FIREHOUSE USER MANUAL

Completing Training Attendance Records

The Firehouse training record for your class will have been previously entered by the Deputy Chief of Training. The
record will have all staff members for your shift will have been entered as scheduled for the training. The following
steps will document how to show your shift personnel that attended the class and how to enter additional personnel
that may have attended the class.
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" 06/08/2012 10:33:23| 06/08/2012 10:58:42| #12-0001877: EMS5 call, excluding vehicle accident with injury - 1 84 WE MP 26 [UserLocked)
* 0EADB/2012 11:47:34) 0B/08/201 2 12:06: 48 #12-0001878: EMS call, excluding wehicle accident with injury - 2814 5 INDIAMNA AYE [Userlocked)
" 06/08/2012 11:56:48| 06/08/2012 12:02: 38| #12-.0001879; - 14173 CAROLIMA ST

" 06/08/2012 12:36:07(06/08/201 2 12:42:44 | #12-0001380: Public service - EMS - 15573 ORCHARD &VE [UserLocked]

" 0B/08/2012 12:46:33| 06/08/2012 13:01:06| #12-0001881: EMS5 call, excluding vehicle accident with injury - 200 BEECH 5T [UserLocked]

" 06/08/2012 13:27:12| 06/08/2012 13:40: 30| #12-0001882: Motar vehicle accident with injuries - E HOMEDALE RD & HawK AVE [UserLocked]
[ 0 CF1, - Training - HM b Managem

06/02/2012 14:43:50| 06/08/2072 15:01:49 #12-0001883; EMS call, exchuding vehicle accident with injury - 2325 FAIRVIEW AVE [UserLocked]

" 0B/08/2012 15:61:06|06/08/2012 16:07: 39 #12-00071384: EMS call, excluding vehicle accident with injury - 11333 WILDERNESS DR
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[ Training Class - HM-OMS Technical Decon, Incident Managem E
Start Date Category Start Time: End Date End Time
06/03/2012 J |472.B4D41 J |HM—DMS Technical Decon, Incider  |13:30 0E/08/2012 J | :
Rating Bureau I Motes 1 Other... I Staff Suramary I
Clags Description Localion Agency Dept Course Mumber
|HM-EIM5 Technical Decan, Incident Manz ‘EFD-Z J | J ‘ J Instructors. ..
Default Values Training Type Payroll Calculation
Station Shift Unit [~ Fire [~ Rescue Haurs Paid Pay Scale r
CF1 J |? J J [~ Medical ¥ Other :I J r
Hours \woarked Credit Paints CEU Method of Instiuction I Attendance
:I | J | Required
Paints| Hours Paid [CEU Station [Shift [Urit Add
: 472.64041 0.00 0.00 0.00 : —
COULTER, J&Y 47264041 C Add Group...
JOHMSON, DARR 47264041 0.og 0.on 000 CF1 C —
NYE.ERIC 47254041 0.00 0.00 0.00 CF1 C Upen
PAPP, ICHAEL 47284041 n.og 0.00 o] CF1 C F dit Growp
REYMNA, JESLIS 47284041 n.og 0.00 000 CF1 C - =
b | | L4 Delete
| | | | 0 Mew Browse & Save X Delete | & Frirt... | ﬂ."[}\osa ‘

On the day the class is
scheduled, locate the
class in the Journal and
open the record.

If the training records are not showing in the Journal make sure the Class button is depressed.

After the training record has been opened you
will need to enter the end time the class ended.
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FIREHOUSE USER MANUAL

i Training Class - HM-OMS Technical Decon, Incident Managem

Start Date Categomny Start Time: End Date End Time
| 06/08/2012 J | 4728401 J | Hh-OMS Techrical Decon, Incider | 13:30 0B/08/2012 J |15:45
Basic lﬂat\ng Bureau ] Maotes ] LOther... ] Staff Summary I

Class Description

| HM-OMS Technical Decon, Incident Mans

Lacation Agency Dept Course Number

£FD2 ]l L]

Training Type

Default Yalues Payroll Calculation

Station Shift Uit [ Fire ™ Rescue Hours Paid Pay Scale r

BB e Fom [l alr

Hours ‘worked Cradit Points CEU Method of Instruction ™ Attendance

:I | (o] J |D||\I, Manipulative Fiequired

Points| Hours Paid |CEU Station [Shift (Urit Add
- 4 0.00 0.00 0.00 . = 1

COULTER, J&y 47264041 n.og 0.00 0.00 CF1 C Add Group..
JOHMSON, DARR 47264041 n.og 0.00 0.00 CF1 C -1
MNYE.ERIC 4726404 0.og 0.on 0.on CF1 C Open
PAPP, MICHAEL 47264041 0.00 0.00 0.00 CF1 C
RETYMA, JESUS 47264041 n.og 0.00 0.00 CF1 C -

1 | | L4 Delete

J Instictors. ..

[ Mew ‘ Browse ‘ & Save ‘ * Delate ‘ & Print... ‘

OCanceI ‘

X]

Place a check maik next to the fields you want to update and type in the new
walue far that field. Only fields which are checked will be updated.

[ Category |

[0 |[odt Maripustve

e | W His worked
I shit L]
I~ Unit res [

Training Type
rr rr r r N

J | HM-OMS Technical Decon, Ine

I Method

[ Station

I™ Credit Prs

Payroll Calculation

[P -

|Attanded - Dbjective Met j‘

™ Pay Scale

Attendance

I Reason for Absence |

rr

| 12 Stalf Members Listed / & Selected for Update

]

v v Objective et Cancel |

Next select the Edit Group button to edit the
records for the personnel who attended the
class.

Once the Group Update screen opens use the
following steps to edit the staff records.

Holding down the Ctrl key deselect the staff
members that were not at the training (see staff
member’s field on left).

Next check the Hrs Worked, Hrs Paid, and the
Attendance Status boxes. The fields for staff
hours will update automatically when you check
them.

The attendance status option that you want to change needs to be Attended — Objective Met selection.

Once all the steps above have been completed you can then select the OK button to close the screen.

i Training Class - HM-OMS Technical Decon, Incident Managem

Start Date Category Start Time: End Date End Time
| o6 /0872012 J |472.84041 J | Hbi-OMS Techrical Decon, Incider | 13:30 08/08/2012 J [15:45
Basic lﬂating Bureau I Mates 1 Other... I Staff Summary I
Class Description Location Agency Drept Course Mumber
|HMVDM5 Technical Decon, Incident Mane | CFD-2 J | J ‘ J Instructors. .
Default Values Training Type Payroll Calculation
Station Shift Unit [ Fire [ Rescus Hours Paid Pay Scale r
B (B ([ frwss Fome [l el
Hours \Worked Credit Paints CEU Method of Instiuction I Attendance
| 225 j" | :" | DM J | Drill. M anipulative Fiequired
Hours Paid |CEU Station  [Shift |Unit Add
] 0.00 0.00 C JE—
COULTER, Jay 4728404 C Add Group...
JOHMSON, DARR 47264041 n.og 0.00 o] CF1 C —
NYE.ERIC 47264041 228 0.on 000 CF1 C Open
PAPP, MICHAEL 47254041 225 0.00 0.00 CF1 C
Edit Group...
REYNA, JESLIS 47284041 n.og 0.00 000 CF1 C -
1 | | L4 Delete
‘ ‘ ‘ ‘ 0 Mew Browse ‘ H save ‘ X Delsta ‘ & Frint... ‘ EL*C\osa ‘

If no additional staff records need to be added
you can select the Save and OK buttons to close
the record.
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Adding Additional Staff Records to the Training Record

g Class - HM-OMS Technical Decon, Incident Managem

=0 X

End Tirne

Start Date Category Start Time: End Drate
| 06/08/2m2 J [47284001 J [ Hb-OMS Teshricsl Deson, Incider [1330 0E/08/2012 J [15:45
Basic ]Eahng Bureau l Hotes l DOther. l Staff Summary I
Clags Description Lacation Agency Dept Course Number
|HM-DMS Technical Decon, Incident Manz | CFD-2 J | J | J Instactors...
Default Yalues Training Type Payroll Calculation
Station Shift Urit [ Fire [ Rescue Hours Paid Pay Scale In
B (B[ s ©om [kl
Hours Worked Credit Paints CEU Method of Instiuction I Attendance
= | BV .. |[0il Manpulive Required
Attendee Hours Points| Hours Paid |CEU Station [Shift (Unit |+ bdd
CARICO, BRAD . 0.oo 0.oo | " =
COULTER., Jav' 472 64041 225 0.00 0.00 CF1 [
JOHMSOM, DARR 47264041 0.0 0.00 0.00 CF1 C —_
MNYE, ERIC 47264041 225 0.00 0.00 CF1 [ Open
PAPP. MICHAEL 47264041 225 0.0o 0.0o CF1 C Edit Group
REYMA, JESUS 472 64041 o.ng 0.00 0.00 CF1 [ o — " |
1 | | L4 Delete
‘ | | | [ Hew ‘ Browse | & Save ‘ X Delete | & Frint... ‘ @ Cancel |
Staff Group Select - [35 Listed / 1 Selected] X
Staff in bold have aleady been added. Station Fioster 1 Staff aster Saved Groups
Stalf Member Name [statf I [=]
ALLGOOD, MELINDA e Show staff members in saved group.
ARAK. SHANE 0227 Group Mame ‘
BAILEY, ROB 0457 [ 14 Group J
BERFYMAN, DEE 207 [ 14 Shift
[ B Shift
[ 1C Shift
BLACK. BOE 0223 [IC1- SHIFT
BRYSON, EUD 0224 [ ICFD Admiristration
CARICO. BRAD 197 [ ICFD All Call Personnel
- MCFD Off-Duby Personnel
CARICO, RICHARD 0210 CICFD Paid On-Cal
COULTER. JAY 0140 [ MEFD Fire
GAMMEL. TERRY 0480 |- MHFD A Shift
MRFD Active Duty Personnel
GARCIA, DAMIEL 0193
) [ IMRFD C Shift
GIGRAY, WILLIAM 0452 [ IPRFD Personnel
HARRIS, JOHN 0zm [ IRRT3 Hazmat Team
JEMKINE, CHAD 0456 [JRRT3 Training Group
JOHNSON, DARR 218 [ 1T¥TO Training Academy J
KINNEY. Dan 0204 Indicates Default Group
MalELLD, MARC 013z LUpdate Groups...
MARTINEZ, JOSE 0235 j
Select All ‘ Select None ‘ Save Group ‘ Select Using Query. ‘ ok h | Cancel ‘
[ Training Class - Group Add El
Mame Staff 1D Place a check mark next to the fields pou want to update and type in the new

wvalue for that field. Only figlds which are checked will be updated.

[ Category |472.E4D41 J| HM-0M$S Technical Decon, Inc
[+ Method DM J|D|i\I,MampuIative
" staton [EF1 . | 7 His Worked 255
7 Shi e .| 7 Credit Pls 0.00 =+
 urit | e
Training Type
[~ T Fire T Medical ¥ T Rescue I~ ¥ Other
Payroll Calculation
[+ Pay Scale J i
Attendance
[+ Atendance Status ‘ Attended - Dbjective Met j|
[+ Reason for Absence ‘
[ I Attendance Required

1 Stalf Members Listed / 1 Selected for Add ¥ Objective Mat 0K, N Eame] |

If you have additional staff members to add to
the record use the Add Group button and then
select the Staff Group Select option.

In the Group Name column find the CFD All Call
Personnel group. Then holding down the Ctrl
key and select all the additional staff members
that were at the class. Then use the OK button
to move to the next screen.

Once the Group Add screen opens all the
necessary fields will be correct and you can then
use the OK button to close the screen.
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i Training Class - HW-OMS Technical Decon, Incident Managem

Start Date Category Start Time End Date End Time
| 06/08/2012 J | 47264041 J | Hi-OMS Techrical Decon, Incidsr | 13:30 06/08/2012 J [1545
Basic lﬂating Bureau ] Maotes I Other... I Stalf Summary ]
Class Description Location Agency Dept Course Number
|HMVDMS Technical Decan, Incident Manz ‘CFD—Z J | J | J Instructors...
Default Yalues Training Type Payroll Calculation
Station Shift Unit ™ Fire ™ Rescue Hours Paid Pay Scale r
B (B[ f|rwess Fom | [osmdl alr
Fastiied G Fve EEL Method of Ininuction ™ Atendance You can now use the Save and Close buttons to
| 225 :" | :" ‘ DM J | Drrill, Maripulative Fiequired ..
complete the training record.
Foints| Hours Paid |CEU i Shift |Urit Add
CARICO, BRAD 472 64041 225 000 CF1 C Add Group...
COULTER, J&Y 47264041 228 000 CF1 C |
JOHNSOM, DARR 4726404 0.on 000 CF1 C Open
NYE. ERIC 472 64041 225 0.00 CF1 C
Edit Group..
PAPF, MICHAEL 47264041 225 000 CF1 C [ |[———
1 | | L4 Delete
‘ ‘ ‘ ‘ [ Mew Browse E save I\ X Deleta ‘ & Print... ‘ ﬂ_"CIose
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