre K| ™ He Activity B0
Fisst Hame Ml LastHame " Inactiva Oy
Jtest [ [user " Admisistaton
Phane Email ' Bad Loging
|(addpada-4444 |testuser@fema.gov
Last Login # Bad Loging
[1om7r2002 17:3040 0 Fresat Logirs
Pamword Last Changad
T i I Must Change Fassword Change Password i Set Pesmissions I
pelete | Hew | Save | Piat [Formatied Text -] Ta File |
Closa I
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To view all users within a specific group, highlight the group and check the Select All
Groups Below check box (located on the Group Hierarchy Window). The User
Maintenance Window will be displayed, and in the User List Pane will be the users for the
specified group level. The list may further be defined by checking one of the five check
boxes below the User List on the right. All (users), No Activity (60 days), Inactive Only,
Administrators, Bad Logins.

The User Maintenance Window provides administrators the ability to view and modify
user-specific information. The administrator can create, activate, and delete a user,
maodify user information, reset logins and passwords with the components of this window.

When the Administrator opens the User Maintenance Window, the users who have
registered using the NFIRS Web Site will be listed with their State's level Group 1D, with
Inactive status

A user must be moved to their appropriate group or Fire Department and activated before
he or she can begin entering incidents. If a user has not registered through the NFIRS
5.0 Web Site, the administrator must oblain and manually enter the user-specific
information in order to create the user in the system.

3.1 Creating Users

To create a user, click on the New button. All editable fields in the User Detail
fields will be cleared and the Administrator can enter user-specific information.
Yellow highlighted fields are required fields and must be filled out. Required
fields include User Name, User State, Group ID, First name, Last name, Phone,
Email (if user does not have an email address, enter NONE). Optional fields
include Status (Active or Inactive), MI (middle initial), and Must Change
Password.

The Administrator will enter the Group 1D to which the user will be assigned.
When all required fields are filled out, click the Save button. The new user
information and group assignment will be saved.

To activate the user, click on the Status drop down box. Select Active. Click
Save.

If a user is not aclive for sixty days, the user account will be automatically set to
Inactive. The User List can be sorted by Active status users, Inactive status
users, users with System Admin permissions (Administrators), and users with
bad logins. It is recommended that State Program Managers or their System
Administrators periodically review the list of Inactive users and delete
unnecessary user accounts, or contact the user if necessary.

3.2 Adding Users to Groups

If the user registered through the NFIRS Web Site, his or her name and user
specific information will appear in the Group List. To add or move the userto a
group, highlight the user's name in the Group List. User-specific information
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populates the fields of the User Detail Pane. Highlight the Group ID field. Type
in the Group ID to which the user will be assigned.

Click the Save button to save new user information.

To activate the user, click on the Status drop down box. Select Active. Click

Save.

3.2.1

3.2.2

User Login Buttons

To view or change user login information, the Administrator must first
highlight the desired user name in the User List Pane. When the user
name is highlighted, the last login date will be displayed in the Last
Login field. The last login is recorded for all NFIRS 5.0 On-line or web
based services: the On-Line client software, NFIRS 5.0 User login web
page, login to the Bulk Import Utility, or to the NFIRS 5.0 Web Based
Reporting site. Two push buttons, # of Bad Logins and Reset Logins
pravide the Administrator the capability to view the number of bad logins
and to reset the login counter for the specified user.

After five unsuccessful login attempts, the user's account will become
locked. The user must contact the Administrator to report and resolve
the issue. The Administrator may reset the login counter by first
highlighting the user's name in the User List Pane. Click the Reset
Login button. The user will have five attempts at the next login before
the account locks.

The accounts of users who have not logged in to the On-Line system in
80 days will be automatically deactivated. These users must contact a
Systern Administrator or the NFIRS State Program Manager to have their
account status reset. To re-activate their account, highlight their name in
the User List Pane. Click the Status drop down box and select Active.
Click Save, Or, if the account is no longer necessary, it can be deleted.

User Passwords and Password Management

When a new user registers through the NFIRS 5.0 web site, the
password entered must comply with FEMA IT's Information Assurance
guidelines, outlined below, which were established to minimize risk of
access of critical IT systems and their information.

= All passwords must be at least eight (8) characters in length.

= All user-chosen passwords must contain at least one non-alphabetic
character such as a numeral (0-9).

= All computer system users must choose passwords that cannot be
easily guessed, Passwords must NOT be related to the user's job,
personal life, for example, a car license plate number, a spouse’s
name, or an address. Passwords must not be a word found in the
dictionary or some other part of speech; for example, proper names,
places, and slang must not be used.
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=  Never store passwords online, or write them down and place them
near the computer.

= Passwords and login 1Ds are not to be shared with anyone. Itis the
responsibility of the users to maintain the confidentially of their
passwords. Users are responsible for actions and events resulting
from the disclosure of personal passwords.

=  Change your password every 8 months or sconer if the system
permits (every 90 days is recommended).

The NIRS 5.0 client software enforces a password change every 89
days. Also, users can change their passwords at any time from within the
Data Entry Tool. Inthe Main View Screen under the Advanced Menu,
there is a Change Passwords option for all users.

New NFIRS 6.0 Users

\When a new user is manually created, the password will default to the
user's Username. Upon initial login, the user will be required to change
the password. The Administrator may change the default password by
clicking on the Change Password push button. When the Change
Password push button is pressed, a pop-up window (diagram 3.2.2.0)
will appear providing the Administrator ability to change the user's
password,

Note: The Administrator may only change a user’s password after the
user information has been saved.

To change a user's password, first select the desired user in the User

List Pane. Type in the new password. Retype the password to confirm.
Click the OK button. Click on Change Password button.

Diagram 3.2.2.0

Eg Change Password E

Password: | Ok
Confirm Password: | Cancel

\When a new user registers through the NFIRS 5.0 User Registration
Page, they must specify a password. If the password does not meet the
necessary format, an error will be displayed and they will be prompted to
enter another password.

Note: The Administrator cannot recover the initial password a user
entered during NFIRS Web Site registration if the user misplaces it. The
Administrator can only sel or change a user’s password.
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3.2.3 Set Services Permissions

The Set Permissions push button provides the Administrator an
interface to modify NFIRS Database users’ permissions. Click once on
the Set Permissions push button for the Services Permissions pop-up
window to appear (diagram 3.2.3.0). A check box accompanies each of
the eighteen permissions or services available.

Seven permissions will be checked by default, as shown in Diagram
3.23.0

At this time, these four reporting permissions Report Submit, Report
Fetch, Report Templates, and Report Generate are the necessary
permissions for a user to access the web-based Summary Reports
Output Tool. A user who does not have access to the USFA client
software may be assigned the four reporting permissions and be
restricted to the NFIRS 5.0 Web-based Reporting site. The reports can
be generated on the data set available to the user, i.e., the dala set at or
below the user's Group assignment.

The permissions for System Admin, Program Admin, and Release
Incidents should be reserved for users who will have system
administration responsibilities, including user account maintenance at
and below their group assignment, creation and maintenance of Plus
Cne Codes and Special Studies.

The Bulk Import permission should be reserved for those users who will
be sending files to the National Database via the Bulk Import web
interface. The USFA Client software is not necessary to use the Bulk
Utility. The Bulk Export permission should be reserved for those users
who must access the incident data at their group level and below but do
not have the USFA NFIRS 5.0 client software. A user can be assigned
the Bulk Import Tool exclusively.

Mass Export enables users to obtain incident data from their group level
and below in a delimited flat file. The Mass Export permission is not
accessible at this time.

Note: If the user has access to the System Admin Tool, he or she has
access lo all available privileges of a System Administrator, including
modifying permissions of other user at or below his level.

Diagram 3.2.3.0 on the next page shows the Services Permissions
window with default permissions, with the exception of State Admin.
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Diagram 3.2.3.0
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[~ Bulk Export

F State Admin
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Cancel

Note: Diagram 3.2.3.0 shows the default permissions for a new user.
The Administrator can change these permissions by removing the check
from the desired box, or check the desired permission to add.

After the appropriate permissions have been checked, click the OK
button to save the permissions to the user, Clicking the Cancel button
returns the user to the User Maintenance screen without saving

changes.

The services or permissions available for assignment to users are
defined below. Following the list is a section explaining permissions that
can be assigned to users who will not be using the USFA software.

Startup: provides the user the ability to connect to the National Fire Incident

Reporting System Database only.

Read Incident/FD: provides the user the ability to query incidents and Fire
Department Information from the NFIRS Database.

Write Incident/FD: provides the user the ability to enter or update incidents and
Fire Department information into the NFIRS Database.

Delete Incident: provides the user the ability to delete incidents and Fire
Department Information from the NFIRS Database.

System Administration: provides the user the ability to use the NFIRS 5.0

System Admin Tool.

Program Administration: provides the user the ability to use the NFIRS 5.0
Program Admin Tool, and save changes made with the Codes and Special
Studies editors accessible from the System Admin Tool.
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Version Updates: provides the user the ability to download NFIRS Client Tools
updates from within the NFIRS Data Entry /NValidation Tools menu. Users will be
notified if this ulility can be used for a particular update.

File Transfer: provides the user the ability to transfer Incidents from a flat file to
the NFIRS Database.

Release Incidents: provides the state level user the mechanism to release
incidents for National Trending by the USFA.

User Validation: provides the user the ability to revalidate user information and
change passwords after 89 days when prompled.

Web Page Area: provides the user the ability to login on to the NFIRS 5.0 User
login page on the NFIRS 5.0 web site, hitp://nfirs.fema.gow/

Log Retrieval: provides the user the ability to view the events, exceptions, and
stats log files. These files can provide important information for troubleshooting.

Report Submit: provides the user the ability to access the web-based Summary
Reports Qutput Tool on the NFIRS 5.0 web site.

Report Fetch: provides the user the ability to retrieve reports generated from
web-based Summary Reporis Cutput Tool on the NFIRS 5.0 web site.

Report Templates: provides the user the ability to create and save templates for
reporting similar incidents within the group or department.

Report Generate: provides the user the ability to generate web-based Summary
Reports Qutput Tool on the NFIRS 5.0 web site.

Bulk Import: provides the user the ability to login to the Bulk Imponrt utility web
page area and place files on the Bulk Import Utility server for processing without
using the USFA Client software,

Bulk Export: In future versions, will provide the user the ability to login to the
NFIRS web page area where the Mass Export will be located, and export at or
below the group level to which the user is assigned.

State Admin: provides the user the ability to assign Bulk Import permission. This
permission must be assigned by a Mational Level User.

View Only Permissions

A user without the need to report or modify a departments' incident data can be
assigned the Start Up, Read Incident /FD to be able to login to the Data Entry
Tool and view the Fire Departments and incidents available to the user's group.
To generate repons using the web-based Summary Reports Output Tool on the
MNFIRS 5.0 web site, the user account must have the four reporting permissions
assigned to it: Report Submit, Report Generate, Report Templates, Report Fetch.
Refer also to section 3.4, Wiew Only Permissions for information on creating a
group for which a user can view only.
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The Bulk Import permission, assigned exclusively, enables the user to access the
Bulk Import Utility web page area and upload files to the National Database.

The Bulk Export permission, assigned exclusively, enables the user to access
the Bulk Export in the Reporting web page area to create a flat file or Excel
format file of the data in the National Database at their level and below.

Modifying Users

To modify user information, click on an existing user in the User List Pane.
When the user is selecled, the User Detail fields will be populated with the user's
specific information. All values except for the usemame can be modified.

« To modify user information in a text field, highlight the text and type in new
information. Click Save.

+« To activate a user, highlight the user to be modified. In the User Detail Pane,
click on the Status drop down box. Select Active to insert into the Status
field. Click Save.

+« Torequire the user lo change passwords upon next login, check the Must
Change Password check box.

« Toresel the user's bad login count, click the Reset Login button.

System Administrators are urged to review the list of user account periodically
and delele user accounts that have become Inactive, or contact the user and
inquire about the status of reporting.

Moving a User

To move a user from one group to another group, in the Group Hierarchy
Window the Administrator must highlight the group level or group the user is
associated with; for example, the State. Check Select All Groups Below box.
Click the Users button. In the User List Pane, all users (active and inactive
status) will be displayed. Highlight the desired user to be moved. User-specific
data populates the fields of the User Detail Pane. Highlight the user's Group ID
and type in the desired new Group ID. Click Save. Note: Both the Group
Hierarchy Window and the User Maintenance Window can be opened and
arranged to view concurrently for accuracy.

View Only Permissions

Qccasionally a user may request the ability to view a county or several
departments that already exist in the hierarchy without the need to report or
madify those departments’ incident data. A separate folder can be created on the
iree and the desired departments can be added to the folder. The FDID and
Departments’ Descriptions must be named exactly as they appear in their original
location in the hierarchy. The user will need an separate account assigned to that
folder, without the permissions System Admin, Delete Incident, Write Incident,
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File Transfer, or Bulk Import. The incident counts will not be duplicated when
generating statistical reports.

Deleting a User

To delete a user, highlight the user in the User List and click on the Delete
button. A pop up box will appear which shows the user's name and state. Click
Yes to delete the user permanently from the list. Click No or Cancel to return to
the User Maintenance Window without deleting the user.

The administrator may periodically see a duplicate registration. Inthe event that
a user makes a duplicate registration, the administrator can delete the duplicate
from the User List. Users need to be notified which Usermame is active.

After sixty consecutive days without a login to the On-Line system, active user
accounts are reset to Inactive status. The user must contact their State Program
Manager or System Administrator and request the account be re-activated. It is
recommended that the State Program Manager review the Inactive list
periodically and delete unnecessary user accounts.

Note: The administrator cannot delete groups, only users.

Miscellaneous Companents

Several components of the User Maintenance Window facilitate user
maintenance and user list organization. Five check boxes (diagram 3.6.0)
control how the User List is sorted and displayed. The System Administrator can
choose to display the list of All users, users with No Activity (60 days), users
with the status Inactive Only, users at the Administrators level, or users with
Bad Logins.

Diagram 3.6.0
& Al

= No Activity (80)
" Inactive Onhy

= Administrators

" Bad Logins

The Delete, New, and Save buttons (diagram 3.6.1) are used to delete a user
from the list (an irreversible action), to add a new user manually to the User List,
and to save user specific information.

The Print drop down box allows the administrator the ability to save the User List

in Formatted Text or Excel file format. Note: Files formatted for Excel will require
Excel on the user's PC to open and view.

19
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The To File button allows the Administrator to save the user list o a specified
location. When the To File button is pressed, the Save User List To pop up
window appears. The administrator chooses a location to save the file. The
default location is in the NFIRS root directory. Name the file and click Save. The
files may be opened with NotePad or WordPad as well as any word processing
program. They may also be imported to an Excel spreadsheet.

Diagram 3.6.1
Delete I Hew Save ] Fnt £ ormatted Ted _-'l To File

Closa

The Close button when pressed closes the User List Window and returns the
user to the Group Hierarchy Window. The white rectangular box at the bottom of
the screen displays messages pertaining to the display and actions taking place
in the User List Window,

4. The Key Values Window

The Key Values Window enables the System Administrator to view the maximum or available
values the system will use when assigning Group IDs, Special Studies, Altributes, events and
event messages, etc. Users at the User Group 1 or at National level can edit the Key Values.
Users at a login level below the National Database can view the Key Values but will not be
able to edit values.

5. The Release Incidents Window

By releasing a 5.0 incident or incidents, a state (or fire department) is allowing the USFA to
use the incidents' data in National Trending reports and statistical information. Once an
incident is Released, the incident can be accessed and viewed in the On-line database,
however, the Released incident is not editable.

If a user wishes to edit a Released 5.0 incident, a State level user or System Administrator at
the state level assigned the Release Incident permission must "Unrelease” the incident to
allow editing. After the incident has been modified, the incident must be released again.

Valid, 4.1 Data incidents are automatically Released when sent to the National Database. To
update or modify a 4.1 incident, the Program Manager or user with Release Incident
permissions import the updated incident with Overwrite Incidents specified. Note: The 4.1
incident that is Un-released, opened, and saved will be validated against 5.0 rules.
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5.1 Release Incidents Permissions

A user at the US level must assign the State Program Manager the Release Incident
Permission and assign the Program Manager to a level whose Parent Group 1D is 1.
Program Managers may request the Release Incident permission to be assigned a
user(s) who will assist in releasing incidents. When a Program Manager or System
Administrator with the Release Incident Permission opens the System Admin Tool,
the Release button will be available on the interface.

Note: the File Transfer permission, which is assigned by default at the time of a
user's account activation, allows users to send a flat file to the National Database in
order to report incident data. The Release Incident permission is not assigned to any
user by default.

A specific level of security has been assigned to each field in all modules to ensure
that sensitive information is not released. The security level is the highest level at
which the data in the field may be released from the national system, The list of
security levels is in the Data Dictionary in the Design Documentation,

hitp:/fwww nfirs. fema.govidocumentation/design/ beginning on page 108. Slates do
have the option to change the security level of a field if necessary to meet specific
state laws

5.2 To Release an Incident:

When a Program Manager or System Administrator with the Release Incident
Permission opens the System Admin Tool, the Release button will be available
on the interface. After clicking on the Release button, an Incident Date Range
window will be displayed (diagram 5.2.0). Specify a date range for which all
incidents will be released, or the range in which to search for incidents to be
released. Note: When releasing a large quantity of incidents, the return message
occurs after the setting for each incident has been updated in the database, so
the return message may not immediately be displayed,

Diagram 5.2.0

E'E-!i Releaze Incidents

The Incident Date refers to the date in the incident's Key Information - Section A.
For example, if the Program Manager specifies the range: Starl Date 06/01/00
and Stop Date 09/01/00 and clicks the Release button, all incidents with a Key
Information date from June 1, 2000 to September 1, 2000 will be released.
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In order to update a released 4.1 or 5.0 incident, an Add transaction must be
imported with Overwrite Existing Incidents specified in the Configuration Tool or
Bulk Import Tool. Cr, to edit a released 5.0 incident, the Program Manager must
“unrelease” the incident. Note: 4.1 incidents are validated against 4.1 rules,
converted to 5.0 format, and flagged in the database as 4.1 incident data. If a 4.1
incident is unreleased, opened and saved, it will be validated against 5.0 rules.

5.3 To Unrelease an Incident:

In the System Admin Tool, click on the Release button. Specify the incident's
date or a range of dates for several incidents. Click on the Unrelease button. The
Unrelease Incident Window will be displayed (diagram 5.3.0). Select (highlight)
the desired incidents to be Unreleased and click on the blue down arrow 1o move
the selected incidents to the lower portion of the window. Click the Unrelease
button, The status of the incidents will be changed and they can be edited using
the Data Entry Tool.

A maximum of 1000 incidents can be Un-released at one time.

Note: A released 4.1 incident that is opened will be validated against 5.0 rules
when saved and closed,

The Program Manager can verify an incident has been released by opening the
Data Entry Tool and retrieving a released incident and opening it. The data will
be displayed in the modules’ fields but will be grayed out. The incident cannot be
edited.

Diagram 5.3.0
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|
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6. The Codes Window

The Codes Window is accessed by Clicking on the Other... button in the System Admin
Tool main view,

The Codes Window enables the National level user to create, modify, and delete code
categories from the National Database, and enables State Program Managers and their
System Administrators to implement Plus One Codes within their state. The Program
Admin permission is necessary for the user to save changes made when making code
categories and Plus One codes.

Plus One Codes

The fields that support a Plus One code have a fixed maximum size which allows the
potential extra digit of the new code. A Plus One code may be implemented to allow
many additional, more specific values to be defined by local depariments or states for
their own uses. When a plus one code is imported to the USFA National Database, only
the national length code is used for analysis,

For complete information on the Plus One Code requirement for NFIRS 5.0 transaction
file fields, refer to page 131 under "Coded Fields" and "Multiple Choice Fields” in the Flat
File Transfer Format section of the Design Documentation, available at:

http:/fwww nfirs fema gov/documentation/design/

For example, a state or Fire Depariment may wish to further define the national length
description for a Mobile Property Type to specify when an electric vehicle is involved in
fires. In the Mobile Property Type codes, the national length code (10) Passenger Road
Wehicle, Other, could have a Plus One Code added for (101) Electric Vehicle. Or, the
national length code (13) Off-road Recreational Vehicle could have a Plus One Code
added for (131) Golf Cari.

When the new plus code is first created, it may take fifteen to twenty minutes to be re-
cached and appear in the Data Entry Tool.

Off-Line users must perform User Injection to obtain new codes that are implemented
and saved to the National Database.

6.1 Creating a Pius One Code

To create a Plus One code, Click on the Other... button the click on the Codes buttan.
The Codes Category Editor will appear, The national level code categories are assigned
a standardized, numeric number, which are displayed in the left side of the window, and
their descriptions will be displayed in the right side (diagram 6.1.0). A scroll bar on the
right of the window enables the view of all available codes for the category.
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Diagram 6.1.0
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Select the parent code group in which the new Plus One code will be created, for
example, Property Use. System information for the highlighted code category will be
displayed in the Details fields. For example, the system information for Propery Use that
will be displayed is: national Code Category 1D (108), the User Group 1D (defaults to the
user's system assigned group ID), National Length (2), which states the specified length
for the code category, and the code's Description as it appears in the code look up

information (Property Use). The Status box displays whether the code category is Active
or Inactive.

Click the Edit button {not the New button). The Codes Lookup window will display the
existing codes for the selected category .For example, diagram 6.1.1 on the following
page shows the Property Use category.
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Diagram 6.1.1
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In the Code Lookup window, click on the plus sign to extend the view of all codes for the
category. Or, use the selection feature: select the Numerical radio button, enter a code,
and click the Select button. If the desired code is not numeric, select the Alphabetic
radio button, type in the Decode Value (description) and click the Select push button.

Click on the desired national length code from which a new code will be assigned
(example: 111, Bowling Alley). The selected code's system-assigned information will
populate the fields in the lower portion of the window.

Click on the New button. The information fields will clear. Enter the Code Value. This will
be the new, numeric code (or alpha, alpha numeric depending on the parent code's
format). Enter the Parent Code. Enter the Decode Value, which is the description the
user will view. There is a fifty character maximum length for the Decode Value. Set the
Status to Active to implement the code, Click Save to save the new information. The
message window in the lower left will display: Updating code information.... Information
saved successfully. The code hierarchy will collapse and when extended, the new code
will appear under the parent code value, The new Code will be saved and you will be
returned to the Code Category Editor.

To Delete a code, highlight the code and set its status to Inactive. The user will be
prompted to confirm the delete action, which is not reversible. To clear the information
from the fields, click Clear. Click Close to close and exit the Code Category Editor.
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Note: On-Line Users may not view the new code until the next day when the system has
re-cached the new information, Off-line users must perform User Injection to update their
local Codes Lookup information.

The steps to create a Plus One code are outlined below.

IStep QlAction
1 Log into the Systern Admin Tool, The System Admin Tool opens
Highlight the group for which the Plus | The desired group level is
one code will be visible. specified.

2 Click on the Codes push button. The Codes Category Editor
window is displayed.

3 Select a Code Category in which the | The desired code will be

plus one code will be created. highlighted and its information
will be displayed in the fields
below.

4 Click the Edit push button. The Codes Lookup window
will be displayed.

5 Highlight the parent for the Plus One | The parent code information

code about 1o be created. will populate the fields,

6. Click the New push button. The fields will clear, and the
user Group |D will be entered
automatically. Users at this
group level will view and have
access to the code..

7 Enter a Code Value The numeric or alpha numeric
code will be established for the
new code.

8 Enter a Parent Code Value The parent code will be
specified.

g Enter a Decode Value The new code Description will
be specified.

10 Click Save The hierarchy view will
collapse and the new Plus
One code will be saved.

6.2 Deleting a Plus One Code

Locate and highlight the desired Plus One code. When the Plus One code's information
has populated the fields, set the Status to Inactive, A message box will appear confirming
if you wish to set the status to Inactive, which will delete the code. Click Yes. This action
is not reversible.

7. The Chemicals Window

The Chemicals Editor enables the national level user to add, modify and delete chemicals and
their associated information from the National Database. The Chemicals window is accessible by
clicking on the button named: Other... the table of chemicals will be displayed when the user
enters a letter or two into the Chemical String Search field.
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8. The Special Studies Window

The Special Studies Window enables the State Program Manager or System Administrator to
create, modify, and delete a Special Study and its codes from the National Database.

The Special Study codes information must be created and saved to the On-Line system in order
to make the codes selection available to the USFA client software user in the Basic Module's
Special Studies Tab, E3 fields. Having the code saved in the National database also allows third
party transaction files containing the Special Studies information to be validated at the National
level. The Special Study code, if present in a 5.0 transaction file, is contained in the record Type
1060 with the Basic module Information. This record must contain the unique systerm-assigned
Special Study ID number for the record and the codes it contains to be validated upon import to
the National Database.

Special Studies may be created for state-wide use, a county or region, or a single FDID. When
the Special Study is created, a date range is specified which determines the availability of the
Special Studies selection according to the Incident Date.

Each login level has a Key Value assigned to and can be identified by the system-assigned User
Group |D in the Key Values Window of the System Admin Tool. The Key Value assignment
ensures no duplicate Special Studies IDs are created and no Special Studies IDs are ovenwritten.
Key Values may be viewed and edited by clicking on the Key Values button from the System
Admin Tool.

If a user attempts to create a Special Study and receives the following error: "Your user group is
not set up to add Special Studies, contact your System Administrator to request assistance, " the
key value must be established for the user's group. Stale Program Managers or System
Administrators with state level login and Program Admin permission can establish the key value,
or contact NFIRS suppont.

Examples of Special Studies

Two examples of Special Studies are as follows: a study to collect information on a particular type
of sprinkler system: its brand and if it operated successfully or unsuccessfully. Another example is
a study to collect information on historical properties involved in fires: the type of property:
residential, commercial, or other type; and if the property was operating or vacant.

The following sections provide complete instructions on creating a Special Study. Users creating
a Special Study are recommended to plan the group level for which the study will be available,
the name of the Special Study, the date range the special study will be effect, and the
descriptions for the selectable codes the user will see in the Codes Lookup box. For example:

+« The name of the Special Study will be "Historical Properties Involved in Fires".

+ It will be available state wide (all departments may view and select its codes in the Basic
Module)

+ The study will be conducted for the current year (Start Date: 01/01/2006, Stop Date:
12/31/2008)

= The selectable codes will be: (1) Residential and inhabited, (2) Residential and
uninhabited, (3) Commercial and operating, (4) Commercial and operating, (5) Other
space or other structure type.
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The System Administrator will first create the Special Study, and then create the codes that users
will select to represent applicable data.

8.1 Creating a Special Study and its Codes

Open the System Admin Tool and click on the Other... button. Click on the Special
Studies button. The Special Studies Lookup window will appear (diagram 8.1.0).

The upper portion of the window displays the Special Studies 1D, Name, and date range
for the study for Special Studies saved in the National Database. Two radio buttons,
Applicable Studies and All Studies enable the user to retrieve the Special Studies that
are applicable only those studies that are Active status or all studies available to the
user's group. The fields on the lower left portion will display information for a selected
study. Buttons on the right of the window enable the user to create a New study. Edit
Code values (by accessing the Codes Lookup utility), Save new codes or modifications,
and Clear the information fields. The Cancel button will close the window without saving
changes.

Diagram 8.1.0

E-?I Special Studies Lookup

[} | Name | Start Date | Stop Date |

| Epplicable Studied (Al Studles

Spactal Study 10 | T |
Ukt Brip 10 | Edit Codes |
Start Date | Exe I
Stop Date [ Clear I
Max Langih |
Dum‘pliml
Status [0 |

Cancel I

To create a Special Study, click the New button. The system assigned 1D for the study
will be entered automatically in the Special Study ID field. The User Group ID will be
entered automatically in the User Group 1D field (as shown in diagram 8.1.1). Note: each
login level has a Key Value assigned to it to ensure no duplicate IDs are created and no
IDs are overwritten,
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The Start Date and Stop Date will default to the current day. Medify the Start Date and
Stop Date fields as desired to establish the date range for which the Special Studies will
be available to the user for reporting.

Enter a Description (50 character maximum length value). Click Save. The message bar
will state the status: "Changes are being saved...." "the Display is updating...” and finally,
"Special Study Information Saved Successfully.” After Special Study has been saved in
the National Database, and follow the steps to create the supporting codes for user

selection.
Diagram 8.1.1
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Creating the Code Values
Locate the new Special Study in the list and click once on it to select it. Click on the Edit

Codes button. The Code Look up window will be displayed and in the pane will be the
Special Study that was just created, as shown in the example in diagram 8.1.2.
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Diagram 8.1.2
E.':%Cadcs Lookup E

LHistorical Propedies i in Fires

:ﬁ' Numerical (" Alphabetic

Alpha Search
Coda Valua I Mew |

Usar Group D | Clear r
Farent Code I Eave |

| Decode Value I

Status |.ﬂ.r:rr-fe ;l |

Highlight the Special Study name in the Codes Lookup window and click the New button.
The User Group 1D will be entered automatically. Enter a Code Value, This will be the
numeric or alpha numeric code that is associated with the code value, and it must be
length specified when the Special Study was created. Leave the Parent Code field
Blank. Enter the Decode Value, which is the description the user will see in the Special
Studies Lookup box. Click Save. Diagram £.1.3 shows the Code Lookup window with a
defining code (1) Residential and uninhabited that has been created and is ready to be
saved.

Diagram 8.1.3

5 Lookup ) 5‘

| Properties |

| ¥ Mumenoal ( Alphabetic |

Alpha Search

Code Valus E; I Hawe -'I

User Group 10 E 138 Clear I
Farent Code I Save I
Desada Value (Lo sidential and uninhabited|
Status [Artive = |
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To create an additional code to define the study, repeat the steps taken in the Code
Lookup window: highlight the Special Study, click Edit Codes button, enter the code value
and Decode Value, and click Save. Diagram 8.1.4 shows the Code Lookup window with
an additional code, (2) Commercial and Operating, that has been created and is ready to
be saved.

Diagram 8.1.4

E.:sl.':-dr_'s Lookup

__g. torical Proparties Ineoked in F:h_J-:.
@ (1) Residential and uninhabited

EF' Humarical 1 Alphabatie

Aldpha Saarch
User Group 10 |— Cluar I
Fannt Coda I— Save [
Decoda Value |Cnrnme:t|a| and oparating
statu [ tive -

An outline of the steps necessary to create a Special Study and its codes follow Section
82.

8.2 Modifying Codes in an Existing Special Study

To modify a Special Studies code, open the System Admin Tool and click on the
Other...button, then click on the Special Studies button. The Special Studies Lookup
window will appear. Select the All Studies radio button to display all available Special
Studies. A scroll bar on the right of the window enables the view of all available Special
Studies.

Select (highlight) the desired Special Study. Click on the Edit Codes button. The Code
Lookup window will be displayed and list the existing codes for the selecled study. Note:
if an emror message displays in the lower left message bar: "exception during Special
studiesLookupViewActionEvent null, * verify the desired Special Study is highlighted.

To modify a code, in the Code Lookup window, highlight the desired code. The details for
selected code will populate the fields (the Parent Code field may be blank), Place the
cursor in the field that needs to be edited and type in the correction. Click Save.

To add a code an additional code to for the selected Special Study, in the Code Lookup
window highlight the name of the special study. Click the New button. The detail fields
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will be cleared. Enter the criteria for the new code. The Code Value is the actual numeric
(or alpha-numeric) code the user will select and enter in the named Special Studies
Value field in the Basic module. The User Group |D will be entered automatically, and a
parent code entry is not necessary. Enter a Description {maximum 50 characters). Click
Save. The New code will be added to the Codes Lookup list for the selected Special

Study.

The following table outlines the steps to create a Special Study.

1

C!‘EﬂtiﬂE a New Special Study and its Codes

Open the System Admin Tool and
click on the Other... button, then click
on the Special Studies button

The System Admin Tool's
Special Studies Lookup
window will be displayed.

Click on the New push button.

The Special Study ID and
User Group 1D field will default
to system assigned values.

Enter a Start Date and a Stop Date
for which the Special Study will be
applicable.

The date range will be
specified. The Special Study
will be available and validated
for incidents that have an
Incident Alarm Date within this
range.

Enter a Decode Value,

Enter a description that
defines the code value.

Leave the Parent Code field blank.

Enter a Code Value

A code value will be created
for display in the Special
Studies Look up box.

Click the Save push button.

The Special Study will be
saved.

Highlight the Special Study where it
appears in the Lookup list

The Special Study will be
selected in order to continue
creating its codes.

Click the Edit Codes push button.

The Codes Lookup window
will be displayed.

Highlight the new Special Study (it
will appear as the single bullet itern)

The New Special Study will be
selected.

Click the New button.

The detail fields will clear.

Enter a Decode Value

Enter a description that
defines the code value.

10

Leave the Parent Code field blank.

1"

Enter a Code Value

The numeric or alpha numeric
code value will be established.

Click Save

The code to define the Special
Studies will be saved.

Repeat steps 8 — 12 if an alternative
code is necessary.
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9. The Field Perms Window

State Program Managers assigned the State Level permission will have the ability to modify the
field security levels of data fields in the NFIRS 5.0 system for their state and fire departments by
using the components of the Field Permissions window. The purpose of these settings is to
prevent data from being released in the public data format if this would conflict with state or local
jurisdiction privacy laws. The Design Documentation (page 108 - 125), available at

http://www .nfirs. fema gov/documentation/desiqn/ contains a list of default security levels for each
field in the NFIRS 5.0 system.

The data security settings are in effect once the data is transmitted to the National Database via
transaction file or entry with the USFA client software, Data fields marked "State” and “FDID" are
collected and stored in the National database, but may not be released publicly without the
State's permission or originating Fire Department's permission.

9.1 Changing a Field's Security Level

To modify an existing default field security setting, open the System Admin Tool. To
modify a field's security setting for the entire state, highlight the State in the hierarchy and
click the Field Perms button. A confirmation window will appear which states: Since you
have not selecled a specific FDID, you will be setting preferences for the entire State.

Do you wish to continue? Click Yes to modify a field level's security for the entire state.
Click No or Cancel to return to the hierarchy and select a FDID.

To modify a field's security setting for an FDID, locate the desired FDID in the hierarchy.
Click on the Field Perms button. The Field Level Perms window will open,

When the Field Perms button is clicked, the Field Level Perms window will be displayed.
In this window, the list of fields in the NFIRS 5.0 System will be displayed. Select
(highlight) the desired field. The selected field's info will appear in boltom pane, including
the default level security for the selected field.

There are three checkboxes in the Visibility section where the field permissions are
specified: and National, State, Fire Department. Make the desired change for the
selected field by un-checking or checking the box next to the level. Example, to specify
the selected fields’ data should not be included in release at the public level, uncheck the
Mational box. Click the Save button.

To verify a field's security level setting has been saved, close and reopen the System

Admin Tool. Locate the desired field and verify the visibility is set as was specified in the
previous Session.
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10. The System Administration Tool Rapid Start-up Guide

The Rapid Start-Up Guide for the System Administration Tool outlines the key steps
necessary for the System Administrator to begin using the Tool as quickly as possible. Only
key points are described below. In-depth information on the System Administration Tool can
be found beginning on Page 3 of this document,

10.1

10.2

8.
7.

Starting the System Administration Tool

Go to Start...Programs...NFIRSv54 ... System Admin Tool.

A screen will appear: “Login On-Line.” Enter User Name, Stale and Password.
Click OK.

To Create a New Group

Click once on the Group in which the County or Fire Department is to be added.
Click on New push button.

The System will assign a Group 1D, and the Parent Group will become the Group to
which you are adding.

Enter an FDID number and description of the Group you are adding. For a County or
Region, enter the description; for a Fire Department, enter the description and FDID.

Click on Save.
The Group Hierarchy will collapse.

Click on the + sign to display the hierarchy tree.

Note: When the System Administrator exits the System Administration Tool after any
changes were made to the Groups, these changes will not be seen for about 20 minutes.

10.3 To View Users

Go to Start...Programs...NFIRSv54 ... Systemn Administration Tool.

The On-Line login screen appears. Enter Usemame, State and Password. Click OK.
At the Group Hierarchy Window, click on the desired Group to view ils users’ lisl.
Click on the Users push button.

The User Maintenance Window will be displayed and the users associated with the
Group will be displayed.
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10.4 To View All Users in the State

10.5

10.6

In the Group Hierarchy Window, click on your state to highlight.
Check the box next to Select All Groups Below.
Click on the Users push button.

The User Maintenance Window will be displayed and all users in selected state will
be listed.

To View All Inactive Users in the State or Group

In the Group Hierarchy Window, click on your state to highlight,
Check the box next to Select All Groups Below.
Click on the Users push button.

The User Maintenance Window will be displayed and all users in selected state will
be listed.

Click on the Inactive - 60 Days radio button (located on the right side of the window).

The list displayed lists only those users whose accounts Status is Inactive.

To Activate a User

At the Group Hierarchy Window, click on your slate.
Click on the User push button.
Users will be displayed.

Highlight the user to be activated.

Enter the system assigned Group ID the user is to be associated with (not the FDID).

Click on Status.. select Active.

Click on the Set Permissions button.

Check the box next to the permissions to be assigned. Note: The Bulk Import
Permission enables users to access the Bulk Import Web interface. The Bulk Export
Permission allows the user to access the Bulk Export.

Click OK to close the Permissions window.

10. Click Save on the User Maintenance window before closing. .
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Note: \When a user registers using the User Registration Form from the NFIRS 5.0 Web
Site, their default Group ID is the Group ID of the state they registered in. The user’s

accounts are inactive until the System Administrator activates them. Additional
permissions may be assigned at the time of activation or at a later date.

10.7 To Create A Plus One Code

1. Click on the Other... button, and then click on the Codes button.
2, Select (highlight) the Code Category for which the Plus One code will be created.
3. Click on the Edit button.

4. The Codes Lookup window will be displayed, and contain the existing codes for the
selected category,

5. Highlight the parent code for the new Plus One code.
6. Enterthe Parent Code value.

7. Enter the Code Value. This is the numeric or alpha numeric value that signifies the
code.

8. Enter the Decode Value, This is the description users will see in the Code Lookup
window.

9, Verify the Status is Active.

10. Click Save.

10.8 To Create A Special Studies

1. Click on the Other... button, and then click on the Special Studies button.
2. Select (highlight) the Code Category for which the Plus One code will be created.
3. Click on the New button.

4. A system assigned number will fill the Special Study 1D field. The User Group 1D will
default to the System Administrator who is logged in.

5. Modify the Start and Stop dates as desired.

6. Enterthe Max Length for the codes that will define the Special Study (1 is adequate
for most codes).

7. Enter a Description for the Special Study.
8. Verify the Status is Active (if it is to be implemented immediately).
9. Click Save.
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10. Locate the newly created Special Study in the list and click the Edit Codes button.

11. In the Codes Look up window, highlight the Special Study where it appears as a
bullet iterm and click the New button,

12. Enter a Decode Value (the description).

13. Leave the Parent Code field blank.

14. Enter a Code Value (the numeric or alpha code to represent the Special Study
details).

15. Click Save.

11. Troubleshooting

+ A usercontacted me to report he forgot his password. How do | reset his password?

An Administrator cannot recover a lost or forgotten password. Change the user’s
password.

In the User List Pane, highlight the user. In the User Detail field, click the
Change Password button. A pop up window appears. The administrator enters
a new password, then reenters the password to confirm, Click OK. Report the
password to the user.

« \When a user opens the Data Entry Tool, “*FDID Not Found” message displays
instead of the Fire Department name.

The Header Record has not been created for the group. The user must create
the Header Record.

To create a Header Record, the user selects Fire Dept from the Menu Bar (in the
Data Entry Tool Main View Screen). Click on New Fire Dept. In the Fire
Department Screen, the user will see the FDID number. The user enters the Fire
Department Name. All other information is optional. When the user clicks OK,
the information will be saved and the user is returned to the Data Entry Main
View Screen. An import of Fire Department information will also create the
header record.

+ A usertrying to register reporls an error message: Failed to Register User: 10477
{ or 9999).

JANUARY 2006

The Username is already been taken by another registrant in the state. The user
must choose a new username. Advise the user to alter a character in the name
and submit the registration again,

MNote: The Username is not case sensitive, but is space sensitive. It may be an

alpha-numeric value. Punctuation or other characters is not recommended in the
Usemame
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« A usertrying to login reports an error message: You have not been activated or,
Failed to Register User: 10468

The user account status is Inactive. In the System Admin Tool User Maintenance
window, locate the user account and reset his or her status to Active. Click Save.
Advise the user to login the same day, or their account will deactivated upan the

daily reboot of the system.

« How long does it take to activate a Group?

When an administrator creates or adds a group, it takes approximately twenty
minutes for the information to be processed in the National Database. After this
period, the group will display in the hierarchy. When an administrator activates a
user or changes the user’s status, the change takes place immediately.

« How long does it take to activate and View a Plus One Code?

JANUARY 2006

When an administrator creates or adds a Plus One Code, it takes approximately
twenty minutes for the information to be processed in the National Database.
After this period, the Plus One Code will display in the On-Line User's View of the
Code Lookup box. Off-Line users must perform User Injection to obtain the
added Plus One codes in the Code Lookup box.
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1. Introduction:

The Configuration Tool User's Guide provides comprehensive documentation of the
Configuration Tool components available to the user, The Guide facilitates user control of
the NFIRS Client Suite and enables the user community to quickly and efficiently begin
using the Configuration Tool. The Guide is intended for new users of NFIRS 5.0
Software Version 5.4 (5.4.0).

The Configuration Tool provides the user the capability to specify the import location of
data files, whether to run against an On-Line or Off-Line database, the address of the
firewall (if present in the user's network), and whether data encryption is to be utilized.
The user may open the Tool by clicking the Start button...Programs...NFIRSv54
...Configuration Tool, or from the Data Entry Tool Menu bar click on Tools... Client
Configuration Tool. Mo Internet Connection is required to open this tool.

The Configuration Tool contains four tabs that enable the user to navigate the available
screens: the User Options Tab, the Forms Tab, the Advanced Tab. Each tab provides
specific functionality and options to the User. To view a tab, single click on desired Tab
heading. Note: The Transactions Tab is not activated at this time,

The User Options Tab provides the user options of importing data to a database or flat
file, to accept invalid records during import, and overwrite existing incidents during import.
The user has the ability to set import performance control for Off-Line, On-Line-network
or On-Line-modem, set the batch size during the import of data, set the delimiter, and
specify whether to show seconds in times' display or not. The user makes the
appropriate selections using the check boxes and drop down menus.

Most configuration changes that affect imports can be made dynamically from within the
Data Entry Tool. Refer to the specific component’s section for compete details. For
example, the access mode cannot be changed dynamically. The user must exit the
Configuration Tool for the change from Off-Line access to On-Line access to occur.

The Forms Tab lists the available Client GUIs (modules) which the user sees displayed
on their computer and uses lo enter their incident information. The available forms are
Basic, Fire, Structure, Civilian Casualty, Fire Service Casualty, EMS Casualty, Wildland,
HazMat and Arson.

The Advanced Tab provides the user the ability to specify the Off-line ar On-Line access
mode, specify the database type, set firewall configuration, enter HTTP or Socks firewall
Internal IP address and Port, Cache Application Data, and set the Event Logging level.
Instructions for Off-Line users of the NFIRS 5.0 Software Version 5.4 who must specify
the Database Type and verify configuration information before using the Data Entry Tool
in the Off-Line mode, are included in separate sections in the Advanced Tab section of
this document,

This release of USFA NFIRS 5.0 Version 5.4 client software includes an upgrade to JDK
version 1.4.2_10 which is necessary to support DHS Security requirements and Sun
licensing agreements. This change requires users to upgrade to Version 5.4 after its
release, before logging into the National Database.

The NFIRS 5.0 Version 5.4 communication protocol, like the previous version 5.3, uses
HTTPS over port 443, an industry standard protocol.

The following sections describe in detail the appearance and function of the Configuration
Tool components.
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2. User Options Tab:

The User Options Tab (diagram 2.0) provides several oplions to assist the user make
an accurate Import / Export or Conversion of data. The user can choose from the
following options: to import data to a Database or Flal File, Accept Invalid Records
During Import, Overwrite Existing Incidents During Import, Import Performance Control
for Off-Line, On-Line-Metwork or On-Line-Modem. The user can set the Batch Size during
the import/export of data, set the Incident File Delimiter, and choose whether to Show
Seconds or not. The options are provided in check boxes and/or drop down menus.

The user will not necessarily change or reset every option available each time they use
NFIRS 5.0, but it is recommended that users review User Options settings before new
data import tasks, or when troubleshooting data import issues.

Most users operate the tool with the default settings shown in Diagram 2.0 below. If
changes are made to settings, click the Save button in the lower left comer before
clicking OK or closing the screen.

Diagram 2.0
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Fife Importing:

The File Importing check boxes provide the user the option to import datato a
Database or to a Flat File (Diagram 2.1.0). The Import to Database option is
for importing data to a database; either an Access 97, Access 2000, Access
2002, Visual FoxPro 6.0 or MS SQL Server 7.0, MS SQL Server 2000, an Oracle
database, or to the National Database. Importing to a flat file runs the data
through the validation process and creates log files detailing the validation
process.

To specify an option, click on the check box next to the desired import location.

Diagram 2.1.0

EE5NFIRS Configuration Tool
Usar Options ! Folmsl Advanced | Transactions I

Import To
iﬁ Database
| FlatFils

The user may locate the log files for an import by double clicking on the “out”
folder that is created during the import process. The out folder location defaults to
the NFIRSv54 root directory, or the location where the original import file is
stored. To access the out folder from the Validation Tool window, click the View
File button.

Note: The out folder will not exist until the first data import takes place. For
details, see the Import/Export (Section 5.1} in The Data Entry/Validation Tool
User's Guide.

Ifthe data file is on a 3 ¥ floppy disk, it is recommended the data file be saved to
the PC's hard drive before the import process.

The log files created during an import are:

Filename.err A listing of the validation errors

Filename.log A file listing the validation process

Filename.bad A listing of all the bad transactions
(critical or fatal)

filename.txt A replication of the original file

filename.unp Messages related to connectivity

Data Validation:

Two check boxes facilitate incident validation: Accept Invalid Records During
Import and Overwrite Existing Incidents. Data validation checks take place
during manual incident entry and during data imports. (See the Data
Entry/Validation Tool Users Guide posted on the NFIRS 5.0 Web site). During
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data import processing, the user is provided the option to accept data that has
not passed data validation (failed a validation check) by checking the Accept
Invalid Records During Import checkbox (diagram 2.2.0). If Accept Invalid
Records During Import checkbox is not checked, imported data not passing
validation will not be imported to the database or the flat file and instead will be
written to a separate file with the extension “.bad".

Upon successful installation, the Accept Invalid Incidents Upon Import is checked
by default.

Note: Improper data such as alpha data in a numeric field is never allowed.

Diagram 2.2,0

[ENFIRS Configuration T ool

Forms | Agvanced | Transactions

Import Ta
—_—
(% Database

|r Flat File

[~ Accapt invalid Records During Import
[~ Owesswite Existing Incidents

The Overwrite Existing Incidents check box provides the user the option to
overwrite existing incidents during the import of data. If the box is checked,
during the import of the data, incidents with the same Key Information in the
database (Local or National database) will be overwritten with the data that is
being imported. Upon successful installation, this box is checked by defaull.

Performance Control:

The user may select the connection performance during the import of data by
choosing the Import Performance Control for Off-Line, On-Line-Network or
On-Line-Modem. By specifying the performance control, the user is establishing
the optimum connection to the database used to import data to the database.
Thus, if the user is working on-line using a moedem connection and importing
incidents to the National Database, the On-Line Modem sefting provides three
connections to the database. When the user is working off-line and is importing
data to a local database, the Off-Line setting provides one connection.

Mote: The Import Performance Control default setting is Off-Line Modem, which
most users will find sufficient for importing.

Batch Size specifies to the application how many transactions are to be bundled
together and then imported to the database. The default setting is Medium.
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24  Incident File Delimiter:

If the user chooses to import from a flat file, the option of an Incident File
Delimiter is provided (diagram 2.4.0). Field delimiters are symbols placed
between fields that enable software to differentiate between the fields. The
Incident File Delimiter defaulls to the * sign (caret). If another delimiter is
chosen, it must be a symbol that will not appear in the data file in order fo prevent
failed data loads.

To change the setting, highlight the symbol displayed in Incident File Delimiter
box and type in desired character, or highlight the symbaol displayed and press
Delete. Type in desired character.

Diagram 2.4.0

|A Incidant File Delimiter

Show Seconds:

The Show Seconds oplion enables the user to specify a higher level of incident
reporting precision by designating to the degree of seconds vice hours and
minutes (diagram 2.5.0).

Seconds may always be entered in any time field. If Show Seconds is set to "No
then a field will only show seconds if it is not equal to zero. If Show Seconds is
set to “Yes" then the affected window will always show seconds precision.
Check the box to show seconds or uncheck not to show seconds equal to zero.

-

Diagram 2.5.0

F Show Seconds
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3. Forms Tab:

The Forms Tab (diagram 3.0) lists the available Client GUIs (modules) which the user
sees displayed on their computer when using the NFIRS application to enter their
incident information. The available forms are Basic, Fire, Structure, Civilian Casualty,
Fire Service Casualty, EMS Casualty, Wildland and Hazmat, Personnel, Arson and Fire
Department header.

Note: Modifying the class name of the Client GUIs will result in the user being unable to
open a module, and/or an exception message will occur and the user will be unable to
open the module.

Diagram 3.0

o ferna riies. chent gul Bask
govferma niirs chenl gul Firef onmbiew

v fermia nifirs clend gul Structunef ormiview

o ferma rfies clanl gul CivC asualtyf ormVidw

gov ferna rifirs clont gul FireSarvC asuaiyf ormiview
@ov ferna fifirs clent gul EMSC akuatyF ormView
o ferma rifies clent gul Wil dlandF ommivies

GOV Terria rifie s chenl gul HazmatF ommview

gov fema niirs client gul PersonnelF ormiview

OV farmia riirs cland gul ArsonF ormiview

@ov ferna rfirs clhent gui FDHeaderiew
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The Advanced Tab

The third tab on the NFIRS Configuration Tool is the Advanced Tab (diagram 4.0).
Configuration options under the Advanced Tab include specifications for Off-Line or On-
Line Access to a database, ODBC Data Source and Driver Name, database type,
communications protocol, firewall address, cache application data and logging level.

After successful installation, Off-line users setting up a local database will need to open
the Configuration Tool and check the Off-Line Access box to specify the mode, verify the
Database Type and enter configuration information, if necessary, in the On-Line Access
area. An Internet connection will be required for Off-line users in order to perform initial
User Injection, Remote Synchronization, and send incidents to the National Database.
Instructions for each database type are included in the sections listed below.

Diagram 4.0

£ NFIRS Configuration Tool i ;Iglil

us:ercmlbnsi Forms  Advanced | Trmmﬁum|
i OEBI:- Data Source Ham

OfLine Aseeme [ |idbe odbenfirsodhicss
ODBC Driver N
Databaze Type
laccess 97

OnLine Access |7
Uss Compiession v
Froooy IP Address for Hodd Name)  Prooy Port Humbar

Uss Prosey Sencar | I I
Preooy Authorization User Hame Preooy Authernzation Passecrd  Confiim Froxy Auth Pasaserd

Usw Prosy duthorization [T I
| Cacha Applieation Data [ Cieal I oot i I

Evant Logging Level [Exception Oriy i |

Save Ok T Cancal

4.1 Off-Line Access:

The first check-box on the Advanced Tab is Off-Line Access. When the user checks the
Off-Line Access check box, they are specifying that FD and incident information they
enter and save will be saved to a local database (on the User's PC). NFIRS 5.0 Software
Version 5.4 provides these options for the local database applications: Access 97,
Access 2000, Access 2002 (XP), Visual FoxPro 6.0, MS SQL Server 7.0, and MS SQL
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Server 2000. The database program the user selects must be on the PC prior to installing
NFIRS 5.0 Software Version 5.4,

The Oracle 7.3x or 8.3x database (diagram 4.1.0) options are for remote use only.

When Off-Line Access is checked, the ODBC Data Source Name must be specified.
Users using Access 97, 2000, or 2002 will use the default name:; jdbc:odbe:nfirsodbc54
(as shown in Diagram 4.0).

When Off-Line Access is checked, the ODBC Driver Name must be specified, and will
defaull to the description of the manufacturer. Users using Access 97, Access 2000, or
2002 do not have to change the default name (shown in Diagram 4.0).

If the local database requires a database username and password, click the Set DB User
button. When clicked, a pop-up window will appear where the user can specify
username and password. Note: Most users will NOT need to set the database
password.

The default Database Type is Access 97 (an Access 97 database will be installed during
Typical installation). The Off-Line user must specify the database application that will be
used as the local (Off-Line) database engine. Access 2003 Users: Users with the
Access version 2003 on the PC must use the default Database Type Access 97.

Note: It is not recommended to open the Access local database using the Access
program directly. Make a back up copy of opening the Access database prior to opening
the database with the Access program.

Off-Line users must have the database program of their choice installed on the PC prior
to the installation of NFIRS 5.0 Software Version 5.4. Users of NT, Windows 2000, and
XP must be logged to the PC as its system administrator to install the NFIRS software.

It is recommended that users upgrading from Microsoft Office 87 to Microsoft Office 2000
perform the upgrade of the office suite first, and then install the database program they
choose to use for their local NFIRS 5.0 database, followed by NFIRS 5.0 Client Software.

Regular database maintenance is recommended to maintain optimum performance of the
local database. Access Users will find complete steps for the procedure to compact the
Access database in the Data Entry Tool Users Guide or at the Tutorial Page,
http:ifwww.nfirs. fema.goviusersitutoral.shtm. FoxPro and MS SQL Server users should
follow the database maintenance procedures as recommended by the manufacturers of
the program.

Section 4.1.1 provides setup instructions for Access 97 Off-Line users.

Section 4.1.2 provides setup instructions for Access 2000 and Access 2002 (XP) Off-
Line users,

Section 4.1.3 provides instructions for Visual FoxPro 6.0 local database setup.

Section 4.1.4 provides instructions for MS SQL Server 7.0 and MS SQL Server 2000
local database setup.

The Data Entry Tool Users Guide provides complete information on the User Injection
and data entry.

JANUARY 2006 10
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4.1.1

4.1.2
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Configuration for Access 97

After successful installation of the NFIRS 5.0 software Version 5.4, users who
have Access 97 on the PC must:

1. Open the Configuration Tool and click on the Advanced Tab.
2. Check the Off-Line Access box.

3. Click Save, and proceed to initial User Injection. Note: Users behind a
firewall or using a proxy server will need to enter configuration information in
the On-Line Access section of the Advanced Tab before proceeding with
Initial User Injection.

For complete details on User Injection, refer to the Data Entry Tool Users Guide.

Users of Previous Software Version 5.3.4 or an earlier version:

Users of the previous NFIRS 5.0 Software Versions 5.3.x who have fire
department and incident data saved to their Access 97 local database can follow
these steps to move the database into the new Software Version 5.4 Database
folder after successful installation.

1. Make a back up copy of the previous Version 5.3.x, local database file
(Named: NfirsdataV53.mdb). Its default location is C\Program
Files\NFIRSv53\Database\

2. Install the NFIRS 5.0 Software Version 5.4.

3. Locate the new Version 5.4 database file (named: Nfirsdata\V/54.mdb ). The
default location of the database file is: C:\Program Files\NFIRSv54\Database\

4. Rename the file to: origNfirsdataVs4.mdb (if file extensions are not displayed
on the PC, rename the file origNfirsdatavs4).

5. Locate the previous version 5.3 database file and copy or move it to the
MNFIRSv54 Database folder.

8. Rename the file to: NfirsdataVs4.mdb (if file extensions are not displayed on
the PC, rename the file NfirsdataVs4).

7. Remote Synchronization/User Injection is required to update the Off-Line
database with rules and codes from the National Database.

When beginning the Remote Synch process, the user will be prompted to "Apply
Schema Changes?” Click Yes to proceed with the User Injection/ Remote
Synchronization process. The Data Entry Tool User's Guide provides complete
instructions.

Configuration for Access 2000 and Access 2002 (XP) - New Users

Users with Access 2000 or Access 2002 (Access XP) on the PC will need to
complete the installation of the NFIRS 5.0 Soflware Version 5.4, specify the Off-
Line access mode, and then convert and rename the database before specifying
the Database Type on the Advanced Tab. After the database has been
converted and renamed, the user can proceed with initial User Injection.

To set up the Access 2000 or Access 2002 database for local use:

1"
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1. After successful installation, open Windows Explorer and locate the
NFIRSv54 root directory. Open the Database folder.

Double click on the NfirsdataV54 mdb. The Access program will open.

The user will be prompted to Convert Database, Click Yes or OK to convert
database. (or, open the Access program, from the Tools menu select
Database Ulilities... Convert database option. In the directory window that is
displayed. locate the NFIRSv54 database: NfirsdataVv54.mdb).

4. A directory window will appear. In this window, the user must specify the
location to save the converted (new) database. Specify the
NFIRSv54\Database folder in the NFIRSv54 root directory as the location to
save the converted database.

Accept the default name (db1.mdb) for the converted database.

When the database is finished being converted, click on the X in the upper
right corner to close the database. Close the Access program. The user will
be returned to Windows Explorer.

7. Using Windows Explorer, rename the original Nfirsdata\V4.mdb database
(suggestion: empty97NfirsdataV54.mdb).

8. Rename the dalabase that was created in the converling process to
NfirsdataVvs4.mdb (must be exact. If the PC does not show file extensions for
known file types, name it: NfirsdataVvs4),

9. From the Start menu, open the NFIRSv54 Configuration Tool and go to the
Advanced Tab.

10. In the Off-Line section, check the Off-Line access box.

11. In the Off-Line section in the Database Type drop down box, select the
Access version used when converting the database file. Note: On-Line
configuration information, if necessary, may be entered at this time.

If the error message is displayed: "There is a mismatch between Data Source,
Driver and Database Type.” click OK. Verify the Access program version on the
PC is the same as the selected Database Type on the Advanced Tab. Verify that
the default database has been converted and is located in the
NFIRSv54\Database folder. Verify the user was logged in as the PC's system
administrator. If the Database Type still cannot be saved, contact the NFIRS
Support Center at: fema-nfirshelp@dhs qov

Before closing the Configuration Tool, verify the Off-line Access box is checked.
Click Save and exil the Configuration Tool. Proceed with initial User Injection.

Access 97 users who wish to upgrade to Access 2000 or 2002

The following steps are recommended to Off-Line users of the previous NFIRS
5.0 Software Versions 5.3.x who have data saved to an Access 97 database and
would like to upgrade to another Access version.

If reports are saved to the NFIRSvS3 Reports folder, move the folder to another
location on the hard drive, If the Data Cleansing Tool was used to run scripts on
the Off-Line database and the user wishes to retain the history of when the
scripts were run, copy or move the Version 5.3 file named:
AllDatabasePatches.obj to another location on the hard drive.

12
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1. Make a back up copy of the Access 97 database, NfirsdataV53.mdb (NOT
.Idb) or previous version NFIRS database and save it to the hard drive or zip
disk.

Completely remove the NFIRSv53 program.

Perform the upgrade to Access 2000, or to the office suite which includes
Access 2000.

Install NFIRS 5.0 Software Version 5.4,

Move the previous version database file into the new NFIRSv54 database

folder, convert it to the necessary Access version (see steps for converting
the database) and rename the file: NfirsdataVs4.mdb (if file extensions do
not show on the PC, name it: NfirsdataV54)

6. Perform User Injection/Remote Synchronization.

Version 5.3.x Off-Line Data Cleansing Tool Users: To retain the history of the
scripts run in the Version 5.3 x, move the AllDatabasePatches.obj into the
NFIRSv54 folder, and overwrite the file that exists,

Off-Line Users: Visual FoxPro 6.0 Setup

Users who wish to select Visual FoxPro 6.0 as the Off-Line database engine
must have the program on the PC prior to installation of NFIRS 5.0 software
Version 5.4. The user will import the schema to the Visual FoxPro and create the
local database, assign a new ODBC data source to the database, perform User
Injection/Remote Synchronization to populate the new database with application
data and user and department information from the Mational Database. Visual
FoxPro 6.0 is intended for the Off-Line mode only, therefore the On-Line
Reporting Tool included in the Client Suite will not be available to the user to
generate statistical reports on the data saved to the Visual FoxPro 6.0 database.

1. Obtain the zip file containing the Visual FoxPro 6.0 schema
("NFIRSFoxPro.zip"), available on the NFIRS Download Software Page).

Unzip and save the files to a directory of your choice.
Start Microsoft Visual FoxPro 6.0
Under the FoxPro File menu, select Open.

Lok woN

Locate the folder containing the unzipped FoxPro files, and select the
nfirsproject.pjx file.

6. You will be prompted to make the new directory the home directory for the
new FoxPro database, which is suggested.

Complete the following steps to create an ODEBC source for the new Visual
FoxPro 6.0 database.

1. From the Start menu, select Settings...Control Panel.

2. Double click on the ODBC Data Sources 32 bit icon, The icon may be
named differently on NT machines.

3. Inthe ODBC Data Sources Administrator window, click on the System DSN
Tab.

4. Click on the Add button. The Create New Data Source window will be
displayed.
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Select the Microsoft Visual FoxPro Driver,
Enter a Data Source Name and Description. For Example: MyVFPServer
Click Finish. Close the Control Panel.

From the Start menu, select the NFIRSv54 Configuration Tool and click on
the Advanced Tab.

If configuration information is necessary for On-Line Access, check the On-
Line Access box and enter the information. Click Save.

10. Check the Off-Line Access box before exiting the Configuration Tool.
Rename the ODBC driver to point to Visual FoxPro 6.0:

1.
2.

In the Database Type drop down box, select Visual FoxPro 6.0.

Replace the odbe driver name (in the top text field) with the one you just
created. Example: jdbc:odbe:MyVFPServer

Click Save, and exit the Configuration Tool.

Proceed with User Injection (Refer to the Data Entry Tool Guide for complete
information).

4.1.4 Off-Line Users: MS SQL Server 7.0 or MS SQL Server 2000 Setup

Users who wish to use MS SQL Server 7.0 or MS SQL Server 2000 as the Off-Line
database engine must have Microsoft SQL Server Version 7.0 or MS SQL Server 2000
installed on the PC prior to installation of NFIRS 5.0 software Version 5.4,

The user must first import the schema to the MS SQL Server 7.0 or 2002 and create the
local database, and then assign a new ODBC data source to the database. To complete
the setup, User Injection/Remote Synchronization must be performed to populate the
new database with application data, user and department information from the MNational
Database. MS SQL Server 7.0 (or MS SQL Server 2000) are intended for local use only,
which means the NFIRS 5.0 On-Line Reporting Tools cannot be used against it.

Import the schema to the MS SQL Server 7.0 (or 2000) database using these
steps:

1.
2,
3.

JANUARY 2006

Create a new database using the SQL Enterprise Manager (EM).
From the EM, under the Tools menu select SQL Server Query Analyzer.

When the Query Analyzer launches, go the combo box at the top-right and
select your database name.

Click the "Open” icon (second icon from left on top of window).

Select the .sqgl file that contains the schema, which is usually named
"NFIRSSQLServerSchema.sql”.

Press F5 to execute the script.

Select the .sql file that contains the table updates, which is usually named
"SQLServerTableUpdates.sql'.

Press F5 to execute the script.
CQuit the Query Analyzer.

14
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10. The new schema is now found under "tables” for the new database, which
can be viewed in the Enterprise Manager.

Create an ODBC source for this new SQL Server database.
1. Select Start...Settings...Control Panel

2. Open the ODBC Data Sources-32 bit. This may be named differently on
different versions of NT.

Click on the System DSN Tab.

Click on Add button. The Create New Data Source window will be displayed.
Select SQL Server.

Fill in the following information in the DNS Configuration window:

a. Screen 1. Enter name for your SQL Server NFIRS Database and the SQL
Server name on which it resides.

b, Screen 2: Select the "With Windows NT authentication using network
login ID” radio button for SQL Server Authenticity. Leave other settings as
default.

c. Screen 3: Select the "Change the default database to” check box and
then select your newly created SQLServer NFIRS database from the drop
down list below the box. Leave other settings as default.

d. Screen 4. Leave settings as default.

@ o, AW

From the Start Menu, launch the NFIRS Configuration Tool.
Select Online Access and verify all On-line configuration info is correct.
Select Offline Access.

10. In the Database Type drop down box, select your version of MS SQL Server
(7.0 or 2000)

11. Replace the ODBC Data Source Name (in the top text field) with the one you
just created. This will now look similar to "jdbc:odbc:MySqlServerDB" Verify
the ODBC Driver name is: sun.jdbc.odbe.JdbeCdbcDriver

12. Verify the Off-Line Access box is selected. Save and exit the Configuration
Tool. Proceed with User Injection.

4.1.5 Previous Version 5.0 Users of Visual FoxPro 6.0 or MS SQL Server 7.0

Visual FoxPro 6.0, MS SQL Server 7.0 or 2000 Off-Line Users who have fire
department and incident data saved locally from NFIRS 5.0 Version 5.3 can
follow the steps below.

Install NFIRS 5.0 Version 5.3.

2. After successful installation, in the Configuration Tool's Advanced Tab, name
the ODBC Data Source the same as it appears in the ODBC Data Source
Administrator.

In the Configuration Tool's Advanced Tab, select the Database Type.
Click Save and exit.
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5. Perform Remote Synchronization: open the Data Entry Tool, leave the Off-
Line login screen fields blank and click OK.

6. When prompted "Apply Schema Changes? .. Would you like to apply the
schema changes now?" click Yes.

7. Proceed with the Remote Synch process.

On-Line Mode:

The second check-box in the Advanced Tab is On-Line Access. When the On-
Line Access box is checked, the user must have an Intemet connection
established before logging in, On-Line access mode enables the userto
communicate with the Mational Database. In Version 5.4, On-Line access is the
default mode.

When the On-Line access box is selected, the user is communicating to the data
source with HTTPS (Hypertext Transfer Protocol Secure). The NFIRS 5.0
Version 5.4 communication protocol uses HTTPS over port 443, an industry
standard protocol.

The third check box in the Advanced Tab is Use Compression. Version 5.4 of
the Data Entry Tool allows the user to compress the data portion of the
communications. The default setting is checked. Over slow (i.e., dial-up) lines,
compression can improve the communication speed. Compression will require
extra processing on both ends to compress and uncompress the data. If the Use
Compression check box is checked, the Data Entry Tool sends its data
compressed. If the data sent to the NFIRS service is compressed, the data
returned is compressed as well.

Negotiate Firawall

The third check-box in the Advanced Tab is Use Proxy Server (diagram 4.3.0).
User sites that employ an HTTP firewall must specify the internal IP address of
that firewall and its internal HTTP port.

To locate the PC’s IP address and port, open the browser. Netscape users
should click on Edit from the Menu bar and select Preferences. Click on the plus
sign (+) next to Advanced to extend the tree, and click on Proxies. If Manual
Proxy Configuration is checked, click on View. Write down the HTTP internal IP
address and the port. Internet Explorer users should click on View from the
Menu bar and then Internet Options. Click on the Connections Tab and locate
the Proxy Server. Write down the HTTP internal IP address and the port.

When the user selects Use Proxy Server, the address of the Proxy IP Address
{or Host Mame ) and Proxy Port Number must be specified. Enter the IP
address (Or Host Name) and Proxy Port Number port in the respective fields in
the NFIRS Configuration Tool and click the Save button to save the settings.

User sites that don't employ an HTTP firewall must leave the HTTP Firewall
check-box blank.

16
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In most cases, if the user is a dial-up client through an Internet Service Provider
(ISP}, the Use Proxy Server checkbox and fields will be left blank.

Diagram 4.3.0

Frosey |P Address (or Host Nama) Prosy Port Numbar

Use Proxy Server [ I

44  Proxy Authorization:

The fourth check-box on the Advanced Tab is for Use Proxy Authorization,
(diagram 4.4.0). Only if the Use Proxy Server checkbox is checked, the Use
Proxy Authorization field will be enabled. If the user must authenticate identity
when negotiating a firewall request, Use Proxy Authorization box must be
checked. The name for the firewall account must be entered in the Use Proxy
Authorization Mame, the Use Proxy Authorization Password must be entered,
and an entry to Confirm Proxy Auth Password must be entered. Contact the
Firewall Administrator at the site for specific information.

Diagram 4.4.0

Proxy Autherization User Hama Freooy Authorization Fasaword Confirm Prexy Auth P asssond
Use Proxy Autherization [ J

45  Cache Application Data:

The fifth check-box in the Advanced Tab is Cache Application Data (diagram
4.5.0), the function of which is unchanged from Version 5.4. When the Cache
Application Data box is checked, the NFIRS tools cache application data locally
rather than continually make requests across the network, Caching results in
reduced network traffic and increased performance of the NFIRS client suite. As
shown in Diagram 4.5.0, the Clear and Cache Now buttons are active when
Cache Application Data check box is checked. In order to make the buttons
active, the NFIRS Data Entry/Validation tool must be active. The Clear button
clears — deletes the cache (locally), and the Cache Now button caches
everything (locally).

Diagram 4.5.0

Cache Application Data [ Claar I Cachae How I
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46  EventLogging Level

The different levels of logging are used to generate information that is used by
support personnel in the event of application concerns. The Event Logging
Level drop down box (diagram 4.6.0) allows the User to choose from four levels
of logging; Exception Only, Normal, Debug, and Debug-Low. The default is
Exception Only logging.

Some levels of logging, such as Debug-Low may generate large files (perhaps
up to several megabytes) whereas logging only Exceptions will generate small
log files. Log files are recycled; i.e., whenever the application is restarted, the old
log files are overwritten.

To change the selection, click on the drop down menu and highlight desired
legging level.

Diagram 4.6.0

Event Legging Lewel  Flommal ;i
Exteption Onby

5. The Transactions Tab

At this time, the Transactions Tab functionality is not available.

6.  Saving User Configurations

When the user has completed configuration choices, the user can save the modifications
and go on to another tab, :cancel without saving modifications, or click OK to save
settings and exit (diagram 6.0). If the user makes modifications to the Configuration Tool
but does not want to save the changes, click Cancel. A pop-up window will appear
prompling the user Exit NFIRS Configuration Tool? Yes, Mo, or Cancel (diagram 6.1). If
the user clicks on Yes, the Configuration Tool will exit without saving configuration
madifications. |f the user clicks on No or Cancel, the user returns to the previous screen.
If the user wants to save configuration moedifications, click on the Save button and go to
the next tab in the Configuration Tool, or OK to save and exit.
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Diagram 6.0
sae | ok | canest |
Diagram 6.1
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o
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1. Introduction

The web-based Summary Output Reports Users’ Guide describes the requirements and
procedures necessary to generate and save summary and statistical data using the
NFIRS 5.0 web-based Summary Output Reports Tool. For readers viewing The Guide
electronically, terms that appear as hyperlinks can be accessed directly in the Glossary.
When viewing the Guide in print, underlined terms may be referenced in the Glossary.

The NFIRS 5.0 web based reports utilize Actuate information delivery technology to
provide registered users access to summary and statistical information from Fire
Department and incident data saved to the National Database. Report executables are
predefined according to NFIRS 5.0 report requirements established by the USFA and
do not require the use of the USFA NFIRS 5.0 client software. The user will need an
Active status NFIRS 5.0 user account with the specific reports permissions assigned to
it. The data set available to the user is based on group assignment. Users who do not
have an Active status NFIRS account or who do not have the reports permissions must
contact their NFIRS 5.0 State Program Manager. A list of State Program Managers and
NFIC members is posted on the NFIC web site at: http://www.nfic.org

Users may select a pre-defined report executable to generate summary and statistical
information based on their group level and below, or if they are assigned at a fire
department level, on the fire department and its incident data. Two types of reports are
available: management reports, which provide summary information as specified by the
report query, and reports with user-specified parameters. Some reports include
statistical information derived from incident information included in the report and user’s
state.

Actual incident data cannot be extracted from the reports.

The Actuate Reports web page content is managed by the use of frames. The frame set
that appears on the screen varies in each area of the tool. For example, when viewing a
report, the report itself will be contained in one frame, a string of navigational tools will
appear in the uppermost frame (the NavBar), and the Groups Tree will have its own
frame. Each frame has its own scroll bar to bring into view its components. The user
can scroll to view complete information specified and returned.

In the Reports site’s sidebar are links to the NFIRS 5.0 Homepage,
http://www.nfirs.fema.gov, and a page where the Reports User Documentation can be
accessed. The sidebar link named: Enter Reports accesses the Reports login screen.

Many reports have the option of including invalid status incidents in the frequency
counts. Since invalid incidents may be missing required fields or other fields directly
involved in the report’s query, the resulting counts and summaries should be considered
an approximation.
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2. System Requirements to Access, Generate, and Save Web-based Reports
e Minimum Browser versions: Internet Explorer Version 5.5.

e Java Plug In - A Sun Java Plug-In may be required if the PC’s JRE version is not
1.3 or better. If an adequate version is not detected, the user will be automatically
be prompted to download it at no cost, and will be re-directed to the site:
http://java.sun.com/getjava/installer.ntml Note: If the user opts not to download at
the time of the prompt, entry to the report executables area may be possible, but
report submission will not be successful. The user will not be prompted a second
time, and must go http://java.sun.com/getjava/installer.html and obtain the
download.

e Use of Frames - most browsers now support the use of frames.

e Adobe Acrobat Reader to view and save the reports in PDFE format. To obtains
Adobe Acrobat Reader for no cost at:
http://www.adobe.com/products/acrobat/readstep.html

e Reports Permissions assigned to the user's NFIRS account (Report Submit,
Report Fetch, Report Templates, Report Generate). The NFIRS System
Administrator's Users Guide has complete details for State Program Managers
and System Administrators who maintain user account permissions.

3. Accessing the Summary Output Reports Tool

The Reports Tool can be accessed from any of the NFIRS 5.0 web pages by clicking on
the Homepage link in the sidebar section named: Summary Output Reports Tool. The
user will login to an https, secure environment, and the NFIRS 5.0 Web-based Reports
Home page will be displayed.

If the PC’s system requirements do not meet those outlined on the Reports Home page
or in the System Requirements section of this document, the user may experience an
error when trying to select a report executable, or it will not be possible to submit and
generate the report.

To proceed to the Reports login, click on the link: Web-based Reports Login to access
the Reports Login page.

Login
When the Login page is displayed, enter the NFIRS 5.0 Username, state abbreviation,

and password and click on the Login button or hit the Enter key. Entering incorrect or
invalid account information causes the fields to clear after hitting the Enter key. If the
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account does not have the necessary reports permissions, the login information will not
be validated, the fields will clear, and the login will be unsuccessful. Contact your State
Program Manager for assistance.

If the user is prompted to download a Java plug-in Version 1.3.1 from the
http://java.sun.com/ web site, an adequate java version is not detected on the user’s
machine. Access to the reports area is possible without the download, however,
generating reports will not be possible.

After Successful Login to the Reports

Upon successful login, the Reports main view will be displayed (Figure 3.A). A scroll bar
on the right and at the bottom of the main view frame enables the user to view and
access the complete list of available report executables.

The current sidebar links enable the user to access other pages:

e the NFIRS 5.0 Home page (http://www.nfirs.fema.gov )
e the Web-based Reports Login page
e the Web-based Reports Documentation page

If the user exits the Reports web page area by visiting the NFIRS 5.0 web site home
page, a timeout may occur and the user may have to login again to the Reports Web

page.
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Figure 3.A
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4. Reports Main Page

Components on the main page provide basic functions and navigation via four tabs.
Each function is described separately. Scroll bar on the right and at the bottom allow the
entire area to be viewed. Note: high pixels settings will enable more screen area to be
viewed.

Sidebar Links

The sidebar links enable the user to return to the NFIRS Homepage,
http://www.nfirs.fema.gov/ The Refresh Reporting sidebar link enables the user
to return to the main view area if the session has been idle without requiring the
users to login again. The Documentation link accesses the page which contains
the web-based Reports documentation for users.

The Logout button: To logout, click on the Logout Button (Figure 4.A) in the
upper left hand corner. A message will be displayed: Your Account has been
logged off of Web-Based Reports. Close the browser to exit the Internet Explorer
session.

Figure 4.A

reporting

eI & | Completed Reports § My Recent Reports Requests

reporting > Report Executahles
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The four tabs which serve as the main method of navigation (Figure 4.B): the

Documents Tab, the Completed Reports Tab, My Recent Reports Tab, and
the Requests Tab.

Figure 4.B

reporting

F . . 3 =
RLI e | Completed Reports § My Recent Reports | Requests

Report Executahles

Each Tab shown in Figure 4.B contains hyperlinks and information on submitted
reports as follows:

e The Documents Tab contains the predefined report executables
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e The Completed Reports Tab lists hyperlinks to completed reports
¢ My Recent Reports Tab lists reports completed within the day.
e The Request Tab lists information on reports in progress.

At any time the user may click on one of the Tabs move to another area. Note:
information entered into the parameter fields of a report will be cleared if the user visits
another tab. Before visiting another tab, enter all report parameters and then submit the
report.

4.1 Documents Tab

The available report executables are listed on the Documents Tab. A brief description of
the report query accompanies the executable name. Complete report descriptions and
information on the SQL query can be obtained on the Reports Documentation page. To
select a report to generate, click on the desired report executable. The report interface
where the user specifies initial criteria such as date range, FDID, data version to be
included etc., will be displayed. Refer to Figure 3.A for a view of the Documents Tab
and the report executables.

4.2 Completed Reports Tab

The Completed Reports tab (Figure 4.2.A) allows users to access and view completed
reports by all users within their group and below.

Figure 4.2.A
3 USFA - NFIRS - NATIONAL FIRE INCIDENT REPORTING SYSTEM - Microsoft Internet Explorer

File  Edit “iew Favortes Tool: Help |
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MNFIRS Home Page

reporting Wednesday,

Documents My Recent Reports | Requests

Refresh Reporting
Completed Reports

Documents You Can View

Comments o questions FDIDIncidentTypeSummary-MARIANNE1-Wed Apr 14 12.47:35 EDT 2004 e A a0y

E-mail them to: .
. - Tuesday, April 12, 2004 10:44:25 A
FEM A - - _ -43
i hs.a0 Incidentlisting- MARIAMMET-Tue Apr 13 10:43:02 EDT 2004 setailideleteCy)

Documentation

Tuesday, April 13, 2004 11:27:47 Al

Incidentlisting-MARIAMNMET-Tue Apr 13 11:27:11 EDT 2004 detailideleteCl)

IncidentListing-MARIAMNE]-Tue Apr 13 11:28:30 ECT 2004 Tussday. Apil 19, 2004 T30 AM. |
A »
l_l_la_|ﬂ Internet 4
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When the user clicks on the Completed Reports tab, the new frame will be displayed.
Under the heading “Documents You Can View,” there will be a list of all completed
reports generated in the last ten days up until the previous day. The hyperlink format
includes the report executable name, the username of the NFIRS user who submitted
the report, and the day and time the report was completed.

More detail on the report submission is available by clicking on the Detail / Delete link
to the right. Note: a scroll bar allows the user to access the detail/delete link if it is not in
view.

Reports stored in the Completed Reports Tab are deleted automatically after 10 days
from the time they were generated.

To view completed reports run only by the current user, click on the “My Recent Reports
Tab.”

4.3 My Recent Reports Tab

Selecting the My Recent Reports tab (Figure 4.3.A) allows users to access and view
only those reports which they submitted for generation.

Figure 4.3.A
23 USFA -- NFIRS -- NATIONAL FIRE INCIDENT REPORTING SYSTEM - Microsoft Intemet Explorer
File Edit View Favortes Toolz Help |
& o= D A A @ @ @3B 9 B 9 @
Back Frirard Stop Fefresh Home Search  Favortes  Media Hizton il Print Exit [ellHome Realcom
Address I@ https: /freporting. nfirs. fema. gow/nfirswebAwebB asedR eporting. htm j ﬁGo

NFIRS 5.0

NFIRS Home Page

Wednesday, Apr

Requests
Refresh Reporting

Documentation

B hutualAidincidents-WMARIANNET-VWed Apr 14 13:27:25

EDT 2004 Wednesday, April 14, 2004 1:28:26 PM  ¥@SUcces
OIS s ns i Mutualfidincident s MARIANNE - VWed Agr 14 13.19.62
E-mail them bo: EDT 2004 Wednesday, April 14, 2004 1:20:36 M ¥@5SUcces
pfirshelgoies qov WUtualAdG ve nUnmatche dDepts- MARIANNE 1-Wed Apr
14 13:18:50 EOT 2004 Wednesday, April 14, 2004 1:19:96 FM - $@Succes
Tally-rARIANMET-YWed Apr 14 126808 EOT 2004 Wednesday, April 14, 2004 12:50:95 PM ¥@SUcces
Tally-rdARIAMNMET-Wed Apr 14 1205726 EOT 2004 Wednesday, April 14, 2004 12:58:96 PM @S ucces

When the user clicks on My Recent Reports tab, a new frame will be displayed. Under
the heading “Personal Channel,” there will be a list of all completed reports generated in
the last ten days up until the previous day. The hyperlink format includes the report
executable name, the Username, and the day and time the report was completed. Only
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those reports generated by the user will be listed on this tab. A green icon labeled
“Success” designates if the report generated was successful. A red icon labeled “Failed”
will designate if the report failed.

To the far right of the Success or Failed icon is a link named: Detail / Delete Note: if this
link is not in view, a scroll bar allows the user to access the detail/delete link. To obtain
more information on the report submission and its generation, click the link. If a report
fails, the information can be copied and pasted into and email with the report
parameters and sent to NFIRS Support for troubleshooting.

Reports stored in the My Recent Reports Tab are deleted automatically after 1 day from
the time they were generated.

4.4 Requests Tab

Reports that have been submitted but have not finished are listed on the My Requests
tab (Figure 4.4.A)under the heading “ Active Requests.” When no reports are in
process, the message is displayed: There are currently no active requests on server:
reporting.

Figure 4.4.A

ompleted Reports | My Recent Reports S8GCH 15768

|| There are currently no active requests on server: reparting.

5. Report Executables

The user may generate reports on groups and FDIDS at their login level and below by
clicking on the desired report executable, which are predefined sets of parameters used
as query conditions. The list of report executables becomes available after login to the
Reports area, or left click once on the Documents Tab (not the Documentation link in
the sidebar). A brief description of the reports’ query conditions accompanies the report
executable, on the Documents tab to the right.

Complete descriptions of each available report can be accessed on the web-based
Reports Documentation page, available from the sidebar of the Reports Home page.
The Report Descriptions document lists all the report descriptions for available reports.
Individual Report Descriptions are listed separately as hyperlinks on the Documentation
page, where the user can view or download a detailed description including specific
guery information for a single report.
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Report executables that have been previously selected will be displayed as a “visited”
link, showing a lighter color blue hyperlink. This has no effect on report generation. They
are listed on the Documents Tab in alphabetical order by executable name.

When a report executable is clicked, the report interface will load in to the main view
frame. This can take a moment, and the time to load is dependent upon Internet or
network traffic. During this time, the NFIRS top banner and sidebar frames will be
displayed. When the loading is complete, the report executable name, the fields where
the user will enter additional parameters, as well as a section for NFIRS Group
Selection will be displayed.

A combination of text fields, drop down boxes and check boxes provide the user the
means to enter specify report parameters.

5.1 Initial Report Filters

Incidents that meet the initial query conditions will be further filtered by the parameters
specified by the user, such as Date Range, Data Version, Incident Validation Status,
and Released or Unreleased Status. For every incident that meets the initial report
parameter and that also meets the user’s selected parameters, 1 will be added to the
Frequency Count.

A summary of Losses and Casualties from these incidents are included in specific
reports. Exposures’ losses and casualties are included in the sum of the base incidents’
casualties and losses. Mutual Aid Given incidents (incidents coded Aid Given 3 or 4),
are not included in summary report frequency totals, but have a separate frequency
total on most reports.

Some reports include a Sort drop down box which allows the user to specify whether
the FDIDs are listed by FDID number, numerically, or By FDID Name, alphabetically.

5.2 Group Selection

When a report is selected and its interface is displayed in the frame, a groups tree will
be displayed in a lower frame labeled NFIRS Groups Selection. The NFIRS Group
Selection is hierarchical in format and will contain the groups available to the user
based on NFIRS User Group assignment. The Groups Selection frame has a scroll bar
on the right to enable view and selection of the complete tree.

Icons represent the group’s collapsed or extended status and if it has been selected for
inclusion in the report. Figure 5.1.A below represents a collapsed hierarchy. The user
can place the cursor on this icon and left click once to extend the groups view. Figure
5.1.B represents an extended hierarchy of groups. To collapse the groups list, click
once on the extended icon.
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Figure 5.2 A, B, and C

A @ B) @- C) [

Figure 5.1.C is the check box which indicates if the group is to be included in the report.

e State level users may place a check in the State level box to include all
groups below.

e County or Region level users may place a check in the County or Region
level box to include all groups below.

e Users at the state, region or county level may fully extend the hierarchy and
uncheck groups to have them excluded from the report.

e Users at a department level can select only their Fire Department (Figure
5.2.D).

Figure 5.2.D

(NFIRS Group Selection |
% I NFIRS - NFDC
@ [] Missouri
@ [ Adair County
[¥] Kirksville Fire Department {00101}

by

If a report is submitted and no group has been specified, a message window will be
displayed: “You must select something from the Group Tree.”

It is possible the descriptions accompanying the FDIDS differ in the Groups view and
completed reports than the Group structure in the Data Entry Tool. The description may
be updated by importing an FDID information file with the current description, or by
using the Data Entry Tool in the on-line mode: from the Fire Dept menu, select Open
and enter the current Description and click OK.

5.3 Ad Hoc Filters

Most available reports provide the user the capability to add filters on selected codes
fields, and specify a range for those codes or values. Information about the individual
report’s SQL and how its frequencies and summaries are calculated are included in
each report’s description section which can be viewed or downloaded from the Reports
Documentation page.
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The Ad Hoc filter interface will not be displayed until the Create Report Filters check
box is selected. When the box is checked, a new frame will load which displays the ad
hoc filter options: Filter Iltems, Groups, Report Filters (Figure 5.3.A). The loading of the
frame may be affected by the amount of network or Internet traffic.

Fields available for selection are listed by module in which they are located and coded
fields are accompanied by the numeric code.

The initial report filters are the Incident Date Range, Version, Incident Status,

Release/Unreleased establish the report filters. The Ad hoc filters enable the user to
narrow the query to find frequencies of specific codes reported in the incident data set.

Figure 5.3.A

Parameters

Date From: I j To: I j

Status: Version: Released: Sort:
[vaic =] |50 = Ju =l |FDID =l

Adhoc Filters

¥ Hide Report Filters

Filter Ttems: Groups: IAND 'I Report Filters:
Filter:l Section A Incident Mumkber Mo tems Applied # Mo Groups Applied
From: | —

To: I h

When an Ad hoc filter is used, an “and” or an “or” statement can be created and added
to the existing SQL for the report, which has the effect of narrowing the returned
frequency count.

For example, a report that has the following filters will return the frequency of only those
incidents in the fire series reported to have a total dollar loss of over 500,000 and a
reported heat source of candle.

Incident Type code From 100 To 173 (all fire Incident Types)

Total Dollar Losses From 500,000 to 9,999,999

Heat Source code: 66 (Candle)
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When a report is returned with the incident frequency zero, the query found no incident
which contains all codes or values specified.

If the Hide Report Filters check box is selected, the Ad Hoc report filter options will
close and items entered will not be saved. .

6. Generating a Report

Users must have the four reports permissions assigned to their NFIRS 5.0 account
and their PC must meet the system requirements (listed on the Reports Web site,
and listed in this Section 2 of this document). Contact your State NFIRS Program
Manager for account information.

After the report query is successfully submitted, the user may close the browser and
return at another time to view and download the report. It is not necessary to
download every report. The user may select only those reports they wish to save for
future reference and printing. Reports can be saved in entirety or by a selected
single page.

Finished reports stored under the My Recent Requests tab are deleted from the
Reports Server twenty four hours after completion. Finished reports stored under the
Completed Reports tab are deleted from the Reports Server ten days after
completion.

When the report executable has been selected and fully loaded in the browser, the
report’s name and selectable parameters will be displayed. The user will define the
report’s parameters through the use of formatted text fields, check boxes, and drop
down boxes. Report filters will vary depending to the report. Most reports offer for
parameters: Date Range, Incident Status, Data Version, Released or Unreleased
Status, and the group level. The user may specify groups at or below their level.
Scroll bars enable the user to view the entire interface. When a user fails to enter
criteria necessary to build the report criteria, an error message will prompt the user
to enter the missing information.

If a report query has ad hoc capability, the report interface will include a Create
Report Filters check box which the user will select to enable the selection of ad hoc
filters. A separate interface will be loaded in to view when the user specifies to
Create Report Filters.

Each time the user adds criteria, the frame will reload to include the specified
criteria. The criteria specified will be listed on the heading page of the completed
report.
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6.1 Steps to Generate an NFIRS Report
1. After successful login to the Reports area, locate the list of report executables on
the Documents tab (default view after successful login).

2. Click on the link to the desired report executable, for example, the Incident
Listing. Its interface will be displayed (Figure 6.1.A)

Figure 6.1.A

2§ USFA - NFIRS -- NATIONAL FIRE INCIDENT REPDRTING SYSTEM - Microsoft Intemet E xplorer

File  Edit “iew Favortes Tools Help

NFIRS 5.0

. NFIRS reporting Tue Apr 20 10:59:05 EDT 2004
| Documents orts | My Recent Reports | Requests

- NFIRS
L [
Date From: I +:| To: I 1

Status: Version: Released: Sort:

|Vahd hd |5.D s |U 'I |FDID vl
Adhoc Filters

[ Create Report Filters

NFIRS Group Selection |
% [ NFIRS - NFDC
@ [] Training Area

3. Enter the desired parameters:

e Forthe Date From and Date To fields, type in: mm/dd/yyyy including the
slash mark.

e Under the Status drop down box, select the Status of incidents to include
in the report: Valid (V), Invalid (1), All.

¢ Under the Version drop down box: select the Data Version: 5.0 or 4.1, or
Both.

e Under the Released drop down box: select the Incident Status: Released
or Unreleased, or both.

4. Inthe Select Coded Field area (Figure 6.1.B), the user can specify an Nfirs
Module and Field on which the frequency count will be calculated. The default is
the Basic Module’s Incident Type. The available options are viewable in the drop
down boxes for these fields (Figure 6.1.B and 6.1.C).
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Figure 6.1.B

Select Coded Field

Select Coded Field

Nfirs Module: | Structure Fire Module =] Field: | Building Status

[N

Adhoc Filters

[ Create Report Filters

NFIRS Group Selection | Detector Operation

@ [ NFIRS - NFDC Detector Power Supply
Detector Fresence
@[] Training Area Detector Type
Fire Spread
Iterm Contributing Most To Flame Spread o=
Structure Tvpe ful
Figure 6.1.C

5. To add ad hoc filters to narrow the query, in the Ad Hoc section, check the
Create Report Filters check box. Note: After checking the box, the frame will
reload. This may take a few seconds.

6. The new Interface displayed will contain the fields and drop boxes to be used
when defining the ad hoc filters.

7. In the Ad hoc Filters section, leave the Hide Report Filters checkbox checked
(this box by default keeps the report filter interface in view. Do not uncheck the
box when creating filters or the filters and criteria will be cleared.

8. Under the Filter ltems heading, the Filter drop down box contains the available
selections that may be used to narrow the query. Select the module and its field
which contains the desired field to be used as a filter. The main interface may
reload while the filters are updated.

9. Inthe From and To fields, define the filter. For example, to set up the filter to
guery for the number of incidents that have a reported Total Loss over $500,000.
enter: From: 500000 To: 999999999 (Figure 6.1.D).
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Figure 6.1.D
NFIRS reporting

Documents | Completes rts§ My Recent Repo

NFIRS Incident Listing

Tue Apr 20 15:03:52 EDT 2004

Date From: ID-’-UDUEDDAI

- | To: [ga7z02004
Status:  Version: Released: Sort:
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BRGERfEE

¥ Hide Report Filters

Filter Ttems: Groups: IAND 'l Report Filters:
Filter:| Basic: Total Loss

Mo Groups Applied

From:  [500000
To: |EEEEEEEEE

10.Click on the blue arrow pointing right next to the Groups area. The main
interface may go blank momentarily while the filters are updated.

11.Repeat the steps 8 and 9 to select an additional filter if desired, for example,

Basic Module: Property Use, From: 581 To: 581, Department or discount store.
The filters would then appear similar to Figure 6.1.E:

Figure 6.1.E
NFIRS reporting

Documents | Completed Reports § My Recent Repo
P 1 My

NFIRS Incident Listing

Tue Apr 20 15:10:34 EDT 20

Parameters

Date From: |D4|||ID1||IIEDD4

- | To: [parzn72004
Status: Version: Released: Sort:

fvalid =[50 =] Jarz]  [FDID =l

Adhoc Filters

¥ Hide Report Filters

Filter Items: Groups: [anD =] Report Filters:

Filter:|Basic: Property Use - # q Mo Groups Applied
I perty J Fropery Use from: 581 to: 531

From: |581 -Department ar discount stare j

To: 581 - Department ar discount store - h
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12.In the Groups Drop down box, select AND or OR to determine the use of the
filters.

For example: A group filter of Total Dollar Losses From 500000 To 9999999 AND
Property Use From 581 To 581 will include incidents with both the Property Use 581
and a Total dollar loss amount in that range. The group filter with an OR used will
include all incidents with Property Use 581 and all incidents with total dollar loss in
that range, but not in the same incident. The AND statement will broaden the criteria
of the report, the OR statement narrows the criteria.

13.Click on the blue arrow to the right to move the group to the Report Filters box.
Repeat steps 8 - 12 to create additional filter groups, moving each one to the
Report Filters when complete. Up to five groups may be created. Note: The
completed report will include the specified filters on the cover page.

Important: The filters must be moved to the Report Filters, at the far right of the
interface to be applied to the report.

14.1n the NFIRS Group Selection area, the groups tree or structure will be
displayed (Figure 6.1.F). Select a Group by checking the box next to it. Note:
Only those groups available to the user login will be selectable. If the icon at the
left of the checkbox is horizontal, click on it to expand and display groups below
it.

Figure 6.1.F

[NFIRS Group Selection
¢ [ NFIRS - NFDC o
@ [ Training Area

% [] Alabama Training
% [ Jefferson Co.
El%ﬂ’es‘ta\ﬂa Hills Fire Dept. (00109)
& ] PIKE CO

1]

15.When all parameters and filters have been specified, click on the Submit button
located at the top in the blue sidebar, or at the bottom of the blue sidebar.
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16.A message will be displayed (Figure 6.1.G): “The request was successfully
submitted to run. Report: FireDeptinfo on Server: reporting.”

Figure 6.1.G

reporting

-'J-'.r'i'-l-l-l.-,J-it. - [Completed Reports § My Recent Reports | Requests
reporting = Report Executables > FireDeptinfo.rox : Confirmation

The request was successfully submitted to run.
Report: FireDeptlnfo on Server: reporting.

When the report generation is complete, the finished report appears as a hyperlink on
the Completed Reports tab or My Recent Requests tab. The user may click on the
link to view the report in the browser, exit the browser and return later to the Reports
web site to retrieve the report, or submit another report.

To submit another report, click on the Report executables hyperlink or click on the
Documents tab (Figure 6.1.G). The list of report executables will be displayed.

The user can wait till the report appears on the My Recent Requests tab as a hyperlink
to view it, or exit the browser and return later to the Reports web site to retrieve the
report, or submit another report. To submit another report, click on the Report
executables hyperlink or click on the Documents tab (Figure 6.1.H). The list of report
executables will be displayed.

Figure 6.1.H

reporting

m Completed Reports § My Recent Reports H_-uql_sr}stﬁ

reporting > Report Executables > FireDeptinfo.rox : Confirmation

The request was successfully submitted to run.
Report: FireDeptinfa an Senver: reparting.
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6.2 Quick Steps to Generate an NFIRS Report: - No Ad Hoc Filters

=

Select the desired report by clicking on its executable.

2. Enter the date range for which the report will include information. Include the
forward-slash mark: Example: 01/12/2001.

3. From the drop down boxes select the incident status, data version, and release

status of incidents to include. Some reports offer a sort specification, by FDID

Number or by FDID Name (alphabetical by Description).

Select the desired group on which the report will be generated.

Click the Submit Request button in the blue sidebar.

To return to the report executables to generate another report, click on the

hyperlink “Report Executables” in the Navigation bar, or by clicking the

“Documents” tab. Do not use Back button.

o gk

7. Retrieving the Completed Report

Reports that have completely finished will appear as a hyperlink the My Recent Reports
tab the day of its generation. Following the day the report was generated, it will be
located on the Completed Reports Tab. The user will click on the hyperlink to view the
report in the browser, and if desired, download and save the report to the hard drive.

The default report naming schema is:

ReportExecutableName-Username -DayDateTime (of report generation)
Example: IncidentListing-MARIANNE1-Tue Apr 13 10:39:08 EDT 2004

If a report encounters an error, the hyperlink will not be created. To the right of the
report name will the status “Failed “ will be displayed. Generate the report again, noting
the parameters used. If failure occurs again, contact support personnel and provide the
report parameters.

To retrieve a report: left click on the hyperlink for the desired completed report.
The completed report interface will load into the browser frame.
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8. Viewing the Completed Report

When a report is in view, a scroll bar on the right and bottom of the frame enable the
user to view all sections of the report. The navigation string (NavBar) in the frame
above the report is an efficient way to move from page to page of the report. The
NavBar options are:
e First - brings the first page in view
e Previous - brings the previous page in view
e Next - advances the view to the next page of the report
e Last - brings the last page of the report in view (usually the summary
page).
e GoTo - to advance to a specific page, enter the number in the Page field
and click GoTo.
e Page - The page number window specifies which page is in view out of
the total number of pages in the report.
e Percent (%) field - to change the view size of the report.

The Search capability allows the user to construct a search window using text fields
within the report, such as FDID, Name, Incident Type. Not all reports will contain
searchable fields, for example the Incidents By Time Series and Data Quality
reports.

The PDF /Printing capability opens a new frame (web page) where the download,
save and print options are located.

Steps to View a Completed Report: Retrieve the report and when it has fully
loaded in the frame, select the desired percentage (suggestion: 75%). Navigate
to the desired pages by using the NavBar page advance functions.

To return to the Report Executables, Completed Report tab, or other tabs, click
on the Back button. The Reports main view frame will be displayed.

9. Downloading and Printing a Report

A completed report can be downloaded to the user’s hard drive and saved in PDF
format. The user has the option of downloading and saving the entire report, the current
page, or may specify a page number or page range separated by commas. This is
helpful where some the reports may have a high page content and therefore a high KB
size.

Once the report is saved to the hard drive (or disk), the report may be opened using the
Adobe Reader program and printed from the Adobe program’s Print command. Before
printing, it is recommended to verify the page count of the report.
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In order to download or print a report, the report must be completed status, and open or
in view. The following steps are used to download, save, and print a report.

9.1 Steps To Download a Report:

1. From the Completed Reports Tab or Recent Report Tab, select and open the
report.
2. In the far right of the report’s NavBar, click “PDF/Printing.” (Figure 9.1))

Figure 9.1

Address I@ kittp: A freporting, nfire. fema. gov/nfirsweb/reporting. htri

j@ﬁo|

NFIRS 5.0
b _MFIRS Home Page

3. A new browser window titled “reports - Save or View Report as PDF” will be
displayed.

4. Specify the page range to save by selecting “All,” “Current Page,” or by entering
page numbers, or a ranges of pages separated by commas (ex: 1, 3, 5-12)

5. Click the button “Save .PDF”

6. A “File Download” box will be displayed. Select Save (click on the Save button).

7. A directory window will be displayed. Specify the directory to which the report file
will be saved.

8. Name the report or accept the default name, and click “OK.”

9. To close the Save PDF window, click on the X in the upper right hand corner.
The user is returned to the report in view.

10.Using Windows Explorer, or the Adobe program, locate the report where it was
saved and open the file.

9.2 Steps to Print a Report

1. Locate the desired report which has been previously saved to the hard drive and
is in PDF format (complete steps 1 - 10 above).

2. Double click on the PDF file to open the report (or open the Adobe acrobat
Reader program and from under the File menu, select Open. Select the file).

3. The report will be displayed in PDF format.
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4. From Under the File menu, select Print.

5. Verify the number of pages that will be printed, as some reports may contain a
high number of pages.

10. Deleting a Completed Report

If the user does not manually delete a report, the system will automatically delete report
links from the My Recent Report links twenty four hours after generation, and will delete
reports listed in the Completed Reports Tab ten days after generation.

To delete reports manually., click on the detail/delete hyperlink listed to the right of the
main report hyperlink. A new frame containing the general details of the report will be
displayed. Click the Delete button in the blue sidebar to delete the report. The status
window will display the message:

The following command completed successfully:
Drop

The report will be deleted from the reports server.

Report deletions are not reversible.
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Glossary

Report Executables: predefined sets of parameters that are used as query conditions
in reports. Examples: From Date, Version, Status

Frames: Frames refers to a Web page layout feature that enables the browser display
area to be divided into two or more sections. Each section is called a frame and each
frame displays its own individual contents. Frames are supported by most Web
browsers.

.PDF: “Portable Document Format” These documents are “portable” because they are
cross-platform and can be read regardless of what software was used to create the
original files or what other software is loaded on the user’'s computer besides the Adobe
Acrobat Reader.

System Requirements to Access, Generate, and Save Web-based Reports

e Minimum Browser versions: Internet Explorer Version 5.5.

e Java Plug In - A Sun Java Plug-In may be required if the PC’s JRE version is not
1.3 or better. If an adequate version is not detected, the user will be automatically
be prompted to download it at no cost, and will be re-directed to the appropriate
site: http://java.sun.com/getjava/installer.html

e Use of Frames - most browsers now support the use of frames.
e Adobe Acrobat Reader to view and save the reports in PDF format. To obtains

Adobe Acrobat Reader for no cost at:
http://www.adobe.com/products/acrobat/readstep.html

e Reports Permissions assigned to the user's NFIRS account (Report Submit,
Report Fetch, Report Templates, Report Generate). The NFIRS System
Administrator’'s Users Guide has complete details for State Program Managers
and System Administrators who maintain user account permissions.
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Troubleshooting

Question: If the user clicks on the browser’s Back button to exit the Reports web page
area, a “page has expired” error will occur. Answer: The user can click on the browser’'s
Forward button to return to the Reporting area. Click on the tabs, NavBar hyperlinks,
and Logout button to navigate to the desired area.

Question: After submitting a report, it does not appear in the list on the Completed
Reports tab. Answer: The report may not be complete yet. Check the Requests tab. If a
report fails, it will not be a hyperlink, but will be text in the list of completed reports.

Question: On the Recent Reports Tab, the links to reports listed yesterday are now
gone. How often are they deleted? Answer: Recently generated reports are deleted
automatically every twenty four hours from the My Recent Reports Tab. Report links
listed on the Completed Reports Tab are deleted automatically every ten days from the
Completed Reports Tab.

Question: Can a report be generated to list the number of incidents ( for example) in
2002 with residential property uses, a high dollar loss, the Cause Of Ignition was
intentional, where the Detector did not alert occupants? Answer: Yes, using the Ad Hoc
filters the specific queries may be built upon that of the report executable.

Question: The report | generated has “no data returned” for it. Answer: No incidents
matched the overall criteria and filters of the report. Verify the query was constructed to
include rather than filter out incidents.

Question: The department for the report has X amount of incidents, but the returned
report shows less than that. Answer: If invalid incidents are included in the report, it is
possible that incidents are missing the field included in the query.

Question: When | try to use the Search capability, | cannot select the field to add to the
search. Answer: Not all reports have report fields that can be selected to add to the
search capability, such as Data Quality, Incident by Time Series .

Question: In the Groups tree, there is an FDID with a name that differs from the actual
Fire Department. The FDID name displayed is an old name. Answer: It is possible the
descriptions accompanying the FDIDS differ in the Groups view and completed reports
than the Group structure in the Data Entry Tool. The description may be updated by
importing an FDID information file with the current description, or by using the Data
Entry Tool in the On-line mode: from the Fire Dept menu, select Open and enter the
current Description. Click OK.
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NATIONAL FIRE INCIDENT REPORTING SYSTEM: PROGRAM MANAGEMENT

UNIT 2:
INCIDENT REPORTING

TERMINAL OBJECTIVE

The students will be able to:

2.1

Determine best practices for quality assurance (QA) in the National Fire Incident Reporting System (NFIRS)
incident reporting.

ENABLING OBJECTIVES

The students will be able to:

2.1

2.2

2.3

2.4

2.5

2.6

Review the benefits of NFIRS at the local, state and federal levels.

Identify best practices for QA.

Given a research report, analyze the results of the chronic problem of undetermined and missing data.
Differentiate between typical and special-case or consequential incidents.

Given an incident case study and a completed NFIRS-1 report form, evaluate the completeness of the NFIRS
report.

Use the Federal Client Tool (FCT) to manage NFIRS user accounts and import data.
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INCIDENT REPORTING
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ENABLING OBJECTIVES

* Review the benefits of the National Fire
Incident Reporting System (NFIRS) at the
local, state and federal levels.

 Identify best practices for quality assurance
(QA).

¢ Given aresearch report, analyze the results
of the chronic problem of undetermined and
missing data.

Slide 2-2

ENABLING OBJECTIVES
(cont’d)

« Differentiate between typical and special-
case or consequential incidents.

e Given an incident case study and a
completed NFIRS-1 report form, evaluate
the completeness of the NFIRS report.

» Use the Federal Client Tool (FCT) to
manage NFIRS user accounts and import
data.

Slide 2-3

SM 2-3



INCIDENT REPORTING

This page intentionally left blank.

SM 2-4



INCIDENT REPORTING

ACTIVITY 2.1

National Fire Incident Reporting System Benefits

Purpose

Review the benefits of the National Fire Incident Reporting System (NFIRS) at the local, state
and federal levels.

Directions

1. You will complete this activity individually.

2. Answer the following questions and be prepared to share your answers as part of a group
discussion.

Questions

1. Identify one local, state and federal benefit that is a result of your fire department’s
participation in NFIRS.

a. Local:
b. State:
C. Federal:

2. Identify a critical element that is not currently captured in NFIRS. Indicate whether it is a
mandatory or optional entry, and prepare a brief justification for its inclusion in the
standard.

3. Discuss an NFIRS success story that is familiar to you.
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4, How would your department benefit if you were able to analyze NFIRS data from other
agencies? Give examples of data elements that you would want to share?
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DVD PRESENTATION

“FIREHOUSE INCIDENT REPORTING
SYSTEM — MOCK TRIAL — COBB
COUNTY, GEORGIA”

.....
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QUALITY

WHAT IS QUALITY ABOUT?

* Quality is really nothing more than plain
common sense.

— The concepts of quality improvement are
simple, honest, down-to-earth ideas about
how to help departments, divisions and
individual fire companies run more efficiently.

Slide 2-6

A What is quality about?
1. Quality is really nothing more than plain common sense.

a. The concepts of quality improvement are not a collection of
confusing jargon meant to make you look and sound impressive
(other than Six Sigma Black Belt).

b. Instead, they are simple, honest, down-to-earth ideas about how to
help departments, divisions and individual fire companies run more
efficiently.
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WHAT IS QUALITY ABOUT?
(cont’d)

Quality improvement is the actions taken
to increase the value to the customer by
improving the effectiveness and efficiency
of processes and activities throughout the
organizational structure.

Slide 2-7

2. Quality improvement is the actions taken to increase the value to the
customer by improving the effectiveness and efficiency of processes and
activities throughout the organizational structure.

3. Organizations that have implemented the quality improvement process
(QIP) understand that an organizational commitment must be made to
institutionalize the process if it is to succeed.

WHAT IS QUALITY ABOUT?
(cont'd)

Perhaps the central tenet of the quality
revolution is that improvement must be
continuous.

The greatest benefit quality improvement
can offer is the positive effects it will have
on the people in your organization.

You have to be able to measure what you
do in customers’ terms.

Slide 2-8

4, Perhaps the central tenet of the quality revolution is that improvement must
be continuous.

Quality improvement needs to be continuous because once you feel you
have reached the best possible level of quality, your quality will have only
one place to go which is down.

5. The greatest benefit quality improvement can offer is the positive effects it
will have on the people in your organization and the service it provides.
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6.

a. Because it is based on teamwork, commitment and input, a good
quality improvement program can build enthusiasm, excitement and
involvement within your organization.

b. Cross-functional teaming means everyone involved in a particular
process is connected directly with everyone else involved (no silos).

You have to be able to measure what you do in customers’ terms.

a. Successful organizations have developed the mechanisms to
determine what their customers’ expectations are.

b. In many cases, the fire service does not realize the problem because
we fail to ask the customer and fail to measure our performance.

C. A good quality program offers a way to manage those demands and
match our resources to our customers’ expectations.

IMPACT OF QUALITY IN THE
FIRE SERVICE

» Focus on customer service and
satisfaction.

» Realization that fire service must compete
for funding.

» A culture of quality management.

* Not a focus on minimum standards but on
continuous improvement.

Slide 2-9

1.

2.

The impact of quality in the fire service.

Focus on customer service and satisfaction.
Realization that fire service must compete for funding.
A culture of quality management.

Not a focus on minimum standards but on continuous improvement.
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IMPACT OF QUALITY IN THE
FIRE SERVICE (cont'd)

» Will be recognized when we:
— Commit to the use of continuous
improvement processes.
— Focus on customer service and satisfaction.
— Ensure the fire service does not travel down
the same road as many United States
corporations that believed they “cornered”

the market.
5. The impact of quality initiatives will be recognized only when we:
a. Commit to the use of continuous improvement processes.
b. Focus on customer service and satisfaction.
C. Ensure the fire service does not travel down the same road as many
United States corporations that believed they “cornered” the market.
6. The realization that quality and customer satisfaction are woven into the

fabric of today’s customer expectations is an important fact that must also
be integrated into the services provided by the public sector.

7. An objective for the fire service is to ensure that it does not travel down the
same road as many U.S. corporations that believed they “cornered” the

market. (Blockbuster Movies, 7-11).

a. Although we may be the only local fire department, we compete for
funding each and every day with other departments within the

jurisdiction we serve.

b. One of the first hurdles we must face in the fire service is to
overcome the conventional wisdom that quality is not an important

issue within our profession.
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IMPACT OF QUALITY IN THE
FIRE SERVICE (cont'd)

* Quality management is a means of
institutionalizing a process within each of
our organizations.

» A great theme for the fire service should
be to “exceed the customers’
expectations.”

Slide 2-11

8. Quality management is a means of institutionalizing a process within each

of our organizations.

a. Quality management will help to provide the means to measure
performance, facilitate needed internal change, and provide a

higher level of service to our customers.

b. Disney’s whole focus is to provide a quality experience to the
customers. Walt Disney believed in doing things right the first time

and that “quality is just good business.”

9. A great theme for the fire service should be to “exceed the customers’

expectations.”

PRINCIPLES OF TOTAL
QUALITY MANAGEMENT

» Deming is the father of Total Quality

Management (TQM).

— Nothing improves until it is measured; as
soon as something is measured, it provides
the basis for improvement.

— Quality is about meeting and exceeding
customers’ expectations.

Slide 2-12

C. Principles of Total Quality Management (TQM).

1. Deming is the father of TQM. He assisted Japanese car makers with

improving quality after WW 1.
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a. Nothing improves until it is measured; as soon as something is
measured, it provides the basis for improvement.

b. Quality is about meeting and exceeding customers’ expectations.

PRINCIPLES OF TOTAL
QUALITY MANAGEMENT (cont’'d)

* Meeting the needs of those who pay for
and use the services and products.

* Quality improvement occurs when new
levels of performance are achieved.

» Leaders must choose those vital few
projects that will have the greatest impact.

» Customer satisfaction is the heart of the
guality improvement process (QIP).

Slide 2-13

2. When talking about quality, the common thread is meeting the needs of
those who pay for and use the services and products provided by an
organization.

3. Quality improvement occurs when new, previously unattained levels of
performance are achieved.

4, Leaders must choose those vital few projects that will have the greatest
impact on improving ability to meet customers’ needs.

5. Customer satisfaction is the heart of QIP.
a. Customers evaluate us using their own expectations.
b. The goal of a quality customer service program is that the customers

should feel satisfied with the manner in which they are served, even
when their specific wishes or demands are not met.
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SIX SIGMA

» Arigorous and disciplined methodology
that uses data and statistical analysis to
measure and improve an organization’s
operational performance by identifying
and eliminating “defects.”

Slide 2-14

D. Six Sigma.

1. A rigorous and disciplined methodology that uses data and statistical
analysis to measure and improve an organization’s operational performance
by identifying and eliminating “defects.”

The goal of Six Sigma is to produce no more than 3.4 errors per million
opportunities.

SIX SIGMA (cont'd)

» Six Sigma was a quality initiative
undertaken by Motorola in order to
survive the competitive marketplace.

» Under Japanese management:

— A Motorola factory soon began producing TV
sets with one-twentieth the number of
defects, using the same workforce,
technology and designs.

Slide 2-15

2. History of Six Sigma.

a. Six Sigma was a quality initiative undertaken by Motorola in order
to survive the competitive marketplace.

Motorola came to Six Sigma because it was being consistently
beaten in the competitive marketplace by foreign firms that were
able to produce higher quality products at a lower cost.
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b. Under Japanese management, a Motorola factory soon began
producing TV sets with one-twentieth the number of defects it had
produced under Motorola management.

C. It did this using the same workforce, technology and designs,
making it clear that the problem was Motorola’s management.

SIX SIGMA (cont'd)

* Why Six Sigma?

— Public sector must accept competition as a
fact of doing business.

— Fire service is in continuous competition at
the local level to obtain sufficient tax dollars
and budgets to operate our departments.

— Maximum potential requires a focus on
outcomes through quality measurements.

Slide 2-16

3. Why Six Sigma?
a. Public sector must accept competition as a fact of doing business.

b. Fire service is in continuous competition at the local level to obtain
sufficient tax dollars and budgets to operate our departments.

C. Maximum potential requires a focus on outcomes through quality
measurements.

SIX SIGMA (cont’'d)

Six Sigma = 3.4 defects per million
(99.9999999998 percent)

Five Sigma = 230 defects per million
Four Sigma = 6,210 defects per million
Three Sigma = 66,800 defects per million
Two Sigma = 308,000 defects per million
One Sigma = 690,000 defects per million
4. The goal of quality improvement is zero defects.
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a. Six Sigma = 3.4 defects per million (99.9999999998 percent).

b. Five Sigma = 230 defects per million.

C. Four Sigma = 6,210 defects per million.

d. Three Sigma = 66,800 defects per million.
e. Two Sigma = 308,000 defects per million.

f. One Sigma = 690,000 defects per million.

SIX SIGMA (cont'd)

What would you get from a supplier with
Three Sigma quality versus Six Sigma

quality?
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5. Quality improvement is about zero defects — “a culture of do it right the

first time.”

MANAGEMENT USING DATA

All employees, not just managers, should
collect objective data and make decisions

based on this information.

Data must be of a high level of quality.

Slide 2-19

E.

Management using data.
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1. All employees, not just managers, should collect objective data and make
decisions based on this information.

If the data that are captured are not of high quality, the information
produced and the conclusions drawn will be neither accurate nor
meaningful.

In themselves, data are not meaningful; they must be analyzed, and
the analyses of various databases can help managers make a number
of important decisions.

2. Data must be of a high level of quality.

a.

Garbage data can be introduced in three ways: The data that
firefighters input can be inaccurate or incomplete; every incident
can be forced to fit a category; or the data collection system may be
too complex.

Ensuring that data are of high quality means ensuring that the
database in question is a true and accurate representation of the
situation being recorded.

The only way to verify data quality is to look with a jaundiced eye
at the reports generated from a database.

MANAGEMENT USING DATA
(cont’d)

Reasons for fire service managers to look
more closely at their data:

To gain insights.

To improve the allocation of resources.

To identify training needs.

To identify potential problems with equipment

or vehicles.
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3. There are at least four good reasons for fire service managers to look more
closely at their data.

a.

First, to gain insights into the pressures that various types of
incidents place on the fire department.
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b. Second, to improve the allocation of resources to correspond to the
demands of the jurisdiction.

C. Third, to identify training needs necessary for meeting these
demands.

d. Fourth, to identify potential problems with equipment or vehicles

before the problems become real issues.

MANAGEMENT USING DATA
(cont’d)

* It begins with the individual reporting
officer in the field.

* Proper standards are followed for
accurate and reliable reporting.

» The incident report is a dynamic
document and is updated when

necessary.
4. It begins with the individual reporting officer in the field.
5. Proper standards are followed for accurate and reliable reporting.
6. The incident report is a dynamic document and is updated when necessary.
a. Typical incidents are those where there is a minimum dollar loss and
no civilian or fire service casualties.
b. However, we can have special-case or consequential incidents.

FOUR DIMENSIONS TO DATA
QUALITY

* Accuracy.
— Refers to how well the incident description
matches the real incident characteristics.
— Is solely determined by the diligence of the
reporting officer.
— Data quality reports cannot detect inaccurate
reporting.

Slide 2-22
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F. Four dimensions to data quality:
1. Accuracy.
a. Accuracy refers to how well the incident description matches the

real incident characteristics.

- It is very difficult to determine the accuracy of the incident
report because an incident is composed of a multitude of
factors, and individuals will see the same incident
differently.

- Recording an incident is a subjective determination of the
factual incident information.

b. Accuracy is solely determined by the diligence of the reporting
officer.

- Training and feedback are the most effective ways to ensure
accurate reporting.

C. Unfortunately, data quality reports cannot detect inaccurate
reporting.

FOUR DIMENSIONS TO DATA
QUALITY (cont'd)

» Reliability.

— How often multiple observations of the same
event produce the same incident description
translated into codes.

— Different from accuracy because multiple
reporting officers can document the incident
the same way, but the results may not be the
same.

Slide 2-23

2. Reliability.

a. Reliability refers to how often multiple observations of the same
event produce the same incident description translated into codes.

b. Reliability is different from accuracy because multiple reporting
officers can document the incident the same way, but the results may
not be the same.
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- Again, training and feedback are the best ways to ensure
reliable reporting.

- Quality control (QC) reports also have difficulty detecting
problems with reliable reporting.

- Again, the best way to ensure reliable reporting is through
training and feedback.

FOUR DIMENSIONS TO DATA
QUALITY (cont'd)

e Completeness.
— Just completing the mandatory fields is not
enough.
— Valuable information may be left out of the
report.
— QArreports can be designed to detect the
completeness of the incident record.
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3. Completeness.

a. As indicated in the earlier discussion of consequential and special-
case incidents, just completing the mandatory fields is not enough.

b. Too often valuable information is left off the report because the
reporting officer just fills out the mandatory fields. This
information, when aggregated with other incident data from similar
incidents, can paint a picture that reveals critical prevention
information.

C. Quiality assurance (QA) reports can be designed to detect the
completeness of the incident record, especially for the consequential
and special-case incidents.
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FOUR DIMENSIONS TO DATA
QUALITY (cont'd)

e Timeliness.
— Hours or even minutes greatly delay the
value of data.
— NFIRS data must be submitted in a timely
fashion to state and federal databases.
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4. Timeliness.

a. In today’s world, hours, or even minutes, can greatly delay the
acquisition of valuable data.

- For example, a few years ago the stock market’s closing
numbers were sufficient for traders to profitably invest in the
market. Now, “day traders” require real-time access to stock
market data.

- Daily newspapers and the nightly news were sufficient to
meet the public’s need for information. Now, news is blasted
at the speed of light in real time from all over the world to
cellphones, personal digital assistants (PDAs) and the
Internet.

b. For NFIRS data to have value, it must be submitted in a timely
fashion to state and federal databases.
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ACTIVITY 2.2
Conquering the “Unknowns” — National Association of State Fire Marshals
Purpose

Given a research report, analyze the results of the chronic problem of undetermined and missing
data.

Directions

1. You should have read the report, Conquering the “Unknowns,” by the NASFM Fire
Research and Education Foundation.

2. Take 10 minutes to discuss the report in the small group at your table.

a. Does this report accurately portray concerns regarding NFIRS reporting and the
quality of NFIRS reports?

b. Do you agree or disagree with the section titled “Why are undetermined responses
and missing data in the causal factors sections of NFIRS reports so prevalent
(pp. 18-20)?” Which reasons do you think are most prevalent?

C. Which reasons do you think are most prevalent for the reporting of unknowns?

d. What changes can be made at the federal, state and local levels to reduce the
reporting of unknowns or undetermined?

3. Participate in a large group discussion to share your group’s work.

4. As a large group, take 15 minutes to discuss your policies, guidelines and procedures for
reporting.

5. Share your organizational policies for report completion and QA.
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QUALITY AND INCIDENT REPORTING

QUALITY AND INCIDENT
REPORTING

» NFIRS is not software; it is a powerful
system used by the fire service to:

Document its incidents.

Collect standardized fire incident data across
the country.

Use free tools to collect data, store data,
report its data, and analyze its data.
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NFIRS is not software; it is a powerful system used by the fire service to document
its incidents.

The NFIRS:

1. Gives the fire service the ability to collect standardized fire incident data
across the country.

2. Gives the fire service free tools to collect data, store data, report its data,
and analyze its data.

QUALITY AND INCIDENT
REPORTING (cont'd)

NFIRS uses:

Analyze how effectively its fire departments
are at preventing and fighting fire.

Track special data elements and projects.
Track apparatus and personnel activity for
analysis of performance.
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3. Gives the fire service the ability to track the fire problem in its communities
and analyze how effectively its fire departments are at preventing and
fighting fire.

4. Allows fire departments to track special data elements and projects.
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5. Gives fire departments the ability to track apparatus and personnel activity
for analysis of performance.

QUALITY AND INCIDENT
REPORTING (cont'd)

» Local and state regulations determine the
minimum data that is required.

« Complex, consequential incidents require
in-depth reporting.
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6. Local and state regulations determine the minimum data that is required.

7. Complex, consequential incidents require in-depth reporting.

QUALITY AND INCIDENT
REPORTING (cont'd)

e At a minimum, the report should include:
— Causal factors contributing to the magnitude
of the incident.
— Actions taken by the fire department to
mitigate the incident.
— Description of the casualties or the damage
resulting from the incident.

Slide 2-30

8. At a minimum, the report should include:
a. Causal factors contributing to the magnitude of the incident.
b. Actions taken by the fire department to mitigate the incident.
C. Description of the casualties or the damage resulting from the
incident.
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PURPOSE OF THE INCIDENT
REPORT

» Alegal record of the incident.
* Information collection.
» Powerful decision-making tool.
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B. Purpose of the incident report.

1. It is the legal record of the incident, providing official notification to those
who may be legally required to know of the incident, such as the state fire
marshal.

2. It provides information to senior officers and fire department managers so

that they are kept informed about what is happening within areas of
responsibility.

3. It provides fire service leaders with up-to-date, comprehensive data for
decision-making.

a.

The first two purposes can be served by any report that is an accurate
description of the incident.

The third purpose, however, requires that information be collected
in a consistent format that will permit a meaningful aggregation of
the data from reports on many incidents.

It also is important that a single report serve the basic data needs of
several types of potential users.

The data needed at the state and national levels must be provided
from what is collected locally.

At the same time, it is important that the locally collected data also
have a visible, significant use at the local fire service level.
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f. If the data are collected only for the benefit of those outside the local
area, the motivation and commitment to quality and completeness
may diminish, with a resulting reduction in the usefulness of the
data.

PURPOSE OF THE INCIDENT
REPORT (cont'd)

» The primary purpose at all levels in the

data reporting system is to provide timely
and reliable information that supports the
decision-making process.
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C. The primary purpose at all levels in the data reporting system is to provide timely

and reliable information that supports the decision-making process.

We need to be making data-driven decisions!

PURPOSE OF THE INCIDENT
REPORT (cont'd)

» Designed for the locals to report their

» Methodology that needs to be followed

incidents in a uniform and consistent
manner.

and understood by all fire personnel who
work within NFIRS.
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1. NFIRS was designed for the locals to report their incidents in a uniform and
consistent manner.

2. There is a methodology that needs to be followed and understood by all fire
personnel who work within NFIRS, including the line firefighters,
Company Officers (COs), chief officers, administrative officers, and any
support administrative staff.
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NATIONAL FIRE INCIDENT REPORTING
SYSTEM IS NOT A STATIC SYSTEM

» Itis updated yearly to keep up with new
coding issues.

* The U.S. Fire Administration’s (USFA'’s)
National Fire Data Center (NFDC) has
adopted an NFIRS specification update
schedule.

» The schedule aligns with the calendar
year data collection cycle adopted by
most states.
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D. NFIRS is not a static system.

1.

2.

It is updated yearly to keep up with new coding issues.

The U.S. Fire Administration’s (USFA’s) National Fire Data Center
(NFDC) has adopted an NFIRS specification update schedule that allows
for changes to the codes and edits to occur on an annual basis.

The schedule aligns with the calendar year data collection cycle adopted by
most states.

The Annual Specification Cycle.
a. The change process would be managed so that everyone affected

would have the changes prior to their effective date (to allow time
for them to be incorporated into software).

b. A means to ensure that incidents that have been validated by the
FCT would remain valid regardless of subsequent changes in the
rules.

There is a process in place to implement changes. These changes usually
take effect on Jan. 1. This schedule will give vendors three months to make
the necessary changes and distribute software updates.

The versioning scheme for the design documentation is the year of the
release, the one-digit month of the release, and the NFIRS version, for
example, 2002.2.NFIRS 5.0.

The design documentation is posted on the NFIRS design documentation
page at https://www.nfirs.fema.gov/documentation/design.
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UNDERSTANDING THE DATA

* The data elements are formatted within

NFIRS for:

— Ease of use.

— Integrating with other software programs
such as Geographic Information System
(GIS) or third-party record management
systems.

— Ease of data analysis.
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E. Understanding the data.
The data elements are formatted within NFIRS for:

1. Ease of use.

2. Integrating with other software programs such as Geographic Information
System (GIS) or third-party record management systems.

3. Ease of data analysis.

REQUIRED DATA

* Required data is data that is required by
NFIRS to be reported on all incident
reports.

— Call type.

— Incident date.

— Incident location.
— Actions taken.
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F. Required data.

1. Required data is data that is required by NFIRS to be reported on all incident
reports, such as call type, incident date, incident location, and actions taken.

2. This data only captures the basics of each incident.
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3. If an agency is only capturing the required data of each incident, it greatly
hampers the agency’s ability to get a true picture of what the agency is
doing, when it does it, how it does it, how often it is doing it, how effective
its rescores are.

ESSENTIAL DATA

» Data that is captured in the report that
goes beyond the required data to paint a
true or better picture.

— Preincident property and content values.
— Actions taken by each apparatus and
personnel, shift, and district.
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G. Essential data.

1. Essential data is data that is captured in the report that goes beyond the
required data to paint a true or better picture of what happened at an
incident.

2. Some examples of essential data are preincident property and content
values, actions taken by each apparatus and personnel, shift, and district.

II. INCIDENT DATA COLLECTION

INCIDENT DATA COLLECTION

» The first step in the data reporting
process is for fire personnel to record the
circumstances of all incidents accurately,
using a reliable and consistent coding
methodology.

Slide 2-38
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A The first step in the data reporting process is for fire personnel to record the
circumstances of all incidents accurately, using a reliable and consistent coding
methodology.

INCIDENT DATA COLLECTION
(cont’d)

» Begins the moment the dispatcher takes
the call for assistance and continues until
all fire personnel leave the incident and
any investigation of the incident is
deemed closed.

» Itis essential that all involved fire
personnel know what data elements are
reportable in NFIRS.
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1. Data collection begins the moment the dispatcher takes the call for
assistance and continues until all fire personnel leave the incident and any
investigation of the incident is deemed closed.

2. It is essential that all involved fire personnel know what data elements are
reportable in NFIRS.

a. Each apparatus should have field reporting sheets that contain all
NFIRS data elements so no data is left back at the incident.

b. The incident data is not static.
- Data should be updated in the incident report as more
information is received or if the data changes (i.e., fire cause

is found by the investigator).

- The data should be changed at the local, state and federal
level.
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DATA ENTRY

» Data entry is done by completing an
incident report.

« Completely and accurately document the
incident.
— Required information.
— Valid versus invalid incident reports.
— Complete incident report.
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B. Data entry.
1. Data entry is done by completing an incident report.

2. You want to completely and accurately document the incident and not just
capture what is required by NFIRS, your state or your agency.

a. Required information.

- Required information is information that your agency, state
and/or NFIRS requires to be entered on an incident report.

b. Valid versus invalid incident reports.

- An invalid incident report is an incident report that does not
pass all validation checks on the basic required information.

- A valid incident report is an incident report that passes all
basic validation checks on the required information.

C. Complete incident report.

- A complete incident report is an incident report that contains
all required information and all essential information about
an incident. All optional modules will be filled out on a
complete incident report.
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DATA ENTRY (cont'd)

» Data entry should be done by the most
experienced fire personnel involved in the
incident and as soon as possible.

» Should not be a delay in completing the
incident report.
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3. Data entry should be done by the most experienced fire personnel involved
in the incident and as soon as possible.

4, There should not be a delay in completing the incident report. The longer
the time is from the incident being completed and the incident report being
completed, the more likely data will be lost.

DATA ENTRY METHODOLOGY

« If the methodology is not followed, then
the agency’s data analysis will not
accurately reflect or paint a picture of the
agency’s:

— Fire problem.

— Response times.

— Call types.

— Incident complexity.

— Effectiveness at an incident.
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C. Data entry methodology.

1. There is a methodology to completing an incident report. If the
methodology is not followed, then the agency’s data analysis will not
accurately reflect or paint a picture of the agency’s:

a. Fire problem.
b. Response times.
C. Call types.
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V.

d. Incident complexity.

e. Effectiveness at an incident.

DATA ENTRY METHODOLOGY
(cont’d)

» To properly document an incident, you
must understand:
— The structure of NFIRS.
— The rules of coding.
— How each module relates to the other

modules.
2. To properly document an incident, you must understand:
a. The structure of NFIRS.
b. The rules of coding.
C. How each module relates to the other modules.

NATIONAL FIRE INCIDENT REPORTING SYSTEM COMPREHENSIVENESS

NATIONAL FIRE INCIDENT REPORTING
SYSTEM COMPREHENSIVENESS

¢ NFIRS reports should be C.A.R.T.
— Complete.
— Accurate.
— Reliable.
— Timely.
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A. NFIRS reports should be C.A.R.T.

1. Complete.
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2. Accurate.
3. Reliable.
4, Timely.

NATIONAL FIRE INCIDENT REPORTING
SYSTEM COMPLETENESS

* NFIRS reports must include the required
elements.

* NFIRS reports should include any essential
elements.

¢ NFIRS reports can make use of additional
fields, such as human factors and special
studies, to further describe the incident that
occurred.
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B. NFIRS completeness.

1. NFIRS reports must include the required elements.
2. NFIRS reports should include any essential elements.
3. NFIRS reports can make use of additional fields, such as human factors and

special studies, to further describe the incident that occurred.

NATIONAL FIRE INCIDENT REPORTING
SYSTEM ACCURACY

* Does the written narrative match the coded
fields?

» Are reports updated as new information
becomes available?

» Does the department have a QA program for
fire reports?
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C. NFIRS accuracy.

1. NFIRS reports should match between coded fields and the narrative.
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a. Departments should update their reports as new information
becomes available.
b. Examples include loss amounts, injuries or fatalities.
2. Many departments have a QA program for Emergency Medical Services

(EMS) yet do not have a similar program for fire reports.

a.

b.

Should we be checking them?

Can we learn anything from our fire reports?

How many multialarm fires did your jurisdiction have last year?
Is this a common or an uncommon event?

Is there anything to learn from the limited amount of multialarm
incidents a jurisdiction has?

“Other” should not be an option except in limited circumstances.

NATIONAL FIRE INCIDENT REPORTING
SYSTEM RELIABILITY

» Using the right code at the right time.
» Using the right code at the right time every time.
» Everyone uses the right code at the right time

every time.
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D. NFIRS reliability.

1. Reliability is concerned with not only accurately coding the incident, but
ideally, coding the same type of incident the same way every time.

2. Some departments develop summary sheets (“cheat sheets”) for their
personnel to use.

3. Although this may increase reliability (everyone is coding incidents the
same way), NFIRS program managers should make sure that summary
sheets are all inclusive and simply assist personnel in finding the right code.
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4, If a cheat sheet only displayed two types of property use codes, then every
incident would probably be listed as one of those two property types,
especially if one of the choices was “other.”

NATIONAL FIRE INCIDENT
REPORTING SYSTEM

* NFIRS is flexible.
— Room for expansion.
— Special studies field.
— National plus-one codes.
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E. NFIRS is flexible.

Organizations have the ability to work within the system to obtain the information
they need through special studies and plus-one codes.

V. DIFFERENTIATING BETWEEN TYPICAL AND SPECIAL-CASE OR
CONSEQUENTIAL INCIDENTS

SPECIAL-CASE INCIDENTS

» High risk for:
— Loss of life.
— Loss of property.
— Damage to environment.
— Adverse consequences to the community.

For example, incidents involving:
- Nursing homes.

-- Schools.

-- Churches.

-- Critical infrastructure.
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A Special-case incidents are incidents that have a high risk for:
1. Loss of life.

2. Loss of property.

SM 2-36



INCIDENT REPORTING

3. Damage to environment.
4, Adverse consequences to the community. For example, incidents involving:
a. Nursing homes.
b. Schools.
C. Churches.
d. dOther critical infrastructure components, such as power plants and
ams.

CONSEQUENTIAL INCIDENTS

» High dollar loss fires.
» Casualties (civilian or firefighter).
» Significant environmental effects.
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B. Consequential incidents.
1. High dollar loss fires.
2. Casualties (civilian or firefighter).

3. Significant environmental effects.
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NATIONAL FIRE INCIDENT

REPORTING SYSTEM TIMELINESS

» Reports should be completed soon after
the incident.

» Reports should be submitted to state and
federal systems on a regular basis.
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C. NFIRS timeliness.
1. Reports should be completed soon after the incident.

2. Reports should be submitted to state and federal systems on a regular basis.
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ACTIVITY 2.3
Open Top Tank Explosion
Purpose

Given an incident and a completed NFIRS-1 form, evaluate the completeness of the report.

Directions

1. You should have read the report on this case study last night. Your instructor will hand
out a completed incident report. Refer to the blank set of NFIRS forms.

2. You will participate in a group discussion about what information should be reported.

a. Do you think this study describes an incident that would have required a
completed incident report?

b. What do we know about this incident?

C. What modules would you have completed?

d. Was the NFIRS-1 form complete?
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Would the U.S. Chemical Safety & Hazard Investigation Board (CSB)
investigators or others have been interested in the department’s report?

What steps should have been taken to make sure the report was complete?

Is there someone in your jurisdiction who is responsible for quality control? Who
reviews incident reports to make sure that the reports are being coded properly?

If the media had done an open records request for the department’s report, would
this report have reflected positively on the department?
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Purpose

ACTIVITY 2.4

Installation and Setup of Federal Client Tool

Use the FCT to manage NFIRS user accounts and import data.

Directions
1. Using the FCT, perform a user injection.
2. Import your data transaction file.
3. Complete the following and submit for a grade:
a. Valid imports
b. Invalid imports
C. Deleted incidents
d. Import failures
e. Total processed
4. Using the FCT, do a search and verify incidents processed as valid.
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ACTIVITY 2.4 (cont'd)
Installation and Setup of Federal Client Tool
Lab Overview
Instruction and information on the NFIRS 5.0 FCT — Data Entry Tool (DET).

1. Updating the Access database.

2. Processing a user injection.
3. Importing a data file.
4, Processing errors.

5. Searching data.
6. Exporting data.

7. Managing user accounts.

Lab Directions

1. Download and install the FCT:
http://www.nfirs.fema.gov/NFIRSWebTools/UserServices/home/download.do.
Install the software using the “Typical” settings.

Refer to the Readme.txt file downloaded with the software and the NFIRS Configuration
Tool Guide for complete instructions at https://www.nfirs.fema.gov/users/
usersdocs.shtm.

Users whose PC is behind a firewall or who must access the Internet through a proxy
server will need to enter their firewall or proxy server’s IP address and port number in the
Configuration Tool’s Advanced tab On-line Access section. An Internet connection is
required to work online or perform a user injection before you can work offline.

The FCT installation defaults to the online mode where your program is directed to the
national NFIRS 5.0 database.
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2. Update the Access database.

Update/Convert the NfirsdataV54 Access database that came with the NFIRS software to
a more current Access version. This is necessary to work with your data in Excel
PivotTables or query your local Access database.

Replace the 1997 NfirsdataVV5xx.mdb file installed in your NFIRS V5xx/database folder
“C:\Program files \NFIRSv5xxx\database\” with the converted 2000 Nfirsdata\VV5xx.mdb
file you received in the “National Fire Incident Reporting System: Program
Management” (NFIRS: PM) class.

@G’)ﬂ » Computer » Local Disk (C:) » Program Files (x86) » NFIRSv594 » Database

Organize - i_'.!; Open - Burn MNew folder
Favorites <] NfirsdataVs4
B Desktop

4 Downloads

<» Recent Places

- Libraries

. Documents
& Music

= Pictures
& Videos
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Once you update the database in your NFIRS software folder, you will have to update the
Configuration Tool settings to recognize the updated database.

Open the NFIRSv594 program — Configuration Tool.

CEX

£ NFIRS Configuration Tool

Forms || Advanced | Transactions

Incident File Delimiter

Import Te
Show Seconds

@ [ratabase
() FlatFile
Accept Invalid Records During Impart

Owvenurite Existing Incidents

Import Performance Contral |Oﬁ’|ine

Batch Size |Medium

Ok ] [ Cancel ]

Save

Under the Advanced tab, check the box for Off-Line Access.

O

< NFIRS Configuration, Tool

User Cptions Formsl Advanced | Transactions
ODBC Data Source Name

Off-Line foeess |jdbc:0dbc:nﬂrsodbc5?
ODBC Driver Name
|zun.jdbe odbe JdbcOdbcDriver

Database Type
ne a7 Set DB User

On-Line Access D

Use Compression
Proxy Port Humber

Proxy IP Address (or Host Hame)

Froxy Authorization P assword

Confirm Froxy Auth Fasamord

Use Proxy Sencer

Froxy Authorization User Hame

Use Froxy Authorization
Clear Cache Mow

Cache Application Data

Ewent Logging Level |Exc:ep1i0n Oy

Save

Ok ] [ Cancel ]
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Change the Database Type from Access 97 to Access 2000.

£ NFIRS Configuration, Tool |:”§| El

| User Options || Form3| Ahianced | Transactions |

ODBC Data Source Hame

Off-Line Access |jdbc:0dbc:nﬂrsndbc5? |
QODBC Driver Hame
[sun.jdbc.odbe.JdbeodbeDriver |

On-Line Access I:‘

Use Compression
Prosy IP Address (or Host Hame) Prozy Port Humber

Uze Proxw Sencer | |

Frozy Authorization User Mame Prozy Authaorization P asamord Confirm Proxy Auth Passmord
Use Proxy Authorization | |
Cache Application Data Clear Cache Mot
]
‘ Event Logging Level |E><cepti0n Orily w ||
|
T T

Save your settings, and exit the Configuration Tool.
3. Processing a user injection.
To work with an offline (local) database, you need to set your Access to offline and

perform a user injection. The user injection process infuses your local database with fire
department and user account information.

£ NFIRS Configuration Tool

<0DBC Data Source Name
Off-Ling Acces D\] i |
ODBC Driver Name s
Databaze Type
|Access o7 v‘ Set DB User

Be sure your Configuration Tool is set to Off-Line Access.
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Open the NFIRSv594 program — DET. When the NFIRS Login - (Off-Line) screen
appears, leave the login fields blank and click OK.

=1 NFIRS Login - (Off-Line) _@

U=zer Matme: | |

% U=zer State: | |

Pazzword: | |

o | [ canent |

|F'Iease Enterfour Lser Information |

The Federal System Warning message window will be displayed; read and click OK to
agree to its terms.

Federal System Warning El

‘ou are about ko access a )3, Government infarmation syskem. Access ba khis syskem is restricked ko
& authorized users only, Anvone who accesses this system without authaorization or exceeds authorized access

could be subjected to a fine or imprisonment, or both, under Public Law 958-473. By accessing the system yvou

consent ko having vour activities and or access recorded by system software and periodically monitored.

I this record reveals suspected unautharized use or criminal activity, the evidence may be provided to

supervisory personnel and law enforcement officials,

DO NOT PROCESS CLASSIFIED INFORMATION QN THIS SYSTEM.
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The message window will appear: “Would you like to inject a user from the On-Line
Database?”

£ Decision

Wiould you like to inject a user from the On-Line

@ Database?

Click Yes. At this point, the application will load information from the offline database,
and an Internet connection will be required. When the NFIRS Login - (On-Line) screen
appears, enter the User Name, User State abbreviation, and Password.

% MFIRS Login - (On-Line)

U=ser Mame: | |

% U=zer State: | |

Pas=sword: | |

ok ][ conest ]

Flease Enter vour User Infarmation |
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After logging in to the online database, the user will be prompted to Change Password.

& Change Password

Mewy Passweord: |

Confirm Passvword: |

(o) Comeer ]

|Enter and confirm new password |

In this Change Password box, the user may enter a new password specifically for the
offline login (to the offline database) or enter the same online password to maintain a
single password for both online and offline databases. After clicking OK to submit the
password, the user injection process will proceed. When the user injection/remote synch
process is complete, a pop-up window will display the message: “Your Internet
Connection is no longer required.” Click “OK,” then exit and close the NFIRS Client
Tool.

2 Your Internet Connection is no longer required.

Import data into your offline database.

To import data into your database, it must be in the correct format. Data you have
exported from an NFIRS 5.0 compatible vendor software program or the NFIRS Bulk
Export Utility (BEU) must be in the approved transaction file format.
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Transaction file sample. Note: A “record” is one row of data in a transaction file.

incident report may include several record types (rows) of data.

p
USFADETL. OANFDCLA
022314PAA20090101401010014041000AA10A5, QA
022314PAA2009010140101001A0A1005AAG11LANANAZQOS0L101003700AAA20000101004200ADALA2ZA0Z] ANALAQAQAQAQAQANAAAARQADAQAQAAAL
02231APAAZ009010140101001A0AL010AADS QG ALAZZ1OAAKENNETTASQAAARPTTTSHUN ghAPAALS213AA
02231APAA20000101A0101001A0ALOZ0AAZEI0ARONALDAABOLL INGERALTA4ELOAZOOG0L04 A
02231APAAZ0090101 40101001 A0ATOZ5AAZEI0ARONALDAABOLL TNGERALTA4ELOAZOOG0104 4
02231APAAZ0090101 40101002 A0ATO00AADT AT, 04
022314PAAZ00901014010100240410054A321ANANAZOQBOLOL0053I8AAAZ0090101 0101 9ADAQAZAZZ ; ANALAQAQAQAQAQANAAAAAQAQAQAQAAAAL
02231APAAZO0O0101 40101002 A0A1010AALDLS , ALALBO0-BLKAAMORNINGSIDEAAVAAARTTT Shur ghAPAALS206AA
02231APAAZ0090101A010L002A0AL030AAZT7I0AANTHONTAAHORNEALTAIEQ7AZ0080100 4
02231APAAZ0000101 A0 0L 002A0ATO35AA2ZTI0AANTHONYAAHORNEALTAIEQOT7AZOOG0T 00 A
02231APAAZO090101 40101002 A0AL0S0AALAARENTSAALTNNAAADSGEO09000A]B20AAMORNINGSIDEAAVAAAAPTTTshurghARAAL 2064
022314PAA20090101401010034041000AA18AS, QA
022314PAA2009010140101003A0A1005AA500LANANAZQOS0101010958420090101011436AA200901010154 00ADALAZABE; ANASAQAQADAQAQANAL
02231APAAZ009010140101003A0AL0L0AADE 04, ALASILSAAMARGARET MORRISONASTAAAPTTTShUPGhAPAALSZ13AA
02231APAA20000101A0L0L003A0ALOZ0AALEBESAJAMESAABUCHMANACPAIEQOZ AZ0000100A
02231APAAZ0090101A0101L003A0AT035AA234] AJAMESARAPERRTALTAGEOSAZQ0G01 0 A
02231 4PAAZ0090101 40101003 A0A1050AALAAAACMU, POLICE. AAABDDO909E39A51]1 5 AAMARGARET MORRISONASTAAAAPItEshurghAPAALSZ13A
022314PAAZ009010140101004A0A1000AA24 A5, QA
02231APAAZ0090101 40101004 A0A1005AAGLITANANAZOOB0L0LOL1G07AAAZOOB0L0L0L2600ADALALADS ] ANALAQAQAQADAQANAAAAADADADADAAAR
02231APAAZ0090101A0101004A0ALOLOAALGZL, ALAZI0AWASTATION SQUAREJ\DRAAAP‘\ttsburth\F'A/QSZlQAA
02231APAAZ0090101A0101 004 A0ATOZ0AALEL 0AJOHNAGAGALL AGHERALTA4E24 4200001024
02231APAAZ0090101 40101004 A0A1035AA1B4 0AJOHNAGAGALL AGHERALTA4E24 4200500024
022314PAA200901014010100540A1000AA27 A5, QA
022314PAA2009010140101005A04100544321ANANAZOQD0L010121564200901010126004420090101015500ADA0AS A30; ANALAQAQAQAQAQANAAL
02231APAAZ009010140101005A0AL0L0AALOLY . ALASAACUTHBERTASTAAAPTTTShurghAPAALS211 A4
02231APAA2000010LA0L0L005A0ALOZ0AAZSESAMARTINAWASANDERSALTA4EZ7AZO0G01044
02231APAAZ0090101A0101005A0AT035AA2565AMARTINAWASANDERSALTA4EZ7AZ00G00044
02231 4PAAZ009010140101005A0A1050AALAALESLTEAAFLAVOL AAALT 23815807 A54ACUTHEERT AA AP Tt Eshur ghAPAALS 21T A
022314PAAZ0090101401010064041000AA03A5, 04
02231APAAZ0090101A0101006A0ALO05AAIZTANANAZOODOL01012346A20090100012723AA20090101014700ADA0AZASZ ) ANALAOAQAQAQADANAAA
02231APAAZ0090101A0101006A0AL0L0AADZOL. ALAAAPENN AV/L6TH STABRAAAPITTSEURGHARAALS2224738AA
02231APAAZ0090101 A0 0T 006A0ATOZOAAZAELATIMOTHY ARALANGAFF4A4EOZAZ00G01 204
02231 APAAZ0090101 40101 006A0ATO35AA2ZEELATIMOTHY ARALANGAFF4A4E0ZA20080001A
02231 APAAZ 0090101 AQL0L006A0ALDSOAALAAAALINKNOWNAAASSIIIFIIIIAAAAAAAART LT shUr ghAPAALS 2194
022314PAA2009010140101007A0AL000AAL0AS, QA
02231APAAZ0090101A0101007A0ALOOSAASLLANANAZOOS0L01014555420090101015207AA20090101020700ADA0AZASL; ANALAOAQAQAQADANAAL
02231APAAZ0000101 40101007 A0ALOLOAADSO6, ALA4355AASCHENLEY FARMS TEAAAAPILTshurghAPAALS2Z13AA
02231APAAZ0090101 40101007 A0ATOZ0AAZGI0ARONALDAABOLL TNGERALTA4ELQAZO0G0104 4
02ZEIAPAAZ0090101A0101007AOA103SAAZGEOARONALDAAEOLLINGERALTA4E10A20090104

At hd

B export34063-01 - Notepad g@g‘

Elle Edit Format ¥iew Help

~

A single

The NFIRS Design Documentation, Incident Flat File Transfer Format section, provides
detailed information on the file layout and can help identify data file processing errors
(https://www.nfirs.fema.gov/documentation/design/).

Open your Configuration Tool and Advanced tab and set to Off-Line Access. Save
setting and close tool.
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INCIDENT REPORTING

Open the NFIRS — DET, and log in to the offline database.

£ NFIRS Login - (Off-Line)

Uszer Mame: ||

% Uszer State: |

Pazsyword; |

[ox | [ cameer |

|F'Iease Enter Your L'ser Information

£ NFIRS - Data Entry Tool Version: 5.7.0
Incident Add Module  Fire Dept  Tools  Advanced OMB

EEX

Groups
= 4 NFIRS - NFDC # NoIncident Selected Module
= 4 Pennsylvahia Open
=R | Alleg (02 —— : Fmm——
0223 ; Pittshurgh Fire Administration
Incident
Mew

MHew Exposure
Save

Cloze

|[PA |
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INCIDENT REPORTING

Open the “Import/Export Tool” from the Tools drop-down tab.

< NFEIRS - Data Entry Tool Version: 5.7.0

Incident  Add Madule  Fire Dept IS Advanced  OMEB
Groups
= CANFIRS - NFDC System Admin Tool o Incidert Selected Module
S| Pn\anns‘flvania Data Cleansing Toal oppem
=3 Alleeny (D " Client Configuration Tool Remove
- U . Pitt=hu
MFIRS Wersion Update
Incident
Mew
Mew Exposure
Sawve
Clogse
< |
I |Pa 1Ll | |

Select Import.

< NFIRS Validation Tool

@ impor

{:} Export

| Select Import File | Start Stap

[ Configuration ] [ Wi File ] [ Cloze ]
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INCIDENT REPORTING

Choose your Import file. (File naming convention is up to state/fire department; sample

below is export34064-01.)

Import File Selection

Laak jn: | I3 export34064-01 ~] e 3~

[C=yout

B} = port34064-01

File name: |e:-:|:u:|rt34l:IE4-|:l‘|

Files of type: [ 4l Files = |

Cancel |

Select Import Incidents.

& Confirm/Change Selected File Type

@ Selectimport file type

5.0 Fire Departments and Incidents Irport

|:| Fire Depts

Incidents
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INCIDENT REPORTING

Import processing will begin. Incidents will be processed against the NFIRS edit and
validation rules as they are imported.

NFEIRS ¥alidation Tool

@ Impart
O Export

| >

EBeginning Import Processing ..

Starting “alidation: 08/28:2010 03:40:40

File: CaDaocurments and SeftingsiAdministratorby Docurmentsi0ctober NFIRS PM Classwegport3dl
TransType: NFIRS 5.0 Incident File

Impoart Target: Database

Database Mode: Off Line

Accept Invalid when lmporting: true

COwverwrite Existing when Imporing: true

Mumber Transactions Processed: 100 03:40:46

Mumber Transactions Processed: 200 08:40:48 B
Mumber Transactions Processed: 300 03:40:449
Mumber Transactions Processed: 400 08:40:51

£ | >
O )
I |

£
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INCIDENT REPORTING

An “Incident Import Summary” is created when the Import has completed.

o Valid imports.

. Invalid imports.

J Deleted Incidents.
. Import failures.

. TOTAL Processed.

The message “File Complete” will be generated when the processing is complete. Take
note of any invalids or failures. An “out” folder is created when you process a transaction
file. This out folder will include any incident errors and failure information.

You can now close the NFIRS Validation Tool.

£ NFIRS Yalidation Tool

@ Import
O Export

[ Select Import File ]

L e e e e L = B = e e e e e e e e e =

Mumber Transactions Processed: 19800 08:44:47
Mumber Transactions Processed: 15900 02:44:49
Mumber Transactions Processed: 16000 02:44:50
Mumber Transactions Processed: 16100 08:44:52
Mumber Transactions Processed: 16200 08:44:53
Mumber Transactions Processed: 16300 08:44:54
File Complete: 09/28r2010 08:45:02

Incident lmpart Summarny:
Valid imports: 16293
Invalid impors: 38
Deleted Incidents: 0

Impaort failures: 0

TOTAL Processed: 16331
Placing files in out directory

< >
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INCIDENT REPORTING

Processing Errors.

An “out” folder is created when you process a transaction file. That file is in the folder
that contained the (raw) NFIRS data transaction file you imported.

Example below lists our transaction file export34063-01 and the “out” folder.

e i T

3

..........

« % Computer

The “out” folder contains files that we will use to identify and correct errors created when
the transaction file was imported.
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INCIDENT REPORTING

Files created with each transaction file import:

xxx.bad

XXX.err

xxx.log

XXX.tXt

XXX.unp

Includes any incidents that did not process because they did not
meet the edit and validation rules. The incidents are in a flat file
form.

Includes the specific incidents and their edit/validation errors.

Copy of validation file generated when the transaction file was
processed.

Copy of the transaction file in txt format.

Internal software processing file.

The xxx.log file should be reviewed for errors and file processing problems.

The xxx.err file should be reviewed to identify the particular incidents and their errors.
The file can be imported into an Excel sheet and forwarded to the fire department for

correction.

Fi= Edt View Took Help

L - || = compubsr = Vigarzad (Nkamond) (W1) = out

Orgarize * o] Open T Bum

hoew fokdder =~ [ @

Date modied Type Soe Dabe created

i Computer

Ry netwerk:

“)  Gare
1 it seected

Lratan

export34064-01_incS0.em Date modfied: 6/20/2014 .48 AM Date created: £/20/2014 3:43 AM

S|l B

- { e | Dk RepALthory 2 o Qi AW
% |32 TEA Tech Took L= yodll I SI:Y!:’?‘J!A-

eSO, et EFF0/2014 943 M Text Document

6401 _ncS0arp EI0JI014 S4B AM NP Pl

e 194 bytes

Rl Local ntranet =
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INCIDENT REPORTING

6. Searching data.
To verify your data has imported properly, run an incident search with the FCT DET.
Open your DET.
Click on Incident, Open.

Enter your search parameters in the Incident Search window.

[ R —— mEIE
- |) = computer = voarzas (hdamond) W) vt v {8 [ semchaz (5]

Organes » | Open v Bum New folder =~ | @

Farvarites Name = Date modfied | Type sre Dite crested |
M Desktop

o Downiads

= Recent Places

ExpOrtIM0G4-01_neSilog 6/20/2014 M Text Document
Lbriies EPOTH0EA-01_MCS0.nE 6/20/2014 9:43 AM

TEB  &/20/201

Text Document FIKE  B/20/2014 943 AM
Documents pOrEIM0e4-01_reshurg BIA0/2014 948 AN NP ke OKB  &/20/2014 9:48 AW

d M

5 Ptires

B videos

e Computer

iy Metwirk

Il export34064-01 _incS0.err - Notepad =lo|x|
Fle Edt Format View Hep

302”». <..: wzol #ZUL3U0SAOAFire ModuIercoded Field 1nvalidicr {Tical #Human Factorsipias =]
fanioga F01343013005404F ire Mmodulescoded Field 1nwalidicriticalsrira contribu |11n'| FacTorsAQAGA

1 export
= ERRH

1t sehcted TR ol rranet. 7

. e | - & =l = | | DesktopAuthorty e 550 MM
.l‘.snrtl. \) = L= % IEF.J"%!_J |t Tech Tecks & R A o, ™
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Search by date is recommended.

Fire Dept

® o lnodent Seecied | moauie
it
—— - G
L2/ Incielent Search : Bethel Cayuga FD ="
4

) S [ Inodent = e Staks Sweetor Hghmay  Gity

ey Search Crtena FOID Lasuy
Inigam Narnar Fapana lumbas ]

B Siste Froparty Lise

Address Sestch Crileria

Assast Tyza Cana Traze

Humbertile 3t Pt Sowmt i gty Sbaws Tyoa St Suma

Ast w Buite Gty Suan T

Sawen LN m—r—
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The status field should be reviewed and any “Invalids” addressed.

Double click on an incident to open in the DET window. Only one incident at a time can
be opened.

& s Ineatent Selected Modaie

Incideat

Eo St
o v
P
T o v
r o
T o
™ o
™ o v
™ o
™ L] ¥
™ o v
™ o v
™ o v
™ o
™ 013015 o
™ w1301 o v
™ 013017 0 v
™ 1301 o
™ W01 0 v
™ o ¥
™ ] v
™ 4
™ o
™ o
™

FEAD L

Koy Search Cnteria
e —— Enponn rumna

Address Search Creria
Ansres Typa

Numbariile B Fres Stewat i gty Swent Trre o dums
Ag orBuhs  Goy sea £
Bewan S Cassal

3 r-;’]‘-‘[lw

el .
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Exporting data.

To export data from your FCT:

Open the DET.

On the Tools tab drop-down menu, choose Import/Export.

Click on Export.

= Il (e
& Na Incudent Seleched Mindathe:
Ld4 NFIRS Valdatian Teol € (=] | E& |
Incideat
rw
Cupatant Gpan
Cardguaran i Filn Cma

2o/ Incident Expont Selection ; Texas

oty Mzdited Ingiuns

o ! e Inadent (-]
e tt

Seleched mncadents

me Siale ! dert

Blel 3. [WiE]s]
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INCIDENT REPORTING

Choose your FDID.

Choose your search criteria parameters.

oD Suane

e ™

8302 ™

e ™

e ™

a3z ™

aaw T

Selected incidents

Fom Saane

Lo ™

aa3z b

e ™

aa302 ™

aaaaaa T

Search Critasia

------ & lagmbar Eohes
Inrgaet b
1012013

-
| L4 Ineadert Exprort Selection ; Bethel Cayuga D

Lief hiFss - Doata Enitry = &
Grou
A 1EmS e # i Incdent Selected Modssie
s1a
8 o "
-~ L NFIRS Vatlatian Tool i
v Incideat
Ee e r—
A Lo e
=H Bper | ) P Oan srimare apan
s
T Pres—
T
Tk
A
T
1
Gothgunanen i Eile o

Hel ol wlE]y]

Use the down arrows to choose the incidents to export. Start the export.
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Save your exported file.

o E IR
® i et Seected Modate
a
L NFIRS Valdatian Tool (= O
Incideat
vnpen A fre=
i il e
prmers—
oeT—— Vies Fila [—
| Save Incidents To Fie el
Swewi | NFIRS_Data - & F M-
ame : Date modified
= 1a MEMS Mateh your Search.
Hecent Places
Desitop
Libraries
Comguer
" e AL .
Hetwark T s T
Swemipe (WA - Carcel
T

Blel . .
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Close the Validation Tool. The export is complete.

= | a8 e
& Na Incudent Seleched Mindathe:
Incideat
i .
el =
Lomhawabos Vine b Chlowt
Ta

e o wiE] ]
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The export process creates two files: the processing log and the data file.

=Sk

G'\J' » Computer » Sept 18, 2013 (C) » NFIRS Data | by
File Edt View Took Help

Orgasate = Il lbrary = Share with + Buen Poewe Tarlder - i W

Favarit
Sampile_Expart

4 Libraries Sample_Cxpartiog

B Compute

N Network
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INCIDENT REPORTING

The processing log will display a summary of the incidents exported.

File FEdit View Took Help
Orgenize ~ o) Open = FPrint

W Favorites
S Libraries
% Computer

S etwork

| sample_Exportiog - Notepad
File Edit Format View Help
Incident:
Inc :
Inc
Inc
Inc
Inc
Inc
Inc
Inc
Inc
Inc
Inc
Inc
Inc
Inc
Inc
Inc
Inc
Inc
Inc
Inc
Inc
Inc
Inc

Ban

Mame

sample_Expart
sample_Expartiog

12013001 :

:2013025:0:

PREERERRERERRRRRRRRRRERS

B oo o R o oo e e B e o o

@U' L * Computer » Sept 18, 3013 (C) » MFIRS_Data

m MNew folder

Date madiied

1 280654939861

: 280654940272
: 280654940722
: 280654940722
: 280654940722
: 280654940722
: 280654940722
1280654941134
1280654941134
1280654941134
1280654941134
1280654941134
1280654941567
1280654941567
1280654941567
1280654941567

2014 /06,20

2014,/06/20
2014,/06/20
2014,/06/20
2014,/06/20
2014,/06/20
2014/06/20
2014,/06/20
2014,/06/20
2014,/06/20
2014,/06/20
2014,/06/20
2014/06/20
2014,/06/20
2014,/06/20
2014,/06/20

{=]
222222332222222888888333

[E=8EcR =)

Test Document

Blel 13 [@l=

Sive: 435 K8

Sampie_Exportioq Date modified: &/20/2014 5:32 AM

Diate created: S/20/2004 351 AM

sl @
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The data file is a text delimited transaction file of your incidents.

=l
G'\ /\iv v Computer » Sept. 18, 2013 (C) * + 3
File Edt view Tools Help
Onganize = Open  Bum  Mewlolde = | @
Fawarites
sample_Expart
w4 Libraries Sample Exportlog
™ Computer
S Metwark =
et Sample Export - otepad =S Ro ==
tle Edit Formatl view Melp
A
USFADETL. DANFDC1A
AAIOZATXAZ013010542013001A0A1000AAAS . OA
AAIDZATXAZ0] 301054201 I001A0AL005AA I 2AANANAZOL H]lﬂ‘xl!ﬁ‘ihﬂuﬂ)l]] 101051856004, J\}O'i II]'II.]‘:'IQ;(PD[M-‘\H
AATDZATHAZD] 301054201 3001A0ALOT0AAATAAARM SYAAAACayuqalTXATSRIZAFM 59 pri Rds scho
AAZOZATXAZOL 301054201 3001A0AL030AAS ZLOAAAAR f re ChlLr'RL pondera201301054
AAZO2ATAA201301052201 3001404103 500522 2ANAN Kuﬁwndu Atespondera201301058
AAZDZATXAZOL30105A201 3001A0M lﬂdﬂﬂl\kccﬂvcd call of "car off raed in trees”. Trucks 5271 &
AAZOZATXAZ013011942013002A0A1000AAA5 . OA
AAIOZATXAZ01301194201 3002 nA‘JOMr\Ai?DANANA?M'iﬂ‘ll‘}ml?ﬂnn?m1011901?400-\1\?011011%1 5 300NAN
AAIDZATHNAZOT 01194201 I02ATATOTOAAATATSGAMACR 49T SAAAAATHENSATIAT S 7
AATDZATHAZOL 01194201 I002A0A10 304521 TAAAMS St ChiefARespondera?0l lEI'l‘J‘-M
M}UJHTXAZUI5U11)-’20150’02"U‘\IUSSAASJZbﬂA’ARtBHunduﬁRtwundu’\JDlSUllW\ S
AATOZATHAZ0130119420130024041040/441 Tergic reaction to ... Has swelling and h'lur'rctf vision
AAIOZATXAZD130119A2013002A0A1050AALAASUREEAAALS TINAAAALSBANACR. 4D15AAAAAATHENSATXAT5751A
AAZOZATXAZ0130119A201 2003A0AL000AAAS . DA
AAIDZATHAZ01301194201 3003A0A1005AAIZAANANAZ0T1301192127004201301192137 nnmmﬂnnqnn#nnnm
AAIDZATHAZOT 01194201 IOIABAIOTOAAATAAAN Hwy ZBTAAAACAYLQAATNATSEIZAN Hwy 2E7 @ ACR 4964
AAIDZATXAZ01 301194201 300IADM040AADriver hilt deer going north bound on Hwy 287. Air bags d
Sample_Export Date maddied: 82072014 9:32 AM te createct B0/ 531 AM
e s 31 KB

@9] = =Y T ) e ;s._-'.__:;l v]i

Managing user accounts.

User accounts are managed by the state program manager in accordance with the state’s
established policies and procedures. In order for a user to begin entering incident
information with the NFIRS 5.0 software, the fire department must be created and saved
by using the System Administration Tool. The hierarchical structure for group
organization is set by the state and allows for ease in system administration maintenance,
enforces security at group levels, and distributes administration privileges.

The system administrator will need to create groups first, assign registered users to the
appropriate group, then activate each user’s status and set their permissions. The state
program manager can assign administrative permissions at the fire department level and
allow departments to create and manage their own user accounts.
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INCIDENT REPORTING

The System Administration Tool can be used to:

. Activate or create user accounts.
o Set user permissions.

J Reactivate accounts.

. Manage passwords.

o Update user contact information.

Demonstration: System Administration Tool

1. Open System Admin Tool.

1. Enhanced Mitigation Experience Toolkit
|\ FEMA APPS
IE Google Earth
J e )
IE Java Control Panel
m Maintenance
)l McAfee
IB Microsoft Office
|\ Microsaft Silverlight
i Microsoft System Center 2012 R2
| NFIRSv594

4 Configuration Toal

# Data Entry Tool

~ Systeﬁmin Tgad
1l NVIDIA Cobhration
 PrintKey2000 -

1

De and Printers

Back

| Search programs and files
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2. Login using the tr state information provided by the instructor.

User Name: | pmstudent t]

ﬁg User State: |{r
| Password: | =e=ss=an= :

[

'Please Enter Your User Information |

3. Click OK.

User]‘lalm::| pmstudent

% User State: |{r

Password: |tt8=l=|-‘t8=l=t=t

|Please Enter Your User Information

SM 2-69



INCIDENT REPORTING

4. Click OK on the Federal System Warning.

5. Click on Users.
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6. Click on New.

&

TP TR

 08/07/201409:14:02

Last Login

08/07/2014 09: 14:33
03/07/201409:14:36
DB/07/2014 09: 23:25
CBfOF 2014 10:03:23
08/07/2014 09: 14:09
0S/07/2014909:23:35 |
03/07/201409: 14:43
/07201409 1431 T

;¥

Srzup

@A
1 Ko Activity [...
(1 Inaetive oty

Il
[

i

1) Bad Loging

| Fasat Logir

[ Ehenge Pamwars | |

Sat Parmissions

J

Pt [Formalled Tt = | Tesie |

# Users (25/25)

7. Fill in the information in the yellow boxes.

43715 BECHASESS04 TH CHASE BEYAN

43T 16 CLCLARK TR Clark Candics

43716 SO0 TR Coa Sharon

43T 18 DDTOM TR Dian Derry 080 .'-"."2‘:- 1409 73:36

43715 MIXED TH Dionahiue Michael 0B0772014 05: 14:43

A3T 16 FLORESGEM TR Flares Mo 0EN .'-"."?I- 14091431 ™
User Detail @ Aan
Usmsmame St Group 1D Binfus
STUDENTHAME TR 43716 Active = Pl
Finst Mams L1l Last Hame Inactive Only
student name Adminlssions
Phone Emal Ead Lol

=0 s

(BO8)3B8-BABE  hello@hello.com| =
Last Login

% Bod Logins
]

Paxswond Lest Changed

Delete

Must Changs Peaseond

Hew Save

CHJ}S.. Fassword

Set Permissions |

Feint | Formalted Text

Note: You can use a generic phone number and email.
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8. Click on Change Password.

9. Enter a password. (Please use “Password1!”) This is for class purposes only.
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10.

Password rules:

Your new password must:

Be between eight and 15 characters in length.

Contain a combination of alphabetic, numeric and special characters.

Not be the same as your last eight passwords.

Not begin with a number.

The special characters accepted by the systemare: ~1$% *()-_=[];:./<>

Click OK.
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11. Click on Set Permissions.

12. Check all boxes, and click OK.

08/07/2014
08/07/2014
Services Permissions 08/07/2014
Startup User Validation 08/07/2014
Relesse Incidents Web Page Area xﬁ ;g 1‘:
Read Incident/FD Leg Retrieval
tail [V] Write Incident/FD Report Submit O
NTNAME Delete Incident/FD E © 11
e System Admin 1
Program Admin ; j ©A
: .
Version Updates (] Bulk Import " H
CEECEN - [ ]
i File Transfer [ ] Bulk Export
[ | state Admin
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13. Click on Save.

43716 DDICN TR Dion Derryl 08/07/2014 09:23:36
43716 MIKED TR Donahue Michael 08/07/2014 09:14:43
43716 FLORESGEN TR Flores Moe 08/07/2014 0%:14:31 ~
User Detail @ Al
Username State Group 1D Status .
|STUDENTMNAME |[Tr |[43716 | [Active v ) oER T
First Mame M Last Mame ) Inactive Only
|student | |name | ® Adminisirators
Phone Email @ o .
[;333)885-8388 | [hello@hello.com | Leans
Last Login # Bad Logins
| ||U | | Reset Logins |
Password Last Changed
| | Must Change Password [ Change Password ]
[ Delete ] [ New | | “VE | Print: [Fofmaiied Text - ] [ To File |
3
Close
|Passw0rd Has Been Changed |

14. Click Close.

TR DOManue TIICTEET U070 U 3
TR Flores Moe 08/07/201409:14:31 ™
@ Al
=3 Group D Status o
| | | |Act’ve v | (©) No Activity (..
]l Last Name () Inactive Only
| |_| | | () Administrators
| (7) Bad Logins
| | Reset Logins |
e Password | Change Password | | Set Permissicns |
T i [FomatiedTe =](L rorie
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15.

Click on Users again.

NFIRS_PM...

Select All Groups Below

lining Area

gL LU

16.

Make sure your information is in the User List.

| £ User Maintenance (User Group: 437168)

=N o >

User List

GroupID Username State Last Name First Name Last Login
43715 JLPHILLIPS TR Phillips John 08/07/2014 09:29:59
43715 WPOTTER TR Potter wil 08/07/2014 09:51:08
43718 PMSTUDENT TR Student Program Manager 08/07/2014 10:10;18
43715 STINGLE TR Tingle Suzanna 08/07/2014 09:15:08
43715 CWOoQDs TR Woods Crystal 08/07/2014 09:22:12
43715 CARABALLOA TR caraballo alex 08/07/2014 09:14: 15
43715 PATDOMOVAN TR donovan pat 08/07/201409:14:19 |-

STUDENTNAME R Jame  fudent 1

43715 KLEIMK TR rose-klein kelly 08/07/2014 09:50 -

User Detail @ All

Username State Group D Status

STUDENTNAME TR 43716 Active - ||| © Mo Activity (...

First Mame M Last Mame ) Inactive Only

SLLIET HAMe _ ) Administrators

Phone Email Bad Logins

(888)888-8888  hello@hello.com .

Last Login # Bad Logins

0 [ Reset Logins |

Password Last Changed

08/07/2014 10:11:50 | [T Must Change Password [ Change Password

J

Set Permissions
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User accounts can also be created by completing an online registration on the NFIRS
website.

Syitém Acminittration Tool 11 el
Group Herarchy 5 >

Group Desssl

-----
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Accounts have to be activated before they can be used.

Users must log in with their account at least once every 45 days to keep the account

active. Only the systems administrator can reactivate an account.

User contact information should be updated as it becomes available.

il System Administration T =
Grous Hierarchy Sakeet A1l vt Do
e
-
f = =
/L2 User Maintenance diser Group: 45) = e
User List
orouedd Usermansd L% Last hame First Name LAt Lagn
o5 TENFIRS2 ™ ] TAMMY Q6202014 0T+
o T
4% Acve
s Garz o
s s Lognu
(5 50 || ieginia QA thaas gov
Lo Law # B L
...... ™
Lhal Shange Passrsd | CR8008 Pal e et Pwmanata g,
=y re —y Pt Forenatied Tast Tarim
irte
=3
ol
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Passwords must be changed once every 90 days.

Lisl User Maintenance [User Group: 45) ol s
User List

GreuplD Usermame Suate Lastame Ersthame LastLegn

[

Note: When you change or create a password, be sure you enter the password, click on
OK, then Save. The message bar at the bottom of the screen will display a confirmation
that the new password has been accepted.

Your new password must:

o Be at least eight characters in length.
. Contain a combination of alphabetic, numeric and special characters.
o Not be the same as your last eight passwords.

Your new password should also:

o Not contain any dictionary word in any language.
o Not contain any proper noun or name of any person, pet, child or fictional
character.
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. Not contain any employee serial number, Social Security number, birth date,
phone number, or any information that could be readily guessed about you.

o Not contain any simple pattern of numbers, such as “qwerty” or “xyz123.”

. Not contain any word, noun or name spelled backward or appended with a single
digit or a two-digit year string such as “98xyz123.”

. Not all special characters are accepted.

User Permissions must be assigned when activating the account.
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VI. QUIZ ON UNIT 2
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NATIONAL FIRE INCIDENT REPORTING SYSTEM: PROGRAM MANAGEMENT

UNIT 3:

NATIONAL FIRE INCIDENT REPORTING

SYSTEM MODULES

TERMINAL OBJECTIVE

The students will be able to:

3.1

Use the National Fire Incident Reporting System (NFIRS) to complete an accurate Incident Report and
populate an incident database for their jurisdiction.

ENABLING OBJECTIVES

The students will be able to:

3.1

3.2

3.3

3.4

3.5

Explain the rationale for complete reporting.

Given incident descriptions, list how many incidents, how many exposures, and how many modules must be
completed.

Given a scenario, identify what is needed to accurately document the incident, including critical elements,
Incident Type, coding strategy and needed updates.

View and manage errors generated during a data transaction file import into the Federal Client Tool (FCT)
using Excel.

Create a PivotTable, and navigate within a PivotTable.




NATIONAL FIRE INCIDENT REPORTING SYSTEM MODULES
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NATIONAL FIRE INCIDENT REPORTING SYSTEM MODULES

UNIT 3:
NATIONAL FIRE INCIDENT
REPORTING SYSTEM
MODULES

Slide 3-1

ENABLING OBJECTIVES

» Explain the rationale for complete
reporting.

» Given incident descriptions, list how many
incidents, how many exposures, and how
many modules must be completed.

» Given a scenario, identify what is needed
to accurately document the incident,
including critical elements, Incident Type,
coding strategy and needed updates.

Slide 3-2

ENABLING OBJECTIVES
(cont'd)

* View and manage errors generated
during a data transaction file import into
the Federal Client Tool (FCT) using Excel.
» Create a PivotTable, and navigate within a
PivotTable.

Slide 3-3
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OVERVIEW OF THE NATIONAL FIRE INCIDENT REPORTING SYSTEM
MODULAR FORMAT

Overview of the National

Fire Incident Reporting
System Modular Format

Slide 3-4

Slide 3-5

A. National Fire Incident Reporting System (NFIRS) Complete Reference Guide.

1. The NFIRS Complete Reference Guide is a line-by-line guide to the

completion of the Incident Report modules. The guide includes all of the
code conventions.

2. Every user of NFIRS should have access to the Complete Reference Guide
and review the guide regularly.
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NATIONAL FIRE INCIDENT REPORTING
SYSTEM MODULE OVERVIEW

¢ Each module (form):
— Designed to collect specific data.
— Some characteristics in common.

e If data-entry point is marked with a star (*),
information requested is considered essential

data.
B. NFIRS module overview.
1. Each module (form) in the system is designed to collect specific data. The
modules do, however, have some characteristics in common.
a. Any portion of a module identified by a letter — A, B, etc. — is
called a section.
b. Sections may be subdivided into blocks, such as Al, A2, etc.
C. A block can contain one or more lines, and each entry within a line
is called a field.
d. Codes are used, in some cases, to capture data within a field.
2. Whenever a data-entry point is marked with a star (*), the information

requested is considered essential, and the section, block, line, and/or field
must be completed.

THE NATIONAL FIRE INCIDENT
REPORTING SYSTEM MODULES

* There are 11 modules, plus one
Supplemental (1S) Module, in the National
Fire Incident Reporting System (NFIRS).

* Required modules capture most of the
required data.

» Optional modules capture most of the
essential data.

* Incident Type dictates what modules are to
be completed.

Slide 3-7
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C. The NFIRS modules.

1. There are 11 modules, plus one Supplemental (1S) Module, in NFIRS.
Within the 11 modules, there are modules that are considered required and
modules that are considered optional.

2. Required modules capture most of the required data, while the optional
modules capture most of the essential data.

3. There are data elements in every module that are considered essential,
however.

4. The Incident Type will dictate what modules are to be completed.

REQUIRED MODULES

* The required modules are:

— Basic Module (Module 1).
Fire Module (Module 2).
Structure Fire Module (Module 3).
Civilian Fire Casualty Module (Module 4).
Fire Service Casualty Module (Module 5).

Slide 3-8

D. Required modules.
The required modules are:
1. Basic Module (Module 1).
2. Fire Module (Module 2).
3. Structure Fire Module (Module 3).
4. Civilian Fire Casualty Module (Module 4).

5. Fire Service Casualty Module (Module 5).
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OPTIONAL MODULES

The optional modules are:

— Emergency Medical Services (EMS) Module
(Module 6).

— Hazmat Module (Module 7).

— Wildland Fire Module (Module 8).

— Apparatus/Personnel Modules (Modules 9
and 10).

— Arson Module (Module 11).

Slide 3-9

Optional modules.

The optional modules are:

1. Emergency Medical Services (EMS) Module (Module 6).
2. Hazmat Module (Module 7).

3. Wildland Fire Module (Module 8).

4. Apparatus/Personnel Modules (Modules 9 and 10).

5. Arson Module (Module 11).

The optional modules may be required by a jurisdiction even though they are not
required at a federal level.

1. A state program manager can make an optional module required for all the
agencies in his or her state.

2. A local agency can make an optional module required for its department
even though it is not required at the state and federal levels.

. BASIC MODULE

A

The purpose of the Basic Module is to collect information common to all incidents.
The Basic Module is required for every type of incident to which a department
responds.

If the state does not mandate the use of optional modules, the local fire department
may still elect to use the module(s).
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For certain Incident Types, NFIRS-1 is the only module that must be completed.

1.

2.

5.

6.

Confined fires (i.e., food on stove).

Small vegetation fires.

Outside rubbish fires.

Explosions.

Some “other” fire types.

Nonfires.

Basic Module Section A.

Areas to discuss:

1.

2.

Station field.

Exposure.

a. Exposure is defined as a fire resulting from another fire outside that
building, structure or vehicle, or a fire that extends to an outside
property from a building, structure or vehicle.

b. For example, if the building fire ignites a truck parked outside, the
truck fire is an exposure fire.

C. Heat damage on another building is not considered an exposure.

d. Each exposure has its own set of complete NFIRS forms starting
with the Basic Module.

e. The original incident is exposure number “000.”

f. The first exposure report starts at “001.”

g. Each set of exposure reports has the same incident number as the
original report.

h. You do not capture chemical, smoke, water or medical exposures in

this field.
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ACTIVITY 3.1
How Many Incidents, How Many Exposures, How Many Modules
Purpose

Given an incident description, accurately document an incident.

Directions

1. You will complete this activity as a small group at your table.

2. Each table will discuss its answers with the class.

3. Read each incident description, and list how many incidents, how many exposures, and

how many modules must be completed for each incident description.
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ACTIVITY 3.1 (cont’d)

How Many Incidents, How Many Exposures, How Many Modules

Incident Description

Number of
Incidents

Number of
Exposures

Number of
Modules

1.

An earthquake
causes two train
cars with fuel tanks
to rupture. The
product spills, finds
an ignition source,
and ignites the
product. Twelve
homes burn as a
result of the initial
fire.

A tanker truck
traveling down the
interstate wrecks,
and product spills
into a waterway. A
5-block area near
the accident is
evacuated. The
truck is carrying a
nonflammable,
compressed gas and
has a catastrophic
failure, hurling the
tank into a
neighborhood. It
damages 12 homes.
There are no fires.
The fire department
assists life safety
activities and
damage
assessment.
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3. During a fog and
ice storm, a 100-
vehicle accident
occurs on an
interstate highway.
There are no fires
as a result of the
accident. While
responding to the
accident from its
station 10 miles
away, a state
trooper loses
control of his
vehicle and causes
another 10-car
accident. Again
here, there are no
fires. Marionville
Fire Department
responds to both
incidents and
requests mutual aid
from four other
departments to
assist.

4. A wildland fire
starts in a resort
area. There are 25
cabins in the resort.
All cabins have fire
damage. There are
25 different
OWners.

5.  An earthquake
strikes Southern
California. The fire
department receives
no calls for
assistance but sends
resources to do a
damage assessment.
There was no
property damage.
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A tornado touches
down in arural area
of Florida. The fire
department receives
one call for
assistance and
sends resources to
repair a roof on a
home. It also sends
resources to check
the rest of the town,
but there were no
other buildings
damaged.

A severe
thunderstorm rolls
through southern
Mississippi. The
fire department
receives 12 calls for
assistance and
sends resources to
each of the
addresses. Fire
department
personnel do a
variety of activities
to assist the
property owners.

A single-story
structure catches on
fire, and the heat
from the fire causes
$5,000 of damage
to the neighboring
house’s vinyl
siding.
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9.  An apartment
building catches on
fire. The
apartments are
separated by rated
fire walls. The fire
started in
Apartment B and
extended to
Apartment A.
Apartments C and
D sustained
$12,000 of smoke
damage.
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BASIC MODULE (cont’d)

E. Basic Module Section B.

1.

Make sure the appropriate location is selected, such as:

a. Street address.
b. Intersection.
C. In front of.

This is a frequently missed area in a quality assurance (QA) check and can
greatly skew a data analysis.

The address fields are formatted to be easily imported into a Geographic
Information System (GIS) mapping software.

If you use the Wildland Module, you can document the location on that
module and not the Basic Module.

F. Basic Module Section C — Incident Type Coding Methodology.

1.

There is a methodology to coding Incident Types. You must know the rules
to code incidents accurately.

This is the actual situation that emergency personnel found on the scene
when they arrived.

a. The type of incident reported here is not always the same as the
Incident Type initially dispatched.

b. These codes include the entire spectrum of fire department activities
from fires to EMS to public service.

The codes are organized in a series: Incident Types are coded from 100 to
999.

a. 100: Fire.

b. 200: Overpressure Rupture, Explosion, Overheat (No Fire).
C. 300: Rescue and EMS Incidents.

d. 400: Hazardous Condition (No Fire).

e. 500: Service Call.
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10.

11.

12.

f. 600: Good Intent Call.

g. 700: False Alarm and False Call.

h. 800: Severe Weather and Natural Disaster.
I. 900: Special Incident Type.

Always use the lowest numbered series that applies to the incident if you
have multiple Incident Types present.

If you have a fire with other types of incidents, such as a fire with a hazmat
release and medical, always use the 100 “Fire” series codes.

Code the incident as the actual situation found and not the type of call you
were dispatched to.

A prescribed fire that escapes management is a hostile fire (Incident Type
141). A hostile fire cannot become a prescribed fire, but the management
strategy (actions taken) may change.

For fires in buildings that are confined to noncombustible containers, use
Codes 113-118 of the structure fire codes when there is no flame damage
beyond the noncombustible container. You can complete more information
than required to get a better picture of the incident.

Appliances and equipment are not coded as confined fires with the
exception of chimneys and commercial compactors. A fire with a death or
with property loss more than $5,000 is considered a consequential incident;
therefore, the fire is not coded as a confined fire. Some examples of
equipment fires that should not be coded as confined fires are:

a. Fires in clothes dryers.
b. Microwave oven fires.
C. Fires in toaster ovens.

If you do not make it to an incident, it is coded as a 611 regardless of what
the situation/call was.

You should always use the optional modules to completely document the
incident.

Stay away from codes ending in “0” because “0” means “other.” It is hard
to do an analysis on incidents coded as other.
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Plus-one coding.

1. Custom codes created by adding an additional character to a valid code.

2. Departments can add plus-one codes to capture call types unique to their
agencies.

3. Always check with your state program manager before implementing a

plus-one code to make sure it is not in use already.

4, The fields that support a plus-one code have a fixed maximum size, which
allows the potential extra digit of the new code.

5. A plus-one code may be implemented to allow many additional, more
specific values to be defined by local departments or states for their own
uses.

6. When a plus-one code is imported to the U.S. Fire Administration’s
(USFA’s) national database, only the national-length code is used for
analysis.

Section D: Mutual Aid.

1. Many departments offer aid or have automatic mutual-aid agreements with
surrounding departments.

2. This is great for the fire service but can bring confusion when reporting to
NFIRS. Aiding departments and departments receiving aid will report very
differently for the same run.

3. In order to be considered as mutual aid, two criteria have to be met.
a. Your department must be assisting another fire department.
b. Both fire departments must be on-scene.
4, Report this as mutual aid none — if you are assisting police, ambulance

services, etc., do not report mutual aid given on the Basic Module in Block
D — mutual aid given or received.

5. Report this as mutual aid none — if you are canceled en route (Incident
Type 611 — dispatched and canceled en route) and do not make the scene
with the other fire department, do not report mutual aid given in Block D,
either.
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Aiding departments report:

a.

If nobody from your department is injured or worse, stop at G1 —
Resources.

If someone from your department is injured or worse, complete
Block H1 — casualties on Basic and complete the Fire Service
Casualty Module. Do not enter any civilian casualty information!

Ask the other department for its Fire Department Identification
(FDID) and incident number.

Enter FDID and incident number under Block D — mutual aid given
or received.

Optional but recommended — complete Apparatus/Resources
Module.

Aiding departments do not complete:

f.

g.

Fire Module.

Structure Fire Module.
Wildland Fire Module.

Arson Module.

EMS Module.

Civilian Fire Casualty Module.

Hazmat Module.

The fire department receiving the aid will complete an entire NFIRS report
with any applicable modules (Fire, Structure Fire, Civilian Fire Casualty,

etc.).

a.

The department receiving aid should also ask for the FDID and the
incident number from the aiding department.

You cannot enter the assisting department’s FDID when you are
receiving aid. You need to include this in the narrative.

It is important that both departments get this information and report
it.
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d. This allows the NFIRS database to link both reports together in the
system and provide an accurate number of total resources, time
spent on the call, and all around makes a more complete program.

Basic Module Section E.

1. Date and Time — do not make up an arrival time on an incident if you did
not make it to the incident. Use Code 611.

2. Shift and Station — not required, but it is strongly recommended to use
these fields to get complete and accurate information about the incident.

3. Special Study — used to temporarily track an activity, equipment or
function of your department. This is not intended to be a permanent data
entry field.

Basic Module Section F — Actions Taken.

Always try to track all actions taken on an incident. You can only capture three
actions taken on the Basic Module. You can use the Apparatus/Personnel Modules
to capture more actions taken.

Basic Module Section G1 — Resources.

Use this field if you do not use Module 9 or 10. It is recommended that you use
Modules 9 and 10.

Basic Module Section G2 — Estimated Dollar Loss.
1. Collecting property and content losses illustrates the magnitude of the fire
problem, provides an additional indicator of the incident severity, and can

be used to evaluate progress in fire protection.

2. This information can help local communities, states and the country
determine the amount of money that should be spent on fire protection.

3. Estimated property and content losses are also crucial for identifying types
of situations where high monetary losses are common.

a. This information helps target fire prevention programs.

b. Loss estimates also can be used to evaluate the cost-effectiveness of
various equipment and fire protection practices.

4. Enter the best estimates of dollar losses (required for all fires when
obtainable) and preincident values (local option) that are practical to make
or obtain.
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a. Monetary losses should be estimated as accurately as possible; it is
understood that the estimates may be rough approximations.

b. If there was no loss or no preincident value, check or mark the
appropriate “none” boxes.

It is recommended documenting the content loss also. Content loss has a big
impact on your community and helps describe your fire problem.

Capturing the preincident values can help show your department’s value by
describing how much property your department has saved.

Entering a $0 and leaving the field blank mean two different things.
a. A $0 means there was no loss.

b. A blank field means you did not input any data into the field and
there could be a dollar loss.

There are many resources available to help with this estimate.

a. Kelley Blue Book for vehicle fires.

b. Some state fire marshals’ websites have resources available to fire
departments.

C. http://www.zillow.com/.

d. National Fire Information Council (NFIC) at http://www.nfic.org/

resources.html.

e. Texas Fire Incident Reporting System (TEXFIRS) at
http://www.tdi.texas.gov/fire/fmtexfaq.html#Building Value.

Basic Module Section | — Mixed Use Property.

1.

This data element captures the overall use of a property. If a property has
two or more uses, then the Mixed Use Property designation applies.

For example, a restaurant in an office building would be a structure with
two or more property uses — assembly use and office use. The Mixed Use
Property designation would be Office Use (Code 59).

A warehouse on the property of an amusement park would have a
designation of Assembly Use (10).

A stand-alone service station would not be a Mixed Use Property, although
it has a driveway and parking area.
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5. An electrical fire in the store of a hotel lobby, Residential (40).

N. Basic Module Sections J through K2.

1. The rest of the Basic Module should be completed as required. It is
important to gather the information at the incident, so it is not forgotten.

2. Smoke detector information is a common data element that is typically
overlooked at the incident and marked as unknown.

0. Section L — Remarks.

1. Every report should have a detailed narrative. The narrative should contain
all pertinent details of the incident and any data not captured by the NFIRS
codes.

2. A report should not be considered complete until a detailed narrative is
done.

FIRE MODULE

A. The Fire Module is used for any fire that extends beyond a noncombustible
container.

B. It is used to record information on incidents involving fires including:

1. Buildings.

2. Outside storage fires.

3. Vehicle fires.

C. You can use the Wildland Module for larger vegetation fires. If you use the

Wildland Module, you do not use the Fire Module.

D. Building fires require the use of the Structure Fire Module.
E. Main highlights of the Fire Module.

1. Stay away from codes ending in “0.”

2. It is OK to use “unknown” or still “under investigation” as a data entry at
the time the report is being entered.

a. Always go back and update the information once it is known.
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b.

It is important to include your fire investigators in your department’s
NFIRS training so that they know how vital it is to pass along the
information to the person responsible for updating the reports.

3. Once the information is updated, you need to resubmit the report to the state.

a.

There is a vast amount of incident data at the national level that is
coded as unknown because agencies are not updating the incident
reports at a state or federal level.

If an agency is using the Data Entry Tool (DET) in the offline mode
or using a third-party software, it needs to resend the report back to
the state if the report is modified.

A common misconception is that a third-party software will
automatically resend a report if it is changed. Some have this as an
option. You need to check with your software administrator to see
if your software is doing this.

Always notify the state program manager prior to updating a report,
especially if you change an incident number or delete an incident.

When this data is known at a local level, it is updated at a state and
national level.

4. If there is equipment involved in the ignition, it is extremely important to
gather as much information on the equipment as possible.

5. USFA receives numerous requests from businesses for this information for
product recalls.

6. Once again, field reporting sheets and check-off sheets are a valuable tool
for collecting information at the incident so no data is left behind or missed.

V. STRUCTURE FIRE MODULE

A.

The Structure Fire Module is used in conjunction with the Fire Module for building
fires that extend beyond a noncombustible container (Incident Types 111 and 120s).

The Fire Module provides greater detail about the property involved; the Structure
Fire Module furnishes information regarding the buildings involved in the fire, how
the fire started, and detection and suppression equipment present.

The Structure Fire Module, through its available data fields, provides a means to
describe larger fire incidents extensively.

Structure fire highlights.

SM 3-22



NATIONAL FIRE INCIDENT REPORTING SYSTEM MODULES

1. Just as in the Fire Module, stay away from codes ending in “0.”

2. It is okay to use “unknown” or still “under investigation” as a data entry at
the time the report is being entered.

3. Always go back and update the information once it is known.

4. Make sure the data entered in Block J3 tells the same story as the dollar loss
entered in the Basic Module.

a. For example, if you have a structure that had a preincident value of
$150,000 and had $120,000 worth of damage, you would not show
the structure only having 1 to 24 percent damage.

b. Also, if the same structure had $150,000, you would want Block J3
to reflect 100 percent damage.

5. Be sure to gather the detector and extinguishment information at the
incident.

a. This data is left behind frequently.
b. Once again, field reporting sheets and check-off sheets are a

valuable tool for collecting information at the incident so that no
data is left behind or missed.

V. CIVILIAN FIRE CASUALTY MODULE

A.

The Civilian Fire Casualty Module captures data regarding any civilian casualty
nonfire service associated with fire-related incidents.

1. Civilians.

2. Emergency medical technician (EMT).
3. Law enforcement.

4. National Guard.

When you go to the Civilian Fire Casualty Module, you have an option to indicate
what category of civilian.

An entry in H1 of the Basic Module will initiate the completion of this module.
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A casualty is a person who dies or is physically injured as the direct result of a fire-
related incident. In this circumstance, the term civilian includes, but is not limited
to, the following: private citizens, EMS responders (not fire department), and
police.

The Civilian Fire Casualty Module is designed to provide a better understanding of
human reaction to fire.

NFIRS-4 includes information on:

1. Person’s identification.
2. Demographic information.
3. Injury causes, including human and contributing factors.

4, Activity when injured.

5. Location when injured.
6. Symptoms and portion of body injured.
7. Disposition.

VI. FIRE SERVICE CASUALTY MODULE

A.

This module is completed anytime a firefighter is injured or involved in an exposure
on the job. This includes training, routine station details, cooking, cleaning, etc.

You need to create a new incident if you have a firefighter injured while not on an
actual incident, for example, if a firefighter is injured while cooking.

When the Fire Service Casualty Module is used, at a minimum, the Basic Module
also must be completed. Other modules also may be required depending on the
Incident Type.

An exposure is when fire service personnel are exposed to a toxic substance or
harmful physical agent through any route of entry (e.g., inhalation, ingestion, skin
absorption, or direct contact). Exposures can be reported regardless of the presence
of clinical signs and symptoms.

Firefighter casualty information can be used by Health and Safety Officers (HSOs)
to reduce risks at incidents.
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VII.

EMERGENCY MEDICAL SERVICES MODULE

A

In its infancy, fire department activity reporting was limited to fires only — at least
on a national level.

As fire department management became more responsive to the budgetary concerns
and restrictions of fiscal policy, the need to justify all activities and expenditures
grew.

Many local fire departments began to collect data on their own, using the NFIRS
program to attempt to gather management information concerning all of those other
activities and stretching the program in directions that were never anticipated.

Recognizing that EMS-type activities are a significant portion (well over 80
percent) of what fire departments currently are doing, the NFIC encouraged the
USFA to include an EMS Module in the reporting system.

USFA acknowledged that EMS was integral to the needs of local fire departments
and that the data were critical to management of those departments.

An EMS reporting committee was formed with representation from local fire
departments providing EMS, state fire marshals’ offices, a state EMS director, and
a physician advisor.

For a copy of the 80 EMS data points and definitions, see the National Highway
Traffic Safety Administration (NHTSA) website at www.nhtsa.gov/people/injury/
EMS/products.htm.

The EMS Module is not intended to replace or otherwise interfere with state or local
EMS patient-care reporting requirements, nor is it intended to be a comprehensive
EMS patient-care report. Instead, the data elements in this module should be viewed
as “core elements” around which a complete patient-care report can be built.

Purpose.

The purpose of the EMS Module is to gather basic data as they relate to the
provision of emergency medical care by local fire service units. It is intended to
encompass both responding fire suppression units and fire department EMS units.

Use.

1. The optional EMS Module is used to report all medical incidents to which
a department responds.

2. The EMS Module does not replace the Civilian Fire Casualty Module in
cases where a civilian injury or death occurs as a result of fire.
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3. Data on fire service injuries or deaths are reported on the Fire Service
Casualty Module.

4. The EMS Module may be completed when an Incident Type is 100-243,
311, 321-323, 351-381, 400-431, 451 or 900.

5. One EMS Module should be used for each patient, and the number of
modules submitted for an incident should match the “number of patients”
entered in Block B of the paper form.

Vill.  HAZMAT MODULE

A.

The optional Hazmat Module is used when the Basic Module (Block H3 —
Hazardous Materials Release) indicates “other” for hazardous material. Its purpose
is to document reportable hazmat incidents.

Generally speaking, a reportable hazmat incident is one in which:

1. Specialized hazmat resources were dispatched or used, or should have been
dispatched or used, for assessing, mitigating or managing the situation.

2. There are releases or spills of hazardous materials exceeding 55 gallons.
The Hazmat Module permits hazardous materials incidents to be profiled in-depth

for incident-management analysis and response-strategy development. It collects
relevant information on:

1. Hazardous materials identification.
2. Container information.

3. Release amounts and location.

4, Actions taken.

5. Mitigating factors.

If more than one hazardous material is involved, one module is completed for each
hazmat released. (Note that the term “release” is intended to include a spill.)
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WILDLAND FIRE MODULE

A

B.

This module is to be used in place of the Fire Module, if you choose to use it.
The purpose of the Wildland Fire Module is to document reportable wildland fires.

Generally speaking, a reportable wildland fire is any fire involving vegetative fuels
that occurs in the wildland or wildland urban interface (WUI) areas, including those
fires that threaten or consume structures.

If a wildland fire catches a structure on fire, that structure needs to be reported as
an exposure fire. You need to report every structure that catches on fire as a separate
exposure fire.

If your agency is providing mutual aid to another agency on a wildland fire and the
fire crosses into your jurisdiction, you no longer are providing mutual aid and need
to start a new incident for your jurisdiction.

To better understand the role of fire on the wildland ecosystem, prescribed fires are
also included in this definition of reportable fires.

For the purpose of wildland fire reporting, the following definitions are used:

1. Prescribed fire — any fire ignited by management actions to meet specific
objectives. A written, approved and prescribed fire plan must exist prior to
ignition (Incident Type 632).

2. WUI area — the geographical area where structures and other human
development meet or intermingle with wildland or vegetative fuels.

3. WUI fire — any fire, other than prescribed fire, where fire suppression
tactics were influenced by a geographical area where structures and other
human development meet or intermingle with wildland or vegetative fuels
(Incident Type 141).

4. Wildland fire — any fire other than a prescribed fire, involving vegetative
fuels that occur in the wildland. A wildland fire may expose and possibly
consume structures (Incident Type 141).

5. Wildland — an area in which development is essentially nonexistent, except
for roads, railroads, powerlines and similar facilities.

The Wildland Fire Module permits wildland fires to be profiled in-depth for
resource allocation, incident management and fire impact analysis.
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K.

In addition, aggregated data on wildland fires will provide invaluable information
that can be used by policymakers developing codes and standards, zoning
ordinances, and forest management plans.

Wildland Fire Module use.
1. The optional Wildland Fire Module is used when the Incident Type is coded

as forest, woods or wildland fire (Incident Type 141) or a prescribed fire
(Incident Type 632).

2. In these cases, the Wildland Fire Module would be used in lieu of the Fire
Module.

3. The Wildland Fire Module also may be used for the following Incident
Types:

a. 140: Vegetation Fire, Other.

b. 142: Brush, or Brush and Grass Mixture Fire.

C. 143: Grass Fire.

d. 160: Special Outside Fire.

e. 170: Cultivated Vegetation, Crop Fire, Other.

f. 171: Cultivated Grain, Crop Fire.

g. 172: Cultivated Orchard or Vineyard Fire.

h. 173: Cultivated Trees or Nursery Stock Fire.

I. 561: Unauthorized Burning.

J. 631: Controlled Burning (Authorized).
Controlled burning versus prescribed fire.

1. Incident Type 631 (Controlled Burning) is used for fires where the burning
is authorized and under control.

a. Controlled burns are typically “agricultural” in nature and managed
by the property owner.
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b. In order to meet the definition of a prescribed fire (Incident Type
632), a written, approved and prescribed fire plan must exist prior to
ignition.

C. These fires typically are carried out by a wildland management
agency.

2. Both types of fires are considered nonhostile, and both presume that the
Environmental Protection Agency (EPA) requirements are met prior to
ignition.

3. A prescribed fire that escapes management is a hostile fire — Incident Type
141 (Wildland Fire).

4, A hostile fire cannot become a prescribed fire, but the management strategy
(actions taken) may change.

5. If it does not have a written, approved and prescribed fire plan prior to
ignition, it is not a prescribed fire — regardless of how it is managed (or
how many times it escapes control). How the hostile fire is managed is the
action taken.

X. APPARATUS/RESOURCES MODULE

A.

The Apparatus/Resources Module is used as a local option to identify apparatus
sent to each incident.

Either the Apparatus/Resources Module or the Personnel Module may be used, but
not both.

XI. PERSONNEL MODULE

A

The Personnel Module is a local option module, and some of the data may not be
forwarded to the state. Personnel identification numbers, names, rank/grade,
apparatus assignment, and actions taken can be noted.

The Apparatus/Resources Module and the Personnel Module can provide
administrators with data that is useful for management strategy development.

Either the Personnel Module or the Apparatus/Resources Module may be used, but
not both.

1. The Personnel Module covers the apparatus information, so there is no need
to complete the Apparatus Module if you use the Personnel Module.
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2. You can capture more actions taken on the incident by using the Apparatus
and Personnel Modules.

3. You are limited to three actions taken if you only use the Basic Module.
You can capture up to three actions taken per personnel on the incident if
you use this module.

Xll.  ARSON MODULE

A

The Arson Module may be used whenever the cause of ignition (NFIRS-2 E1) is
coded as “intentional” or “under investigation.”

No distinction is made as to whether or not a crime has occurred, nor is there a
determination of criminal intent.

The Arson Module also may be used when the fire is under investigation or in cases
where the cause is “undetermined after investigation.”

The Arson Module also may be used to document juvenile-set fires, whether
determined to be intentional or not. This information will permit analysis of
juvenile firesetting trends, including intervention strategies and repeated activity.

Arson is defined as to unlawfully and intentionally damage, or attempt to damage,
any real or personal property by fire or incendiary device.

Nothing in this definition is meant to alter or affect compliance with state or local
incident reporting requirements.

In states with mandatory reporting, the state program manager determines which
optional modules (EMS, Hazmat, Wildland, Arson, etc.) are to be submitted to the
state.

The Arson Module consists of two sections: a local investigation section, which
permits a fire department or arson investigation unit to document certain details
concerning the incident, and a juvenile firesetter section, which identifies key items
of information that could be used for local, state and national intervention
programs.

Many arson investigators use an “arson information management system” to collect
and compile information on arson incidents.

This module is not intended to replace such systems, but rather to identify those
data elements that could be exported to NFIRS and included as an integral part of
USFA’s national fire database and the Bureau of Alcohol, Tobacco, Firearms and
Explosives’ (ATF’s) National Repository.

SM 3-30



NATIONAL FIRE INCIDENT REPORTING SYSTEM MODULES

ACTIVITY 3.2
Fire Scenario
Purpose

Given a scenario, identify what is needed to accurately document the incident, including
modules, critical elements, Incident Type, coding strategy and needed updates.

Directions

1. You will be reading a fire scenario that will be followed up by injects and filling out your
worksheets.

2. Work in groups at your table, and be prepared to discuss your answers.

Section 1

1. What modules must be completed?

2. What modules should you complete?

3. What are the critical elements that should be captured?

4. What type of incident would you code this as?

5. What code would you use on the Fire Module for heat source?

6. What code would you use on the Fire Module for first item ignited?

7. What box would you check for cause of ignition on the Fire Module?

Section 2

1. Avre there any other modules you should fill out with this additional information?
2. What information would you update with this additional information?

3. What should you do after updating your report?

4, Would the casualty be classified as a civilian fire casualty or a fire service casualty? Why
or why not?
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ACTIVITY 3.3

Managing Errors With Excel

Purpose

Provide you with a process to view and manage errors generated during a data transaction file
import into the Federal Client Tool (FCT) using Excel.

Directions

1. Using Excel, import the course-assigned error log found in your student folder.

2. Set up filters for your columns, and adjust fields for best presentation.

3. Build a simple PivotTable.

4. Save your Excel sheet to your student folder.

5. If your previous transaction file import resulted in an error file, import that file into
Excel, and set up filters and adjust fields.

6. Save to your student folder.
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ACTIVITY 3.3 (cont’d)
Managing Errors With Excel

When you import a data transaction file with the FCT, verify all incidents processed as valid, and
address any errors, if necessary. Using your Configuration Tool, you can set the FCT to either
accept invalids or not.
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The “out” directory that NFIRS Validation created will be located in the folder that contained the

(raw) NFIRS Data. This directory contains files that we will use to identify and correct Invalid
Incidents.

1. Go to the “out” folder created during your data transaction file import.
Wout =]
[+ 80 = Congutsr ® Vel Oidamond) (W1 = ol = B[ et
rgar - Bum :m o @

S mema M, Lo At

| O[5 s & 03] e S

Files created during an import: BAD, ERR, LOG, TXT and UNP. (The file extensions
may not be visible on all systems; see file type.)

If your data file did not have any errors during import, a BAD file was not created, and
the ERR file will be empty. (Use student folder ERR file sample if necessary.)
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Open the log file with Notepad.

The log file lists each processed incident and will note any errors or failures in the
summary. Be sure you scroll through all this log file carefully for any importing problems

that may not be reflected in the summary.
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Fie B Ve Tooh Mt

= B[ sewchoun

Orgoe v o Open v PE Bum el Ex 1@
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Crowricads
- & Ereirr_Sanmple_ne Sar GRNVNISTI9AM  ERR AR 17HE GENINL4E TIH AN
e Fecent Places
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The ERR file lists the specifics on validation errors for each incident. Can you read the

errors?

We’ll use Excel to view and present these errors.

Close the ERR file.
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4. Go to the Data tab, and choose “From Text” to import your ERR file. Note: Since the
extensions on these files vary, search “All Files” when you are importing your ERR file.
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6. Under Delimiters, choose Other and enter the “~” character.

7. Accept the General Column data format, and place your data on the sheet.
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At the top of your sheet, row 1, insert a row and add column names: FDID, State, Inc

Date, Inc #, EXP #, Module, Error, Status and Field. Set the column to Bold, and resize
all columns.

ey sl Aeoms P
B Sl b s

Add three columns to the left of Inc#. Name them “Year,” “Month,” and “DOW?” for day
of week.

L L |
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10.  Type the following formulas: Under Year “=text(C2,”yyyy”), under Month
“=text(C2,”mmmm”), under DOW “=text(C2,”dddd”).

11.  Copy the formulas in all three columns to the end of your last row. You can do this by
putting your cursor at the bottom right of the cell. When your cursor changes to a “+”

double click.
J< || =TEXT(C2,"dddd")

D = F G H
c# Year Month DOW EXP # Mod
00002 2011 January Saturday J'_ 0 Basig
00002 2011 January 0 Apps
00002 2011 January 0 NFIR
100002 2011 January 0 NFIR
100002 2011 January 0 NFIR
100012 2011 January 0 Basiq
100012 2011 January 0 App3
100012 2011 January 0 NFIR
100012 2011 January 0 NFIR
100012 2011 January 0 NFIR
I0ON12 2011 lanuary 0 NFI
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12.  Expand all of your columns to fit the data contained in them by clicking on the box above
your first row and to the left of column “A.” Once all your cells are highlighted, put your

cursor in between two columns, and double click.

Al x

Jx

FDID

C D E F

G

MS
24085 MS
24005 MS
24005 MS
24005 MS
24005 MS
24005 MS
24005 MS

W oo < v n & W N

Date ilnc# Year Month
1/1/2011 1100002 2011 January
1/1/2011 1100002 2011 January
1/2011 1100002 2011 January
- §/1/2011 1100002 2011 January
~ 1/1/2011 1100002 2011 January
1,'1!2011r 1100012 2011 January
1/1/2011 1100012 2011 January
1/1/2011 1100012 2011 January

DOW
‘Saturday
‘Saturday
‘Saturday
‘Saturday
Saturday
‘Saturday
‘Saturday
‘Saturday

13.

then select PivotTable.

Next we will insert a simple PivotTable. Click on cell “Al.” Click on the Insert tab, and

BE S
HOME

INSERT

r =
L

PAGE LAYOUT FORMULAS DATA REVIEW

VIEW POWERPIVOT

o) lag [

Pictures

j FDID

A B C D E F
IFDID .IState IncDate Inc# Year Month
1/1/2011 1100002 2011 January
1/1/2011 1100002 2011 January
1/1/2011 1100002 2011 January
/2011 1100002 2011 January
1/1/2011 1100002 2011 January
1/1/2011 1100012 2011 January
1/1/2011 1100012 2011 January

1
2
3
4
5 24005 MS
6
7
8

1) :
=
ctures Online Shapes SmartArt Screenshot

Hustrations

G
pow
Saturday
Saturday
Saturday
Saturday
Saturday
Saturday
Saturday

ﬁ Store

& My Apps -

1+

-

Apps

H I
EXP # Module,

0 Basic Module

0 Apparatus Module
0 NFIRS Personnel
0 NFIRS Personnel
0 NFIRS Personnel
0 Basic Module

0 Apparatus Module

Recommended

12

b

»

Charts

Error

Plus-One
Plus-One
Plus-One
Plus-One
Plus-One
Plus-One
Plus-One
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14.

15.

Click on the OK button.

1
2
3
4
5
-]
7
8
9

10
11
12
13
14
15
16
17
18
19
20
i |
22
L)
24
25

|FDII] lstate Inc Date  Inc® Year Month

24005 M5
24005 MS
24005 MS
24005 MS
24005 MS
24005 MS
24005 MS
24005 M5
24005 MS
24005 MS
24005 MS
24005 MS
24005 MS
24005 M5
24005 M5
24005 M5
24005 MS
24005 M5
24005 M5
24005 MS
24005 MS

3 23005 M5

24005 MS
24005 MS

1/1/2011
1/1/2011
1/1/2011
1/1/2011
1/1/2011
1/1/2011
1/1/2011
1/1/2011
1/1/2011
1/1/2011
1/1/2011
1/1/2011
1/1/2011
1/1/2011
1/2/2011
1/2/2011
1/2/2011
1/2/2011
1/2/2011
1/4/2011
1/4/2011
1/a/2011
1/5/2011
1/5/2011

1100002 2011 January
1100002 2011 January
1100002 2011 January
1100002 2011 January

Do

Saturday
Saturday
Saturday
Saturday

EXP# Module,
0 Basic Module
0 Apparatus Module
0 NFIRS Personnel
0 MFIRS Personnel

Error

Plus-One Code May Not Be Defined
Plus-One Code May Not Be Defined
Plus-One Code May Not Be Defined
Plus-One Code May Not Be Defined

110 @ Gelect a table of range

110 Table/Range:  Sheetl!SAS1:SL5780 )
110 Use an external data source

11040

110 Connecion name

11040 choose where you want the PreotTable repart to be placed

Saturday

bl aa,

Choose the dats that you want to analyze

0 NFIRS Persiuigejimt

N Barie Bl ol

110 @ Mew Worksheet

110 Existing Worksheet

110 Location:

L1080 croase whether you went ta analyze multipie tabies
: Add this data to the Data Model

110

1

1100117 2011 January Tuesday

1100118 2011 Januvary Wednesday

1100119 2011 January Wednesday

0 Basic Module

Hus-One Code May Not Be Defined
s-One Code May Not Be Defined
Hlus-One Code May Not Be Defined
us-One Code May Not Be Defined
One Code May Not Be Defined
Hus-One Code May Not Be Defined
Hus-One Code May Not Be Defined

One Code May Not Be Defined
One Code May Not Be Defined
One Code May Not Be Defined
-One Code May Not Be Defined
One Code May Not Be Defined

bivilian Fire Casualties on Basic Module Don't M
Civilian Fire Casualties on Basic Module Don't M
Arrival Time Is 20 Minutes Or More After Alarm
O NFIRS - Data Entry Tool Civilian Fire Casualties on Basic Module Don't M
0 NFIRS - Data Entry Tool Civilian Fire Casualties on Basic Module Don't M

ilian Fire Casualties on Basic Module Don't M
fvilian Fire Casualties on Basic Module Don't M
Hvilian Fire Casualties on Basic Module Don't M

Pull the “FDID” down to the VALUES box at the bottom right of the screen.

T aneew Bmien b s

et Table Fields

o=
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16.

Click on the “Sum of FDID” field, and then choose “Value Field Settings” option.

Medule
Ervor

Slatug

MORE TABLES.

o Report Filter
ow Labels
I Move to Columpa Labals
Femove Fickd
= N

IOWS gy Wahse i Settings
of FOID =
Defer Layout Update
[T77E1] 13 ” H
17.  Change the name to “#” — then choose “Count,” and click the OK button.
D E F G H K L LY
1
2
3
4
3
5 B
; Value Settjngs L® ﬁ
B Source DiD
9 Custom Name:  #|
10 —
T Summarize Values By | Show Values A3
12 Summarize value field by
13 Choose the type of calculation that you want to use to summarize
14 sta from the selected field
15 L =
16 Average ':'_
. Max
17 Min
18 Produd |
19
20
21 Humber Format l oK Cancel
22
23
24
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18.

19.

Move the “Month” and “DOW” fields into the “ROWS” box.

Status hd

\‘ | = ROWS VALUES
Month -
Dow >

Defer Layout Update

You will see how many errors you had for each month and what days they occurred on.

24

A

1 Statug

: .
2 |Rew labels = [

Ranuary
Sunday
Moy

Tuesday
e ) iy
Thursday
Fridary
Saturday
Febraary
Sundey

‘Wednesday
Thiar Sy
Friday
Saturday
March
Sumdsy
iy
Tuesday
Wednesday
Thuruday
Frdary
Saturday

28 Grand Total

(Al =
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20. Move the “DOW?” field to the “COLUMNS” box.

Drag fields befggeen areas below:
FILTERS \| COLUMNS

Status v DOW

\ = ROWS ¥ VALUES

Menth 2 =

21. You now have the same information but in a different view.

- -
P @ Foedd Settongs Sheai Turmaling s - &
Tabas F ¥
A i I I
1 |Satus [amy -
3w _Cohmhldwl-. -
4 Row Labels - Sunday Monday Tuesday Wednesday Thursday Friday Saturday Grand Total @
5 Janudry i3 i1 21 11 8 50 2 208
& February s} 60 x 3B 25 &6 4 21
! Marth ET} 46 63 33 52 2 33 280
= Grand Total 9 17 13 82 05 145 m ™
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22,

23.

24,

To see the information that makes up any value, you can double click on that value.
Choose any cell with a value, and double click on it.

Al)

olumn Labels | -

bunday Monday Tueday Wednesday Thursday Saturday Grand Total
] n 1 1 ® 4 208
k) & n iz F-] ] £ M1
1] “® ] EE] 52 2 3l 50
L] 127 m 82 105 145 11 m

You now see the errors that made up the value for the cell you click on.

Save your file, and close Excel.

Critical errors must be corrected for a valid incident.

Warnings should be reviewed and addressed when possible.

Note: The Web-based Bulk Import Utility (BIU) also generates processing files when you
submit a data transaction file import. Be sure these files are reviewed and errors addressed.
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ACTIVITY 3.4

Using PivotTable Templates

Purpose

Run the Pivot_NFIRS_PM query tool in Access on your own NFIRS data.

Gain the knowledge and skills necessary for you to integrate the PivotTable Template with your
own NFIRS data.

Directions

1. Open the Lab Manual so it will display on your second monitor. Navigate to your NFIRS
Access Database, and open it.

2. Run the Pivot_NFIRS_PM query on your data.

3. Close your Access Database, and open up your Excel Summary Template file.

4. Redefine the Open Database Connectivity (ODBC) connection.

5. The instructor will give you a few tasks to run with your data using the PivotTable in the

Excel Summary Template file.
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ACTIVITY 3.4 (cont’d)
Using PivotTable Templates
Part 1: Demonstration — Running Your Query Tool

1. Open up your Access Database located at c:\computer\program files(x86)\NFIRSv594\

database.
- 3
i =
dra
[ Fee 0 conce |

2. Click on the Options button located in the Security Warning tab.

=
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3. Click on the “Tables” heading on the left side of your screen, and choose “Queries.”

4. Scroll down, and double click the “Pivot_NFIRS_PM” query to run it.

-

5

EEEE
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5. Click on Yes.

-

L

&

SLEEEERK

6. Click on Yes again.

-

5

EE

SEEEEEER

o ey s e eaa b ey ot s

-
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7. Click on Yes again.

-'-'-h%%hh%%h'-{%'__

ER LR e e

I é

8. Click on Yes again. Your query is now done running.

=

e e 1 s o o s Bt et 5 gt e

CEEEEXEEEEXEEED

i o P prapealy i il . o s,y S e e e i bk

B RE MR T IREI IR

II
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Part 2: Demonstration — Redefine Your Data Connection in Your Excel Summary
Template File

1.

2.

Open your Summary Template File, and click on the Enable Editing button in the
Protected View tab.

665 (6|6

i

Lo

Click on the Enable Content button on the Security Warning tab.
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3.

4.

Click on the Data tab.

[ =] E tormae g |7 arsgmas vlaar! Ll e s e

Bl e

Click on the Connections button.
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5.

6.

Click on the Properties button.

1w o

v farm

1 e
1 -
iE e

i

18 ¥ L

1% | Total LA (e et i A RS e

Click on the Definition tab.

ok o
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7.

8.

Click on the Browse button.

[

Navigate to your Access Database located at C:\programs files(x86)\NFIRSV594\
database folder.

- m= T X
g 0 = o
&= =
. . " - i o 1+ 29 — .
- i 9
IO Xame e =

.......

I

-
=}LLL
it
£
|
]
i

t

T Type oy AR e

o W AR Fapanl i

11 Shorit A | ] -
AR - Bt =

"y am . =

14 Frigeets Trje ) -

17 Prigusty b [ -

o o

1 - T
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9.

10.

Scroll down to the PivotNFIRS _PM table, and double click it.

o g e = : z Z

;
.

!

a
i

i)

Click the OK button.

et
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11. You will see the total number of Incidents change in cell B19.

12.  Right click in the cell that says “Total,” and then click on the Show Field List button.

SM 3-60




NATIONAL FIRE INCIDENT REPORTING SYSTEM MODULES

13.  You are now ready to start using your PivotTable.

Tatal HLES abrs kRt e T R G =
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Xl QUIZ ON UNIT 3
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APPENDIX A

PIVOTNFIRS_PM DATA DICTIONARY
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Title Description
Incident ID Assigned by program to identify incident
IN_Num Incident # (ex. 1100001)
Validity Valid or invalid
County Code
FDID FDID
FD Name FD name
Station FD station
Prefix Address prefix
Address # Street/Highway number
Street Name Street name
Street Type Street type (St., Ave., etc.)
Suffix Street suffix
ZIP Code ZIP code
Incident Type Digit incident code (111, 321)
ITC 1-digit code classification (1 = fire, 3 = EMS, etc.)
INC Type Group 2-digit code group (11 = str. fire, 13 = veh. fire, 32 = EMS, 52
= water prob.
INC Type Category Fire, explosion, EMS, hazmat, service, good intent, false,

weather, other

Incident Type Class

Specific code definition

Primary Action Taken

Action taken description

Response Time

Average response time

RT

1 or 0 less than 8 minutes

Incident Duration

Alarm time to back-in-service time

%<6

% of calls where RT is less than 6 minutes

Title Description

%<8 % of calls where RT is less than 8 minutes
%<15 % of calls where RT is less than 15 minutes
Shift Shift

Alarm # Alarms

District District

# of Apparatus Apparatus

# of Personnel Personnel

Mutual Aid Mutual aid

Property Loss $ Loss of property

Loss Other $ Loss of contents

Loss Total Total $ loss

FS Fatality FS fatalities

Other Fatality Civilian fatalities

FS Injury FS injuries

Other Injury Civilian injuries

Detector Detector operation
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Title Description
Hazmat Was hazmat present?
Property Use Property use code
Property Category First 2 digits of the property use code
Fire Cause USFA fire cause summary definition
IN_Fatal EMS Fatal EMS incident
IN_NonFatalEMS Nonfatal EMS incident
Total Bldgs # Bldgs. involved in fire

Consequential Incident

Cost

Cost of Incident calculated with fed formula

Civ Cas/10k Inc

Civ casualties/10,000 incidents

CivFatal/10K inc

Civ fatalites/10,000 incidents

FR_NumBuildings

# of buildings involved in fire (from Fire Module)

FR_NumResidential

# of residential units involved in building (from Fire Module)

FR_NotResidential

# of nonresidential buildings involved in fire (from Fire Module)

FR_AcresBurned

# acres burned (from Fire Module)

AreaOrigin Description

Heat Source Description

Item First Ignited Description

Confined to Area Origin Y orN

Type Material Type of material first ignited
Cause of Ignition Description

Human Factor 1, 2, or 3

Human factors involved in ignition

Primary Ign Factor

Factors contributing to ignition

Age

Age of person involved

Gender

Gender of person involved

Equiplnvolved

Equipment involved in ignition

Mobile Property Type

Mobile property type involved

STR_DectPresence

Presence of detectors

DetectType Type of detector

Detect Pwr Detector power

DetectOp Detector operation

Detect Effect Detector effectiveness

DetectFail Detector fail

AESPresent Sprinkler present

AESType Sprinkler type

AESOperation Sprinkler operation

AESFAIL Sprinkler failure

FR_PreFirePlan Was there a prefire plan attached?
Area_orig Area of fire origin (code)

Heat Src Heat source (code)

1st_ign Item first ignited (code)
Conf_Orig Fire confined to object of origin (code)
Cause_Ign Cause of ignition (code)
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APPENDIX B

NATIONAL FIRE INCIDENT REPORTING SYSTEM
FORMS
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Location Type ¢

[ Street address
O Intersection |

Incident Number

pid

D Check this box to indicate that the address for this incident is provided on the Wildland Fire
Module in Section B, “Alternative Location Specification.” Use only for wildland fires.

Delete NFIRS-1
T Oecnange Basic
Exposure * No Activity

Census Tract

NI .
Y IR Iy

D In front of Number/Milepost  Prefix Street or Highway Street Type Suffix

O Rear of | | 1 ) I IR ) A
[0 Adjacent to AptiSuite/Room City State ZIP Code

[ Directions

D US National Grid Cross Street, Directions or National Grid, as applicable

Incident Type ¢
Lo | |

Incident Type

E1

same as
Date.

Aid Given or Received ¥ [ None

Mutual aid received
Auto. aid received
Mutual aid given

I |

Their FDID Their
State

Lo

Their Incident Number

Other aid given

F Actions Taken %

G

Check boxes if
dates are the

Dates and Times

Month  Day Year Hour Min Local Option
ALARM always required I I I I I I
I I I I | ‘ ‘ I I | Shiftor  Alarms  District
. Platoon

Alarm Yo [

Alarm

Midnight is 0000 E2 Shifts and Alarms

ARRIVAL required, unless canceled or did not arrive

Arrivaljf.{|||||||ll|[|J|||

Special Studies

Es

Local Option
CONTROLLED optional, except for wildiand fires
O controtled | | Lo Il Ly ]|l T Lol
Special Special
D Last Unit LAST UNIT CLEARED, raquired except for wildiand fires Study ID# Study Value
Cleared I 1 I I 1 I I L1 1 ] I 11| I
Resources Estimated Dollar Losses and Values

Gz

Check this box and skip this block if an . Required for all fires if known
| | | | I D Apparatus or Personnel Module is used. LOSSES Optional for non-fires. None
Primary Action Taken (1) Spparatis Petsoriwl Property % | o .l o l-Ly 1| O
1 ] 1 | |Suppression | , , , || , , , || Contents $ | I ) I T |
Additional Action Taken (2) . 5
ems | ol 0] PRE-INCIDENT VALUE: optional
Lo 1 | Other | | |l | { 4 | Property $II\IrI\IIIIIIID
Additional Action Taken (3) Check box if resource counts include aid Contents $ | | |, | L | P I | I D
received resources.
Completed Modules |, Casualties [JNone |3 Hazardous Materials Release [CINone || Mixed Use (1 Nk itsed
[ Fire-2 Deaths Inlurd Property
gz eaths Injuries
[] Structure Fire-3 Fire 1 [CINatural gas: slow leak, no evacuation or HazMat actions ;: E ::“m‘l.’ly s
— . ucation use
[ civilianFire Cas.~4 | garvice | | | |2 [JPropane gas: <214b tank (as in home BBQ grill) 33 [ Medical use
D Fire Service Cas.-5 Civilian 3 DGasoIine: vehicle fuel tank or portable container 40 [J Residential use
D EMS-6 LI—‘J [—I—lJ 4 DKernsene: fuel burning equipment or portable storage 51 E Row of stores
5 1 T 53 Enclosed mall
D HazMat—7 Hz Detector N DDIesel fuelffuel oil: v-ehlcle fuel .Iank ?r portable storage 58 [ Business & residential
D Wildland Fire—8 Required for canfined fires. DHousehold solvents: home/office spill, cleanup only 50 [ Office use
D Apparatus—9 4 7 DMDtﬂr oil: from engire or portable container 60 [ Industrial use
[ Personnel-10 5 galactor:l:rted n::cup:nts 8 [JPaint: from paint cans totaling <55 gallons 63 [] Military use
H Uel:ctor id not alert them | g [Jother: special HazMat actions required or spill > 55 gal 65 [ Farm use
D Arson-11 NKToWiT {Please complete the HazMat form.) 00 [] Other mixed use

Property Use ¢ [ None 341

J [ Clinic, clinic-type infirmary 539 [7] Household goods, sales, repairs

Structures 342 [] Doctorl/dentist office 571 [[] Gas or service station

131 [] Church, place of worship 361 [] Prison or jail, not juvenile 579 [] Motor vehicle/boat sales/repairs
161 [ Restaurant or cafeteria 418 [ 1- or 2-family dwelling 599 [] Business office

162 [ Baritavern or nightelub 429 [ Multifamily dwelling 615 [ Electric-generating plant
213 [ Elementary school, kindergarten 439 Rooming/boarding house 629 [] Laboratory/science laboratory
215 [ High school, junior high 449 [] Commercial hotel or motel 700 (] Manufacturing plant
241 ] College, adult education 459 Residential, board and care 819 [ Livestock/poultry storage (barn)
311 LI Nursing home 464 Dormitory/barracks 882 Non-residential parking garage
331 [ Hospital 519 [ Food and beverage sales 891 [J warehouse

Outside 936 [] Vacant lot 981 [] Construction site
124 [] Playground or park 938 [ Graded/cared for plot of land 984 [] Industrial plant yard
655 [ Crops or orchard 946 [] Lake, river, stream S
669 [] Forest (timberland) 951 [] Railroad right-of-way pfgp;pyaﬂs:;i;d I:> Property Use l |
807 [ Outdoor storage area 060 [] Other street description only if you Code
919 1 Dump or sanitary landfill o8l LI Highwagldided lighwey  boomoneo | _ |
931 [] Open land or field 962 [] Residential street/driveway Ellb

NFIRS-1 Revision 01/01/05
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K Person/Entity Involved
_ | I e - -y
Local Option Business Name (if applicable) Area Code Phone Number
ch‘dec“ this ‘?D"‘g“me | I L1 |
ioc;teizsnzzge‘:ﬁi‘u:rg). Mr., Ms., Mrs. First Name Mi Last Name Suffix
Then skip the three
duplicate address I I l 1 I I I I | 1 | I I 1 I
lines. Number Prefix Street or Highway Street Type Suffix
| T N I B A e | | | |
Post Office Box Apt /Suite/Room City
I l I I | I = I | | 1 I
State ZIP Code
] More people involved? Check this box and attach Supplemental Forms (NFIRS-18) as necessary.
Owner DSame as person involved?
Kz Then nheckl_his box and skip I I I [ I— I [ I—I | | | l
Local Option it et ofdiisiblock. Business Name (if applicable) Area Code Phene Number
[ttt L] | L1 .
Location (Section B). Mr_, Ms., Mrs. First Name Mi Last Name Suffix
Then skip the three
duplicate address I I I | I I I I | | | I I | I
lines.
nes Number Prefix Street or Highway Street Type Suffix
&:} Ly v v v v | | |
Post Office Box Apt./Suite/Room City
I O AN E) R
State ZIP Code

Remarks:

Local Option

Fire Module Required?

based on Incident Type, as follo

[ Buildings 111
[ Special structure 112

[ Confined 113-118

] Mobile property 120-123

[ Vehicle 130-138

] Vegetation 140-143

[ Outside rubbish fire 150-155
[ Special outside fire 160

a

Special outside fire 161-163
[ Crop fire 170173

ITEMS WITH A % MUST ALWAYS BE COMPLETED!

Check the box that applies and then complete the Fire Module

WS

Complete Fire & Structure Modules
Complete Fire Module &

Section |, Structure Module
Basic Module Only
Complete Fire Module
Complete Fire Module
Compilete Fire or Wildland Module
Basic Module Only
Complete Fire or Wildland Module
Complete Fire Module
Complete Fire or Wildland Module

O More remarks? Check this box and attach Supplemental Forms (NFIRS-18) as necessary.

M Authorization

IIIIIIIII” ” ”

Check box if Officer in charge ID Signature Pasition or rank Assignment Month Day Year

same as

Officer in

e Oy 1111110 ] II Il | I
Member making report ID Signature Positicn or rank Assignment Month Day Year
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B1

B2

B3

IIIIIIIIIII

IIIIII

DDeIete

NFIRS-2
Fire

Incident Date

FDID * State

Property Details

D Not Residential
Estimated number of residential living units in
building of origin whether or not alf units
became involved

DBuiIdings not invelved
Number of buildings involved

D None

D Less than one acre

(I by B

Acres burned (outside fires)

Station Incident Number

On-Site Materials
or Products

Cc

None

entered.

Enter up to three codes. Check one box for each code

DCh ange

Exposure

Complete if there were any significant amounts of
commercial, industrial, energy, or agricultural products or
or materials on the property, whether or nof they became involved
On-Site Materials
Storage Use
?ulk storage or warehousing
I £

rocessing or manufacturing
Packaged goods for sale
4

On-site material (1)

Lo ]

Repair or service
Undetermined

c
ooooo

Bulk storage or warehousing
Processing or manufacturing
Packaged goods for sale

A

Cn-site material (2)

Lol

Repair or service
Undetermined

c
ooooo

Bulk storage or warehcusing
Progessing or manufacturing
Packaged goods for sale

On-site material (3)

Repair or service
Undetermined

ooooo

D

D1 Lu

D2 LIl I

D3I|

Ds [

Ignition

E1

[ I
Area of fire origin *

Heat source *

COBWN

|
0
|

Cause of Ignition ¢

DCheck box if this is an exposure report.

Intentional
Unintentional

Cause under investigation

Cause undetermined after investigation

Failure of equipment or heat source
[ Act of nature

E Human Factors
3 Contributing to Ignition

Check all applicable boxes D
None

1 CAsleep

2 OPossibly impaired by
alcohol or drugs

3 Ounattended person

4 [OPossibly mentally disabled

Item first ignited * 1 DCheck box if fire spread was

E:
l

Factors Contributing to Ignitionjﬁ’ [Inone

5 OPhysically disabled
6 DMuItipIe persons involved

I 7 OJAge was a factor

confined to object of origin

Type of material first ignited

Required only if item first
ignited code is 00 or <70 I

Factor contributing to igniticn (1)

Estimated age of
person involved

L

Factor contributing to ignition {2)

1 ] male

2 [] Female

F1

Equipment Involved in Ignition

DNone => If equipment was not involved, skip to
Section G I

F2

Equipment Power Source

G
| | I

Equipment Power Source

Fire Suppression Factors

DNone

Enter up to three codes.

Equipment Involved
Brand | |

Model | |

Fa

Equipment Portability

1 [J Portable Ly

ion factor (1)

2 [ stationary

Fire suppressicn factor (2)

Serial # | |

(—

Year

Portable equipment normally can be moved by
ane or two persons, is designed to be used in

IIIII

multiple locations, and requires no tocls to install.

Fire suppression factor (3)

D None

Mobile Property Involved
H1 perty

Not invelved in ignition, but burned

1O
2 D Involved in ignition, but did not burn
> [

Involved in ignition and burned

H2

Mobile Property Type and Make

Mobile property type

L1 I

Mobile property make

Mobile preperty model

Local Use

[ Pre-Fire Plan Available

Some of the information presented in this report may be
based upcn reports from other agencies:

[0 Arson report attached
[ Police report attached
O Coroner report attached
[0 other reports attached

License Plate Number State VIN

| Structure fire? Please be sure to complete the Structure Fire form (NFIRS-3). I

NFIRS-2 Revision 01/01/05
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Structure Type /¢ I2

If fire was in an enclosed building or a
portable/mobile structure, complete the
rest of this form.

Enclosed building
Portable/mobile structure

Open structure

Air-supported structure

Tent

Open platform (eg., piers)
Underground structure work areas)
Connective structure (e.g., fences)
Other type of structure

1
2
3
4

0 [J other

10
2
30
4

s 0
6

A
8
og

Building Status < I

[ Under construction

[ Occupied & operating
[ idle, not routinely used
[J Under major renovation
5 [] Vacant and secured

6 [] vacant and unsecured
7 [ Being demolished

U [JUndetermined

Height

Counl the roof as parl of Lhe
highest story.

Tolal number of slories al or
above grade

Total number of staries
below grade

Building ¥ la

[ T B

Tolal square feel

L, L ey L, Lo |

Length in feel

Main Floor Size * NEIRS-3

Structure
Fire

CR

Width in feel

Fire Origin Number of Stories Damaged by Flame Type of Material Contributing Most
J1 J3 K
D Gount the roof as part of the highest story. to Flame Spl'ead
Below grade .
Number of stories w/minor damage Check if no flame spread OR if -
S f p 3 r i
L] 110263 fame gamage) i bt o et o o I::> Seeton.
Number of stories w/significant damage
Fire Spread Lt 1| 2510 49% flame damage) Ki Lol |
JZ If fire spread was confined to ohject of origin, i Item confributing most to flame spread
do not check a box (Ref. Block D3, Fire Module). Number of stories w/heavy damage
. L. | {50 to 74% flame damage)
2 [JConfined to room of origin Kz L. I I
3 [IConfined to floor of origin Number of stories w/extreme damage Type of material contributing Required enly if item
onfined to building of origin {75 to 100% flame damage) most to flame sprea contribuling code is 00 or <70.
4 [confined to building of origi f d
5 [JBeyond building of origin
Presence of Detectors Detector Power Suppl Detector Effectiveness
L1 d f the fire) * L3 bR L5 Required if deleclor operaled.
n area of € Tire|
7 1 [] Battery only 1 [J Alerted occupants, occupants responded
Skip t
N[O 2 [ Hardwire only 2 [] Alerted occupants, occupants failed
1 [ Present 3 [0 Plug-in to respond
U [J Undetermined 4 [] Hardwire with battery 3 [J There were no occupants
5 [ Plug-in with battery 4 [J Failed to alert occupants
Detector Type 6 0O Mechanical U [J Undetermined
L2 7 O Multiple detectors & power .
supplies Le Detector Failure Reason
1 D Smoke ﬂ E 3.‘:3: ined Required if deleclor [ailed lo operale
2 [ Heat ndetermine:
3 [0 combination smoke and heat La Detector Operation 1 |:| Power fail_ure, shu_toff, or disconnect
4 O Sprinkler, water flow detection 2 E Improper installation or placement
’ 0 i 3 Defective
1 Fire too small to activate
3 IS More than one type presant u 4 D Lack of maintenance, includes
0 Other 2 0 m— e Complete not cleaning
u [ undetermined Block L5 5 [J Battery missing or disconnected
i - Complet 6 Battery discharged or dead
3 [ [Failed to operate e 11 o E o
U D Undetermined U D Undetermined

Presence of Automatic Extinguishing System wﬁ(
N O None Present

1 [] |Present

2 [] |Partial System Present
U O Undetermined

Type of Automatic Extinguishing System

Required if fire was within designed range of AES

M

Complete rest of
Section M

=
N

Wet-pipe sprinkler
Dry-pipe sprinkler

M Operation of Automatic
3 Extinguishing System
Required if fire was within designed range
10 Operated/effective (go to M4)
2 [] Operated/not effective (go to Ma)
3 Fire too small to activate
4 [] Failed to operate {go to M5)
0 D Other

Other sprinkler system

Dry chemical system

Foam system

Halogen-type system

Carbon dioxide {(CO,) system
Other special hazard system
Undetermined

CoO~NOUBRWN=
OO000000o0co

U [J Undetermined
Number of Sprinkler

M4 Heads Operating

Required il syslem aperated

Number of sprinkler heads operating

Ms

1 [J System shut off

w N

CoO®m~NO U N

Reason for Automatic
Extinguishing System Failure

Required if system failed or not effective

[ Not enough agent discharged

[ Agent discharged but did not
reach fire

[0 wWrong type of system

[ Fire not in area protected

[J system components damaged

[ Lack of maintenance

[0 Manual intervention

[ other

[ Undetermined

NFIRS-3 Revision 01/01/06
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A MM DD Yevy [oee: NFIRS—4
clete P i

Lo o bt b by v v v v s |l Civilian Fire
FDID * Stale * Incident Date * Slalion Incident Number * Exposure * DChange Casua Ity

B Iniured Person jﬁ( Gender
1 Omale 2 [JFemale

I ] |

Firsl Name M Lasl Name Suffix

c Casualty J%

Number

Casually Number

E1  Race .
D Age or Date of Birth ¥ | [ White [ Affiliation o Severity
2 [ Black, African American 1 [ Civilian .
‘ 3 [J Am. Indian, Alaska Native 2 [JEMS, not fire department ]
[ Months (for infants) a []Asian 2 [JPolice 1 [ Minor
= 5 [J Native Hawaiian, Other 0 [JOther 2 H g"Oderate
OR Pachic |slandsr Date and Ti £ Ini Midnight is 0000, 3 0 Liver .
o [ other, muttiracial (G Date and Time of Injury 4 DI elth reatening
Date of Birth u D Undetermined Date of Injury Time of Injury 5 D e .
Ethnicity U [J Undetermined
| I I B T 1 =7 S . [T | I | T | |
Month Day Year 1 [ Hispanic or Latino Month _ Day Yoar Foor— Tinie
0 D Non Hispanic or Latino

| Cause of Injury J Human Factors [Onone K Factors Contributing [None
Contributing to Injury to Injury

=

[J Exposed to fire products including flame
heat, SITIDkE, and gas Enter up to three contributing factors
H Exposed to toxic fumes other than smoke | cpeci an applicable boxes [, |1 |
Jumped in escape attempt
i H Asleep Contributing factor (1)
Fell, slipped, or tripped g
m i L [ unconscious

Caught or trapped
D o il DPossiny impaired by alcohol | 1 || |

1
2
O structural collapse 3
s 3 4 [ Possibly impaired by other drug | Contributing factor (2)
Struck by or contact with object
u (4 v 5 [ Possibly mentally disabled
6
7
8

Overexertion or strain
| O Physically disabled | |1 |

Multiple causes
D P Physically restrained Conlribuling faclor (3)

Other
EUndetermined [ unattended person

Cowo~NoOmbhWN

L Activity When Injured M4 Location at Time of Incident M3 Story at Start of Incident
1 [Jn area of origin and not involved Complele ONLY f injury ocurred INSIDE
2 [ Notin area of origin and not involved
1 [] Escaping 3 [] Not in area of origin, but involved Story at start of incicent | | [ Betow grade
2 D Rescue attempt 4 [ n area of origin and invelved
3 [JFire control 3 Eggirtle‘::::: M4 Story Where Injury Occurred
: D Hajurn te firs hefore sanirol Slory where injury occurrad, if
5 [ Return to fire after control M2 General Location at Time of Injury different from Ms : | | Oseiow grace
6 [] Sleeping
7 .
8 E :':::lt?;?l;f:;t 10 [In area of fire origin M5 Seecific Location at Time of Injury
0 D Other 2 D In building, but not in area SKip t Complete ONLY if casualty NOT in area of origin
U O] Undetermined 3 [ [Outside, but not in area
ndetermine U[J Undetermined Lo 1] |
Specific location al time of injury

N Primary Apparent Symptom () Primary Area of Body Injured | P Disposition

01 [J Smoke only, asphyxiation T -
ransported to emergency care facil

1 D Burns and smoke inhalation [J Head D P rgency ility

12 [] Burns only . [] Neck and shoulder

21 O Cut, laceration O Thorax Remarks Local option

33 Strain or sprain O Abdomen

96 [ shack [ Spine

98 [ pain only Upper extremities

Lower extremities
Internal
O Multiple body parts

Look up a code only if the symplom is NOT found above

[ I

Primary apparent symptom

Woo~NO; R WN =S

NFIRS—4  Revision 01/01/04
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NATIONAL FIRE INCIDENT REPORTING SYSTEM MODULES

MM

| L i B

State * Incident Date

Incident Number

*

[oeee | NFIRS=S
L | Fire Service
Beosre 3¢ [Jomme | Casualty

Identification Number

L]

2 [Jvolunteer

| 1 Omale W 1 [Jcareer
2 [JFemale

C Casualty Number

.

Casualty Number

M

Last Name

Sutfix

D Age or Date of Birth Y%

E Date and Time of Injurys Midnight is 0000

Responses

F

L |

Mumber of prior responses

Age Date of Birth Date of Injury Time of Injury
L] OR Ly I T L e b o b o |
Inyears Month Day Year :

during past 24 hours

Usual Assignment

Physical Condition Just Prior to Injury

G'l G2 G4 Taken To [ Not transported
. 1 [] Rested 0 [ other 1 [] Hospital
1 E Suppression 2 0 Fatigued U [0 Undetermined 4 [0 poctor’s office
2 EMS 4 [J] W or injured 5 [ Morguelfuneral home
3 Orp ti or injure .
: Tl‘e_vt?n ion 6 0 Residence
raining ) z 7 Station or quarters
5 [ maintenance Gs everity 5 ) ) o O other
6 Communications 1 [0 Report only, including exposure
PR 2 [] First aid onl — " .
7 Administration Y Activity at Time of Inju
8 Fire investigation 3 [] Treated by physician (no lost time) Gs ty jury
0 Other 4 [] Moderate (lost time)
5 [ Severe (lost time) | ||
6 [J Life threatening (lost time) mm,t,y attime of Injury
7 [ Death

Object Involved
in Injury

H+ Primary Apparent Symptom I Cause of Firefighter Injury
(| | 1] |
Primary apparcnt symplom Cause of injury

Ha Primary Part of Body Injured [ None I2 Factor Contributing to Injury CInone

Object involved in injury

Primary injured bedy part

Caonfributing factor

1 Where Injury Occurred

J

1 [ En route to FD location

2 [J At FD location

3 D En route to incident scene
4 [ En route to medical facility
5 [ At scene in structure

6 At scene outside

7 [ At medical facility

8 Returning from incident

9 Returning from med facility
0 Other

u D Undetermined

Story Where Injury Occurred

J2
1 D Cheek this bow and enter the 2tory i the
ingury ceeumed inside of on a structure

I 1 |5loqr of Injury D Bolow grade

2 D Injury occumed outside

Js Sl_:ecific Location Where Js Vehicle Type Complote ONLY if

Injury Occurred Specific Location code
1 []Suppression vehicle "

gi (] :: ’I;lor::,a:thip or barge 2 LIEMS vehicle
- ' Complete i

63 [ CJ i rail vehicle Slock : H peher FD vehicte

61 | L] In motor vehicle

54 [1lnsewer

53 [JIntunnel

49 [JIn structure Remarks

45 L1inattlo 00 [] Other

S 1L 1inyeater UU 0 Undetermined

35 [dInwell

34 OInravine

33 [Oin quarry or mine

32 [dnditch or trench

31 [Jn open pit

28 []On steep grade

27 [ On fire escapeloutside stairs

26 []On vertical surface or ledge

25 [ On ground ladder If protective equipment failed and
— was a factor In this Injury, please

24 L On aerial ladder or in basket complete the other slde of this

23 1 On roof form.

22 : Outside at grade NFIRS-5 Rewision 0101105
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NATIONAL FIRE INCIDENT REPORTING SYSTEM MODULES

K1 Did protective equipment fail and contribute to the injury? Yes Y[] Sg::.pu'::: ¢ Fire Service
Please complete the remainder of this form ONLY if you answer YES. Ne N |:| Number | | Casualty

NFIRS-5

K2 Protective Equipment Iltem Ks Protective Equipment Problem
Check one box fo indicate the main problem that occurred,
Head or Face Protection Coat, Shirt, or Trousers 11 [J Burned
11 [J Helmet 21 [ Protective coat
12 [J Full face protector 22 [ Protective trousers 12 [ Meltad
13 [J Partial face protector 23 O Un!form shirt‘ 21 [ Fractured, cracked or broken
14 [ Gogglesieye protection 24 [ uniform T-shirt
15 [J Hood 25 [ uniform trousers 22 [ Punctured
16 [ Ear protector 26 [ uniform coat or jacket
17 [J Neck protector 27 [ Coveralls 23 [ Scratched
10 [J Other 28 [ Apron or gown
20 [ other 24 [] Knocked off
Bopte or Shoge 25 [] Cutorripped
31 [ Knee length boots with steel baseplate and steel toes
32 [0 Knee length boots with steel toes only 31 [ Trapped steam or hazardous gas
33 [ 3/4 length boots with steel baseplate and steel toes L .
34 [ 3/4 length boots with steel toes only 32 [ Insufficient insulation
35 [ Boots without steel baseplate and steel toes . , ] i
3 O Safety shoes with steel baseplate and steel toes 33 [ Object fell in or onto equipment item
37 [ Safety shoes with steel toes only ; :
38 ] Non-eafoly choes 41 [] Failed under impact
30 [] Other 42 [ Face piece or hose detached
Respiratory Protection
43 [J Exhalation valve inoperative or damaged
41 [ SCBA (demand) open circuit
42 [ SCBA (positive pressure) open circuit 44 [ Harness detached or separated
43 [] SCBA closed circuit
44 [ Not self-contained 45 [ Regulator failed to operate
45 [] Cartridge respirator
46 [ Dust or particle mask 46 [] Regulator damaged by contact
40 [ Other 47 [ Problem with admissions valve
Hand Protecti
and Frotection 48 [ Alarm failed to operate
51 [ Firefighter gloves with wristlets
52 [ Firefighter gloves without wristlets 49 [ Alarm damaged by contact
53 [] Work gloves
54 [ HazMat gloves 51 D Supply cylinder or valve failed to operate
55 Medical gl
50 E th::a Fne 52 [ Supply cylinder/valve damaged by contact
Special Equipment 53 [ Supply cylinder—insufficient airloxygen
61 [ Proximity suit for entry 94 [ Did not fit properly
62 [0 Proximity suit for non-entry
63 [] Totally encapsulated, reusable chemical suit 95 [ Not properly serviced or stored prior to use
64 [ Totally encapsulated, disposable chemical suit .
65 [ Partially encapsulated, reusable chemical suit 96 [ Not used for designed purpose
66 [] Partially encapsulated, disposable chemical suit
67 0 Flash protection suit 97 [ Not used as recommended by manufacturer
68 [] Flight or jump suit .
60 [ Brush suit 00 [J other equipment problem
71 [] Exposure suit uu [ undetermined
72 [0 Self-contained underwater breathing apparatus (SCUBA) - -
73 [] Life preserver Ka Equipment Manufacturer, Model and Serial
74 [] Life belt or ladder belt T — Number
75 as a2 Talure maore
76 O :e::on;l :alert s:fe_ty system (PASS) than one item of protective L — |
- D ddio ais .I"ESS. evice equipman‘t a factor in the anufaciurer
[ Personal lighting injury? If so, complete an 1 |
78 [ Fire shelter or tent additional page of this Madol
79 [ Vehicle safety belt form for each piece of Lw ¢+ 0 voa 0 v 9 1 ¢ o |
70 [ Special equipment, other failed equipment. Sertal Number
00 [J Protective equipment, other NFIRS-5  Rewision 0501103
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NATIONAL FIRE INCIDENT REPORTING SYSTEM MODULES

MM DD YYYY -
A Lo Lo Lol Lo b1 Lo i e
FOID * sme,a, Incident Date * Slation Incident Number ﬁ Exposure ﬁ, [CJcnange
B Number of Patients  Patient Number‘;,“.( c Date/Time Month Cay Yeer HourMin
[ Time Arrived atPatient | 4 | [ J Loy o Iy 41|
|_u_| I_I_I_l Check if same date |:>
Use a separate form for each patient A dats [ TimeofPatientTransfer | 4 | |4 | Lo o o I L1 1 o |
D Provider Impression/Assessment *Checkme bax only [ Noneino patient or refused treatment
10 [ Abdominal pain 18 [ Chest pain 26 [ Hypovolemia 34 [ sexual assault
11 [ Airway obstruction 19 [] Diabetic symptom 27 [ Inhalation injury 35 [ sting/bite
12 [ Allergic reaction 20 [ Do not resuscitate 28 [] Obvious death 36 [ stroke/CVA
13 [ Altered LOC 21 [ Electrocution 29 [ oD/poisoning 37 [ syncope
14 [ Behavioral/psych 22 [ Generalillness 30 [ Pregnancy/OB 38 [ Trauma
15 [] Burns 23 1 Hemorrhaging/bleeding 31 [] Respiratory arrest 00 [ other
16 [] Cardiac arrest 24 [ Hyperthermia 32 [] Respiratory distress

[ cardiac dysrhythmia 25 [ Hypothermia O seizure

Eq Age or Date of Birth F1 Race G1 Human Factors [] None G2 Other Cnone
1 [0 White Contributing to Injury Factors
L1 1 | Oy 3 A oo Alaswa et | cret s I an iliness, not an
Age 4 [ ] Asian 1 [] Asleep injury, skip G2 and
OR 5 [ Native Hawaiian, Other 2 D Unconscious go to Hs
Pacific Islander
| | | | | | | 111 | 0 [ other, multiracial 3 0 Poss!bly kngitirand by alaciol .
Month  Oay Year U [ Undetermined 4 [] Possibly impaired by drug 1 [CJAccidental
5 [[] Possibly mentally disabled 2 [Jself-inflicted
E, Gender F, Ethnicity 6 [ Physically disabled 3 [Cinflicted, not self
2 1 [0 Hispanic or Latino 7 [ Physically restrained
1[OMale 2 [JFemale 2 [ Non Hispanic or Latino 8 [ Unattended person
H Body Site of Injury H Injury Type H Cause of
1 List up to five bedy sites List cne injury type for each body site listed under H1 Illness!lnjury
L1 L | | —— | |
L1 1 I 11 | b=
Cause of lliness/injury
L1 1 I | | |
L1 L | Ll ) [ S
| 1 L | | | |
Procedures Used Check all applicable boxes No treatment Safel Cardiac Arrest
| J .ty [Jnone K
01 D Airway insertion 14 D Intubation (EGTA) Equipment Check all applicable boxes
02 [] Anti-shock trousers 15 [ Intubation (ET) et g 1 [JPre-arrival arrest?
03 DASSISt ventilation 16 D 1onv thempy If pre-arrival arrest, was it
04 [] Bleeding control 17 [ Medications therapy |1 [] Safety/seat belts 1 [J Witnessed?
05 [ Burn care 18 [ Oxygen therapy 2 [ child safety seat '
06 [] Cardiac pacing 19 [ os care/delivery 3 O Airbag 2 [ Bystander CPR?
07 1 Cardioversior] (defib) manual 20 [] Prearri.\ral inf;lrut:tians 4 [ Helmet 2 [JPost-arrival arrest?
08 [] Chest/abdominal thrust 21 D Restrain patient 5 [ Protective clothing
09 [ CPR . 22 [7] spinal immobilization | 6 [] Flotation device Initial Arrest Rhythm
10 [] Cricothyroidotomy 23 [ splinted extremities | 0 [] Other
11 D Defibrillation by AED 24 D Suction/aspirate u D Undetermined 1 D V-Fib/V-Tach
12 [] EKG monitoring 00 [ Other 0 [ other
13 [] Extrication U [ Undetermined
Initial Level of }5{ L2 ngh?st Level of Care [INone M Patient Status N EMS [CINot transported
Provider Provided On Scene 1 [ o Disposition
1 [ First Raspor)der 1 [ First Responder 2 [J Remained same 1 [ FD transport to ECF
2 [ EMT-B (Basic) ) 2 [ EMT-B (Basic) 3 [J] Worsened 2 [ Non-FD transport
3 O EmT {InlBrmsdli_itB} 3 [ EMT-I (Intermediate) Chece it 3 [ Non-FD trans/FD attend
4 [ emt-P (Paramedic) 4 O EmT-P (Paramedic) ) 4 Non-emergency transfer
0 [ other provider ¢ L1 Bifier podider 1 [ Pulse on transfer 0o [ other
N No Training 2 [ No pulse on transfer NEIRS—6  Revision D101/04
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NATIONAL FIRE INCIDENT REPORTING SYSTEM MODULES

R,

Lol Lt

Do

III[II

YYYY

IIlIII]

FDID *

sm.;\( Incident Date *

Slation

Incident Numbar *

Ooetete NFIRS-8
| it o | Wildiand
Exposura * D k Fire

Alternate Location Specification

Enter Latituded ongilude OR T i
Meridian if Seclion B on the Basic Module is not completed

L

L. B
I]I I|l||

aliluda Longiluda

OR

North

[ East
South I | |
Range

[] West

Township

Section

Subsaction Meridian

Wildland Fire Cause Yt

D1

H

[0 smeking

O Openfoutdoor fire

[ Debrisivegetation burn
Structure (exposure)
Incendiary

1 Natural source 8 [JMisuse of fire
2 Equipment 0 [Jother

3 U [JUndetermined
4

5

1]

7

Factors Contributing None
D3 to Ignition D

# |l 1#2 |l |

Da Fire Suppression Factors DN"""

# ] |

Human Factors Contributing
D2 to Ignition

Check as many boxes as are applicable.

[CNone

C

Area Type Yy

D Rural, farms >50 acres

[ urban {heavily populated)
[0 Ruralfurban or suburban
O

1
2
3
4 Urban-wildland interface area

1 n Al p

2 [JPossibly impaired by alcohol or drugs
3 [JUnattended person

4 [JPossibly mentally disabled

5 [JPhysically disabled

6 DMuI‘IIpIe persons invelved

7 [Age was a factor

Entar
up to
thraa
factors

w2 ] |

=] |

Heat Source

Lo | |

Mobile Property Type
L1 |

Equipment Involved
in Ignition

T I

|

H

Weather Information

NFDRS Weather Station ID

1 |

Weathar Typa

Wind Spead {mph)

Wind Diroction

-Fn

Adr Te

O cheexir

LI L* 1

Rolative Humigity

Fuel Moisturs Fira Dangar Rating

Numb f Buildi Ignited 1
|1 hmber-of Balldings:gniie la Primary Crops Burned
| | [ONone
Numbar of buildings thal were Identify up to 3 crops if any crops were bumed
Ignited In Wikdland fire fyup f e
11 Number of Buildings Threatened I |
2 Crop 1
[INecne
Mumber of buildings thal were Ihrealensd by I I
Wildland fira bul wara ned involved
Crop 2
Is Total Acres Burned <% l |
Crop 3
|||,||||,||||'|_l

J

Property Management

Indicate the parcant of the total acres burned for each ownar-
ship type then check the ONE box fo identify the property owner-

ship =t the origin of the fire. If the ownership at origin is Federal,
enter the Federal Agency Code.

K NFDRS Fuel Model at Origin

Enter the code and the descriplor corrasponding
to the NFDRS Fuel Model at Origin

Lol |

Type of Right-of-Way

Required If less than 100 faet

[None

| |
Type of dght-of way

L__JFeet
Horizonlal distanca
Trom righ-obwiy

Fire Behavior

These optional descriptors refer to observations
made at the point of initial attack

||||||Feet

Elevalion

L1 |

Relalive posliian on slape

LIl |

Aspacl

| | Feet

Flame length

Cwnership % Total Acres Bumad
0. 4L L1 Person Responsible for Fire
V] El Undetermined e %
1 [ \dentified person caused fire
2 [ Unidentified person caused fire
Private 3 [ Fire not caused by person
It parsan idanlilisd, complata tha rast of Seclion L
1 [ Tax paying L %
2 [0 Non-tax paying % L2 Gender of Person Involved
1 [ male
Public 2 [] Female
L3 Age or Date of Birth
3 [ city, town, village, local L. . 1% s
4 D County GF parish % ge in Years OR Date of Birth
5 [J stateor province L s % Lo Lmlh | LIEIJ !m:r o
6 D Federal |, , , | | |%
7 [ Foreign Foderal Agency Code % Ls Activity of Person Involved
s [ Wiltary —— Lol |
0 [J Other L i % Activity of Parson Invalved

I L1 |ChainsperHour

Rale of spread

NFIRS=8 Revigion 010104
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NATIONAL FIRE INCIDENT REPORTING SYSTEM MODULES

A MM ) Yrvy CJoetete idkandin
Lot Ul L.y ] [Oewerse |Apparatusor
FDID Station Incident Number Exposure Resources
B Apparatus or Dates and Times Midnight i 0000 | Sent | Number [ Apparatus Use {( Actions Taken
Check if same date as Alarm date on
Resources e e o (1ock 1) K] | pemr X | oeaiamn | s "
Use codes listed below Month  Day Year Hour/Min People use at the incident.
| — e
m D I I Dispatch D | | | | I 11l I I | D | I D SUPPressiDn | | | |
Arrival Lo L Iy o Il o O ems
3¢ Type | | Clear i [ I | T ) A ) O other I_l_’ I_l_l
E Dispatch [ 1L Lo Iy vy O s i
D | | uppression | | | |
Arrival O L I IL o Il O Lol O ems
*Type | | Clear I [ I I R ) A O other I_]_l I_I_I
E D | | |Dispatch O Jbe by 0 | | O Suppression | | | |
Arrival D | I | I | IO ) A D EMS
Yo Type | | Clear Ol || I ) P | I O other |_|_| |_|_|
E Dispatch [J L JL o Jlae a1y oy O s i
D | | [ | uppression | | | |
Arrival [ Y I | I | I | Ly O D EMS
* Type I I Clear D | I | T | T ) D Other I_l_l I_l_l
E Dispatch [] | | | IR | A O s i | | | |
D | | | | uppression
Arrival Ol || I | I I D D EMS
* Type I I Clear D | I | T ) | I [ D Other I_l_l I_l_l
E Dispatch []| | I | IR ) O s i | | | |
D | | | | uppression
Arrival D | I I 111 I I L1 1 D D EMS
ﬁ Type | | Clear Ol || I | T ) O other I_I_l I_I_l
. Dispatch I JL o 1L oIl O i | | | |
D | | | | Suppression
Arrival [ 1 | I | T | O O ems
* Type | | Clear I [ I A ) PN | B O other |_|_| |_|_|
Dispatch ], Il Il ILy 1y O s i
E D | | [ | uppression
Arrival D [ | I | R | A D D EMS
‘* Type | | Clear | | T | T ) A | O other I_l_l I_l_l
E Dispatch [] | ) I | IO I O s i | | | |
D | | [ | uppression
Arival OL Il Il Ibuay O O ems
*Type L. | Clear o I | P | PRI | O other |_|_| |_|_|
Apparatus or Resource Type Aircraft Medical and Rescue
Ground Fire Suppression ’ X il 71 Rescue unit
4 A"l(':tr:ﬂlé fixackwing:tankar 72 Urban search and rescue unit More apparatus?
11 Engine 2iHellanker 73 High-angle rescue unit Use additional
12 Truck or aerial :’; g?“cofrt’terh 75 BLS unit sheets.
13 Quint o Ireraty, omer 76 ALS unit
:g ;?:::"tral"’:kpumper combination Marine Equipment 70 Medical and rescue unit, other
17 ARFF (aircraft res:ue.and firefighting) 51 Fire boat with pump Other
10 Ground fire suppression, other 52 Boat, no pump
] 50 Marine equipment, other 91 Mobile command post NN None )
Heavy Ground Equipment 92 Chief officer car UU Undetermined
Support Equipment 93 HazMat unit
21 Dozer or plow i 94 Type | hand crew
22 Tractor 61 Breathing apparatus support 95 Type Il hand crew
24 Tanker or tender . 62 Light and air unit 99 Privately owned vehicle
20 Heavy ground equipment, other 60 Support apparatus, other 00 Other apparatus/resources 5 oA
NFIRS-9  Revision 01/G1/04
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NATIONAL FIRE INCIDENT REPORTING SYSTEM MODULES

MM DD vy Opelete NFIRS—10
A Levon b o bbbt e bbb b Personnel
FDID * State Incident Date Station Incident Number * Exposure Dchange
Apparatus or Dates and Times Midnight is 0000 Sent Number |Apparatus Use 75( Actions Taken
Resources ﬁgeg:sis:;ggj:‘(eaj‘jc’;“g“ gateion E of ¥ Check ONE box foreach [ List up+o 4 actions for
Month Day  Year Hour/Min People e | rer
o | ]| Dispatch OO0 L I Il oIl Sent O Suppression I | | I
Arrival Ol Lo Il Il O | | (O ems
YTyee | | Clear | [ | T | T | O other Lt L
Personnel < Name Rank or | Attend Action Action Action Action
ID Grade Taken Taken Taken Taken
N T TR T T T N O
AN T R T T N N O
AN T N N T N N O
AN I N N T N N O
| N T T T T B | O
I_I_I_I_I_I_I_I_I_l D
i Sent
E o | | DIS!{JatCh O JrJby v by ol O Suppression I | | |
Arrival O JL . Jb v bl O L.| (O ems
YeType | | Clear [l JLoJles i dleosl O other Iy I
Personnel v% Name Rank or Attend Action Action Action Action
ID Grade Taken Taken Taken Taken
I T T T B O
AN A R T T M B O
N T T N T M N O
N O N N O | A O
| N I N N T N N | O
I_I_I_I_I_I_I_I_I_l D
i Sent
o Loy Dispateh DL 1L 1lev Loy O swpression | Lo Lol
Arrival | [ T T | P | | O | | O ems
Ty | | Clear O J Iy Il O other L L
Personnel & Name Rank or | Attend Action Action Action Action
ID Grade Taken Taken Taken Taken
| AN I N T N B | O
| T T T T T T N | O
| N I T T T N N | O
| T T N N T N B I O
| AN T T O T N N | O
|_I_I_I_I_I_I_I_I_| D

NFIRS-1G  Revision 01/01404

SM 3-81



NATIONAL FIRE INCIDENT REPORTING SYSTEM MODULES

AL Ll L

L1 Lo Loy

| Loy O

FOD <A smo‘ﬁ, Incident Dals

Incident Mumbar

NFIRS-11
Arson

Dchacga

Exposune *

Case Status
Cc -
1 [ Investigation open
2 Investigation closed
3 Investigation inactive

4 [] Closed with arrest
5 [ Closed with exceptional
clearance

None
B Agency Referred To O | | I T T O T A B |
Sireel addrass Thalr case numbar
I I l I I L | L 1 1 | I
Agancy nama Clty Their GRI
I 1 1 I-l 1 1 I—I L1 | I I 1 I l 11 1 1 I — I 1 1 | I I l I
Agancy phona number Slate ZIP code Thair Federal |dentifizr {FID} Their FOID

D Availability of Material First Ignited

1 [] Transported to scene
2 [] Available at scene
U [J Unknown

Suspected Motivation Factors

E

11 [J Extortion

12 [] Labor unrest

13 [] Insurance fraud

14 [J Intimidation

15 [J Void contract/lease
21 [ Personal

22 [ Hate crime

23 [ Institutional

24 [] Societal

31 [ Protest

32 [ civil unrest
«»0Od Fireplay/curiosity

Check up o thres faclors

42 []Vanity/recognition

43 [ Thrills

51 [JHomicide
52 [ Suicide

44 [] Attention/sympathy
45 []Sexual excitement

53 [J Domestic violence

O Burglary

[] Homicide concealment

[0 Burglary concealment

[0 Auto theft concealment

a Destroy records/evidence
[0 other suspected motivation
D Unknown motivation

54
61
62
63
64
00
uu

Apparent Group Involvement Incendiary Devices
F Cheack up to theee factors D MNone PR Y CONTAINER D No container
; EE::DHS{ group 11 [] Bottle (glass) 14 [] Pressurized container 17 [J Box )
3 Oa f'g ¢ 12 Bottle (plastic) 15 Can (not gas or fuel) 00 [ other Container
Mi-govemmentarevy. =~ - 13 Jug 16 [ Gasoline or fuel can  UU [J Unknown
4 [ outlaw motorcycle organization
5 [ organized crime IGNITION/DELAY DEVICE [0 Nodevice
6 O Rat?lat_l.fethmc hate group 11 [] Wick or fuse 17 [J Road flareffuse
7 Religious hate group 12 [J candle 18 [J Chemical component
8 D Sexual preference hate group 12 D Cigarette and matchbook 19 El TiallaateaiaT
0 Other group 14 [ Electronic component 20 [J Open flame source
U [ unknown 15 Mechanical device 00 [] other delay device
G Entry Method 16 Remote control UU [0 Unknown
FUEL None
Lol | a
st ettiod 11 [J Ordinary combustibles 16 [] Pyrotechnic material
G Extent of Fire Involvement on Arrival 12 Flammable gas 17 [ Explosive material
2 14 Ignitable liquid 0o [1 Other material
[ | | |15 O Ignitable solid uu [ Unknown
Exlent of Firs Invelvamant

| Other Investigative Information J
Chack all that apply
Code violations

H Structure for sale
El Structure vacant
Other crimes involved
[ wicit drug activity
Change in insurance
H Financial problem
D Criminalicivil actions pending

O~k W=
S~ kW=

Property Ownership

[ Private

[0 City, town, village, local
[ County or parish

[ state or province

Initial Observations
Chack all thal apply

1 OWindows ajar
2 [JDoors ajar

3 [JDoors locked
4 [JDoors unlocked g [] Security system present

5 [] Fire department forced entry
6 [J Entry forced prior to FD arrival
7 [ Security system activated

D Federal {not activated)
[ Foreign L Laboratory Used Check all thal apgly [] None
[ wilitary
[ Other 1 [JLocal 3 [JATF 5 [JOther 6 [] Private
2 [Ostate 4 [ FBI Federal

NFIRE-11

Revision 01/01/04
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NATIONAL FIRE INCIDENT REPORTING SYSTEM MODULES

M Do

] ) e e iy

YYYY

[ 1]

|

NFIRS-11

Juvenile

Dalsla

| Ly

Stale * Incidant Dale ‘*

Station

Incldent Number

Expasi Firesetter

u": I* Dl’!hnngs

i R Family Type
M2 Age or Date of Birth Ma ace Ms y Typ
Complete this section 1 [ white ) )
if the person involved in 2 [0 Black, African American 1 [ single parent
the ignition of the fire Age (in years) 3 |:| American Indian, Alaska
was a child or Juvenile OR Native 2 [ Foster parent(s)
under the age of 18 4 [ Asian _
I I I I | | I 111 I 5 [ Native Hawaiian, Other 3 [ Two-parent family
Month  Day Year Pacific Islander i
0 [ Other, multiracial 4 [ Extended family
] Undetermined
L] ‘Ucts ra i N [J No family unit
M Subject Number o
1 Complels a separals Ssclion M M3 Gender Ms Ethnicity o [ other fam ily type
form for each juvenile
1 ' - :
1 Cmale 2 [JFemale 5 O Hlspar:llc or.La{mo ) U [ unknown
Subject Numbar D Non Hispanic or Latino

—

Motivation/Risk Factors

Check anly one of codas 1-3
and then all sthers (4-%)
that apply

[] Mild curiosity about fire

[[] Moderate curiosity about fire
[] Extreme curiosity about fire

M7

N =

[] Diagnosed {or suspected) ADD/ADHD
[] History of trouble outside school

[[] History of stealing or shoplifting

[] History of physically assaulting others
[] History of fireplay or firesetting

[] Transiency

[] Other

[] Unknown

CoOwom-~Nounps

Ms

CoOOd b W=

Disposition of Person Under 18

[] Handled within department

[] Released to parent/guardian

[] Referred to other authority

[] Referred to treatment/counseling program
[] Arrested, charged as adult

[ Referred to firesetter intervention program
[] other

[] Unknown

N Remarks (local use)

SM 3-83



NATIONAL FIRE INCIDENT REPORTING SYSTEM MODULES

DD YYYY

Incident Date

Station

*

Incident Number

DDelele
Exposure * D Ghende

NFIRS-1S
Supplemental

Person/Entity Involved
K1 L

State ZIP Code

Local Option Business Name (if applicable) Area Code Phone Number
[CJcneck this box if [ | L | Ly
Saeaddivsaas Mr., Ms., Mrs.  First Name M Last Name Suffix
incident location.
Then skip these three
duplicate address I I I | I I I I L " L I I l I
lines. Number Prefix Street or Highway Street Type Suffix
I S S S | [ e .| I I I I I
Post Office Box Apt./Suite/Room City
e v -y
State ZIP Code
Person/Entity Involved | [ T
K N Business Name (if applicable) Area Code Phone Number
Local Option
[Jcheck this box if [ | | | L | |
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NATIONAL FIRE INCIDENT REPORTING SYSTEM: PROGRAM MANAGEMENT

UNIT 4:
DATA ANALYSIS AND THE DECISION-
MAKING PROCESS

TERMINAL OBJECTIVE
The students will be able to:

4.1 Apply an analysis process using National Fire Incident Reporting System (NFIRS) data to identify outcomes
for a decision package.

ENABLING OBJECTIVES

The students will be able to:

4.1 Explain the impact of the social, political, economic and demographic environment on the fire service.

4.2 Describe the impact of local government and community expectations on the fire service.

43 Compare performance measurement models.

4.4 Identify the justifications for using fire data analysis techniques as part of the decision-making process.

4.5 Construct a PivotTable view to analyze complex multidimensional fire service problems.

4.6 Identify techniques for transforming data into useful information using charts, graphs, maps, and descriptive

and inferential statistics.
4.7 Construct a graph using proper guidelines to support the analysis of a problem or question.

4.8 Construct a map indicating incidents and resources.
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DATA ANALYSIS AND THE DECISION-MAKING PROCESS

UNIT 4:
DATA ANALYSIS AND THE
DECISION-MAKING
PROCESS

Slide 4-1

ENABLING OBJECTIVES

» Explain the impact of the social, political,
economic and demographic environment
on the fire service.

» Describe the impact of local government
and community expectations on the fire
service.

» Compare performance measurement
models.

Slide 4-2

ENABLING OBJECTIVES
(cont’d)

* Identify the justifications for using fire data
analysis techniques as part of the
decision-making process.

» Construct a PivotTable view to analyze
complex multidimensional fire service
problems.

Slide 4-3
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ENABLING OBJECTIVES
(cont’d)

+ Identify techniques for transforming data
into useful information using charts,
graphs, maps, and descriptive and
inferential statistics.

» Construct a graph using proper guidelines
to support the analysis of a problem or
guestion.

» Construct a map indicating incidents and
resources.

Slide 4-4

IMPACT OF ECONOMIC, SOCIAL AND POLITICAL CHANGE ON THE FIRE
SERVICE

IMPACT OF ECONOMIC, SOCIAL AND
POLITICAL CHANGE ON THE FIRE SERVICE

* Public expectations remain extremely high.

* The environment includes complex interaction
of economics, demographics, geography,
sociology and politics.

» Fire and emergency services leaders can have
an influence.

Slide 4-5

A. Public expectations for fire and emergency services remain extremely high.

In a 2009 international survey performed by GfK Group, firefighters in 16 of 17
countries worldwide (including the United States) received respondents’ highest
marks for trustworthiness.

B. The environment where 21st century fire and emergency service departments
operate is characterized by the complex interaction of economics, demographics,
geography, sociology and politics.

C. A fire and emergency services leader can influence his or her elected body’s own
style of governing by observing the governing process and determining the needs,
style and goals of elected officials.
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ECONOMICS

The economic cost of fire is staggering.
— Local governments bear the majority of the
cost for providing fire and emergency

services.

Competition with other local government

agencies.

Competition from the private sector.
— Need to become a producer of revenues.

Slide 4-6

D.

Economics.

1. Cost of fire.

a. According to the National Fire Protection Association (NFPA), for
2011, the total economic cost of fire is estimated to be $329 billion.

b. This includes direct and indirect costs, as well as the cost of
insurance and career fire departments.

C. The direct economic loss is estimated at $14.9 billion.

d. Local governments are estimated to spend $42.3 billion in their
efforts to protect the population from fire.

e. Furthermore, the economic downturn that recently occurred has
made funding difficult and budgets tight.

2. Fire departments are in direct competition with other local government

agencies for budget dollars, and local governments continue to use
privatization and collaborative efforts as ways to streamline their budgets.

3. Fire department managers must be able to produce hard evidence of the
costs and benefits of their services.

Under these budgetary strains, some departments are looking for
ways to produce revenue.

Some examples include increased fees for commercial inspections,
increased fees for ambulance transportation, or charging citizens an
extra fee for the use of extrication tools.
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DEMOGRAPHICS

The population of the United States is in a

continual state of change.

— Individuals continue to live longer lives, and
the population continues to increase.

— As population increases, so does the
demand for service.

Racial and ethnic changes.

— Changing needs, such as language
translation and the ways in which services
are accessed.

Slide 4-7

E.

Demographics.
1. The population of the U.S. is in a continual state of change.
a. Individuals continue to live longer lives, and the population

continues to increase.

b. The changing population will affect the delivery of services for fire
and emergency service departments.

C. Generally speaking, as population increases, so does the demand for
service.
2. The U.S. is becoming a much more diverse society.
a. Hispanics are currently the fastest growing demographic, but the

U.S. also sees immigration from many other countries.

b. Fire departments must be proactive in their efforts to provide
services to a diverse and aging population.
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GEOGRAPHY

During the 1950s, a population shift
began away from central cities and into
suburbs.

Today, there is a shift back to the central
city and a time period of urban
redevelopment.

These changes place an additional
burden on emergency services.

Slide 4-8

Geography.
1. During the 1950s, a population shift began away from central cities and into
suburbs.

As individuals moved farther and farther away from central cities, not all
development was planned for or occurred according to plan, resulting in
urban sprawil.

2. Today, we are beginning to see a shift back to the central city and a time
period of urban redevelopment.

a. The importance of the central city and its effect on the region has
been realized by many communities.

b. Generally speaking, we see geographic shifts every 50 years.

C. These shifts in place affect station location, apparatus placement and
service levels.

d. Whereas in the past, an urban downtown would have been near
vacant after 5 p.m., we now see residential high-rise buildings and
many restaurants and other venues that keep an urban downtown
vibrant for many hours.

3. These changes place an additional burden on fire and emergency services.
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SOCIOLOGY

» Understanding the influence of
socioeconomic factors.
— Community risk assessment.
— Resource deployment.
— Delivery of public fire and life safety
education to high-risk community members.

Slide 4-9

G. Sociology.

1.

The societal impact of fire, while difficult to quantify, is no less important
than the economic impact.

Burned-out buildings can lead to neighborhood blight, families are
displaced from their friends and neighbors, and burn victims wear their
scars forever.

Fire losses affect all groups and races, but the problem is greater for some
groups than for others.

a. African-American and American Indian males have much higher
fire death rates that the national average.

b. African-Americans comprise a large and disproportionate share of
total fire deaths — nearly twice as high as their share of the overall
population.

C. In addition, there is a higher probability of death for those ages 65
and older.

Understanding the socioeconomic factors influencing fire losses and deaths
can help fire and emergency service departments with community risk
assessment, resource deployment, and delivery of public fire and life safety
education to high-risk community members.
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SOCIOLOGY (cont'd)

» Poverty has been a strong indicator for
increased injury or death from fire.

» African-American males, the elderly and
the very young are at a higher risk of fire
injury or death.

Slide 4-10

5. Poverty has been a strong indicator for increased injury or death from fire.

6. The elderly and the very young are at a higher risk of fire injury or death.

SOCIOLOGY (cont'd)

» Become familiar with available U.S.
census data, and use it in planning.

» Geographic Information Systems (GISs)
make it possible to create overlay maps
and determine those areas with the
greatest fire risk.

Slide 4-11

7. Departments must take time to become familiar with available U.S. census
data and use it in the planning phases of risk reduction and public education.

8. The availability of such tools as Geographic Information Systems (GISs)
makes it possible to create overlay maps and determine those areas with the

greatest fire risk.
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POLITICS

Politics describes the process that
citizens use to make policy choices about
how their communities are governed.
Policies affecting the fire service:
Technology.

Telecommunications.

Health care.

Transportation.

Environmental.

Slide 4-12

H.

Politics.

1.

Politics describes the process that citizens use to make policy choices about
how their communities are governed.

Fire and emergency service departments must evaluate their external
environment and determine how it may affect them.

Departments need to remain current, but they must also be cautious not to
invest in something that will be outdated in a year or two.

a. Health care policy has an obvious impact as organizations struggle
to understand the Affordable Care Act.

b. Transportation policy affects fire and emergency services in terms
of traffic congestion and regulations governing hazmat transport.

C. Environmental policy has also become important as organizations
seek ways to reduce global warming and become more “green.”
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MAJOR FIRE SERVICE

ISSUES

Mission and range of services.
Funding.

Regional cooperation.
Privatization and contracting.
Entrepreneurship.

Slide 4-13

Major fire service issues.

1.

2.

Mission and range of services.
Funding.

Regional cooperation.
Privatization and contracting.

Entrepreneurship.

MAJOR FIRE SERVICE
ISSUES (cont’d)

Diversity.

Facilities.

Equipment and technology.

Staffing, compensation and work hours.
Working conditions and safety.

Slide 4-14

6.

7.

8.

Diversity.
Facilities.

Equipment and technology.
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9.

10.

Staffing, compensation and work hours.

Working conditions and safety.

Il. EVOLVING LOCAL GOVERNMENT AND COMMUNITY EXPECTATIONS

EVOLVING LOCAL GOVERNMENT
AND COMMUNITY EXPECTATIONS

» Promptness and reliability.

» A customer service attitude.

» Crews that are physically capable,
trained, disciplined and well-equipped.

Slide 4-15

A Promptness and reliability; a customer service attitude; and crews that are
physically capable, trained, disciplined and well-equipped.

1. The fire service is looked upon as a model of government efficiency and
effectiveness.

2. When an individual calls for help, there is no lengthy discussion concerning
the merits of their needs and no passing them off on another agency.

3. If an individual calls, the fire and emergency service responds.

4. This has placed the fire service high among favored government agencies.

5. Along with that admiration also comes high expectations.

B. The public has now come to expect prompt and reliable service, positive attitudes,

and capable crews.

C. However, in today’s environment of decreasing budgets and expanding missions,
it can become increasingly difficult to live up to expectations.
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EVOLVING LOCAL GOVERNMENT AND
COMMUNITY EXPECTATIONS (cont'd)

» Prior to and during the 1960s, public
expectation of the fire service was one of
efficiency.

— Professional service of competent
bureaucrats.

— Wide latitude to determine services and how
they should be provided.

Slide 4-16

D. Prior to and during the 1960s, the public expectation of the fire service, and
government in general, was one of efficiency.

1. Government was expected to be a professional service of competent
bureaucrats carrying out their orders.

2. As the professionals, governments were given wide latitude to determine
services and how they should be provided.

EVOLVING LOCAL GOVERNMENT AND
COMMUNITY EXPECTATIONS (cont'd)

* During the 1960s, there was:
— A separation of politics and administration.
— Centralization of organizational processes.
— The development of professionally based
standards.
— Limitation of citizen involvement to large
formal committees or public hearings.

Slide 4-17

E. During the 1960s, most local governments tried to attain and sustain a professional
approach to governing in the face of increasing demand and expanding services.
This resulted in:

1. A separation of politics and administration.
2. Centralization of organizational processes.
3. The development of professionally based standards.
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4. Limitation of citizen involvement to large formal committees or public
hearings.

EVOLVING LOCAL GOVERNMENT AND
COMMUNITY EXPECTATIONS (cont'd)

» By the 1980s, the emphasis of
government had shifted from that of
efficiency to one of equity.

— Citizens were beginning to get more involved
in politics, and a quality movement was
beginning to sweep the private sector.

Slide 4-18

F. By the 1980s, the emphasis of government had shifted from that of efficiency above
all else to one of equity.

1. Leaders had recognized the error of their ways when efficiency was placed
above all other concerns.

2. Citizens were beginning to get more involved in politics, and a quality
movement was beginning to sweep the private sector.

EVOLVING LOCAL GOVERNMENT AND
COMMUNITY EXPECTATIONS (cont'd)

» During the 1990s.

— Expectations remained high.

— Osborne and Gaebler introduced the
entrepreneurial bureaucrat in their book
“Reinventing Government.”

— Government was expected to be transparent
and efficient.

— The role of the community was emphasized.

Slide 4-19

G. During the 1990s.

1. Expectations of governments remained high, and there was increased
pressure to perform more like the public sector.

2. Osborne and Gaebler introduced the entrepreneurial bureaucrat in their
book “Reinventing Government.”
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3. Government was expected to be transparent, efficient, effective and
equitable, all while remaining competitive with the private sector.

4. The role of the community was emphasized, and collaborative public/
private ventures began to take place, along with contracting out certain
services altogether.

H. Today.

1. The fire service has lived through the eras previously mentioned and
changed for the better.

2. Today, the fire and emergency service is a highly specialized professional
service.
3. There is an increased demand for information from the fire service, and we

have many customers.

DVD PRESENTATION

“DID YOU KNOW”

......

Slide 4-20

INCREASED DEMAND FOR
INFORMATION

National
@ Policymakers @
Fire
Service

/ \

Slide 4-21
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National
Policymakers

State
Leqgislature

Local
Officials

State
Agencies

Information
Partners

Figure 4-1

Increased Demand for Information

[I. IMPROVING PERFORMANCE

IMPROVING PERFORMANCE

» Have a clear picture of where you want to
go.

« Perform a gap analysis to determine
where you are.

» Set realistic goals and objectives for an
implementation plan to close the gap.

» Put the implementation plan into practice,
and measure performance along the way.

Slide 4-22

A. Performance measurement captures data about programs, activities and processes,

and it displays the data in fairly standardized ways that are useful for managing
programs to their peak performance levels.

B. Performance management takes performance measurement to the next level.

1. Have a clear picture of where you want to go.
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If a fire and emergency services department measures the right things, and
regularly and accurately reports the results to managers and first-line
supervisors so they can track performance, then the people in a position to
make needed changes will be aware of what is happening and will be able
to take steps to affect it.

2. Perform a gap analysis to determine where you are.

Performance measurement identifies the causes of gaps in performance and
explains the effects that changes in business practices, staff deployment, and
additional budgetary expenditures or reductions will have on achieving
performance goals and objectives.

3. Set realistic goals and objectives for an implementation plan to close the
gap.

4. Put the implementation plan into practice, and measure performance along
the way.

Simply put, what gets measured gets done.

5. The hardest aspect of performance measurement is measuring the right
things in the right ways.

MEASURING WHAT REALLY
MATTERS

Maximizes the benefit to the department
by allowing scarce resources to be used
in the most productive ways possible.
Gives managers a sense of where the
organization, work unit or individual is in
relation to performance expectations.
Allows managers and work-team leaders
to focus their time and efforts where they
are most needed to improve performance.

Slide 4-23

Measuring what really matters.

1. Maximizes the benefit to the department by allowing scarce resources to be
used in the most productive ways possible.

2. Gives managers a sense of where the organization, work unit or individual
is in relation to performance expectations.
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3. Allows managers and work-team leaders to focus their time and efforts
where they are most needed to improve performance.

MEASURING WHAT REALLY
MATTERS (cont’d)

» Provides information for budget
justification in language that budget
developers, reviewers and policymakers
understand and use, giving the
organization a chance to compete
effectively for limited budget dollars.

» Provides important input into internal
performance and quality improvement
processes (QIPs).

Slide 4-24

4, Provides information for budget justification in language that budget
developers, reviewers and policymakers understand and use, giving the
organization a chance to compete effectively for limited budget dollars.

5. Provides important input into internal performance and quality
improvement processes (QIPS).

V. CRITERIA FOR BEST PRACTICES IN QUALITY ASSURANCE

FIRE SERVICE AS A
BUSINESS

« Comparisons to the private sector in
terms of:
— Efficiency.
— Effectiveness.
— Equity.
— Customer satisfaction.

Slide 4-25

A. Fire service as a business.

1. Many individuals compare the fire service, or the government, to private
sector businesses and believe that the fire service should adopt more
businesslike practices.
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2. Many business practices do end up in the public sector, such as performance
budgeting and Total Quality Management (TQM) to name a few.

3. Comparisons to the private sector often involve complaints of efficiency,
effectiveness and customer satisfaction.

a. When evaluating private sector practices, we must also remember
that in the fire service, we are bound to provide a service to all
citizens — we do not get to pick who our customers are.

b. Therefore, there is always a trade-off between efficiency,
effectiveness and equity.

C. The fire service could be more efficient with fewer fire stations, but
response times may not be effective.

4, Not all private sector innovations are bad, but they often must be judged
and adapted to work in the public sector.

5. Many private sector businesses would love to have the level of customer
satisfaction that the fire service obtains.

BROAD-BASED PERFORMANCE
EFFORTS

» Insurance Services Office (ISO).

» Commission on Fire Accreditation
International (CFAl).

 International City Management
Association (ICMA) Center for
Performance Measurement (CPM).

» Governmental Accounting Standards
Board (GASB).

Slide 4-26

B. Broad-based performance efforts.

1. Insurance Services Office (ISO) updated its grading schedule in 2012 with
a focus on current standards and performance citing many NFPA standards.
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2. Commission on Fire Accreditation International (CFAI) establishes criteria
for departments to self-assess in 10 categories. When a department believes
it has met the criteria, an independent evaluation team visits and audits the
results.

3. International City Management Association (ICMA) developed a group of
agreed upon measures across multiple city departments.

4, Governmental Accounting Standards Board (GASB) studied the use of
performance measures by state and local governments.

MEASURING AND MANAGING
PERFORMANCE

* Input indicators.

» Output indicators.

* Qutcome indicators.

» Efficiency (cost effectiveness) indicators.

Slide 4-27

C. Measuring and managing performance outcomes.
1. GASB defines five categories of measurement information.
2. Inputs measure the monetary and nonmonetary resources expended or

consumed to produce outputs of the department’s activities.

3. Output measures count the number of activities produced.

4, Outcome indicators are the most important and most difficult measures to
capture. They address the effect that the program, process or activity has
had.

5. Efficiency measures are useful for managers to track changes in the cost of

a process over time and compare one organization with another.
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LOGIC MODELS

mm SHPHES

Number of Personnel, Public Number of Decreased
structure fires equipment, $ education classes property loss
Number of fire Personnel, Smoke Number of Reduced
injuries equipment, $ detector drive detectors injuries
dispersed
Response Personnel, Reaction time, Average time Improved %
time equipment, $ travel time confined to
room of origin

D. Logic models.

1. Logic models are useful for summarizing performance information.

2. Efficiency is determined by dividing the number of outputs by the number

of inputs.
3. When performance measures are reported, explanatory information should

be included wherever necessary to draw attention to variations from
expected results in data displays or to changes in measurement results.
These changes are caused by modifications in the way data are defined or
collected or by the removal or addition of data elements.

a. It is important to explain to the reader what special circumstances
might have had an impact on the performance measure.

b. Footnotes should connect the explanatory notes to the relevant data
elements.

BENCHMARKING

» How do we keep score in the fire service?
— Establish a baseline.
— Establish a benchmark.
— Evaluate your performance compared to
others.
— One of the most important aspects of quality
improvement is measurement.

Slide 4-29
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Benchmarking means searching for and identifying best practices in organizations
that perform functions that are either the same as or similar to the function of one’s
own organization. This enables managers to adapt or adopt the methods used by the
best practitioners to improve the performance of their own organization.

1.

Benchmarking is the continuous process of measuring products, services or
practices against the toughest competitors or those companies recognized
as industry leaders (best in class).

In the fire service, the opposing sides are often the demand for services and
the delivery of those services versus the efficiency and effectiveness of
those services.

A foundational step in improving your quality of service is the development
of two score cards: One is a baseline; the other is a benchmark.

Baselines consist of the current level of performance at which a department,
process or function is operating. We begin by choosing to measure the one
that will promote value-added service to the customer.

A benchmark is defined as a standard from which something can be judged.
Searching for the best practices will help define what superior performance
IS.

Therefore, a benchmark is the best performance that can be found by a
department or others performing similar services or functions.

Much of what the private sector has experienced with quality improvement
during the last two decades will be faced by the public sector during the
next 10 to 15 years.

Much of what the fire service has to deal with today is cultural change, and
from a leadership perspective, measurement will help drive positive cultural
change.

SM 4-22



DATA ANALYSIS AND THE DECISION-MAKING PROCESS

BENCHMARKING (cont'd)

» Cycle time is defined as the period from
the time a customer first requests service
to the time that all aspects of the service
experience are completed.

Slide 4-30

10.

11.

12.

Cycle time.

a. Cycle time is defined as the period from the time a customer first
requests service to the time that all aspects of the service experience
are completed.

b. Total cycle time includes time for all escaping defects, so one of the
imperatives of reducing cycle time is to do it right the first time.

C. Reducing overall cycle time raises the customer’s perception of
quality and, at the same time, drives up productivity.

The customer is not necessarily interested in each individual time for each
company, only that one company got there and completely solved his or her
problem.

The basic idea behind benchmarking is two or more organizations of similar
size and makeup can work together to build a common set of performance
measurements.

Benchmarking can be defined as the search for the best practices that lead
to superior performance.

SM 4-23



DATA ANALYSIS AND THE DECISION-MAKING PROCESS

BALANCED SCORECARD

The Balanced Scorecard (BSC) is a
methodology for aligning strategy with
performance objectives and measurement.

Slide 4-31

F. The Balanced Scorecard (BSC) is a methodology for aligning strategy with
performance objectives and measurement.

1. Initially developed for business, the BSC has four areas of focus (finance,
customer, internal business process, and learning and growth), which have
been redefined for use in the public sector.

2. Charlotte, North Carolina, uses the methodology to align department
performance with organizational strategy in four areas: serving the
customer, running the business, managing resources, and developing
employees.

SIX SIGMA AND LEAN SIX
SIGMA

» Methods of Continuous Process
Improvement (CPI).
— Used in improving business operations.
— Judgmental and analytical problem-solving
techniques.
— Used to improve speed, quality and cost.
— CPI must become a way of doing business.
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G. Six Sigma and Lean Six Sigma are each methods of Continuous Process
Improvement (CPI).

1. CPl is based on the quality movement (TQM).

2. The latest manifestation of the quality movement is in Six Sigma.
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3. CP1 was developed for use in improving business operations.

4, CP1 uses judgmental and analytical problem-solving techniques to improve
work processes.

5. Lean Six Sigma can be used to improve speed, quality and cost to provide
services in fire and emergency services, as well as in other public sector
organizations.

6. To maximize its results, CPl must become a way of doing business rather
than a special program for quality improvement.

STAT SYSTEMS

» Stat systems require four key strategies:

Accurate and timely data.
Effective tactics.

Rapid deployment of resources.
Relentless follow-up.

Slide 4-33

H.

Stat systems began with the New York Police Department (NYPD) (Compstat) and
city of Baltimore (Citistat).

1. Stat systems require four key strategies:
a. Accurate and timely data.
b. Effective tactics.
C. Rapid deployment of resources.
d. Relentless follow-up.
2. In every stat system, agency program managers first develop performance

measures that are meaningful and then analyze, report and manage the
causes of performance that does not meet the target sets.

SM 4-25



DATA ANALYSIS AND THE DECISION-MAKING PROCESS

FIRE SERVICE NATIONAL FIRE INCIDENT
REPORTING SYSTEM MODEL

» U.S. Fire Administration (USFA), National
Fire Programs (NFP) server.

» Supports departmental real-time data
entry and access.

» Allow sharing of data at the national, state
and local levels.

» Easy to use analysis and visualization

tools.

Slide 4-34

1.

Fire service National Fire Incident Reporting System (NFIRS) model.

The U.S. Fire Administration (USFA), National Fire Programs (NFP)

Server.

Currently, the fire service is working with a program developed in
the 1970s.

The program has undergone many revisions to keep current, but it
will always be challenged by technological improvements.

Although police agencies may get more credit for their crime
analysis numbers, it wasn’t until recently that agencies and the FBI
began collecting sociological data as part of crime reporting.

Supports departmental real-time data entry and access.

a.

While NFIRS has served the fire service well, improvements can be
made.

Primarily, the fire service must learn to use its own data to make
management decisions, which should begin to clean up the quality
issues.

Allow sharing of data at the national, state and local levels.

a.

b.

Second, the fire service must establish partnerships with other
organizations to develop a consistent data stream.

NFPA and ICMA should be partners in the data environment.
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4.

Easy to use analysis and visualization tools.

a. Finally, one size can fit all. NFIRS has done a remarkable job of
adapting to the needs of its customers.

b. Organizations such as the National Fire Information Council (NFIC)
and USFA continue to listen to customers and make
recommendations for improvements.

DATA CHAMPIONS

» Boosters of fire and emergency services
and the local government without being
self-promoting.

» Inspire others to act in support of its
mission.

» Create opportunities to celebrate
successes.

« Champions need an optimistic outlook,
skills in marketing, and the willingness to
take time to thank others.
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J. Data champions.

1.

Champions are boosters of fire and emergency services and the local
government without being self-promoting.

Rather than claiming personal credit, champions thank partners and
supporters and share successes with others.

They look at ways of getting others to believe in the department and
inspiring others to act in support of its mission.

They seek or create opportunities to celebrate successes in the community,
the local government and the department — successes such as the
completion of projects and the accomplishment of established goals.

Champions need an optimistic outlook, skills in marketing, and the
willingness to take time for the little niceties of thanking others.
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ACTIVITY 4.1

Data and Decision-Making
Purpose
Identify the justifications for using fire data analysis techniques as part of the decision-making
process.
Directions
1. Read the Los Angeles Fire Department Case Study 2014.
2. Be prepared to discuss this case with the class.

a. Was data from the Los Angeles City Fire Department (LAFD) used in the
decision-making process? If yes, by whom (who are the key players)?

b. Were there concerns with the response time data? What were some of these
concerns?
C. Did the LAFD perform at a level consistent with the public’s expectations?
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3. You have 15 minutes to discuss the report as a large group.

a. What are some of the underlying problems in the LAFD that led to concerns with
the department’s response time data?

b. Could the fire chief have done anything differently? Who is responsible for the
guestionable response time data?

C. What are some lessons that can be learned from this case study? Are there any
ethical dilemmas or leadership issues?

4. You have 15 minutes to discuss how (and if) fire department data is used in the decision-
making process in your department.
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ACTIVITY 4.1 (cont’'d)
Los Angeles Fire Department Case Study 2014

Following a 30 year career with the Los Angeles City Fire Department (LAFD), Brian
Cummings was appointed Fire Chief on Sept. 7, 2011 by then Mayor Antonio Villaraigosa. The
LAFD is comprised of approximately 3,500 personnel with 106 stations to protect nearly four
million people across 471 square miles in the second largest U.S. city. After a turbulent two
years, Cummings announced his resignation Nov. 1, 2013. This case study details the events that
eventually led to the fire chief’s departure.

Beginning in March 2012 the Los Angeles Times newspaper wrote a story about an online
complaint filed by a candidate running for city council. Austin Beutner aired a complaint about
delayed response times to medical emergencies as a result of fire department budget cuts.
Beutner blamed the current mayor and city council. However, quite unexpectedly, the fire
department admitted it had been publishing misleading performance data for a number of years.
The Times article cites federal guidelines requiring first responders to arrive on scene in under
five minutes 90 percent of the time and describes the fire department’s statistician as an
individual “who crunched the data with a hand calculator.” The fire department had instead been
counting all responses within six minutes as meeting the standard. When the analysis was
completed using a computer and the corrected response time standard, the fire department had
only met the response time goal 60 percent of the time in 2011. Chief Cummings countered that
his department has seen a 16 percent reduction to its budget and the average response time has
only increased “several seconds.”

By March 22 Mayor Villaraigosa responded with a memorandum to the members of the city
council. Citing “an untenable situation,” the mayor stated “We need an emergency response
system that is reliable and accountable. We need monitoring procedures to ensure that all
response time data are accurate, and transparent.” Villaraigosa then briefly detailed a five-part
plan including: 1) ensure reliability of LAFD statistics, 2) evaluate response time data, 3)
enhance oversight, 4) enhance reliability of emergency response and 5) provide additional
emergency response resources. Most notably within this plan, Villaraigosa appointed Jeff
Godown as an interim director of statistical analysis and review for the LAFD. Godown had
previously served with the LAPD as the officer in charge of their Compstat Bureau. Compstat
uses real time data to more efficiently deploy resources. Godown helped implement Compstat
systems in Los Angeles and San Francisco. Godown’s initial report to the city indicated that fire
department employees assigned to the statistical analysis unit did not have the knowledge, skills
or abilities to conduct analysis of response times. Additionally, he noted the department was
hampered by the use of two different systems to conduct statistical analysis.

In May 2012 City Controller Wendy Gruel released her analysis of fire department response
times. Gruel discovered average response times had increased from four minutes 45 seconds to
four minutes 57 seconds between Jan. 2007 and July 2009 for Emergency Medical Services
(EMS) incidents. Furthermore, Gruel stated she was not able to compare LAFD statistics to
NFPA standards because department dispatchers used their own discretion to code incidents as
emergency or nonemergency. In her report she stated, “Our independent analysis of LAFD noted
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that public perception and trust was compromised due to the fire department’s poor
communication of revising their standard of performance measurement and their use of
inconsistent methodology in calculating reported results.” City council member Mitch Englander
commented “it is ridiculous; it makes absolutely no sense not to have real-time data to analyze
every single day.”

One year later the LAFD continued to struggle with making improvements. New city council
members stressed the importance of improving technology in the department, developing a
master plan and improving the way the department analyzes its performance. Newly elected
Mayor, Eric Garcetti, was also requiring all department heads to reapply for their job. During this
time Fire Chief Cummings struggled to restore confidence in the management of his department.
In October 2013, Mayor Garcetti announced he was not satisfied with the pace of improvement
in the fire department and that Cummings would be replaced.

A consultant report released in early 2014 called for major changes to the LAFD. Principal
among them were to replace many sworn positions with civilians in the dispatch office,
consolidate the dispatch function with the police department and use private ambulances to
transport patients. Furthermore the report called for improved leadership and described a
“cultural aversion to change” by members of the department. The overall goal moving forward
should be to improve service, control costs and better utilize fire department resources.
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V. TRANSFORMING DATA INTO USEFUL INFORMATION

TRANSFORMING DATA INTO
USEFUL INFORMATION

» Analysis and use of performance data to
explain what is happening should take
place at three levels:

— The internal customer/tactical level.
— The department senior management level.
— The elected officials and public level.
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A. Analysis and use of performance data to explain what is happening should take
place at three levels:

1. The internal customer/tactical level.
2. The department senior management level.
3. The elected officials and public level.
B. Managers should develop performance measures and collect performance data for

their respective pieces of the puzzle.

C. The format for display of the data needs to drill down to the level of the work unit
being evaluated.

TRANSFORMING DATA INTO
USEFUL INFORMATION (cont'd)

LISTTEST.INC
“81000", "503512","00","2", "
' ' ,000,000,000,0¢
,001, ,000,000,000,000","07","
' f ,000,

,001, ,000,000,000,0¢

,011,000,000,0¢

,001, ,000,000,000,000","

,000,000,000,0¢
. . ,000,000,000,0¢
,001,006,000,001,000,000","07","02","9

. . ,000,000,000,000","
Command: *** End-of-file *** Keys: PgUp Pyl
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1. Organizing the data brings out information content.
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TRANSFORMING DATA INTO
USEFUL INFORMATION (cont’d)

300 12:05:00001/3/2000 12:58:000""D"1"0"105"0"N"D0O0010800000"N"T
J01/3/2000 10:26:00001/3/2000 10:35:000"G"0"1"0"1"O~N"0000010200C
1/3/2000 9:55:00001/3/2000 10:04:000"G*0"1~0"1"0*N 0000010200000
J01/3/2000 9:51:00001/3/2000 10:12:000%G"0"1"0"2 "0 "N"01000003000C
£0001/3/2000 8:36:00001/3/2000 8:36:000"G"0* 10" 1" O~N"0000010200C

1/3/2000 11:56:00 (/372000 12:05:00 1/3/2000 12:58:00 i1
1/3/2000 10:22:00 1/3/2000 10:26:00 1/3/2000 10:35:00 il
1/%/2000 9:53:00 n/s/2000 9:55:00 1/3/2000 10:04:00 il
1/3/2000 9:48:00 i/3/2000 9:51:00 i/3/2000 10:12:00 1
1/3/2000 B:36:00 i/3/2000 B:36:00 1/3/2000 S:36:00 i1
17372000 4:35:00 h/a/2n0n 4:39:00 /372000 4:42:0N0 il
Disp_OT_TM AR_DT_TM CLR_DT_TM Shif Alarm
WE2000 1156 V32000 12.0% 122000 12.58 1
1032000 1022 V32000 10026 UI2000 10035 G 1
V32000 983 V2000 D55 V2000 1004 & 1
1132000 948 V32000 &51 UI2000 1012 & 1
10342000 5:36 V32000 8:36 UA2000 8:36 G 1
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2. Information content can also be extracted when the data are summarized

(statistics are applied).

TRANSFORMING DATA INTO
USEFUL INFORMATION (cont’d)

» Information is useful for making decisions,
while data may not be useful.
» Data must be converted to information.
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D. The key distinction is that information is useful for making decisions, while data
may not be useful.

E. For data to become useful for decision-making or problem-solving, it must be
converted to information.

F. Transforming data involves three distinct steps:

1. The first is the data. We obtain this from NFIRS or our third-party records
management system.

2. The second piece is analysis. We use PivotTables to conduct our analysis
of the data.
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3. The final piece is the presentation. How do we want to present the data?
Imagine each piece as a separate page in your computer workbook.

TRANSFORMING DATA INTO
USEFUL INFORMATION (cont’d)

» Process evaluation is a foundation of
quality assurance (QA), Total Quality
Management (TQM), and other process
improvement methodologies.

— Two-step process:
- Organize using charts and graphs.
- Summarize using statistics.
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G. Process evaluation is a foundation of quality assurance (QA), TQM, and other
process improvement methodologies.

1. This is a two-step process.
a. Organizing the data using charts, graphs and tables.
b. Summarizing the data using statistics (count, sum, percent, average,
etc.).
2. Process evaluation does not explain why the pattern is there but merely

reveals that it exists and that further study is needed to identify the cause.

TRANSFORMING DATA INTO
USEFUL INFORMATION (cont’d)

» The data analysis process.
— Organizing the raw data into columns.
— Adding labels.
— Summarize the data using simple and
complex statistics.
» Data must be organized and summarized
to support the decision process.
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H. The data analysis process.
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1. Organizing the raw data into columns increases the information content of
the data.

2. Further organization of the data by adding labels also increases information
content.

3. The final step in converting data into useful information is to summarize the

data using simple and complex statistics (counts, percents, ratios, rates,
averages, linear regression techniques, etc.).

l. Regardless of the source of the planning data, to make it useful information, it must
be organized and summarized to support the decision process.

TRANSFORMING DATA INTO
USEFUL INFORMATION (cont’d)

» Tools and techniques for organizing data.
— Charts and tables are powerful tools for

identifying patterns and trends in the data.
-- Pie.
- Line/Area.
- Bar/Column — compare data.
-- Pictograph.

- Tables.
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J. Tools and techniques for organizing data.

1. The basic analytic techniques for organizing data involve the use of charts
and tables.

2. It has been said that “a picture is worth a thousand words.”

3. Charts and tables paint a picture that is a very powerful tool for identifying
patterns and trends in the data.

a. Pie.
b. Line/Area.
C. Bar/Column — compare data.

d. Pictograph.

e. Tables.
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4, Do not try to put too much into a chart or graph, otherwise the viewer will
become confused.

The primary purpose of the bar chart is to compare “one to another.”

5. A Dynamic Report will let you see who, what, when, where, and why all at
the same time. A PivotTable is an example of a Dynamic Report.

FIVE COMMON
GRAPHIC TECHNIQUES
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VI. DESCRIPTIVE STATISTICS

DESCRIPTIVE STATISTICS

e Summarize the frequency of occurrence
or distribution of the data with a single
measure or statistic.

» These single measures represent the
underlying data.

* Provide an empirical way to evaluate and
compare two or more series of data.
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A. Provide a numeric calculation to summarize the frequency of occurrence or
distribution of the data with a single measure or statistic.

B. These single measures represent the underlying data.

C. Provide an empirical way to evaluate and compare two or more series of data.
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DESCRIPTIVE STATISTICS
(cont’d)

Describe the characteristics of the

dataset.

Counts.
Sums.
Rates.
Percent.
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D.

The following are simple “descriptive” statistics because they provide a single
measure or number to describe the data being analyzed.

1.

2.

3.

Counts.

Rates.

Definition: the simplest summary measure that indicates the count
of a nominal or ordinal variable. Counts do not take into
consideration the numeric value of the variable, just the number of
occurrences.

Example: count of fire incidents, count of fatal fires, etc.

Excel function: = count (0).

Definition: the arithmetic sum of an interval or ration data.

Example: number of fire fatalities, number of firefighters
responding, total dollar loss, etc.

Excel function: = sum ().

Definition: a count or sum of a variable per unit of measure (10,000
population, 1,000 fires, etc.). This variation of counts and sums
standardizes the measure to a common denominator to allow for
more realistic comparisons. Rates are essential for describing data
in all phases of the planning process. Monitoring and evaluation
require the use of rates to standardize comparisons.
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b. Examples: 15 residential fires/10,000 population/year, 1.5 fire
deaths/10,000 fires/year, 0.15 fire death/10,000 fires/year.

C. Excel formula: = Number of occurrences/population x rate (e.g.,
100,000).
4, Percent.
a. Definition: the part of a whole expressed in hundredths. This

measure is valuable in all phases of the planning process and can be
used to compare changes in the variable over time.

b. Example: out of all fires, 40 percent are cooking-related.

C. Excel formula: = component/total x 100.

DESCRIPTIVE STATISTICS
(cont’d)

Measures of central tendency.
— Describe the center or “average” of a series
of numbers:
- Mean.
- Median.
- Mode.
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E.

Measures of central tendency.

1. Definition: The three measures that describe the center or “average” of a
series of numbers are the mean, median and mode.

2. The mean is the arithmetic average of the values in a distribution. To
calculate the mean, add all the scores together and divide the total by the
number in the distribution. The mean is the most robust measure of central
tendency when the distribution is normally distributed, and it is the most
influenced by outliers.

3. The median is the middle term of a distribution. It is the point at which half
of the terms fall above it and half of the terms fall below it. The median is
not as robust as the mean, but it is not influenced by outliers.

4. The mode is the term that appears most frequently in the distribution.
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S. Summary.

MEAN

4

4
5
.

1

Sum =30/5=6
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a. Mean = 6 (30 divided by 5).

MEDIAN

4

4
5
7

10

Middle Value =5
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b. Median =5 (the middle value in the sorted series).
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MODE

4
4
5

.
10

Most Frequent = 4

Slide 4-50

C. Mode = 4 (the most frequently occurring number).
EFFECTS OF EXTREME
VALUES
4
4
5
7
35
55
Mean = 11, Median = ? and Mode = ?

6. Effects of extreme values.
a. Example:
4
4
5
7
35
55

b. Mean = 11, Median = ? and Mode = ?
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WHICH AVERAGE TO USE?

Mean = Ordinal data + Extreme effect

Median = Ordinal data + No extreme effect

Mode = Nominal data

F. Which average to use?
1. Ordinal data — qualitative data in categories that can be ordered, such as
small, medium, large or agree, neutral, disagree.

2. Nominal data — qualitative data in categories where there is no natural

ordering, such as gender, race, religion.

MEASURES OF DISPERSION

» Provide a summary of the variability of
spread of values in a distribution.
— Express the extent to which the values in a
distribution scatter about or cluster together.
— Data clustered close to the mean indicates
accuracy and reliability.
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G. Measures of dispersion.

1. While measures of central tendency provide a summary of the values in a
distribution, measures of dispersion provide a summary of the variability of
spread of values in a distribution.

a. Measures of dispersion express quantitatively the extent to which
the values in a distribution scatter about or cluster together.
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b. Ideally, we do not want data that is scattered about; instead, it should
be clustered close to the mean as we strive for accuracy and
reliability.

MEASURES OF DISPERSION
(cont’d)
» The range is the most 4
basic measure of 4
dispersion. 5
* Its definition is simply 7
the difference 10
between the lowest 10-4=6
and highest value in
a distribution.
2. Range.
a. The range is the most basic measure of dispersion.
b. Its definition is simply the difference between the lowest and highest

value in a distribution.

MEASURES OF DISPERSION
(cont’d)
* Variance is the
difference between
the values in a 2
4 4-6=-2
distribution and its = O 1
mean. 7 7-6=1 1
10 10-6=4 16
Total 0.0 26/4
Variance 6.5
3. Variance.
a. Variance, or deviation values, is the difference between the values

in a distribution and its mean.

b. Since the mean is the balance point of the values in a distribution,
the total of the deviation values would be zero.
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C. Therefore, in order to calculate the variance, it is necessary to square
the deviation values to eliminate the negative values.

d. Remember to divide variance by (n-1) for sample. Since the
variation is a large number, it indicates that not all values are
clustered near the mean (it is also affected by a small sample size).

MEASURES OF DISPERSION

(cont’d)
e The standard
deviation is obtained
by taking the square 4 4-6=-2 4
root of the variance. 4 o5 4
+ Asmall square root . T
indicates that the 1 e
spread (variability) Total 0.0 26/4
around the mean is Variance 6.5
not very large. Standard V6.5=25
Deviation
4. Standard deviation.
a. The standard deviation is obtained by taking the square root of the
variance.
b. A small square root indicates that the spread (variability) around the

mean is not very large.

NORMAL DISTRIBUTION

o 99.74 -

“ 95.44 »

-— G8.26 —»

Standard
Deviations =3 -2 -1 0 +1 +2 +3
H. Normal distribution.
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Unless there is a compelling reason otherwise, statisticians usually assume
a normal distribution for any given set of values.

A normal distribution is in the general shape of a bell and is also known as
the bell curve.

In a normal distribution, the mean, median and mode are the same.

a.

Most of the values, 68 percent, fall within one standard deviation on
either side of the mean. Within two standard deviations, 95 percent
of the distribution is represented, and within three standard
deviations, 99.7 percent of the distribution is represented.

When we talk about an outlier, we are talking about an extreme
value in the tails of the normal distribution.

The standard deviation is responsive to the exact position of every value in
a distribution.

Because it is calculated by using deviations from the mean, the
standard deviation increases or decreases as the individual values
shift away from or toward the mean (accuracy and reliability).

Like the mean, it is influenced by extreme scores, especially with
distributions that have a small amount of values.

As the number of values increase, each individual value has less
ability to shift the mean and the standard deviation.

If the mean and standard deviation of a distribution are known, a
fairly accurate picture of the distribution can be obtained.

NORMAL DISTRIBUTION
(cont’d)

Wide Dispersion

Narrow Dispersion

Slide 4-58
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A flattened curve indicates a wide dispersion of the data (less accuracy and
reliability).

A narrow curve indicates less dispersion of the data. The data are more
clustered about the mean (more accuracy and reliability).

In order to narrow our curve (increase accuracy and reliability), we must
study the outliers (those data outside the 95 percent). As we correct those
errors, our data will become more accurate and reliable, and our curve will
narrow.

SIX SIGMA

» To improve quality, we must:
Identify our baseline.
Determine what our benchmark (goal) will

be.

Analyze the outlier data to shift our baseline
to our benchmark.

Narrow our curve (improve accuracy and
reliability).
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Six Sigma.

1.

To improve quality, we must identify our baseline (represented by target
line), determine what our benchmark (goal) will be, and then analyze the
outlier data to shift our baseline to our benchmark and narrow our curve
(improve accuracy and reliability).

SIX SIGMA (cont'd)

Slide 4-60
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2. Once you have identified your outlier data, Six Sigma offers a range of
quantitative analysis tools to help you study your data, but that is beyond
the scope of this class.

3. Our important point is to identify the outliers.

4. We will use the power of Excel and our PivotTables to conduct our own
analysis and identify those values in the 90th and 95th percentiles.

5. The industry standard is a benchmark of 90 percent per NFPA 1710,
Standard for the Organization and Deployment of Fire Suppression
Operations, Emergency Medical Operations, and Special Operations to the
Public by Career Fire Departments.

VIl.  INFERENTIAL STATISTICS

INFERENTIAL STATISTICS

» Measures the relationship between
two or more data series.

* Provides a level of confidence
regarding the observed relationship.

* |dentifies past and present trends to
predict how the data will behave in

the future.
A. Measures the relationship between two or more data series.
B. Provides a level of confidence regarding the observed relationship.
C. A major task in emergency planning is identifying past and present trends to predict

how the data will behave in the future.

SM 4-47



DATA ANALYSIS AND THE DECISION-MAKING PROCESS

INFERENTIAL STATISTICS
(cont’d)

» Regression analysis detects trends and
predicts future values.

» The assumptions behind linear regression
are:
— The relationship is linear.
— Errors are normally distributed.
— Errors are independent.
— Errors have a constant variance.
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1. Regression analysis, an inferential statistical procedure, is useful for
detecting trends and developing a mathematical equation to predict future

values.

a. For example, the decreasing trend in fires and fire deaths over time
or the increasing trend in services provided by EMS professionals

over time.

b. Regression analysis develops a mathematical equation that provides
a “best fit” solution that minimizes the difference between the
predicted and actual observations.

C. The strength of the relationship is measured by a correlation
coefficient, which varies from (-1), an inverse relationship, to (+1),

a perfect relationship.

d. The resulting mathematical model can be used to predict future
values based on the strength of this relationship.

2. The assumptions behind linear regression are:
a. The relationship is linear.
b. Errors are normally distributed.
C. Errors are independent.
d. Errors have a constant variance.
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ACTIVITY 4.2

The PivotTable Analysis Process

Purpose

Construct a PivotTable view to analyze complex multidimensional fire service problems.

Directions
1. Open the lab manual so it will display on your second monitor.
2. Use your own NFIRS data.
3. Insert a new PivotTable, and connect to your Access database.
4. Construct the PivotTable view, and make the following:
a. Values.
- Sum — compute sum of “loss total” for each “incident type category.”
- Average — compute average of “response time” for each “incident type
category.”
- Count — use “incidentID” to determine the number of incidents for each
“incident type category.”
- Percent of column.
b. Grouping.
C. Filtering, including top 10.
5. Identify patterns and trends in your data.

a. Keep the columns for count, sum and average. Now add additional filters to your
row labels to include month, weekday, shift and station. You may want to look at
more than one “incident type category” or a specific category (such as fires) when
using additional row labels.

b. Display a table containing month and incident type category — fire in the rows
and an incident count, sum of total loss and average response time in the columns.
Be sure your values are displayed properly (currency, time, etc.).
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6. Print a summary table and turn in.
Values
Row Count of Sum of Loss Average of
Labels IncidentID Total Response Time
Fire 2,379.00 $16,028,334 04:47.1
Jan 221.00 $1,285,296 04:25.1
Feb 197.00 $1,283,552 04:27.1
Mar 235.00 $1,329,594 04:30.4
Apr 178.00 $760,690 05:13.3
May 164.00 $1,114,339 04:27.9
Jun 191.00 $1,731,670 04:48.7
Jul 360.00 $3,704,242 05:13.3
Aug 280.00 $1,057,380 04:58.5
Sep 226.00 $1,206,715 04:58.8
Oct 146.00 $1,689,651 04:42.8
Nov 181.00 $865,205 04:26.3
Grand
Total 2,379.00 $16,028,334 04:47.1
7. Be prepared to show and discus your PivotTable findings with the class. What trends did

you find in your data?
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DATA ANALYSIS AND THE DECISION-MAKING PROCESS

1.

ACTIVITY 4.2 (cont’d)

The PivotTable Analysis Process

Open a new Excel spreadsheet.

e W
How et DAt EL0PeR
i o K& 8 - el £ X e
: -
. B I U H-A- = = = = = B $ - & e
e . o
1 - E
A ©
iCa]

Click in the Al cell, then click on the PivotTable icon under the Insert tab.
)8

P
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3. Click on the Choose Connection button.

HOVE | INSERT | PAGELAYOUT  FORMULAS DA RVEW  WEW  DIVELOPER

4, Click on the Browse For More button.

HOVE | ISR | PAGELAYOUT  FORMULAS  DATA  REVEW  WEW  DVELORER

Connedtion files on the Network

Connedtion files on this compater
WAt PRSP

2 e

e Do Carct
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5. Browse to your database at c:\programfiles(x86)\NFIRSv594\database, and double click
on the database.

6. Scroll down, and double click on the PivotNFIRS_PM table (near the bottom of the list).
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7. Click OK.

<4
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T e

8. Pull the IncidentID field down to the VALUES box.
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10.

Click on the Sum of IncidentID box, then click on the Value Field Settings box.
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11.  Choose Number, and set the decimal places to 0, then check the 1,000 separator box.

PriaTBLE To0KS.
INERT  BACELAVOUT  EORMULAS  DAA  RVEW  VEW  DIELOPER  ANANZE | DESIGH KeanLungy -
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A 5 c ) E v G “ s x L w N o ’ a & s T u v w x =
1 [sum of incidenuo | PivotTable Fields R
L
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5
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formting o1 mancary v,

12.  Change the name to # then click the OK button.
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13.

14.

To make a sum, pull the Loss Total field down into the VALUES box. Click on the Value
Field Settings box.

f%a

Fea o Fed
Lt Bumens Hesders
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15.  Set decimal places to 0, and click the OK button.

PNOTEEIETOOLS
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24 L
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16.
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Click on the Count of Value Field Setting Response Time field in the VALUES field box,
and choose settings.

17.

o £

18.

E %

e -
Lt Bumens Hesders
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19.  Click on Custom, and choose [h]:mm:ss. You need to choose this because NFIRS uses
Julian time, and you need Excel to keep counting after midnight.
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21.

22.

To make a percent of column value, move your IncicentID into the Values box. You can
use the same field multiple times in the Values Box. We are using IncidentID twice for
this example.
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23. Choose Count.
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24, Click on the Show Value As tab.
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Choose % of Column Total.
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Set decimal places to 0 then click the OK button.
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27.
ROWS
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To show the top 10, you will use the Top 10 filter. Pull the INC Type Category into the
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29.

30.

Click on the OK button.
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You now see the Top 10 values in your Row categories.
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31.

To sort them from highest to lowest,

bar. Choose Z to A.
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33.

34.

To group the data, pull the Hour of Day field into the ROWS box.
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Right click in the calculations area, and choose Group.
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35.
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Now you are seeing hour of day grouped by four-hour increments.
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To ungroup the data, right click in the calculations area, and choose Ungroup.
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To insert “0” in blank fields in the calculations area, right click in
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39.
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PMOTRBLE TOOLS. Book' - Face! ? 5o - =)
ANAYZE  DRSGH KevinLungy =

11 Al

Humter h P 4T
S g m s g g Comoml femmu sote Fnds
L w T Formating = Table=  Sades~ Fiter~ Cdect~
B imber . s e g
T W | er Lt | e | i | u volw | x v :

LossTotal

el bt aris b

T

FLTERS

= hows

T uawes

Defer Layeut Update

40.

Enter a “0” in the box next to the “For empty cells show:” option. Then click on OK.
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You now have the “0” in all the blank cells.
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Another powerful tool in Excel is the slicer. Click on the Analyze tab at the top of the
page then click on the Insert Slicer icon.
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43.

44,

Then select Hour and Weekday in the check box. Click OK.
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45. You can clear the filters by clicking on the top right icon in the slicer boxes.
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46. Now all empty fields will show 0.
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ACTIVITY 4.3
Presenting Your Findings — Charting and Graphing Techniques
Purpose

Construct a graph using proper guidelines to support the analysis of a problem or question.

Directions

1. The instructor will demonstrate the use of Excel to create interactive and static charts as
well as demonstrate the use of the most effective chart types previously covered in this
unit.

2. Using your PivotTables, you will choose a chart or graphic to communicate the results

from the analysis of an issue or problem in your department. You should use your own
data to create charts and practice editing.

3. At a minimum, you must produce the following types of charts and print them off for
instructor grading.

a. Pie chart.
b. Bar chart.
C. Line graph — trend line.
4, Be prepared to share results with the class and discuss any alternative strategies that may

increase the informational value of the presentation.
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ACTIVITY 4.3 (cont’'d)
Presenting Your Findings — Charting and Graphing Techniques

Put INC Type Category in the ROWS box then click in the PivotTable.
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Go to the chart area in the ribbon bar, click on the Insert Column Chart icon, and choose
the 2-D cluster column chart.

Shestt

Click on the “+” icon next to the chart. You can select what elements you want to add to
the chart.
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Choose the Data Labels option.
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Click on the paint brush icon next to the chart. You can quickly choose another color
scheme. Choose the black background with blue columns option.
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7. Click on the Design tab on the ribbon bar. You can then click on the Change Colors icon.
You can also choose a color scheme here.

Shestt ®

8. You can easily change the chart type. Click on the Change Chart Type icon under the
Design tab.
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10.

Choose the Pie Chart.
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Click on the Change Colors icon, and change the color scheme.

AT 0L

@ H S & - Booki - el
Bl o e mevosr  osans o e ver  Deose  aloe | BeSor |

bdedl D ® o JER D

Calumn Daa Chan Ty

Eerent Layout~

Chart ayauts Coactal Chart sty e W tsuien

s - .- Tl
EEEann A aIEIEIEEE Ik I A
H EEEm

| vear i
eskday i
PropertyType |
1

L

+ Hour
INC Type Grop [

Manachrematic

er = o = NC Tpe Gioup

! Total

N T Cengon

Shestt ®

Ve Lumy -

ot

Chomefeldstoasdtorport | &

7 INC Type Category
" INC Type Graep

M Henatschas
4 Moo

45 e arca ek

5 ALLIES

= s ca

NEType Cat v | | 2 =

Deter Loyt Update

SM 4-81



DATA ANALYSIS AND THE DECISION-MAKING PROCESS

11.  Click on the Change Chart Type icon.
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12.  Choose the Line Chart option.
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ACTIVITY 4.4
Mapping Incidents and Resources
Purpose

Use Microsoft Excel to conduct geospatial incident mapping and fire data analysis.

Directions

1. The instructor will demonstrate the proper technique for extracting incidents and building
a Power Map in Excel.

2. Once the data have been mapped, the instructor will show you how to arrange your fire
incident data and conduct an analysis of heat sources and smoke detector effectiveness in
your jurisdiction.

3. Following the demonstration, you will map your own data and create the following:
a. A map showing the incident type categories.
b. A map showing heat sources.
C. A map showing detector effectiveness.

4. Be prepared to share your results with the class.
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ACTIVITY 4.4 (cont’d)

Mapping Incidents and Resources

Start in a PivotTable with a count of all your incident IDs. Make sure all filters are turned
off. Double click the total of all your incidents to display all your data in a new
worksheet.
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Right click on column “O,” and insert a new column.
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Change the column header name to “Map Address.”
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Concatenate all the address columns: H, I, J, K, L, M and N. Be sure to enter " " between
each column. Your formula should show “=CONCATENATE([@Prefix],” ",[@[Address
#]]," " [@[Street Name]]," ",[@[Street Type]]," ",[@Suffix]," ",[@City],"

" [@ZipCode])”
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Function Arguments

COMNCATEMATE
Text7 | [@[Street Type]]
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Text11 |[@ZipCode]

Joins several text strings into one text string.
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Help on this function
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Text11: textl text2,.. are 1 co 255 texi strings to be joined into a single text
string and can be text strings, numbers, or single-cell references.
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Click on the Insert tab, and then choose to insert a Power View.
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DATA ANALYSIS AND THE DECISION-MAKING PROCESS

Click on the Design tab, and click on the Map icon to change your view to a map.
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Sreet2 | Power View! | Puat

You can now move your fields around like you do in a PivotTable. Put Map Address in
the LOCATIONS box and INC Type Category in the COLOR box.

Drag fields between areas below:
TILE BY

¥ SIZE
¥ Incident!D -

LOCATIOMNS
Map Address -

LONGITUDE LATITUDE

COLOR
IMC Type Category -

VERTICAL MULTIPLES

HORIZONTAL MULTIPLES
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10.  Your map legend is represented by whatever field you place in the “COLOR” box.

11.  Power Map will only show you 2,000 results at a time. You can tell that your data is
limited by the warning located right above the map. You will see the warning “Showing
representative sample.” Now you need to start filtering your data. Pull the Month Name,
Property Type and Weekday fields into the filter area.
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12. Filter on the month of August. You can do this by clicking on the box next to Aug.

13.  Zoom into a circle that has multiple colors. If your map doesn’t have one, choose a larger
circle. The bigger circles represent addresses with multiple incidents. If you have
multiple incident types at the address, it will show multiple colors in the circle.
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14.  Place your cursor over a circle. It will now show you the incident data.
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15. Move your cursor over another circle or a different color of the same circle. Once again,
you are seeing the data that the map is plotting.
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16.  You can easily change what data fields you map. Remove INC Type Category in the
“COLOR” box.

17. Pull down HeatSource into the COLOR box. Pull the INC Type Category field into the
filter area, and set your filter to show only fires. You are now showing all the heat
sources that caused fires that happened in August.
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18. Remove INC Type Category in the COLOR box, and pull down the “Detector” field into
the COLOR box. Now pull the “Detector” field into the filter area. Set your filters to only
show “Detector alerted occupants, Detector did not alert occupants, and Unknown.” Also,

set your INC Type Category filter to only show fires.

Now you are looking at your detector effectiveness in your jurisdiction.

19. Start moving fields around and experimenting with the filters. Change out the fields in
the COLOR box. Share your maps with the class, and explain how you can use the
information you are finding to make decisions about your fire prevention efforts.
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VIIIL.

IX.

SUMMARY

TN
SUMMARY %-ﬁ

» The fire service shares characteristics
with the business community.

» Economic, demographic, geographic,
social and political issues, as well as local
government and community expectations,
influence service delivery.

» Fire data analysis techniques are part of
the decision-making process.

Slide 4-66

@
SUMMARY (cont'd) )

« Data collection and analysis are essential
parts of the planning process because
they provide objective measures for past,
present and future community needs.

» The National Fire Incident Reporting
System (NFIRS) is a fundamental source
for this data.
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UNIT 5:
MANAGING THE NATIONAL FIRE
INCIDENT REPORTING SYSTEM

OBJECTIVE
The students will be able to:

51 Review the course content in preparation for the final cumulative exam.
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UNIT 5:

MANAGING THE NATIONAL

FIRE INCIDENT REPORTING

SYSTEM

OBJECTIVE

Review the course content in preparation for
the final cumulative exam.
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MANAGING THE NATIONAL FIRE INCIDENT REPORTING SYSTEM

ACTIVITY 5.1
TurningPoint Exercise
Purpose

Review the course content in preparation for the final cumulative exam.

Directions
1. You will be issued a TurningPoint ResponseCard to participate in this exercise.
2. The instructor will show a PowerPoint containing questions on the National Fire Incident

Reporting System (NFIRS). Use your ResponseCard to answer each question.

3. The instructor will lead a short discussion after each answer. Be prepared to discuss your
answers with the class.
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UNIT 6:
ACTION/ANALYSIS PLAN

TERMINAL OBJECTIVE
The students will be able to:
6.1 Analyze National Fire Incident Reporting System (NFIRS) data in order to develop an action plan that

addresses a need to improve their processes associated with NFIRS or to use their NFIRS data to improve
a process within their department.

ENABLING OBJECTIVES
The students will be able to:
6.1 Develop an analysis plan to address a problem or question in your organization.
6.2 Develop a PivotTable using extracted NFIRS data to support the analysis plan.

6.3 Propose an action plan to be implemented within 90 days.
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UNIT 6:
ACTION/ANALYSIS PLAN

Slide 6-1

ENABLING OBJECTIVES

« Develop an analysis plan to address a
problem or question in your organization.

« Develop a PivotTable using extracted
National Fire Incident Reporting System
(NFIRS) data to support the analysis plan.

¢ Propose an action plan to be implemented
within 90 days.

Slide 6-2
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Purpose

ACTIVITY 6.1

Action/Analysis Plan

Develop an analysis plan to address a problem or question in your organization.

Develop a PivotTable using extracted National Fire Incident Reporting System (NFIRS) data to
support the analysis plan.

Directions

Part 1: Action Plan

1.

At the beginning of the course, you were introduced to the action plan. You have had an
opportunity to select an NFIRS-related problem or an area in which you would like to
improve. To succeed, it is crucial to pick an area or problem over which you have the
control to exercise change.

a.

Pick a problem that is small enough, simple enough, and reasonable enough that
you have a high probability of solving it. However, what you choose to address
should not be trivial.

Choose an important area or problem of reasonable scope and magnitude so that
you can solve it without spending every waking moment over the next few
months struggling with it.

You will develop your Individual Action Plan in class, and implement it when you return
to work.

Your instructor will approve your Individual Action Plan on the Individual Action Plan
Agreement Sheet, and the U.S. Fire Administration (USFA) will keep a copy. The in-
class proposal for your action plan will include:

a.

Background and description of your problem or area of improvement. (Draft is
done in class.)

Identification of the people and/or organizations that might help or hinder your
efforts. (Draft is done in class.)

Three objectives (things you would change) that you believe would help you to
improve or address your problem.
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Part 2: Analysis Plan

1.

To examine the problem that you have decided to address in your action plan, you will
now develop an analysis plan.

The plan has three parts: (1) a description of the problem or issue to be analyzed; (2)
identify the data necessary to include in the PivotTable; and (3) state your initial
assumptions concerning the outcome of the analysis process. You have described your
problem in your action plan and gotten it approved.

Identify the appropriate measures and statistics for inclusion in the “data” section of the
analysis plan.

Determine the categories of incident data to include in your PivotTable. You may have to
work with the data some to fit it into the correct section of the PivotTable.

Construct a one-sentence description (hypothesis) of your initial assumptions regarding
the analysis results.

This will provide a quality assurance (QA) check to ensure that all of the required data
have been included in the analysis plan.

You should be prepared to present your analysis plan to the class.

Part 3: Status Report on Implementation

1.

Ninety days after the end of the course, you will submit a brief status report to the USFA
that contains the following information:

a. What tasks did you accomplish?
b. What factors helped you to complete those tasks?
C. What tasks were you not able to accomplish?

d. Why did that occur?
e. What would you do next time to relieve those obstacles to your progress?
f. What is the next step, or have you completed the action?

This is not a research report; it is merely a brief documentation of an improvement that
you want to make regarding NFIRS, as well as your progress toward that end.
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The solution that you implement does not need to be successful for your status report to
be a success. If you learn something concrete from the failure, and can explain why it
failed, the status report will be a success.

If the solution requires more than 90 days to evaluate the results fully, report on the state
of results available at the time of the report.

Style standards.

a. The Action Plan Status Report should be three to five, double-spaced, typed
pages. Number the pages at the bottom.

b. Use the Individual Action Plan Agreement Cover Sheet that follows as the cover
page, or design your own as long as it contains all of the necessary information.

C. Make sure the status report contains clear and grammatically correct writing.
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ACTIVITY 6.1 (cont’d)

Individual Action Plan Agreement Sheet

Name: Phone:
Date of Class: Due Date:
1. Write a one-sentence operational description of the problem/issue that contains

information on who, what, where, when and how elements.

2. List the people and/or organizations that might help or hinder your efforts.

3. List three objectives that will help you to address the problem.

I will submit my status report regarding this Individual Action Plan to USFA by the due date
indicated above.

Student signature

I approve this Individual Action Plan.

Instructor signature
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ACTIVITY 6.1 (cont’'d)
Individual Action Plan Agreement Cover Sheet

Date of Class:

Due Date:
Name:
Organization:
Address:
Phone: Email:

As noted during class, USFA is collecting these status reports for use by other NFIRS
program managers. USFA will send out copies of status reports that may be helpful, if
requested. Please initial one of the following statements regarding the use of your name and
address with reprints of your status report.

Please do not keep (or use) my name or address with the status report.

I give permission for you to keep (and use) my name and address with this
status report.

Send Individual Action Plan to:
Marion Long
U.S. Fire Administration
16825 South Seton Ave.
Emmitsburg, MD 21727
marion.long@fema.dhs.gov
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UNIT 7:
COURSE PROJECT

TERMINAL OBJECTIVE

The students will be able to:

7.1

Analyze National Fire Incident Reporting System (NFIRS) data to generate analysis reports for decision-
making.

ENABLING OBJECTIVES

The students will be able to:

7.1

7.2

7.3

7.4

7.5

7.6

Update a database with the special queries and tables.
Generate monthly incident counts.

Use Summary Template.xIs.

Create charts and presentable data.

Create a PivotTable.

Generate maps and show specified data using Microsoft Excel Power Map.
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UNIT 7:
COURSE PROJECT

Slide 7-1

ENABLING OBJECTIVES

» Update a database with the special
gueries and tables.

» Generate monthly incident counts.

* Use Summary Template.xls.

» Create charts and presentable data.

» Create a PivotTable.

» Generate maps and show specified data
using Microsoft Excel Power Map.

Slide 7-2
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ACTIVITY 7.1
Data Analysis Course Project
Purpose

Analyze the National Fire Incident Reporting System (NFIRS) data to generate analysis reports
for decision-making.

Directions

1. The instructor will provide directions for completing the Data Analysis Skill Test.
2. This is not a graded activity.

3. You will answer the questions on your Student Activity Worksheet (SAW).
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Name:

10.

11.

ACTIVITY 7.1 (cont’d)

Data Analysis Course Project

Date:

(Files needed are in the Student Shared folder.)
Using your NFIRS account for the State of TR, import incidents from file
PMO018QT3_4.075 into your NFIRS Off-Line database (Hint: Off-Line database, user
injection). How many incidents did you import?

List the date and incident number of each invalid incident for CY 2007. Identify the
general reason for the invalid incidents.

Update your database by running the Pivot NFIRS_PM query in your Access database.
How many records are in the Pivot_NFIRS_PM table?

Log in to Web-Based Reporting with your TR account; create and print the CY 2007
Monthly Incident Counts for FDID PMO018. Which month has the highest count, and
what is the total number of incidents for that month?

Answer the following questions using Summary Template.xls (Hint: Make the
connection to the PivotNFIRS_PM table).

a. Record the total dollar loss for CY 2006.
b. Record the total fire dollar loss for CY 2007.

Display the major Incident Type categories (fire, EMS, false, etc.) for CY 2007. Sort
numbers in descending order.

Create a presentable pie chart using the Incident Type categories for CY 2007. Please be
creative.

Show hours in four-hour groups for all years. Most false calls occurred during which time
group?

Which station ran the most calls in CY 20077 Display calls in descending order.

Starting from a new blank workbook (do not use the Summary Templet.xls), create a
table that displays year and Incident Type category (row) by month (column). Sort
Incident Type category alphabetically, and show 0 for empty cells.

Display only fire, EMS and false calls (row) by year (column) for one- or two-family
dwellings.
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12.  Add percent as a second measure in the data area. Show the number and percentage of
CY 2006 incidents for each day of the week. You should be showing the total number of
incidents and the percentage that each day represents of the total.

13. How many fires were reported in February CY 2007? Display them to your instructor.

14, Recreate the following PivotTable:

Property Type (All) -

Month Name  (All) -

Year 2007 T

Weekday (Aall) -

# Column Labels | ~

Row Labels -T 0-5 6-11 12-17 18-23 Grand Total

A 272 BB1 1115 709 2977
Assist 18 65 102 BE 251
EMS 188 473 601 434 1696
Exp 2 5 1 8
False 30 101 81 56 268
Fire 4 19 50 32 105
Hazard 11 29 44 33 117
COther 1 87 91 B 187
Service 18 104 139 74 335
Weather 3 2 5 10

=B 279 871 1121 655 2926
Assist 15 45 96 80 224
EMS 176 482 6le 420 1694
Exp 1 2 4 2 9
False 32 78 79 43 232
Fire 10 12 52 25 99
Hazard 10 31 45 28 114
Other 103 111 4 218
Service 28 109 114 70 321
Weather 3 5 4 3 15

=C 272 B34 1112 631 2849
Assist 10 61 78 B2 212
EMS 189 459 586 413 1647
Exp 2 2 1 5
False 35 24 23 56 258
Fire 7 24 54 22 107
Hazard 7 33 55 27 122
COther 81 105 3 189
Service 22 90 141 44 297
Weather 2 7 3 12

Grand Total 823 #HRH 3348 1995 8752
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15.

16.

17.

18.

19.

20.

Clear all filters. Make a Power Map in Excel showing all the different Incident Type
categories for incidents that happened on A and B shifts at the beach and in banks.

Make a Power Map in Excel showing all heat sources that were not left blank.

Make a Power Map in Excel showing the area of fire origin when a smoke detector
alerted the occupants.

Make a Power Map in Excel showing the area of fire origin when a smoke detector failed
to alert the occupants.

At what address did the detector fail to alert the occupants?

Make a Power Map in Excel showing the property types when a fire started for which the
human factor was asleep.
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ACRONYMS
ATF Bureau of Alcohol, Tobacco, Firearms and Explosives
BEU Bulk Export Utility
BI Business Intelligence
BIU Bulk Import Utility
BSC Balanced Scorecard
BYOD Bring Your Own Device
C.ART. Complete, Accurate, Reliable, Timely
CEO Chief Executive Officer
CFAI Commission on Fire Accreditation International
CO Company Officer
COTS commercial off-the-shelf software
CPI Continuous Process Improvement
CPM Center for Performance Measurement
CPSC Consumer Product Safety Commission
CPSE Center for Public Safety Excellence
CQl Continuous Quality Improvement
CRG Complete Reference Guide
CSB U.S. Chemical Safety & Hazard Investigation Board
FAQs frequently asked questions
DEBI Data Entry Browser Interface
DET Data Entry Tool
EMS Emergency Medical Services
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EMT emergency medical technician

EPA Environmental Protection Agency

FBI Federal Bureau of Investigation

FBIR Forms Based Incident Report

FCT Federal Client Tool

FDID Fire Department Identification

FEMA Federal Emergency Management Agency
FTP File Transfer Protocol

GAAP generally accepted accounting principles
GASB Governmental Accounting Standards Board
GB gigabytes

GIS Geographic Information System

HSO Health and Safety Officer

IAFC International Association of Fire Chiefs

IC Incident Commander

ICMA International City Management Association
ISO Insurance Services Office

IT information technology

MB megabytes

NANS National Association of NFIRS States
NASFM National Association of State Fire Marshals
NFA National Fire Academy

NFDC National Fire Data Center
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NFDS
NFIC
NFIRS
NFIRS: PM
NFP
NFPA
NHTSA
NYPD
ODBC
PDA
PIO
PSC
QA
Q&A
QC
QIP
SAW
SM
SMART
SOP
SORT
SQL

SRI

National Fire Data System

National Fire Information Council

National Fire Incident Reporting System
“National Fire Incident Reporting System: Program Management”
National Fire Programs

National Fire Protection Association

National Highway Traffic Safety Administration
New York Police Department

Open Database Connectivity

personal digital assistant

Public Information Officer

Planning Section Chief

quality assurance

question and answer

quality control

quality improvement process

Student Activity Worksheet

Student Manual

Specific, Measureable, Achievable, Realistic and Time framed
standard operating procedure

Summary Output Reports Tool

Structured Query Language

Seidman Research Institute




NATIONAL FIRE INCIDENT REPORTING SYSTEM: PROGRAM MANAGEMENT

TEXFIRS Texas Fire Incident Reporting System
TOM Total Quality Management

USB Universal Serial Bus

USFA U.S. Fire Administration

USNG United States National Grid

WUI wildland urban interface
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