[image: image2.jpg]


    FERS Data Entry Guidelines  


Here are some general rules and tips to assist reporting of fire incidents when using FERS on-line.

General Rules

1. Save your fire reports on a regular basis to ensure that you do not lose any unsaved information.

2. There is a 20-minute ‘no-use’ time limit.  If there is no server activity within FERS for 20 minutes the application will time out and will log you out.  This means that the reports must either be saved as a draft or submitted to the FCO within the 20-minute time frame.  It does NOT mean filling in the report on FERS.  It is advisable to save and save frequently, particularly since the Internet is an unstable environment.  Any unsaved information will be lost upon log out.

3. Validation 

Once you have completed the report and selected the “Send to FCO” button it will submit the report and run a validation routine to check for errors. The validation routine ensures the accuracy of all reports submitted to the FCO for statistical purposes. The validation routine may produce three types of errors:

a) Coding errors that you will need to resolve before the report can be sent to FCO.
b) Inconsistencies in the report, such as missing information or reports, that must be resolved before the 
report can be sent to the FCO.
c) 

False errors due to glitches in the validation program. 

· If you run into these false errors, please contact the FERS application administrator, as below, with 
the fire number of the fire report.

Once all the reports for a fire event have been submitted to the FCO successfully, please finalize the fire event.  If you require a hard copy of your reports, please print these before you finalize the report.

4. Locating your entered reports

Under the “My Events” tab you may search, view, edit, and print your fire department’s reports.  The event status button in this screen allows you to search for 2 types of un-finalized reports: Open or In-progress.  It now also allows you to search for finalized reports under the search heading ”View Finalized”.  Select the option that you require and enter in the search criteria to locate your requested report.

a) Open reports are reports that contain only the Fire Event Detail Information. 

b) In-progress reports are reports that contain more than the Fire Event Detail Information. These reports may have been submitted, but have not yet been finalized.

c) View Finalized reports are reports that have been submitted and finalized.  This search criteria enables the user to view and print finalized reports.

You will be unable to edit a finalized report. To edit or delete a finalized report, please contact the FERS application administrator, as below. Please note that the value and loss estimate fields that you provided may be replaced with the actual insurance adjuster figures.

5. “Fire Event Details” screen
· Ensure you’re selecting the date as the actual fire date on the pop up calendar.  This field defaults to a blank field.  When you click on the calendar it defaults to the date the report is being entered.

· Under the ‘location of fire’ field, enter the complete address directly followed by the municipality of the fire (eg. 12345-67 St. Edmonton).

· If you need to change the information in this section of the fire report, click on the edit button and make the necessary changes.

· If you have entered details in this section and need to delete the record, please contact the application administrator at the Alberta Emergency Management Agency.

6. Internet Connections 

Milenet and the FERS application are a part of the world-wide-web, and therefore are subject to the vulnerabilities of this service.  If your Internet connection goes down, is temporarily disconnected, or if your signal is disrupted it may produce errors in your milenet or FERS connection.  If you are in the process of entering fire incident data when one of these errors occurs, your current file may become corrupted.  Please close and restart milenet. 

· Once you are signed into FERS again, try to locate the report (using the search field) you were entering at the time of the error.  You may have to change the event status to “Opened” to locate the report.  If you locate this report, go back in and finish the report.

7. If you cannot locate this report, DO NOT re-enter the same report over again. A report may exist, but be un-viewable to you. Please call and notify the FERS application administrator and follow their directions.
8. If you have authorization to enter reports for more than one municipality (for instance the City of Camrose as well as Camrose County), be sure to select the organization that you are filling the reports out on behalf of.

9. Under the “Brief Description of Fire” section, please identify the type of property as well as where and how the fire started.  This will help us determine whether the validation report is correct.

10. If your e-mail address changes, please update your user profile in milenet.
From the main milenet menu, select ‘my user profile’ under administration and update your e-mail address there.  Once you’ve clicked on the ‘next’ button, your profile will be updated.  Updates and changes that may affect the functionality/availability of the milenet system are sent to your e-mail address.  This information is important as it will ensure that you do not lose any data entered into FERS.    

Coding Rules

11. If you have exposure fires, record each exposure as a separate event. Ensure the source of ignition and fuel or energy codes identify that it is an exposure fire and detail the exposure information in the comments box.  The Act or Omission is coded the same on all reports, as is the Person Starting Fire variable.

12. Reports are required on all vehicle fires, whether they occur as a result of a vehicle accident or for some other reason.

13. You must enter EITHER the Company name or the name of the owner, not both. If the owner information is unknown, type the word ‘Unknown’ under the company name.

14. A loss estimate for the building, contents, or both is required.  These fields require estimates from the fire department. 

· If the insurance adjuster provides the actual figures at a later date, these figures will replace your estimates. However, your estimates are still required in the event that an insurance report is not received for the fire incident. 

· If all the damage occurs to an Occupant’s contents only, you must enter a $1 uninsured loss for the Building to get the fire report into FERS.

15. DO NOT include the totals from any accompanying Occupant Reports on the original Fire Report, otherwise the totals will be duplicated.

16. Code motor homes, mobile homes, travel trailers, etc. as structures rather than vehicles since they’re included in the residential section of the property class rather than the vehicle section.

17. Try to be as specific as possible (if you know it was a cigarette then code it as a cigarette – 711, rather than the broader “smoker’s material” code – 710).

18. A common error involves miscoding the Fuel or Energy Associated with the Source of Ignition (page 52 of the manual) as the Material First Ignited (i.e. if somebody uses a match to start gasoline on fire, the Source of Ignition is a Match, the Fuel or Energy should be Match or Lighter Not Used in Conjunction With Smoking, but is quite frequently coded as Gasoline, which is actually the Material First Ignited).  

19. Smoke Detector/Alarm Reports:  For those structures where the smoke alarm particulars are unknown, please indicate ”Unknown” for Make and Model of Detector.  Not Applicable applies to those structures you submit an alarm report for that do not have smoke alarms. Smoke Detector/Alarm Reports are NOT required for vehicle or outdoor fires.  They are also not required if there is no smoke detector in the building.

20. Do not code Manual Fire Protection in vehicles as Not Applicable “8”.  Fire extinguishers CAN be located in vehicles, therefore the only codes that will be accepted for Manual Fire Protection for vehicles is codes 4, 7 or 0.

21. If a casualty is indicated on the Fire Report, please make sure that any and all corresponding Casualty Reports are submitted with the Fire Report.

User Tips

22. On the Fire Event Details screen, when you click on the “Municipality of Fire” field, use the command CTRL+F in the drop-down menu and type in the first letters of the Municipality to quickly find the municipality you’re looking for (i.e. For City of, type in the letter C).  The same principle applies for the “Adjusters Code” field.  If you type in a partial name (i.e. Allstate) it will take you to the first one in the list.  You can hit enter or scroll down until you get to the one you’re looking for.

23. On the “Select Organization” field, the municipalities are listed as “City of…”, “Town of…”, “Village of…”, etc.  To speed up scrolling through the list, hit the first letter of the first word (i.e. T for Town of, V for Village of, etc.) and then hit page down until the municipality you’re looking for is listed.  You can then click on the appropriate municipality.

24. To provide electronic comments, feedback or questions about the milenet or FERS sites, click on the “About Us” link on the milenet main page under the FCO application area and then on the e-mail hyperlink to send an e-mail to the FCO. Your feedback will be continually reviewed and changes will be made as necessary to ensure that FERS operates efficiently according to your fire department needs.

25. You may want to have the manual handy to make it easier for you to find which category you’re looking for on the multi-level drop-down menus.  There are also a few fields that don’t have drop-down menus so you may want to refer to the manual for the correct format for these fields.

26. Support
· For FERS or milenet instruction please contact the FERS Application Administrator at AEMA at
  780-422-9000, email aema@gov.ab.ca
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