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Introduction

The SOPHTLOGIC Fire Safety system is a fully featured module for the support and maintenance of activities

and records associated with both Legislative and Community Fire Safety.

Features of the FS Safety System

e Detailed Premises Record Cards including Support for Multi-Occupancy

e Full details of all Inspections and Visits

e Details of all events associated with a Premises File include — Prohibition Notice — Appeals —
Improvement Notice — Licences and Prosecutions

e User defined Events Calendar and bringing forward system (this may be used for scheduling other
Inspection & Visits)

e Detailed analysis of non-Fire Safety activities

e User defined form generation for capture and recording of any information related to Premises

e Integration Capabilities to Command & Control Mobilising system for purposes of incident recording
against Premises records

e User defines Letter and Template generation and integration

e Integrated Document Management and Tracking System

e Mobile Technology combining the ability for Officers to download Fire Safety files onto hand-held
computers and to use those computers to record inspections results and activities including HFSC
forms & Fire Safety Audit inspection forms. Disconnected technology allowing users to take offline,
Inspections Schedules and to process and upload inspection results to the main database once back
online.

e Full support of the changes and implementation of the Fire (Scotland) Act 2005 with full mobile
solution to Audit Form completion.

e Fire Safety Audit

e FS Configuration and Attributes
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FP Premises Record Card

Creating a FP Premises

To create and maintain unique Premises Records, to which array of Fire Safety related functions can be

associated.

On the Global Navigator Menu

e Click onto the Fire Safety / Fire Prevention Button

Fire Safety

The Fire Safety button will now appear in the toolbar at the top of your screen Setup

e Click onto FP Premises Records

Firstly, let us have a look at what each one of these buttons do

Find: Allows a single search for a FP
Premises Record use the Next & Back

button to scroll through the records

Insert: Use to insert new Premises

Record Card

Archive: Record Cards is sent to an

Achieved list

Hold: Puts a record Card on Hold — will
stop inclusion into routine inspection

programme

Next: Scrolls to the next available

Premises Record Card

Multi-Occ: Enter Multi  Occupied

Record Cards within one building

Print: Allows printing of on screen

details

Unuse No.: allows you to re-use a File
number from an obsolete or derelict

Property

Find... st Back
[ret... Mult-oc.. Edt..
drchive.. Print... Search..
Huld Inuze no.. Batch
bppeals Al Show.
Associated record
ssociaed iecords .
Canfraventions
Documents and Images Motes...
Enfarcement natices |
File: tracker
Inspechion calender
Inspections and vists
Job management
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| Fire Safety Rotas and Availability
rds...

FP File Mumber Register. ..

File: Tracker...

Job Management 3
Petroleum 3

‘Wark Manager. ..

Letter Manager...
Property Direckary...
Current FP Posting Batch. ..

Reports

Risk Management
Health and safety

L R O

Menu Bar

Back: Scrolls back to the previous

Premises Record Card

Edit:

Premises Record to be amended

Allows information on the

Search: allows multiple search results

which is presented in a list format

Batch: Allows you to create a bulk

Inspection to an Officer

Show: A window will appear at the
bottom with the information from the

Sub-Menus

Add: Add a new any sub option record
which is highlighted

Notes: Make any necessary notes
Sub Menus: Headings for information.

‘+’ means there is information within
that Sub Menu
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Sub Menus

The Sub Menus is were the information about the Premises is stored, you can set

up different Sub Menus through by creating ‘Attribute Groups’.

The scroll list on the right hand side of the FP Premises Record Cards (PRC) — as

shown.
e Use the Scroll bar arrows to move up and down the list

e Click onto the heading

e Click onto Show button

Attribute Groups within the Sub Menu

File: tracker d
Fire Safety dudit and Data Gath
Home Fire S afety Check
|nzpection calender

Inzpections and wvisitz

Job management J
Licenses

Mumber of Floors

Prohibition Motices LI

Within the Sub Menu box you may see headings with three different colours, Black, Blue and Green. The

reason for this is that some of the Sub-menus are Attribute Groups:

Black Attribute: - Options that are hard coded by Sophtlogic — here you can add information

e.g. Appeals, Contraventions, Document & Images, Enforcement Notices,

Inspection Calendar,

Inspection & Visits, Job Management, Licenses, Prohibition Transactions, Prosecutions, Risk Profile,

Site Contact...

Green Attribute: — Attributes gives you the ability to view Inspection Results / Information -

Inspection/Stats

Only ‘Fire Safety Audit’ / ‘Home Fire Safety Checks’ Information from the ‘Inspections Types’ will

appear in the Green Attribute. You can not add any data from the sub menu option, you must go to

‘Inspections and Visits’ > Click onto Inspections > Select the Inspection > Click onto Reports. The

Inspection form will appear to where you can enter the Inspection details onto the form. The

Inspection information that was entered onto the form will appear in the Premises Record Card sub

menu, in green, under the Attribute name you created.

For the Inspection Form / Audit form to be active you will need to select the Type of Inspections and
what FSEC code(s) are linked to this Premises — Click onto the Inspections button > Select the Type
of Inspection > Click onto the OK button > Click onto the IRC Config button > Select the FSEC
Code(s) > Click onto the OK button.
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Blue Attribute: — Premises/Personnel Attributes means that there is a form attached to this Attribute

were you can store information for future use.

The Attribute is accessible from the Premises Record Card sub menu. By clicking onto the Add
button you will be able to enter data into the form, collecting information for future use. E.g.

alterations Notices, Articles/Sections, Prohibition Notices, Number of Floors, Alarm Systems,
Prosecutions & Appeals

For FSEC code(s) to be linked to this Premises - Click onto the IRC Config button > Select the FSEC
Code(s) > Click onto the OK button.
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Search for a Premises

First you will need to Search the Premises Record Card to see if the Premises exists in the system

To Search for a Premises Record Card

e Click onto the Search button Search...

The Search box will appear — looks identical to the Find but it’s functionalities are different.

Choose one of the Search options in the left window

[ I have....

Please select a field to search on: oK _ I Cancel |

Station -
FP file number

e Clicked onto File Name

Please select a seatch type:

Equalto -
Mot equal to )
Greater than or equal to ° Select Contains
Less than or equal to

Begins with

Ends with

e Enter a Keywords in the value box - | have entered ‘D’

e Click onto the OK button

Certificate date
Last inspection

|5 emply
Is not empty

District Does not begin with
Follow up Does not end with N B L.
FP s =l |boes not contain =l The Search will look for all Premises Records containing the

Please value to search with: (i~
l_ﬂn letter ‘D

10} 7 records where File name Begins with D [_ 1Ol <]
B Fecords found Frintlist.. ¢S
Fie rumber | HO Code | Mame Address
ALE/IOODE B Dala Dala, Low Rioad, Hightas, Lockertie <] Open. B2 Lo (i~
wcoms | Dibtan Htsing Hores | D altran Nuraing Home, Holwesd & As you can see seven records containing ‘D’ have appeared
siEom3l F Days elcome Broak Travel Lodge, Days
) L DS Fiestzurant | jEE ] S . .
00053 F Dammshie fums Hotsl |10 14 Donnshie Hotel Main s,
siEomdn | Diyfssdals Houss Hotsl | Dmssclale Houss Hotsl, Digfebidgs, in the Search window
s/00023 K Dungule Gusst House | Durguils Gusst House, 74 Qusen St

Choose the Premises Record you are looking for

ot o

e Double Click onto the Premises Record

e Click onto the Open button Opeh... @

To close this window you will need to click onto the ‘X’ in the top right hand corner
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Find a Premise

The Find button works in a very similar way to the Search button except the Find button will not give you a
list of Premises it will bring up, in the Premises Record Card, the first record beginning with that letter /
number. If the premise showing is not correct, you will need to use the back and next buttons to scroll
through the premises. The Find is good if you know the File Number or Name of the Premises. The Search is

good to give an option of Premises.

To Find a Premises Record Card
e Click onto the Find button Find...

The Find box will appear

Choose one of the search options in the left window B
Please select afield to find on; OK I Cancel

Station -
FP file nummbes

e Select a Field

Please select & find type:

Address
Post code
SLN

e Select a type - Contains or Begins with

FSEC Group
Cert/eremp no

e Enter the precise details i.e. a File Number or a Name in COE

. W0 Description
the value box - | have entered ‘Di Cetificats dats
Last inzpection nat empty
. Digtrict Does nat begin with
e Click onto the OK button LT = Does nat end with -

Does not cortain
Flease e%alue ta find with

[oi

The Find will go to the first Premises Records starting with ‘Di’

As you can see the 10 7P premises records BEE
Help GIS FPRC WWAND  Propogate
Name and address: Fileno: /00002 Find... Hext Back
- - N . - Di's Care Home Test Station: S
The first Premises Record that begins with ‘Di’ has appeared||s:Foesue S5 B Insei Mutioeo [ 7EGH
Ipswich FSEC: B Archive Frint [
. ) W0 Code: MA2
in the FP Premises Record Card. o oo N L
Dvner Diane Megoven 01473522225 O i Show
Contact: Contact nat specified —
Postcode:  ND1 Base date e e Add
District Stewartry Frequency: Fire Safety Aud ]
. . , n ty Audit and IRMP Date Notes:
e Click onto the ‘Back’ button Back FPOifce — Inpesion calreer —
= I, Inspections and visits

Site Rek Job management
Lizenses

Unspecified certification status TEQwsterﬁd addresses =l

¥ Inc arch

A dialog box will appear letting you know that this is the first recquazssenppepvithnRi——

() This i the first record where File name Containg DI
'Y

e Click onto the OK button
e Click onto the Next button Mext

You will be able to scroll through all Premises beginning with the letter ‘Di’ — and use the Back button to

scroll back.
Hext Back

If the Premises you are looking for is NOT in the Premises Record Card, you will need to go the Property

Directory.
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To Create a New Premises

When entering Premises into the Premises Record Card you need to use the Property Directory window

Property Directory

For some FRS'’s the collection of addresses will be populated via a third party Gazetteer. Within this window,
you will select a Gazetteer Address Record and associate it against a Premises Record Card, which you will

create via the ‘Register’ button, in addition to adding a SLN / FSEC, VO code, Station etc.

Fire Safety  Window

FP Premises Records...

e Click onto Fire Safety

FP File Mumber Register...

File Tracket. ..
. . 3
e Scroll down and Click onto Property Directory ;:rz:zzsfement ,
Wark Manager. ..

Letter Managet ...

Property Direckory...
The Property Directory window will appear Current FP Posting Batch...
Reporks b
10 Property Directory: M= | Setup L4
Help  Format  Access  Records Risk Managemenk 3
| =E Health and safety 3
Saved queries| B=EFEIE b Menu Bar
| Find past town... bedgins with.. Dumfries ;I Duplicate...
ol | Bemove.
4 ] Ll_l Lmend.
B Gazetteer Address Data Feiter
Fremises Fle Mo_|_Fost Code | Organisation Name House Number/Ma]_Sub Buiding Name Address Line 1 :I ’V—
= Yigw

When opened the window will be blank

Y o

If you click onto the Green Tick without doing a Search, the gazetteer will load

every single property within the third party system, which could take a very
very long time to load... This is NOT RECOMMENDED

Let’'s SEARCH for a Premises / Postcode / Post Town
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Search for an Address

This is the best way to use the Gazetteer; plus it’s a lot faster to search for a Premises. Using the Search
function allows you to find the Post Code / Address / Street / Business that you want to link into the

Premises Record Card.

10} Property Directory: total lines=32767

Help Format  fAccess  Records
[—jﬁlﬁm I e Click onto the box that shows ‘Find Premises File
P — = No.
Saved quece: |G - | O 5[ 5 W] V]
& | Fndpost town | begins with.. Stanraer
Premises Fia No Equal to i i
el P A drop down list will appear
1| Crganisation Name Greater than or equal to
= Houss Number/Name T Lessthan or equalto
o i e Begis with e Choose one of the options you want to search by
Address Line 1 Ends with
Address Line 2 Conkains H . ’
s s e Repeat the process for the box showing ‘Equals To
Post T 15 not empty . .
ay e e e Enter in the box what you are looking for — e.g.
Locality Name Does not end with,
Sacondary Localty Name Does not contsin Post Code, Street, Post Town etc...
Department Name _—
% Co-ordinate
¥ Corordinate
Change Type . . _
s For my search | have entered a criteria for Post Town
m L} N H H . b
it begins with — ‘Stranraer
Elaw Elald 3
10} Property Directory [_[O]x]
Help  Format  Access  Records CI k t th G T k
. ick onto the Green Tic
[ -] ah| & B
Saved uueries.| = @I‘Eﬁl?ﬁl Add..
(¥ | Find post bowi.. begins with.. Stranraer ;I Duplicate... J
= Bemove...
| | _'I_I Amend.

As you can see the third party Gazetteer has returned 9007 Premises Records within the Post Town of

‘Stranraer’ have appeared within the Property Directory Gazetteer window

Now you need to ‘Find’ the Premises you want
Help  Format  Access  Records
to ‘Register’ to the ‘Premises Record Card’... -] da| 4 |Ba
H H - aved qUENEes: v 5 [ .
this could take a while with so many to look [{2ael =l | —
| Find post town... begins with... Stranraer _I Duplicate
through. Or you can define the Query more _l‘l _ Bemove.. |
4] | 3 Emend.
[B Gazettest Address Data e,
Premises Fils No Post Code Organisation Mame House Number/Ma| Sub Building Name Address Line 1 I
2B< 4N [DAAUTOPARTSLTD D& AUTOPARTS LTC Wiew...
DGE 08B CASTLE OF PARK. .
DGE0AB  |THE LANDMARK TRUS CASTLE OF PARK
DG 044 CAIRNSMORE
Remember, DO NOT Just click . EEETERTCREE
DGA DAA HIGHKIRK MANSE
- - DG 044 LINDEN HOUSE
onto the Green Tick you will be DG304A | DMERA DMEGA
DGA 0AA SHELCHAN COTTAZ
- - DGI0sB 1 LINDEN
telling the third party Gazetteer i 2
) o ) D63 048 4 CAIRNSMORE
to load ALL Premises Records within its pEa 2 bENVE
R DGA04B 7 CARRAIG
system... and that will take absolutely paame : BLENTLT
DGI04B 10 RHOVAMIAN
ages to return... Do g B ER e
DGI0sB 13 POINT BREEZE -
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Multiple Searches

As you can see on the last page | have done a search for all of the premises in the Post Town of ‘Stranraer’
the Gazetteer has returned 9007 properties. Now | want to define the search to all the Properties that are in

‘Portpatrick’. You can define your searches by using Post Codes, Street Names etc ...

1{} Property Directory: total lines=9007

Help  Formak  Access  Records
| -| g4 & B

Saved queries: |

Above the search box there is a toolbar

el Oa w8l v

(& I Find post town... beging with... Stranraer

4

1] |

Finder o Start the Search

-uE Add another Search Row |€; | Clear the whole Search line

e Click onto the ‘Insert a Row’ icon -%

1{} Property Directory: total lines=9007

Help  Formak  Access  Records

As you can see another search row has appeared | .[ M| & ||

Saved queries:l = @l%l §§| §§| N |
-] (] [ Find post fown. beginz with... Stranraer
Help  Format  Access  Records N s L N
(o Find post tow,.. beging with... I
<[ da &
KN

Saved quenes'| -

Find post town, beging with..
T

Premises File Mo
4 Past Code . ) )
(B Gordion Ay _roonisation Mame e Click onto the first drop down List
" House Number/Marme

Sub Building Mame
Address Line 1 i i . .
Adkress Line 2 e Select one of the Options within the list
Address Line 3

Premises File Mo

Post Town

10 Property Directory: total lines=9007

In the second drop down list Help  Format  Access  Records

| -] ¢h| & 3@

e Select one of the options Seved quries] =k %?&ﬂ
. Enter the Search criteria & [l Find posthown = beging with. .. Stranrasr

[+ Find locality name. .. beging with. .. PortPatrick
e Click onto the Green Tick | o I | |

A
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10 Property Directory: total lines=576 [_ O] x]
Help  Eormat  Access  Records
-] 84
Saved quetes - ] e wa ] b
[ Find post town. Beains with || Sharrasr =] Dipicate.
| Find locality name. bz gires with, Portpatrick ————
| BEmove
Kl | » Amend
4 Gazelieer Addiess Data Fegiten..
Premises File Mo | Post Code | Organisation Name House Humber/Na|_Sub Building Name Address Line 1
DGI %N |FORTRATRICK LIFEEDY FORTFATRICK LIFEE < Yie
DGIAIG ENOCH COTTAGE
DGIBIG ENDCH FARM
DGIBIG DORNOCH ENOCH FARM
DGIBIG RADID STATION ENDCH HILL
DGIBIG FINMINNOCH BUNGALC PINMINNDCH
DGI8IH MERRICK FARMHOU
DGIBH MERRICK FARMHOU
DGIBIH |PORTPATRICK REFEAT) PORTPATRICK REPE
DGIBI 2
DGI BN 4 MARTVILLE
DGIBI 3
DGIBI 8 COWANLEA
DGI BRI 14
DGIBI 16 AILSA
DGI RN 12
/00083 DGIBI 10 14 DOWNSHIRE
DGI RN 44 MARYVILLE
DGIBI DOWNSHIRE ARMS
DGI BN JANADOD
DGIB  |POST OFFICE COUNTER PORTPATRICK POST
DGI AL
DGIBIL 72 -
L1 ;l_l

e Select the options from the drop

down list

I have chosen ‘Post Code’

e Enter the Search Criteria

I have entered postcode DG9 8LE

Help  Format  Access

As you can see we now have 576 records

returned

If you would like to define the report further

e Click onto the ‘Insert a Row’ icon

10 Property Directory: total lines=13

Records

"B

[ -| #h| & [

Saved quelies:|

4

F=RTETET

&
1

Find post tawn... beqing with... Stranraer
Firnd locality name... beging with... Paortpatrick
Find post code... beginz with... DGE98LE

=] ES

As you can see the third party Gazetteer

10} Property Directory: total lines=13
Help  Eormat  Access  Records
-laa &
Saved queries | [ B s [ sl
Find past town... beging with... Stranraer ﬂ Duplicate
Find locality name. begins with, Portpatrick  EE—
Find post code... beging with... DG ELE hd Hemeve.,
4 3 Biterd
B Gazetteer Addiess Data Flegister.
Premises File Mo Past Code [ Organisation Name House Number/Na| Sub Building Mame Addiess Line 1 -
DGIBLE HOUSE O HILL =1 Hiew
DGISLE KNOCKAY AR
DGIELE LAGWINMNAN
DGIELE LIGHTHOUSE COTT:
/00010 DGIELE MELYIM LODGE GUE
DGIALE MOLNT STEWART +
DGIBLE OLD LIGHTHOUSE
DGISLE SOUTHCLIFF
DGIELE CULCORY SOUTHCLIFF
DGIELE FUR&N SOUTHCLIFF
DGIELE SOUTH ACRES SOUTHCLIFF
DGIALE CATEVENNAN SOUTHCLIFF
DGIBLE STRANDHILL
=
| 3

take

a while

has returned 13 premises.

By searching just by post code, again could

depending how many

properties are within that Post Code,

Breaking the search down makes it easier

to find the address(s) you are looking for.

Now you have found the Address you will need to register the address to the Premises Record Card
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Registering an Addresses to the Premises Record Card

fddl.
As the data is coming from a third party Gazetteer, you will not be able to add a property via Duplicate. .
this window — this is why the ‘Add’ ‘Duplicate’ Remove’ and ‘Amend’ buttons are greyed out. Fiemove...
Amend...
Beqister... | . . , . . . .
The ‘Register’ and View’ buttons are active, to where you can assign a Station, SLN / FSEC
Wiew... Code etc to the Premises.
Within the Property Directory window
Some of the Gazetteer Address

Help  Format  Access  Records

]

Data may have ‘Premises File No’,
this means that the Station and
SLN / FSEC and VO codes have
been assigned to the Premises

Record Card.

As you can see within this
example, only one out of the 13
Premises found is registered to
the Premises Record Card. The
address | am referring to has a
(W/00010)

assigned to the address on the

‘Premises File No’

Gazeteer.

FP premises records

Saved quenes:| - .@l*ﬁj?ﬁl?ﬁlﬂ Add... |
[+ Find post tawn... begiris with... Strarraer ﬂ Duplicate...
[+ Find locality name... beging with... Portpatrick, -
= — Bemove...
%9 Find post code... beging with... DEIALE —Iﬂ — |
1 4 Aend..
@- Gazetteer Addiess Data B
Premizes File Mo Post Code | Organisation Mame House Nuraber/Mal Sub Building Name Address Line 1 __
DGIELE HOUSEOHLL o]  Mew.
DGIAELE KMOCKAVAA
DGIAELE LAGWINNAN
DGEIAELE LIGHTHOUSE COTT:
W A00010 DGEIELE MELYIM LOD LIE
MOUNT 5
DGIELE OLD LIGHTHOUSE
DGIELE SOUTHCLIFF
DGIAELE CULCORY SOUTHCLIFF
DGIAELE FUR&M SOUTHCLIFF
DGIAELE SOUTH ACRES SOUTHCLIFF
DGIAELE CATEVEMMAN SOUTHCLIFF
DGEIAELE STRAMOHILL
-
kil r
If there is no ‘Premises File No’ assigned to a Premises Help

Fleaze enter the relevant premises details:

e Click onto a Gazetteer Address that has ‘NO’ > I

Premises File No.

e Click onto the Register button

Heqister...

The FP Premises Record Card will open

Notice that the Address, Post Code has already been entered
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File humbering options:

=

v Main premises ¢ Ocoupant [ Manual

File: n: | 4 [MEXT i Auto_ | Creck |
Name: I
Addiess: MOUMT STEWART HOTEL Segmented Address;'
PORTPATRICK ]
STRANRAER
DEY BLE
[
oG9 BLE Site: Ref. | =
Dristrict: | _‘I
SLM: I FSEC: |
I
vo: [ El
Secondary use: | _'I
Risk: I
™ 11
oK Cancel
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Assign a Station, File No., Name, District, SLN/FSEC code, VO code, UPN

Enter a Station

e Click into the Station box

e Enter a letter or the Name of the Station or District

Note: all Commercial Premises will be registered under District Area. Home Fire Safety
Checks will be Station Ground

If you use a letter

The first Station beginning with that letter / initials will appear

If it is not the correct Station

e Click onto the tab key on your keyboard or the Auto button Auta |

FP premises records
Help

A list of Stations starting with that letter will be

Pleaze enter the relevant premises details: in the drop down list — as shown

Sleiter White Watch ;I e Double click and Select the station
File nuribering oph *hite ‘w'atch =]

Whithn:lrn

nnzhire District Team

File no:

As you can see a letter has now appeared in the File Number and a District has automatically appeared in the
District box

Diistrict; wigtownszhire _"'I
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The Fire Safety system provides three numbering mechanisms: ‘Main Premises’, ‘Occupant’ and ‘Manual’

File numbering options;

The File Numbering Options ; ;
¢ Mainpremises ¢ Occupant [ |

MAIN PREMISES The ‘Main Premises’ is applied to Single Occupier Premises only.

& Mainpremizes ¢ Occupant [ Manual

File ho: | Wiy ||:||:|I:|I:|‘I i | Auto I Eheckl

OCCUPANT The ‘Occupant’ numbering is applied to Multiple Occupancy Premises only. It is for this reason
the ‘Occupant’ radio button is disabled. If Multiple Occupancy Premises records need to be entered

this is performed via the ‘Multi Occ’ function. (pg 25)

MANUAL The ‘Manual’ numbering enables user to enter ‘Fire Safety Premises File Number’ manually. To
eliminate the possibility of creating Premises records with duplicate file numbers a validation facility

is now in place. This will be monitored by your DBA - DO NOT TICK INTO THIS BOX

Once a Station has been selected

e The File Numbering Options will default to ‘Main Premises’

e The ‘File Number’ will be automatically allocated.

{* Main premises f;)tcupaﬂt [~ Manual As you can see the first box under

File na: Wi | NEXT | Auto | Check | File Number a letter has appeared —
this is the code for the Station (in my example the station is Wigtownshire District Team). The second box

says ‘Next’. This will change to a number once the window has been refreshed as shown in my example

below ‘W/00001".
& Main premizes ¢ Occupant [ Manual

File ro; | W ||:|E|E|I:|1 i | Ao | Eheckl

Do not close the window until you have competed all of the information.
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Enter Name of Premises

This is usually used to put the business name or Occupancy - not a person’s name. The reason for this is
that in residential properties people move regularly and maintaining who the occupier is can be very time
consuming. In Residential Properties some Brigades will enter the Occupier in the Site Contact — Sub menu

in FP PRC — this also keeps a record on who had previously lived in that property.

In the Name Box

e Enter the Name of the Premises

M ame: b ount Stewart Hotel

If this is a private residence most brigades will enter ‘Occupant’ in this box

Address: MOUNT STEW&RT HOTEL Segmented .&ddress;'
FORTPATRICK —
STRANRAER The Address and Post Code has already been
DG4 BLE
T entered by the Gazetteer and will be greyed out
PEEERS Site Ref: d
i
To View the data that came from the Gazetteer e

05 address indes: IAWS&XBDEBSETTEGE

Past code: IDGQ aLE

(Organization name: I

e Click onto the Segmented Address button

Building number. I

i Segmented .":".ljdeSS... Address field 1: |MDUNT STEWASRT HOTEL
Address field 2 |
Address field 3 |
Post towir: |STRANRAER
As you can see the information form the Gazetteer will oy name: [FORTRETAICK

2nd locality name: I

appear within the Location window.

County:

Sub building name: |
Department narme: |

You will not be able to amend any of the detail as it

¥ coordinate: Im Flex figld 4: |

has come from a th"—d party_ ' coordinate: Im Flex field 5: |

Change type: I— Flex field B: I

Change date: IW Flex field 7: I

o . L Address Type: — Fle field & |
nce you have finished viewing the data

Flex figld 1: I Flex figld 3: |
Flex figld 2: I Flex figld 1U:|
Flex figld 3: I

e Click onto the Closed button

K pr——

The View button will also allow you to View the data that came from the Gazetteer Wigw... |
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FSEC /7 SLN and VO Codes

The Site Ref —

SLN — (Supplementary Line Number) Has been derived from the old ‘Home Office’ Code and is a further

breakdown from the VO codes

FSEC — (Fire Service Emergency Cover) is the ‘Type of Building’ i.e. Schools, Hospitals, Shops, Factories, Hotels, Sport

Centres etc

VO — (Valuation Office) further breakdown of the FSEC Code
Risk — Enter the VMDS UPRN Number
For Example:

You are inspecting a ‘Sports Centre’ which is the main building and will have a ‘FSEC’ code assigned to it;
which would be FSEC Code ‘K’, but within the Sports Centre there could be 10 different businesses /
departments e.g. Swimming Pools, Tennis Courts, Gym, Café, Shop and so-on... each one will need a VO

code.
Now under the ‘old’ Home Office Codes all of these facilities would have all come under ‘Sports Centre’.

Today — those codes have been broken down...

e If you know the SLN / FSEC enter it into the box

Either one is fine, the SLN will show the Old Home Office Code and the FSEC will show the New Code

SLM: IF FSEL: |F e Hit onto the Tab Key on your keyboard

SLM: IF FSELC: IF

Fire S afety Risk Inzpection

A list or a description of the code will appear in

the box below Y

e Double click on the description or one of the descriptions from the list

| Huotels

If you type in the wrong SLN / FSEC or Description you will get a dialog box pop up saying there are no

records found appear if no records have been found starting with what you entered in the box
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° Click onto the OK button 'E Mo recards found which start with ar contain 'wine Bar
L

If this dialog box appears, type in another type of what the Premises is — | have entered ‘F’ into the SLN box

and an ‘F’ appeared in the FSEC box and Licensed Premises in the box below.

SLM: IF FSEL: IF

Once you enter the SLN / FSEC code,

the first ‘O’ code; with in the list, | Hotels
will automatically appear in the box WU:
e Click onto the VO arrow
W CR1 - Cafe _'I
A drop down list or VO codes will be S T e CR1 - Cafe -
available to choose from. - Ela P e e o a1
- 55 - Laundrette
CH3 - Matel -
e Choose the correct VO Code
e Click onto the OK button
Wi: | CH - Hotel -]

The Secondary Use button is only used if there is another business within the Premises e.g. the Guest house

also runs a Riding Stable business from the same address.

Secondary use: |

e Type the business into the Secondary use: | Registered Childminder =
box Risk: Residential Care Private -
: Rezidential Club
Festaurant
A drop down menu will appear with Lt USE

options to choose from
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e Double Click onto one of the options. E.g. Riding Stables

Secondary use: | Riding Stables -

e Enter the VMDS UPRN number and ‘tick’ the 1i(d) box Rlisk: I‘”:":'5
v (1)

Depending on your setup some Brigades will use Numbers others will use Letters = H (high risk), M (medium

risk), L (low risk)

Help

Pleaze enter the relevant premizes details:

Station: IWigluwnshire District Team _'I
File numbering options:
& Manpremises ¢ Occupant [ Manual

File no: | w s o000t /] Auto | Check |

Once you have completed filling out the FP Premises Record Marne: [Mount Stewart Hotel
Address: MOUNT STEWART HOTEL ;I
Card PORTRATRICK.
STRAMRAER
DGSELE
7
Postcode:  [DG3ALE Site Ref: [AFP_000003 =l
e Click onto the OK button District I =
SLM: |F FSEL: |F
IHoteIs
Yo: [cH - Hotel =
Secondary use: | Riding Stables =l
Risk: fi
I~ 1

You should now be back to the Property Directory window

ok | Cancel |

As you can see a Premises File Number (W/00001) has appeared, meaning this Premises is now been

assigned to the FP Premises Record Card

10 Property Directory: total lines=13

Help  Formab  Access  Rerords If you click onto one of the Gazetteer
- #a) 5 :
Addresses that has a Premises
Saved uueries:l d @I@ﬁl&lﬂ Add,. . .
S Find post town.. beginz with.. Stianraer ﬂ Duplicate Number: a D|a|0g bOX WI” appear
[ Find locality name... beging with.. Portpatrick —————— ) ;
| Find past cIode.. becinc with.. DGR 8LE - e | letting you know that this address has
A 4 Amend...
B Gazstieer Addiess Data Begictar, already been registered — meaning it
Premizes File Mo Post Code Organisation MHame House Number/Na| Sub Building Mame Address Line 1 7\"—
DGIELE HOUSE OHILL - Wiew.. H
ST pouseofl =] L fe | already has a Station, SLN / FSEC and
D59 BLE LAGMNAN
DG SLE LIGHTHOUSE COTT VO code assigned to it.
W/ /00010 DGS9 8LE MELVIN LODGE GUE
iy MOLINT 5

OLD LIGHTH
DG ELE SOUTHCLIFF
DG3 BLE CULCORY SOUTHCLIFF
DG SLE SOUTH &CRES SOUTHCLIFF
DG BLE CATEVEMMAN SOUTHCLIFF
DGY BLE STRANDHILL 'E Thiz property address iz already registered fo file number ‘W /A00001.
L
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Once completed

e Click onto the OK button

Lets go and have a look at the FP Premises Record Card

e Click onto Fire Safety

e Click onto FP Premises Record Card Reports

Fire Safety Window

FF File Mumber Register. ..

File Tracker...

Job Management 3
Petroleum 3
‘Work Manager. ..

Letter Manager...
Property Directory...
Current FP Posting Batch. ..

Setup
Risk Management
Health and safety

v v w

Menu Bar

Please select a field to find on: 0K

|| Ceneel | e Click onto Find button

Station -

Please select & find type:

Equal to

Mat equal to

Gireatet than or equal to e Enter the File No that was assigned to the Premises in

FSEC Group Less than or equal to

Cert/exemp no

0 Code Ends with i
0 Description Cantaing the Property DlreCto ry
Certificate date s empty
Last inspection |5 ot emply
District Does nat begin with
Follow up Does not end with
FP nificer ﬂ Does not cantain ﬂ ° C|ICk OntO the OK button
Please enter a value to find with:
|2 |
10 FP premises records H=]

As you can see, the
information on the Premises
has now been entered into the

Premises Record Card.

Help GIS FPRC WAND Propogate

MHarme and address: File ma: /00001 Find... Mewt Back
Mount Stewart Hakel Station: W X
MOUNT STEWART HOTEL =] %Ec F Inset... tulti-oce...
FORTPATRICK . F ; ;
STRAMPAER VO Code: CH Archive... Print... Search...
DGIELE Sec use:

~| o HoC: Hald Unuse no... I Batch
Duner: LSRRI o Q Certification progress Show...
Contact: Caontact not specified Conttaventions
AR NEEIE ot Documents and Images ).
District: Wigtownshire Frequency: File tracker T
ESHE::'Z? Last insp: Fie S afety Auddt and IRMP Dt
FU date: . Home Fi.re. Safety Check

Site Fef: &FP_000003 Haomea Visits
Inspection calender
Unspecified certification status Ilnslpec:tlons and .v|3|ts LI
Returned to File
[ Inc arch,
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Owner & Contact Details

10} FP premises records =1 &3
Help GIS FPRC WhAND Propogate
Name zn adldress Fie nor /00001 ind Hew Back As you can see, the information you have
Maunt Stewart Hotel Station: W = Mul | i } . )
MOUNT STEWART HOTEL = gs”éc F S ST | just entered is in the FP Premises records.
g?&;sﬁl@gK Vi Cade' EH Archive... Prirtt... Search.
DG BLE l - ST;;SE Hold Unusenc.. | Bach |
Owiner: Mot specified Q Certification progress Show
Contact: Contact not spec% trvtion - —_ ]
Fost code:  DGYELE 3 Add... . i g
S e o Decuments and Images —==_ 1 There is no Name Specified for the Owner
AP Eeste e Elree EZ?:;rAudit and IRMP Dat: e
Eallod\:t::p: Horne Fire Safety Check or Contact.
Site Fef: AFP_000008 Home isits
Inspection calender
Unspecified ceification status LB x|
Returned to File I Inc arch.
Job management ;I
Licenses
To Enter a Owner Registered addresses
Rizk profile
Section B3 - Prohibition Motices
. Go to the Sub Menu Section B4 - Enforggment Maotice
Section BS - Aligftion Motices
e Click onto Site Contacts peals 1. Dispute:s
e Click onto the Add button Add...
RedBook
Help
Marme: | Diane Hunter
° Enter the name Of the OWI’]eI‘ Address: Enter the address of the Owner if different from the Business Address :I
e Enter the address — if different w &
e Enter a Telephone Number Tenieis |
Puost code:
. Enter any Notes Prefix [STD): 776
. Nurnber: [ 810291
e Choose a Topic Notes:
e Choose a Method
e Click onto the OK button Topis et ‘
Method tact l
Premises Occupler aK | Cangel
This will enter the details in the ’Owner’ row. T

Referal Agency

You will see the contact details that you have just entered and a magnify glass appearing next to the Owner
contact details.

14} FP premises records o [=] A
Help GIS FPRC WAND  Propogete . ip - Cl
e Click onto the Magnifying Glass
Name and adcress: Fieno:  W/00001 End.. Hext Back
Mount Steveart Hobel Station: W X
MOUNT STEWART HOTEL BT Inser. Mulioce.. Edv.
EORIATRIES e Archiye.. Piir.. Seach.. ) ) . .
DGIELE s Details of the ‘Owner’ will appear in a yellow box —
[ Ao Hod | Unsero. | Bach |

Ownes  Diane Hunter 01776810291 4 —
Cortact En‘:‘:c!m;pec;ed et of Mount Stewait Holsl i _Shw. | @S shown above
Posteode:  DGYELE Mame | Disne Hurdes L. Add..
Disict  Wigtowmshire Address ‘] Notes.
FP Officer . tes.
Fellow up ion Moticas
FU date Zfpment Noie To remove the box

Past code pr Noticas

5TD cods) 01776 s & Disputes

feed certification stahss Tet 810291 ) . , B
410 Fie Notes e Click onto the ‘Close’ button m
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As you can see | have chosen, for the

Topic - ‘Inspection Owner’ this lets me know the Owners details

Method - ‘Owner Information’ this lets me know what's  19FIE: Inspection Dwner

the best method of Contact; Email, Agency, Inspection  fethaod: Dwrer Information

Contact, or use the Owners Information.

To Enter a Contact

Say there is an Owner but he/she is not always available and there is a Manager or another Relevant Person
on site.

Help

Enter another Contact onto the system.

Mame: [ Jatin Pallard ) -
Address: 117 Neptune Marna - =]
. . -]
e Follow the instructions above O l’
Post code: DG1 T
. . Prefis (STD]: 01473 "
e Click onto the Topic button it e el "
Name:
. Motes: Gi | M.
e Enter ‘Inspection Contact’ TesT ks ’ |
. =l
e Click onto the Method button romrc |
. Tapic Inspection Contact Pt code |—
e Enter ‘Inspection Contact’ Hethoct [ Trspecton Cartact p,e.:x[m, ]
. " MNumber: 01776 810291
e Click onto the OK button e ! '

Premises Relewvant Person Notes
Referral Agency

Topic: Inspection Contact
Method: Inspection Contact

" You need to enter a name otherwise a dialog box
'E Mo name specified
-

will appear to prompt you.

You should now be back in the Premises Record Card

e Click onto the Show button
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As you can see, the ‘Site Contact’ window will appear below the ‘FP Premises Record Card’

10} FP premises records [_[O]
Help GIS FPRC  WAND  Propogate
Hame and sddress Fie no: /00001 Find.. Hest Back The Owners name has appeared in the FP
Mount Stewart Hotel Station: W . .
MOUNT STEWART HOTEL 2| s F Inzert... Multi-oce... Edit... PRC ‘Site Contact’ WindOW
PORTPATRICK EC Aichive. Frint. Search,
STRAMRAER %0 Code: CH - - —
SEIERS = EEC:SEE:: Hald | Unuze no... | Batch |
Owner: Diane Hurter 01 ??B g10291 Q ERLLEENERE () FP premises records PH[=] E3
Cortact: Cortact not specified Bererrreny I = —— ;
) ) Hep & RC W Propogate
E.nst.c?de \[:JGS aLE . Ease dale. 1808 2022 Registered add
Hf‘g;‘- - Wigtawnshire A Risk profile  [Name and address Flleno:  BEAIDDDT Eind... Mest Back
\cer.. st rerinsp: Sechion B3 - Pre |Dis Restawant T Station: BB =
Eallzlva\ll:.p. Sechion 64- En | 123 Great King Strest ﬂ SLN- L Insert.. Multi-ace.. Edit...
. Site Ref: AFP_000002 Section £5 - | Lorsbun e Archive... Print... Search...
. - . W0 Code: CR
Section BE - Ap e — m | o
o huse na... Ells
Unspecified certification status ﬂ OldHOC: — — -
Rieturned to File e arch Owner.  Diane Megavern 01473522225 O Job managzment =] Hige
: Cortact  John Pollard 01473 789854 Licerses —_—
B Site contacts Post code: - DG11BA Bass date: Registered addresses Add.
Name Topic Method Comm prefis Mumber D'Sl”CF' ) Wiglownshire reuuency.. Risk profile Motes...
Diane Hurter Inspection Dwd Dwner Inforation 01776 210291 FP Dficer LS s Section B3 - Prohibition Natiees | = . |
Fallow up: . . DM Link. ..
FU dater Section B4 - Enforcement Notiee | 7 |
) Site Ref Section 65 - Alteration Motices
Section 66 - Appeals & Disputes
Unzpecified certification status
Retumed to Fils W e
In my other example there are now three rE=——rr Revise..
. . P , . g i| Topic ethod Comm prefix Number Addiess B .
entries in the Slte ContaCts WIndOW - I haVe Diane McGovern | Inspection Owner nspection Contact 01473 522225 Enter the adt ‘I &
John Paollard Inspection Contact Inspection Contact 01473 709654 117 Neptune Wiew...
also entered a ‘Relevant Person’ thIS W|” not Leah Curliz Premises Relevent Persor Premises Relevant Person| 01473 BS724 56 Fore Stee

show in the main Premises window.

This will only show the Owner and Contact.

To setup the Redbook Site Contacts drop down list — go to File — Navigation — Tools &
accessories — Digital Directories — Click onto Redbook Communications Folder — Add - for
Method — Click onto Redbook Topics Folder - Add for Topics.
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Creating a Multi-Occ Premises

Multi-Occ is buildings with more than one business inside. For example, Bluewater (Parent) would be classed
as a Multi-Occ building. Each store (Child) within Bluewater would need a separate ‘Premises Record Card’

and maybe a different ‘FSEC’ / ‘VO’ code.

From the Gazetteer or the FP PRC, find the Premises

Find the Premises that you want to set as a ‘Multi Occ’

1{} FP premises records |_ (O] x
Help GIS FPRC  WAND  Propogate 2
Mame and addiess: File no:  BE/DOOO1 Find... ﬂek‘
o il P A S Insart T To enter the businesses/flats within this
123 Great King Street ;I EISTEE L 4 = - i d
Laoreburm L . ——
V0 Code: CR Archive Print Search. bu |Id i ng
Sec use:
| o HoC: Haold | Unuse no... | Batch |
Duner: Diane Mogavem 01473522226 Q) Job managemert | Show
Corntact: John Pollard 01473 729654 Feerrrny —_— . . . ,
Postcode:  DG11BA Base date: Ragistered addresses Add... ° Click the ‘Multi Occ’ button
Diighrict: Wwigtownshire Frequency: Fiisk profiie Notes
pCicer Lasliciin: Section 63 - Prohibition Motices
Follow up: . . D Link...
FU date Section 64 - Enforcement Matice | 7 |
Site Ref: AFP_000409 Section 5 - Alteration Notices .
Section BF - Appeals & Disputes M u|t|-|:||:|:_ .
Unspecified cerification status
Returned to File ¥ Inc aich,

Do not search for these buildings within the Gazetteer they wont be there, only the main premise

will be in the Gazetteer

The ‘FP Premises Records’ window will display and replicate data previously entered on the Main Premises
Record, with the exception of the ‘File Numbering Options’ section.
o premises records

The ‘Main Premises’ - File Numbering is applied to ‘Single : =k

Pleaze enter the relevant premises details:

Occupancy’ Premises only.

Skatior: _'I
File rumbering options: {
P A € b i g ¢ b anual
But as you can see, the ‘File Numbering’ has now changed st g dcepert M i
' File: o [ 6 ¢ [o00m ¢ |oce Autn | [ Check |
from ‘Main Premises’ to ‘Occupant’ and ‘OCC’ has appeared  Name [ Dis Restaurant T w
i . Address: 123 Great King Street =
in the box after the file number. Lorctum N -
. . : [
The File Number is displayed as ‘B6/00001/0CC’ | Postcode:  [DG11BA Site Re: | =l
| District: I Wigtownshire _vl
SLM: L FSEL: |L
When entering other businesses to a Multi Occ | [ Cicensed Premises
v [ CR - Restaurant |
e Enter the New Name of the business | Secondanyuse: | =l
Risk:
e Change the SLN/FSEC and VO Codes 11
ok Cancel
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When entering other flats to a multi Occ

e The Name always says ‘Occupant’

e In the Address — Change the Flat Number only

The system returns to the ‘FP Premises Records’ window displaying the Multiple Occupancy Record previously

entered.
FP premises records
Help
As yOU can see the Flle No haS Changed from Flease enter the relevant premises details:
Station: Mewton Stewart _'I
B6/00001/0CC to B6/00001/0001 s
¢ Mainpremises & Occupant [ ban
File no: | BG .l’lDDDD‘I £ | 00 Auto I Checkl
Depending on the nature of the business Mame: | Di's Rock N Blues Shap
Address: 123 Great King Street ;I
Laorebum
If you need to change the SLN / FSEC code =
Post code: [DGT 1BA Site Ref: |4FP_000409 =l
. District: I Wwigtownshie _'I
e Enter the code into the SLN / FSEC box o T FeEc: [T
I Licensed Premises
0: | CR - Restaurant = |
OI’ Secondary use: || _vI
Rizk: I
11
e Enter a category in the blank box under the SLN /
FSEC boxes T rem—

SLM: IL FSELC: IL

| Shed]
W0 I CR - Restaurant

e Press the Tab key on your keyboard

L] L

Secondary use: I

Rizk: I
11

A dialog box will appear letting you know that you are about to change the VO code / FSEC group

. Click onto the OK button "j The Y0 Code allacated ta this premises has been chanaed as there were no
-

walid matches against the premises' FSEC Group. To maintain the existing W0
Code, cancel this operation and change the IRC Config for this FSEC Group.
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SLM:

W0

Secondary uge:

—

FSELC: IN

| Shops

C53 - Beauty Salon/Hairdrezzers

CG - Petral Filing Station
C510 - Retail Warehouse

Pick: C57 - Showroom
C59 - Superstore

e Click onto the VO Arrow

— Notice the SLN / FSEC codes have now changed to ‘N’

FP premises records

Help

Please enter the ielevant premises details:

Station: |Nawlon Stewart _'|

File numbering options:

SOPHTLOGIC - COMMERCIAL IN CONFIDENCE

£~ Main premises (¢ Occupant [ Manual
. . . File na | B& ¢ [ooom 1 [ 0om Aifa | Eheck
A drop down list of VO options will appear Mo s
Addrass 123 Great King Sheet =l
Lorebum
e Choose one of the options o<
Postcode:  [DG11BA Site: Ref: | AFP_000409 =l
District: I\N"igtuwnshire =l
SLN N FSEC: [N
As you can see the Name, SLN/FSEC and VO codes have changed. [Shops
Yo [Esoshoe R
Secondary use; | _vl
Risk
I~ Ad
Refresh the window and the system will enter a Site Ref.
¢ Click onto the OK button
As you can see a new Premises Record Card has been created
10 FP premises records M=l E3 .
Help  GIS FPRC WAND Propogate Look at the File no. It has changed
Name and address: File no:  BE/00001/0001 Eind... Mest again but this time to
Di's Rock M Blues Shop Statior: BB X
123 Great King Shest =] 5Ln: _ H Lt (M., B6/00001/0001
Lorebun GSDEEEﬁde ES Archive... Print...
= ET;:S% Hold Uruse no... | Batch |
Owner: Mot specified . ion prag Shaw. ° Click onto the Edit button
Cortact: Contact not specified Eontravetion -
Post code:  DG11BA Basze date: Documents and Images Add..
Digtrict: wigtownzhire Frequency: File tracker Motes..
E:”E::'i:f Last reinsp: Fire Safety Audit and IRMP Dat As you can see the box that had
o Inzpection calender .
FU date: ‘ ) ‘ )
=S Site et J— Inspections and visits OCC’ will now has ‘0001’ entered
B Job management . R
Unzpecified certification statuz Licenses ;I instead and a Site Ref number has
Feturned to File I Inc arch, appeared.

Each Multi-Occ you add to B6/00001/ the 0001 will change to 0002, 0003 and so-on
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Editing ‘Main’ and ‘Multiple Occupancy’ Premises Records

If you need to modify a Premise, like change the Station, Name, SLN / FSEC code, VO codes, enter a Risk
Rating... you can do this by using the Edit button.

e Click the ‘Edit’ button Edit .

The ‘FP Premises records’ window will display

FP premises records

Help
Flease enter the relevant premises detais: The system will highlight previously entered text.
Station: INewton Stewart / j
File numbering options: . .
¢ Main premises & Occupant | MarA ¢ Modify data as required.
File mo: | BE / | 000071 ¢ | oot Auto | Eheck|
e | D7's Fock N Blues Shop e Repeat this procedure for all fields requiring
Address: 123 Great King Strest ;I . .
Lorehum modification.
Post code: |DG1 1B Site Ref: IAFF‘_DDD4DS _.I
District: | ‘Wigtownzhire _-|
SLM: |N FSEEJIN
|Shops
Vo, e, |
Seconday use: | | NOTE: It would not be advisable to
Risk: | modify the ‘File Numbering Option’ currently in
I 101d

use, as this could affect the validity and integrity

of Premises data.

Ok, I Cancel |

To save the modified ‘Premises Record’ data

e Click the ‘OK’ button

The system returns to the ‘FP Premises Records’ window.
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Inspections and Visits

To enable the accurate recording of Inspections and Visits, e.g. The Inspection Recording ‘Travel’ and ‘Admin
Time’ associated to the Inspection or Visit. A variety of jobs can be associated to a single Inspection and
Visit record. Also once a job has been created and allocated to an Officer, the Officer will receive the job
when they log onto the system and download the jobs to their WAND tablet or in Paper Form — Progress Slip
(Job sheet).

Creating a Job

If the required Premises record is not displayed please refer to ‘Searching for a Premises Record Card /

Finding a Premises Record Card’ sections.

The Premises Record Card should now display the Premises you are looking for.

In the FP Premises Record Card M e premies recards = K

Help  GIS FPRC  ‘WaND Propogate
MName and address: File o W/ /00001 Find... Hext Back
tdount Stewart Hotel Station: W/ N

e Go to the Sub Menu MOUNT STEWART HOTEL A5 F s Mult-oce Edt
PORTRATRICK FSEC:  F e Piint S
STRANRAER %0 Code: CH

e Select Inspections and Visits peIaLE o Soouse Hod | Unwsno. | Bach
Dwrer  Diane Hunter 01776 910291 QO Documents and Images EllEE,
Contact: 01776 810291 File backes —
Postcode: DG ALE Base date 1808 2008 Fire Safety Audt and IRMP Dat: Add...

H District: “wigtawnshire Frequency: 36 y
YOU can elthel’ FP Officer: Last reineps: 1608 2008 nums Fire Safety Gheck Maoles...
ome Visits
Follow up:
FU date: Inzpection cal#der
Site: Ref AFP_000002 i LS
3 Job management

. Click onto the Show button Unspecified certification status S =|

Feturmed to File
™ Inc arch,

e Select a Job that has been previously

created

This will open the Inspections & Visits window

e Click onto the Results button

Dialog box will appear

“® By erterng the results for the inspection you lock the inspection type. This
‘\fj can anly be removed by deleting previously entered resultz. Continue?

e Click onto the Yes button

This will open the Audit form

OR

e Click onto the Add button
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The system will display ‘Inspection and Visits’ records associated to the selected Premises Record

Inspections and visits

Help
File: W/ 00007 Print Results... | Cancel | 0K I A L ) A
- The Inspections and Visits window will
Started: Finizh date: I | ~ Inspection type:
Allocate ta: | <no jobs have beerYgllocateds =M 7 02Ful Inspestion ~| appear
. & 03 Renspection
lspeeen P " 04 Follow-up inspection
) I—ﬁ U T " 05 Miscellaneous Inspection
Lol E z D : ¢ 07 Planz Inspection
Fersaie Hours: oo € 13 Other Consultations
& FP specialist staff member Attendees: 0.00 € 14 Community 5 afety Activity = As you can see, the ‘File’ number has
" Operational staff member Travel: 0.00 o | > A .
Adnire been assigned to the Inspection Record.
: Results... | Drelete results | Fallawup... |
Inspection notes: Additional infarmation:
;I ™ Agency
= The ‘Coding’ is the FSEC Code
Job surmmary Start new job |
Job no Created Due Date Wigit Allocated to Job | Adm | Tra | Auwd |2 .
;I Wpdate job |
Eemove job |
Eririt job shiest |
Set owrer |
4 | | >| Job sheet template |

Inspection Types:

When creating a Job you need to choose the Type of Inspection that is about to be conducted. These

‘Inspection Types’ are linked to Attribute Groups.

Below is a example of the Type of Inspection you can set up within the Inspection Types and Integrated Risk
code folders.

Full Inspection Re-Inspection Follow-up Inspection
Home Fire Safety Checks Plans Inspection Community Safety Activity
Miscellaneous Inspections Other Consultation

Some of these Inspection Visits will have ‘Results’ forms behind them others will just be for the reason of the

job i.e. hours spent on phone calls etc.
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Within Inspection and Visits Jobs window you can also allocate ‘Other Job Activities’ this will record hours for

School Activity, Talks, Phone Calls, Educational Visits, Leaflets, Other Admin etc.

Help
. s BintResuts.. | Cancel [ 0K |
Stated: | Firish date: ] Inspection type: e Click onto the Type of Inspection you want
Allocate m'|<nﬂ jobs have been allocated: _vI {7 02 FulInspection ;I A .
| @ 03 Rednspeclion the job to be conducted under: i.e. Re-
e s " 04 Follow-up inspection
i i — 05 Miscellaneaus Inspection :
Coding: F 'I Lrits: 1 07 Plans Inspection InspeCtlon
Personnel type: Hours: .00 " 13 Other Consultations
@ FP specialit staff membey endess o.oo 14 Commurity Safety Activity -
" Operational staff member Travek: I—EIUEI 4 | _>|_I
s [ Tpe | coeecn | ranne | ASSIgNing Other Job Activities’ options will be
Lrspection noles Adtianalrfomeation available once you click the Start New Job button ...
:I [ Agency
- \
Job summary Startnewioh | e Click onto the Start New Job button
Job no. Created Due Date Wisit Allocated to Job | &dm | Tra | Aud 2 .
;I Wpdate job
Bemove job
Eiint job sheet
Set awner
LLI _;ILI Job sheet template
In Due Date box
wWindow

e Enter the Date of the Job

Job sheet number 0000052/09 1
Due date | Received by I Phone J

If you hit the tab key — on your keyboard - it will

Code [ie.5M] Mame [i.e. Surmaffie]

. Allosate tor List
automatically enter Today’s Date and move onto ceseto] ! e |
I~ ok complete? I ™ | Create follaw up ifrspection
the ‘Received By’ box Dawoivis:[ | Folowwpdas [
Officer's times Inspection type I Follow-up inspection d
i . i Hrs  Mins By whom I d
The ‘Received By’ box is how the job was sent to tspecton: [ [
Admin: l_l— Reason I Phane |
you either by Email, Facsimile, Post some brigades Trawel: [ [T | Toda | =
. - . [l
use Email others use Post, this is user definable. pudencs: [0
Other job activity ﬂ
X Achiviy | Allocated o
Contravention found & Hone ;I
. -  E10
e Received By — Click onto the arrow and I Gererate [efter = g
choose an option \ 5
e |

If you know the Service Number of the Officer
e Enter the Service Number in the Code (i.e. SN) box

If you are not sure of the Officers Service Number, Post, Watch or Location is but know the Surname or first

letter.

Neme ig, Sunane] - e Enter a Surname in the Name box
|N| Lig ¥

e Click onto the ‘Tab’ key on your keyboard
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The first Surname beginning with that initial will appear in the box.

Windaww
If it is NOT the right Service Number / Name Job sheetnumber | 000005303
you are Iooking for Due date 27 03 2009 Aeceived by | Phane d

Code [i.e.5M) ame [i.e. Surname] [

Alocate to:| 312021 [ Mation Sw e o

DO NOT click onto the List button until you have entered something into the ‘Allocated
To’ box(s)

e Click onto the List button List =F
[enterjob |
windo
Job sheet number 000005309
All the Officers beginning with the letter you entered — | Duedate [ 27 032008 Recefver by [ Phone f
. . . Codefe5N]  Name (e Sumame)
entered ‘M’ — will appear in the list Allosate o[ 312021 [Mabon 5w/
[~ ‘work complete? 357341 achnamK NST 9/300/112
S — VT Macdonald Pl NGLW 93004034 |
Daeofwisk [ |32 MacFatane EJ ANN 94300017
R . ) o 384011 Mackay N LGHM 93004070 ']
° Double click onto the Officer you are Iooklng for Officer's times| 441411 Maclead A& CD 9/300/020 =

window
Job shest rumber | 0000053/09
Due dats 27 03 2009 Received by | Phone =

Code (ie.3M]  Mame [ie. Sumame]

Allocate to: [ 441411 [Macleod & List_2F

The Officer Name and Code will appear in the boxes

T="VWork complete? | T Reate follow up inspection
Date of wisit FDHA up dats
Dffcers tmes Insprection type | Follow-p inspection e
Hrs  Mins
rspection Bywhon | El
samin: [ [ Resson [ Prone =l ;
e Click onto the OK button
Travel Todo | 5|
[
Audience: o
Other job activity A
Activity [ Allocated to
Contravention found: & None d
N  Ei0
Generate [etter £ EN
Help
j Fie: [ wmomt BintResuts. | Concel | 0k |
Stated: | Finish date: | hrepestm 1
Allocate ta: [Maclead A =l ¢ 02Fulinspection |
@ 03 Relnspection
Inspssion X € 04 Fallowup inspection
You should now be back in the Inspection and Visits Coarg [F Y e I S et osoecien
B — 07 Plans Inspection
. [EE——-— Hours 0.0o £ 13 Other Consultations
window € FP specialit staff member  Andees T 00 € 14 Community Sefets Activi -
% Dperational staff member Travel 0.00 4 _le
G Resuts_ || Delete esuts | | Falowp. |
1 1 el 1 1 Additional ik tion:
As you can see in the Inspection and Visits window the job et = T
has been allocated and is in the Job summary window at &
the bottom of the page. Job summay S|
Jab no. Created Cue Date Wisit Allocated to Job [ Adm | Tra| Aud D
D000053/03| 27 03 2009 27 03 2003 Macleod A, o o of o= _ Upeieis |
Bemove ob
e Click onto the OK button X Fiimine
Set owner
LU _.rl Joh sheet template.
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A dialog box may appear asking you ‘the owner of the inspection has changed....

) The owner of the inspection has changed. do you wish to book out the file to
2 Macieod RA?

e Click onto the yes button

Mo
Inspection Not Been Allocated
Help.
e ™ womonr Bint Resus.. | Cancel [ 0K, ¢
) L i Started: | Finish date: | e e
If the ‘Allocated To’ box is empty within the Inspections  wcaes| S C e =
% 03 Rednspection
.. . . . . ligp=eten £ 04 Folow-up inspestion
and Visits window this means the job, when it was created T S R =l Dt e st
IR 2 i e € 07 Plans Inspection
H - H . Heurs 000 el Consultations
was not Allocated to an Officer. If this is the case:- Can [Premeiter e T 00 o 1 comomanmmams -
¢ Operational staff member Travel [ om 4 _>|_|
also be Allocated to a Post / Watch / Location. . Besus.. | Delote osis | Folouce.. |
Inspection notes: Additional information;
;l I~ Agency
When you click OK in the ‘Job window =
Job summary Statnewios |
EIEIJEI?JbEIg:/DS 27E 05, tzalzldna ;ugsDzaulnea e JDE Adrgl T'an Aug - ]| —_Sedeict
- . Bemove job
You may get a dialog box saying \ Emh;m
Set guner
iLl _»lll Job sheet template
] Thiz Job has not been allocated. ° Click OK
. The location and awner of the inspection have not been set.
As you can see in the Premises Record Card r% brspectons ond vl : Heese
T arte: Remave
the Inspection has not been allocated or View.

scheduled. A warning sign will appear once

page has been refreshed.

Go back into the Job summary window

e Click onto the Inspection
e Click onto the Revise button

e Click onto the Job
[Enterjob |

e Click onto the ‘Update Job’ button Window
. Jab sheet number I 000005409
pdate job )
Diue date I 27 03 2009 Feceived by I Fhone /j
Code [i.e.5M) MHame [i.e. Surname)
. Click onto the List Allocate to: [ 027101 | Wiales GM List |

wianwick, G ANN

4
93004167 -
/' atson Shd _I

9023001

i whork lete’?
e Select an Officer I~ ‘wiork complete

) 9/106/001
‘wiebster AS DFS 9/200/021

whit Wady  D1wWwW
Whithorn Ba g

Date of visit:

e Click onto the OK button

Dfficer's times| B8

As you can see, the selected Officer has now been allocated the job

You cannot fill in anything else until the job has been completed
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Recording Of Inspection Calendar

The Inspection Calendar is an effective mechanism for Programming Inspections and pending work. It also
enable the recording of all ‘Programmed’ work. Inspection Calendar will calculate the date that Inspections
are to be performed this is predetermined by the ‘Base’ date and ‘Frequency’ entered. Programmed
Inspections usually allocated — During Performances, Home Fire Safety and is usually allocated to Stations or
left blank.

=10

Help &ls FPRIC WAND  Propogate

e Open the Premises Record

Marme and address: File na: DI LT /00001 /0002 Find... Mext Back
Di's Cafe Statiorn:  DILT o B Edi
. = : Insert... Mulbi-oce... Edit..
¢ Go to the ‘Sub Record’, options REESiEs e B L
IpswichSuffalk. FSEC: L Suchive, Biint. Search..
W0 Code: CR1 — - -
0 H t] -
e Select ‘Inspection Calendar’. B o Hold Unuseno., | Balch
1 0id HOC:
. Ouiner: Hot specified Fire Safety Audit and Data Giath | Hide
o Click the ‘Show’ button Contact:  Contact not specified Free Home Fire Safety Check P —
Post code: 1P471JL Base date Home Safety Check Add
District: Suffalk County Frequency: Nates
FP Dfficer Last inep: + Inspections and visits .
Follow up: DM Link...
FLl dlote: + Jl?h management
Site Ref AFP_D13347 Licenses
Petroleum licenses
Un-Specified Certification 5tatus Bmh'hmu_" ND“EPTS. ) ;I
Booked out to Officer Ref: Di'S Location Testing I I aich
The ‘Inspection Calendar’ records associated to the [ inspection calendsr Revise.
Enabled| Base date | Effective until Frequency [ Purpose Allocated to Remave:
selected Premises Record Card will appear within ol

the window, as you can see there are no records

associated with this PRC.

Adding Inspection Calendar Records

e Click the ‘Add’ button &dd...

The ‘Programmed Inspections’ window will display

The base date defines the starting date for all ‘Programmed Work’ the subsequent frequency entered will
commence from the base date set.

Programmed inspections

e Enter the ‘Base Date’ that re-inspections are to Hel
Help

be calculated. (this will be the date of the next

. Please enter the relevant details:
Inspection)

e In the 'Effective Until' field Leave this blank — Baze date: I 0410 2007 Effective until I

the only time you enter a date into this box is Frequency: IE [months] v ‘Enabled
when the initial frequency is to cease. Mlocated to: | ﬂl

e Check the 'Enabled' check box.
e Enter the frequency, which the re-inspections are to occur, for example 6, 12 or 36 months as

appropriate.
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When amending the frequency within the Inspection Calendar Record only then you

will enter a end date into the Effective Until box and remove the tick form the Enabled

box. Then create another Programmed Inspection with a new Frequency.

For example:- A ‘Programmed Inspection’ has been created for a low risk Premises at a ‘Frequency’ of ‘36’
months. If it is then necessary to alter the ‘Frequency’ of the ‘Programmed Inspection’ to occur every ‘12’
months. When changing from one frequency to another remember to take the tick out of the ‘Enable’ box
and enter an ‘Effective Date'. This will disable the present one and activate the new one. A new 'Inspection
Calendar’ record should now be created at the new ‘Frequency’ of '12'. This eliminates problems previously

associated to historical data.

NOTE: It is important to note the re-inspection date is an accumulation of the ‘Base Date’

and the ‘Frequency’ entered. If the 1% re-inspection is required for 1 October 2007 at a

‘Frequency’ of ‘12’ months, the ‘Base Date’ entered would need to be 01 10 2006.

*  Selectan Inspection Purpose
Help
Please refer to the ‘Allocated to’ entry field. Please enier the efevant detals:
Base date: I 0110 2008 Effectiveuntill
; . R . Frequency: |12 [manthz] ¥ Enabled
This provides users with the facility to allocate programmed work to _
located to: I
‘People’, ‘Posts’, ‘Locations’ or ‘Watches’ Purpase of inspestion:

|»

Bldg Regs Plan Inspection
G : A ;

marce

. . , Fire S afety Audit
[ Click the ‘Load’ button. Lmd.. . Fire Safety Publicity Event
Follows up inspection
Home: Fire: Risk Assessments
Home Fire 5 afety Visit
Mizcellaneous Inspection
R ) ) i Mon Fire Safety Risk Assessment
The ‘Allocate job’ window will display Mon Inspection Wark
Other Plan Inspection

Fre-Petral Licence Inspection
Re-inanertinn ﬂ

1] o | caea |

Window

The ‘Allocated by’ field is automatically updated with the

Allocate bo:

name of the user allocating the programmed work.

The ‘date’ field is automatically updated with the current date

Allocated by | SOPHT_STATS
date: 2101 2008 e Select and highlight the required ‘Allocate To’ option
¥ Operational personnel < Back | Nest > | Cancel | e-g- ‘Station’.

The system will only look at the ‘Fire Safety’ personnel unless the ‘Operational Personnel’ check box is

checked and if the ‘Allocated To’ option ‘Post / Station’ is selected.
This will ensure only Operational Personnel posted to the selected station will be available for selection.

e Click the ‘Next’ button Neat >
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The ‘Allocate Job’ window will display

window If there is a need to return to the previous window
Past ar Station: IDI LT ﬂl dISpIay:
DE Anfield Station |
DFHO Dublin Fire Brigade HE . . ,
Dzan,lbruoeokgC::tiSn J e Click the ‘Back’ button. < Back
Dalphing Barn
Drurnfries District
Di's Testing Location " - . . .
Diehen Station The ‘Allocated by’ field is automatically updated with the

D'z Location Testing

name of the user allocating the programmed work.

Allocated by: | SOPHT_STATS
date: |21 01 2008
% Operational personnel <Back | Fish | Cancel | The ‘date’ field is automatically updated with the current

date.
The system defaults to the first entry field ‘Station’.

e Enter the Station to whom the programmed work is to be allocated as previously allocated by the

‘Personnel’ department

e Click the ‘Search’ button represented by binoculars —I

The system will retrieve all records corresponding to the criteria entered

Programmed inspections

e Select and highlight the Station Help

. - - Pl ter the relevant details:
e Click the ‘Finish’ button Finizh T e e

Baze date: I 01 10 2008 Effective until I
Frequency: |12 [ronthz] v Enabled

Allocated to; [DILT

‘Allocated to’ field is updated with the selected Station. Purpose of inspection:

Bldg Regs Plan Inspection
Complete inzpection of Premizes

The system returns to the ‘Programmed inspections’ window, the

| »

) ection Purpe

During Performance

Fire S afety Audit

Fire S afety Publicity Event

e Click the ‘OK’ button to save the ‘Programmed Inspection Fallow up inspection

Haome Fire Risk &ssessments
entered Home Fire Safety YWisit
Mizcelaneaus [nspection
Mon Fire Safety Risk Aszessment
Mon Inzpection 'Work,

; } ) Other Plan Inspection
NOTE: If an inspection purpose has not previously Fre-Petrol Licencs Inspection
Re-inznertinn LI

e Click the ‘Cancel’ button to exist without saving changes

been selected the following help message will
(]4 | Cancel |

display ‘No inspection purpose specified’.

|
L] Click onto the OK button & Mo inspection purpose specified

Go to Work Manager
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Work Manager

Work Manager enables staff to allocate and schedule work to Officers in advance. It also enables Brigades to

identify work left outstanding from the previous month and provides the mechanism for rescheduling and re-

allocation.

month.

Ideally, the list of 'Daily’ and 'Programmed' work should be empty at the end of the current

If work remains 'Red’ (allocated) it should be rescheduled and brought forward to the next month.

Alternatively, the '‘Due Date' could be altered via the 'Inspections and Visits' window. When using Work

Manager today; mid January, staff will be looking to allocate work for March, this gives a five week notice

that an Officer needs to do an Inspection and gives time to send out letters to the Occupier/Owner of the

Inspection and to make an appointment.

o Click onto Fire Safety

e Scroll down and Click onto Work Manager

The Fire Safety work Manager window will appear

(&) Fire safety - Work manager (0 records fetched) P[] 3
Window
Flir teport
Where the [ Date due | Location [Allocations =] [Equalto = | ATl |
Add query fine
isbetween [01 -] [Dotber  =][2007 -] Gupplementam ine no [Equalte || —I
and [a1 l[ociaber— =1[2007 =] fie s [Emaito =l
Inspection type | Al inspection types =] Fremises name [Equalte E
Receipttype [ Allreceint types | Rk [Equalte =l
Assigned to. Repoit parameters Job number
1l people. posts, locations and watches. | *| 7 Daiywork ¥ Programmed work [ Risk based inspections
Personnel type... (% Al personnel ypes Inchude: (5 Incomplete work only
£ FPSpecialt staff € Complete and incomplete wark,
£ Operational persannel € Unallocated work
[ Results list [Jabs) Pint blank
Job complete | Job Number | File Number | File Mame SLN | Allocated To (des{ Allocated To [cod] Sta Alocate
oo

il

n

Piirk job sheet
Enmal job stieet
Job sheet template!
Clar
PRC
Be-schedule
Fievize Job.
Cancel Insp.

Raise: Al 5.

Fire Safety Window
FP Premises Records, ..

FP File Number Register. ..

File Tracker...
Job Managemenit 3
Petroleum »

Letter Manager.
Property Directory...
Current FP Posting Batch...

Reports
Setup

Risk Managemerit
Health and safety

Meru Bar

Search and Advanced Methods

Work Manager now provides two alternative

interfaces from which data can be retrieved:

‘Search’ and ‘Advanced’.

Search Tab

Provides you with the ability to define the criteria

on which the return could be ‘Complete’ or

‘Incomplete’ work by selections made from drop

down lists.

You can choose any of the options for your search by clicking onto the arrows.

[EqFire safety - Work manager (125 records fetched)

=10 x|

Window

Where the I Date due

_'I IEqua\ ta

Location IAH locations

6l

=

is between |01 | |June 'I 2007

Supplementary line o [Equal to

]

El

&Il people, posts, locations and watches

Inchide: (& Incomplete work anly
€ Complete and incomplete work.

= Unallocated wark

Personnel lype... & nEs
¢ FP Specialist staff
¢ Dperational personne

and [31 |[ocwber  <1[z2007 =] i punper [Equalte E|
Inspection type IW Premises name IEqua\ to _'I I
Receipt type Im Risk IEqua\ ta _'I I
Assigned to... Fleport parameters: Job number l—

¥ Daiywork 2 Programmed work [ Risk based inspections

Run report
Add query line:

e Enter the date criteria you want

the search to be between.
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To add/amend the ‘Inspection Type’ or ‘Receipt Type’ drop down list go to Fire Safety —

Setup — Fire Safety Configuration — ‘Inspection Type’ folder or ‘Methods of Job Receipts’.
Once you are satisfied with the criteria for your search

Fun repart

e Click onto the ‘Run Report’ button

[sliFire safety - Work manager (125 records fetched) i ] 5]
As you can see here | used
findow
i Hi b
wherz the | Date due | Location [aniocations <] [Equalto =l rres ] ° Date Due
) Add query line

is between | 01 '”June ~||2007 =] Supplementary line no IEqua\ to _'I I

- | - vI st st

and |31 October 2007 File number I Equal to _'I I L] 1°" June to 31°" October 07

Inspection type | All inspection ypes ~| Premises name IEquaI to _'I I . .
Receipt type All receipt types ~| Rik IEquaI to _'I I b Re_lnspeCtlon
Assighed to. Report parameters: Job riumber -
IAII people, posts, locations and watches. _'I ¥ Daily work. ™ Programmed work. [~ Risk based inspections b A” recelpt types
Persanngl type... (& All personnel types Include: 5" Incomplete work only

" FP Specialist staff  Complete and incomplete work.

¢ Operational personnel " Unallocated wark
ALl T, As you can see | have 125 records in
Job complete | Job Mumber | File Mumber | File Mame SLN ALlocated Ta [des{ Allocated Ta [cod{ Sta . .
HO 0000285/07 | DI LT/00001 | 'S Wine Bar L Megovemn 123457 DILS] _ llocats | the ‘Results List’ (JObS)
ND 0000290407 | D1 LT/000014 D1 Restaurant L Megovem O 123457 oL Job
NO 00o0291/07 | DI LT/000014 D05 Cate L tecgovem O 123457 DiL —
NO 0000292407 | DI LTA000014 Di's Night Club L tegovem O 123457 oL Frirt job sheet
2] 0000293/07 | DI LT/000014 015 Day Care Centre B Megoeemn O 123457 DL il iah sheset
ND 0000547407 | DI LT /00001 {045 Discaunt Shop N Megovem D 12457 DL .
ND 0000S64/07  |FFS/00001 | Owtam 5 CastroCEC CECASTRO res T Some of the results are in Red, Black
WO 000045106 WD /00004 | The Pub B /0 —
WO 000025107 |FF5/00044 | bulti Oce B Dines J D FFS LClear .
NO aralecated 117 Maons FO5 1 — - | and others are in Blue — to understand
NO <unallocateds |HO/TITEST |Green King A2 CastoCELC CECASTRO HO
NO <unallocated: Acc a4 Little Bealings Statig 1000 1 Re-schedul . .
ND <unallocateds [HE/O0001 | Tesco Petrol Station %0 |CastolCEC  |CECASTRO HO s what the colours indicate go to the
MO <unallocated: |1/11 Attibute R eparting Premmise A1 1 Revise Job...
NO <unallocatedy |HO/O0007 | Movatel Hotel 41 Castn CEC CECASTRO HO
N <unalocateds |HO/OD008 | Great white Horse Hotel s1  |CawoCEC  |CECRSTRO |HE Cang .. Work Manager Key Colour & Status.
MO <unallocated> |HR/00011 | The Occupier F& CastroCEC CECASTRO HO o Faise AIMS
‘] Y Coan o I

Work Manager Key Colour & Status

Blue —

Complete = No

Blue

Red —

Complete = Yes

Black —

Complete = Yes

Black —

Complete = No

Red and Black
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Unallocated and Inactivated, no Job number assigned and therefore does not exist as an

Inspection in the Inspection and Visits Sub Menu Option against the Premises.

Records have been generated by Inspection Calendar records being created and act as a
reminder for work that should be allocated and carried out based on this, they are deemed
outstanding regardless of whether the due date has been exceeded or not as they are reminders of

work scheduled. This due date is the base date plus frequency record against the Inspection criteria.

These are Jobs which have been allocated and activated (Job humber assigned and recorded as an
inspection in the Inspection and Visits sub menu option of the PRC) yet have exceeded the due date

and have not yet been completed.

Work that has been allocated and completed regardless of whether the work was completed on or

after the due date.

Work, which has been allocated, not yet completed, but has not been exceeded. Its due date and

is netherless outstanding as it has been scheduled to be done.

Inspection Jobs were either originally generated as a programmed inspection or manually entered via

the Inspection and Visits sub menu option.

PAGE: 38



Advanced Tab

‘Advanced’ method suitable for users who have a Good Understanding of Fire Safety System in respect

of programmed and un-programmed work.

As you can see, in the ‘Reports’ window there is a list of different type of prepared reports

e Change the search to ‘Due Date’
e Enter a date into the Search box
e Click onto one of the Reports

e Click onto the ‘Run Report button

Fun repaort

N

ciitenia.

The information that comes back are only for

the date of the 01/06/07.

If you want a broader search use greater
than *>=01/06/07’ or less than ‘<01/06/07".

[l Fire safety - Work manager (271 records fetched) - EI|5|
‘Window 7
Sefch ?
| Find.Job Complete.. equal to... ) Run report
Add query line
|
Reports
B Shows all outstanding daily work., i.e. all non-programmed work that is considered to be outstanding. ;I

Outstanding work

Al current wark, Shows all daily work, complete or outstanding. 1.e. All non-programmed work. You should specify seal

?m Outstanding reinspections Retums all the oustanding programmed work even if it has been allocated. You would use this reporl
‘B Unallocated progiammed work Shows all programmed wark that has nat yet been allocated. Use this repart for the manthly / yearly

’E Al programmed work Returns all programmed wark regardless of allocation and completion. This report is useful for monita

’E ALL work, Shows &ll work, i.e. programmed and daily work. Useful when reviewing workloads for individuals or =
KN 3

If you do not enter a date a dialog box will appear as

shown

First find line rust search by ‘Due date’ and use either 'equal o', or a zecond
line to zpecify 3 date range. Additional find lines can contain any search .

.

Enter a date

Click onto the OK button

As you can see, | have chosen the ‘All

Current Work’ reports.

Any outstanding reports will appear in the

Results List (jobs) window

On the next page is a more detailed definition of what the reports will show
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[EfFire safety - Work manager {6 records fetched) (=] |
Window
| Find Date Due. squalto 1 06 2007 =] [ Rurepot |
ddd query line
Reports l
B Oustanding work Shows all outstanding daily work, . all non-programmed work that is considered to be outstanding. =~
$85 Al current work Shows all dai omplete or outstanding, i.e. All non-programmed work. Y ou should specify seat
HE] Outstanding reinspections Returms all the oustanding programmed work even if it has been sllocated. “You would use this reporl
I Unallocated programmed wark. Shows all programmed wark that has not yet been slocated. Lise this report for e monthly / pealy
B Al programmed work Returns all proarammed work regardless of sllocation and completion. This report is useful for morita
B ALL wark Shows all work, ie. programmed and daily work. Lseful when teviewing workioads for individusls o
Ll | ;IJ
B Riesuls lit Kobs) Print blank.
Job complete | Job Number | File Nurber | File Nams SLN_[ Allocated To [des{_Allocated To [cod| Sta Allocate
VES 0000451/06 wD/00004 | The Pub B CastiaCEC CECASTRO WD = =
NO 000054707 (DI LT /00001 { DS Discount Shop N Megovem D 123457 DIL Job
ND 0000564/07  (FFS/00001  [D:fam 5 Castia CEC CECASTRO il ———————
YES 0000243/07 [FFS/00003  |Fsec And Vo Cade Test R Dines J JD FF5 Print job sheet
YES 0000183/07  (FFS/00001  [Dxfam 5 w/ilson B WILSON FF5 Emalljob sheet
YES 000021207 (FF5/00044  [Muli Occ B Dines | D FF5
Job sheet template
Clear
PAC
Re-schedule
Revise Job.
Cancel Insp
~|  ReisealMs
4 »



Outstanding Work: Shows all outstanding daily work i.e. all non programmed work that is considered

outstanding. The ‘Jobs’ displayed in the ‘Outstanding work’ report are all manual jobs

created via the ‘Inspections and Visits’ sub record option of the ‘FP Premises Records’

window,
All Current Work: Shows all daily work, complete or outstanding i.e. all non programmed work. The ‘Jobs’
displayed in the ‘All current work’ report includes all work, which has been created manually

(i.e.) created via the ‘Inspections and Visits’ sub record option of the Premises record card.
Outstanding Re- Returns all outstanding programmed work even if it has been allocated (This report can
Inspections: be used to monitor programmed work, please note a date range must be defined)

Unallocated Shows all programmed work that has not yet been allocated. All programmed work,

programmed work: which has not been created and thus remains unallocated.

All Programmed Returns all programmed work regardless of allocation and completion

All real work (i.e.) those jobs created via the ‘Inspections and visits’ facility which, are

work:
complete.
All programmed work which, has not been allocated.
All programmed work which, has been allocated, but is incomplete.
All work: Shows all work i.e. programmed and daily work. This report is suitable for reviewing

individual or station workloads, please note a date range must be defined.

All real work (i.e.) those jobs created via the ‘Inspections and visits’ facility which, are
complete.

All programmed and un-programmed work not yet allocated.

All allocated incomplete programmed and un-programmed work

Allocating Jobs: To enable all work e.g. '‘Daily' and ‘Programmed' to be allocated to a '‘Person’, ‘Post’ or
'Location’. The system acknowledges work as ‘virtual' until such time that it is allocated.
Until work has been allocated inspection details will not be included in the ‘'Inspection
history'. A 'Slip' or 'Job sheet' can not be printed until work has been allocated. The system
will display all work corresponding to the search criteria entered and the report selected

(i.e.) ‘Outstanding re-inspections’.

AI Iocati ng WO rk [Tt ire safety - Work manager {116 records fetched) = |
& Furrd Do D mpanl b | n v6 2007 =] Funinpt |
The ‘Work Manager’ window incorporates a variety 5 dtmye |
- . . Repoits
of selection mechanisms. The system provides the 1 Shows ol htanding sk wor, L6 ol on e hot s e o b cpsondng =]
7] Al cusent v Shoves all dady work. complebe o culdandeg. ve. Al nonorogrammed ok, Vou should specly ses
facility to allocate work to ‘People’, ‘Posts’, ‘Watch’ e e e R s
i ) ol alocaion and plstion, This report is uselul for monie.
and ‘Locations’ The system design enables the Shovs dl wak. i 2
L
user/ Brigade to choose whether the ownership of o T i o
Flass [Fomerly Nowegan Bhas] E Ciy Ls 3 <
. . sthhc Chaplancy-Uriversty 56
work (i.e.) the person, post or location alters when 5 : j —
the start or finish dates are updated. Pavch Do ..;:..,T,.::.,
Seddora Binga & Social Chb c4 s —_—
Ruowe fud Crown z 3 =]
Higton Cicket nd Biuling Uk iy Higton B B Lol
Sarchey Court 48 Sowthpot NT NF I »
Shemcase Crmema g Ciy Certie = N —
Woodlsnds &1 Southport N7 NY Revise Job...
[ deeandia Home Dy Musery [ZTF | Crocky M4 N4 —_—
Harn ® Lo [Soubpal N7 NT Cancellnap..
—— Sl 1} ol T |
=l | Reeas. |
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NOTE: The system also enables work to be allocated to no-one i.e. No Person, Post or

Location Details have been entered in the 'Allocated To' field, it is still possible to 'Print

the Progress Slip°.

Allocating Work to Posts

Allocation of work to a Post, it will link to the individual who occupies the specified post at either the time the

inspection started or was finished, as indicated by the associated service history records.
Allocating Work to Locations

Allocating work to locations would usually only be used for the batch allocation of ‘OPS’ work, or is an
efficient and effective method of distributing work to Fire Safety Area Divisions. The system will link to a
person or post by locating the first highest-ranking officer at the location (i.e.) station to which the work has

been allocated.

e Click the ‘Allocate’ button. Allozate

The ‘Allocate To’ window will display

Allocate to...

Allocate to:

The system defaults to the ‘Allocate to’

fi =
Code: .
oo : e Enter details of the ‘Post’, ‘Person’, ‘Watch’ or
Division: | ‘Location’ or enter an letter
Watch: |
Post: |
e Press the Tab key
™ Book files aut to
Cancel ak.

NOTE: If more than one record corresponds to the criteria entered, details of the first

record will update associated fields — as shown on the next page.
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To view other records corresponding to the criteria entered

Allocate to...

Allocate to:

e Click onto the arrow

I Derby Station d

A drop down list of alternative records will display bl

Dannybrook Station

Dalphins Barmn =
Select and highlight as required
Allocate to:
=
Code:  [DI007 Here is an example of the ‘Location’ that has been chosen
Lacation: ID\ oo?
Division: IWIF'S
i atch |
Post: |
™ Book files out to Di'S Testing Location r— | ’TI Allocate to: _‘I
Code  [DPT
Location: |D3
R . ) Division: |‘I
Here is an example of the ‘Post’ that has been chosen wach |
Post: |DF'T
Allocate to
Depp ) D _,I
Code:  [951753
Location: [DILT Here is an example of the ‘Person’ that has been chosen
Divisian: [E IPS
Watch:  [GREEN
Post  [FF

™ Book files out to DeppJ D

Cancel | oK I

The system will update the ‘Code’, ‘Location’, ‘Division’, ‘Watch’ and ‘Post’ details

Click into the ‘Book Files Out To’ option

""""""""""""""""""""""""""""""" Cancel | ITI

The ‘Book Files Out to’ check box should be checked if a record is to update ‘File Tracker’ enabling an

accurate representation of file locations to be maintained.

e Click onto the OK button
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B Fire: saficty - Work manager (116 recards febched)

F| Fird Dsts Die. squalts 01 06 2007 =] Runeoot |
Add e - . . .
o — As you can see the job that is highlighted has now
Fleponts
- pro Ty e % 2l ‘ , i i i
il B, got a ‘Person’ (Depp JD) allocated to it. Where it said
@) Urakosmimeg  iopunmed et 8t ot t b tocud Ui s o o b iy /. <unallocated> a Job number has appeared.
Lﬁ Ay of slocal Thes repert.
(i Shows LA -
ﬂ_lﬁ.u.wk ol o i 1["
Pk blark.
o complete: | Joh Nusber | Fi Nusbes SLN | Alocated To[des] Abocaled Tojcodl Sta Blocste
N < Cnams |k 0 | City Cowire (=] -
::g |mﬁw¢m E%ﬂ‘)‘;‘ Df‘g City Corire: r} %6 j : . ; i
o |seioooas 02 o Cerne el _me | |f you click away the job will change from ‘Blue’
: - : V=
(unallocated and inactivated) to ‘Red’ (allocated and
= P R : : L
Pesssrard AR ottt - o R 4 w | I activated & recorded as an inspection in the
ND cunallocatedt | NLTOSS Showecae Cinema. ms | City Ciowire [ LES —
NO cunallocatedh (N70012 [Weadands 41 Southpon N7 M7 Revite Job . - .
i mtecoeds 0L [rasertion | [ 7 b Inspection & Visits option).
Ef'u dabcted: TN _ [AhwndtisFisie 2 [Soutoon 4 4
4

Printing ‘Slips’ or ‘Job Sheets’

To enable the Printing of 'Progress Slips' or 'Job Sheets’, which can then be distributed to Inspecting Officers,

whom can complete the printed form when inspecting a Premises.

Select and highlight the record, requiring the production of a job sheet

e Click the ‘Print job sheet’ button Frint job sheet

If the jOb has not been allocated a dlalog box will appear — 'E Jobsz must be allocated before they can be printed, file number C4/00465
L

as shown

The ‘Print preferences’ window will display: Print preferences

Repart destinations:

Client/S0PHT -diane. mc-wakp#/Microsoft Office Document Image Wiiter, & oK
R R . , . R , Client/SOPHT -diane. HM ) OC U erNell: [
Samsung Colow Laser)et Main Office NelZ: Cancel
e Select and highlight the ‘screen’ or ‘printer g Cooaltes ol Mernilies
Microsoft Dffice Document Image Writer Ne(4: =
e Click onto the ‘Ok’ button : _>IJ

Page setup. Fename.

=l01x
e
PharOS - Sophtlogic Ltd 3
| FIRE SAFETY JOB SHEET No.0000571/07
w‘ r':::::’isidl::s thru—st-:j: i-o.;?’n i A . i , i
e g To print or view the ‘Fire Safety Job Sheet’ report as previously
oot o
e B | specified.
Diste slocated [ V110207 Maen uge: [Fone |
‘Secondeny use: | 1
[ 1
N Changes todata The report will generate to screen or print to the default printer
Post code: [ Fila numtar:
Teltlo [ HO Cotgony 3 3
Secoodanyone | .{2;?::5 as previously instructed.
(I;evlg‘rb::"ll.:‘iom B
Omarwse |
_ When the viewing of the report is complete
e of Acson Action taken O F5 Fulsuvey
O PR Prebonang nspeckon £ Cal oal
S S P P
rekine Yk § B B oo e Double click the Pharos ‘8’ or ‘10’ button located in the
Humber in cudience: © SP Spechicmspecion
o O M Macatsnans npacion " Colegonyoob) top right hand corner
Costraventon fownd? E11 G Petolesm e e—
EWND Oher .
Motas Dot e The system returns to the ‘Work Manger’ window.
h o
o
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Printing Blank Job Sheets

The system will display all work which corresponds to the search criteria entered and the report selected

(i.e.) ‘Outstanding work’.

e Click the ‘Print blank’ button

The ‘Print preferences’ window will display:

Print preferences

Report destinations:
Printer -

0 uigkpit /b

Samszung Colour Lazer)et bain Office MNel2:

Microsoft %P5 Document Witer Nel3

Microsaft Office Document Image Yriter Meld:
FRE v T TR i YN

=l l«

Bename... |

Page setup... |

As you can see the ‘Blank’ Job Sheet is slightly
different than the Allocated Job Sheet.

When the viewing of the report is complete

e Double click the ‘8" or ‘10’ button located in

the top right hand corner

Print bBlank:

0K

Cancel

e Select and highlight the desired print

destination (e.g.) screen or printer

e Click onto the ‘OKk’ button, to print or view the

‘Fire Safety Job Sheet’ report

=100.x]
b
| FIRE SAFETY JOB SHEET | 5
Jab type recened Name and address Fila rumbar
Post ©
Phane O HO Category:
Service © it cluer
B Fwd / Follow up Job issued io
Reg-ingpection O
Post code. itk factor: | 1
Dstracenmd: [ Tl M ]
s I— ]
Cinte allocated S 1
Cther use: 1
Changes to data
Mame or eddress Ll
Postcode HO Category:
TelNo. Haze date
Main use Job issuedto
Sacondary use nak inctar
Changes to 1(1)d infor O
[Dratads Baboas]
Other use
-

Dta of Action

 — Action laken
o

e The system returns to the ‘Work Manger’

window.
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FS  Fullsurvey

\nspacing olicar O PR Predicencing inspaction (E Cat onkj
Sumemne O R Fiernspection
Senace niember O FO  Followup inspection

Inspechon Hrz Hing O oF DOF inspection

Admin His Mn: O BF  Buldng Regulahons consull

Trewel Hrs Hins O Pl Flans inspecton

Nurnber in sudience O 5P Specificinspedion

B Fud/ Follow up dabe O RAZ  Fisk Hazrd (E Cat Onby)

By Whan O M Mescellaneous Inspeckon [F Cabegony anly)

EN O Petsleurn [FCat nspectiontype. | |

Corarmmnhon iound?

E10 £ Oher

Notes [ Details

* Contirund on soparate shoat
*Delote as applicable

Remember - Work Manager works in conjunction with the Inspection Calendar
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Job Management

Job Management is used to find Inspection jobs that are due, outstanding or completed within a date range.

The Job number is the Inspection job number not the FS Premises Number/Code.

To access Job Management:-

e Click onto Fire Safety
e Scroll down to Job Management

e Click onto Job Finder

The Job Finder window will appear

{3 JobFinder

tiindow

g [ 53|

Find job number:
| DI LT /00034

The job number DI LT /00038 doesn't exist

Fire Safety  Window

| FP Premises Records, .,

FP File Number Register...
File Tracker..,

Job Man
Fetroleum

Menu Bar

‘Work Manager ...

Lekter Manager. ..
Property Direckory, ..
Current FP Posting Batch. ..

Reports

Setup

Risk Management
Health and safety

- r v o

Menu Bar

e Enter the Job Number into the Find box

e Click onto the Find button

Fird

If the job no longer exists — an error message will appear in the greyed box under the find box

If a message appears saying ‘the job number X doesn’t exist’ this

could mean the job (inspection) has been cancelled or deleted.

If a message appears saying ‘the job number X can be completed by

using the revise command’.

e Click onto the Revise button

The Job page window will

Complete, Amend the job

For a job (inspection) that has been completed a message

will appear.
{1 JobFinder
‘window

RBevize

open to where you can

=101 x]

Find job number:

| nooozadro7

The job number 0000296/07 is complete

SOPHTLOGIC - COMMERCIAL IN CONFIDENCE

{4 JobFinder

Window

g [ 3]

Find job number:
| 0000589/07

The job number 0000589/07 can be completed by
uzing the revise command

HRevize |

Window

Job sheet number I 0000583/07

Due date

Received by | E-Mai =

CodefieSN)  Mame (ie. Sumame]
Allocate to:| DI LT [ Di's Location Testing List &
[~ Work complete? | I | Create Followup inspection
Date af visit: Follow up date:
Dfficer's times Inspectian typs I Follow-up inspection d
Hrs  Mins
iezstam Bywhom | El
FS0 Admin Fieason I E-Mail j
Tavel: [ [ | Todo =
Audience 0
Othrer obs activi A
I~ FS150 Completed? Gl : A
Activit Allocated to
Corttaventionfound: @ Nore  [—mb =
o~ Ei0 <y Other ddmin | j
(E] e et
il i Date Hrs:[ 0 Mins: 0
&y Other Insp |
Date Hes:[ 0 Mins: 0=

oK Cancel |
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Communication Administration

This document sets out how to use the SOPHTLOGIC template facility. In various parts of the system, it is

possible to set up Microsoft Word Templates to use in conjunction with the SOPHTLOGIC system to enable

the user to automatically produce a Word documents containing data held in the MIS database.

e Go into Global Navigator

e Click onto the Communication Administration

Set Up Fire Safety - Job Letters

e Click onto Template Configuration

e Click onto Fire Safety Job Letters folder

The Template configuration window will appear

10 Template Configuration: total lines=18 0]
Help Format  Access  Records
- 48| 5

(B Fire Safely - Jobs Letters Add
Name Fie Ext | Default | Default Pinter N -
FSALT -No Adverse Comment dot |View ] R
FSAL 7 - Recsipt Form Enforcement Notig dot | View Henmve
FSAL10- Prohibiion Notice Wihdiawal |.dot | View —
FSAL10C - Prohibition Withdiawal o Exten dot | View Agend
FSALT1 - Aleratiorss Notice dot |Miew
FSAL12 - Withdhawal of Alterations Molicq dot | View Tags..

FEAL13 - Acknowledgement of Fire Safelf dot Wiew

FSAL3 Erforcement Notice dot |Miew
FSAL2 - Unsalisfactor Stendard dot |View
FSAL4 - Prohibition Notice dot |View
FSALdc - Prohibition to Estemnal Agencies| dot | View
FSAL4d - Prohibition Receipt dot |Miew
FSALS - Aot Applies dot |Miew

FSALS - Consultation with Authorities dot Wiew
Fire Safety and IRMP Data Gathering For.dat iew

FSALE - Enforcement Notice Extension of| dat iew
FSALE - Withdrawal of Enforcement Motic] dot Wiew
Home Fire Safety Check Form dot Wiew

il o

The Template Register window will open

e Click onto the Template Button

Template...

SOPHTLOGIC - COMMERCIAL IN CONFIDENCE

............... =

............... e

Communications administration

onfigur akic

Template

Letter Managet...

Document Groups, ..

Daka k

[Menu Bar

Any information that have previously been entered

will appear in the main window.

You can use the existing templates or create your

own

e Click onto the Add button

Add...

Template Register

Help
Status: E
Document group: IFF'Job Management Letters _'I

Dacument file name:

Original path:

Document extension:

Document application:

|
—
|
|

I ame:

Diefault printer: I Please select printer d

Default process options; % Yiew ¢ Print Save (" Save and Close
Motes: ;I
Template... |1mp0rtTempIate... Field Selector... QK | Cancel
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A Template Name box will appear

Template Name

Fleaze Specify The Mame of The Template:

| Di's Let's Creat a Letter]
] I Cancel |

e Enter the Name of your Template Letter

e Click onto the OK button

REP
File Edit Wew Insert Format Tools Table Window Help AdobePDF  Acrobat Comments Typsaquestiunfur?) - X

MS Word will open a blank page 0 G swers B0 DG RITE 4 DB 90 @aEED] T /-2 f
Narmal « TimesMewRoman + 12 = | B 7 O ; =E=[(iTiZE|A- EEE= = s [ 171 g
] q-l-l-l‘z-lq-\-‘t-l-s-\-6-\-7-|-3-\-9‘\-IO‘I‘11‘\-12%‘13-!‘14‘!‘1 =

Type out the outline of your letter leaving

Name of Premises:

blanks were you want the Fields to be

A tmext [ M
entered. pRomE

Oecupiers Contact Details:

Mame:
Address
Post code

Once you have typed out your letter Pos

Visiting Details:

[N =X RIS SO U [ ORI OO NE SO B A N SO TSR RO A I - K AR

Station Hame:
) ) - ) 3 Station Code
Do not close this window — to minimise it
Instructor:
Date:
Tithe:
e Click onto the —l' in the top Promises Rk Levat | =
. -]
right hand corner s
=m(g= 84 r
Draw= [ |dutoshapes= S w B O Al A ¢ 8 & | d- Z-A-=S=5 4 Ij!
Page 1 Sec 1 i ak Ln Cal REC TRK ExT OVR English{U.K )

To Enter the Fields

Go back to the Template Register window

e Click onto the PharoS button in the Start toolbar at the button of your screen

(%) DIANE. MCGOVERM@S0P, .

The Word screen will disappear to the Start Toolbar at the bottom of your screen

/ /

@istart| | @ O] (@ | O] mbox - Microsoft Outlock | @9 DIANE.MCGOVERN@S0p... | [ 4] Di's lets Create a Lett...
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As you can see the link to your Template has been

entered in the ‘Original Path’ box

The Name of the Template you are creating has
been entered into the ‘Document File Name’ and

‘Name’ box

e Click onto the Field Selector button

Field Selectar...

The ‘Template Field Selector’ box will open

Template Field Selector

Template Register

Help

Status: I Open j
y 4

Document group: I FP Job Management Latters, j

Documnent file narne: | Di's Let's Creat a Letter.dot

C:APROGRAM

FILESYPHARDS10TES T4 sers\ControhPRODUCT S427604docshDi's
Let's Creat & Letter.dot

= 7

Original path:

Document extension:

Document application:

I armex | Di's Let's Creat a Letter

Diefault printer: I Please select printer _'I
Default process options: (% Yiew  ( Print ¢ Sawe (& Sawe and Cloze

Notes: -

Template. .. Import Template. .. ak. Cancel |

€ Fremises, Inspections and Jobs
o Fire Safety Audit and D ata Gathering
o Free Home Fire Safety Check. Request Farm

N

A list of Field Sectors will appear

e The sub-menus will appear

Need to ensure the cursor is positioned where the

field is to inserted

e Double Click onto the Fields that are to be

inserted into your Template Letter

e Repeat until letter is completed

SOPHTLOGIC - COMMERCIAL IN CONFIDENCE

e Double Click onto the ﬂ icon

Fremize File Mumber
Fremize Station Code
Premize Station Mame
Fremize Mame
Premise Address

Fremize Postcode

Premize Site R eference

Fremize District

Premize Home Office Code

Fremize Home Office Code Mame

Premize Primary uze

Premize Secondany Use

Fremize Risk

Fremize Notes

Inzpection Contact Mame

Inspection Contact Comm Prefiz

Inzpection Contact Mumber

Inspection Contact Mates

Vv VT VTV VN VTV VSV VYV YYEYYTYYvYwvYvH

Inzpection Contact Address

B
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IE}Di's Let’s Creat a Letter.dot - Microsoft Word =] E3

File Edit View Insert Format Tools Table ‘Window Help Type 5 question For help = X
The word screen will appear each time a sub- LEMCI AR Z0 a0 C QUERNS SN v 8 Bu]
A4 Mormsl + 14pt ~ Times NewRoman = 14+ _r u g =o sE| [ vEE)VévE
menu — Field - has been entered. [ R DR R KA B RN RO St DA R T RN o o e |
|
= Name of Premises
As you can see the Template Letter’ is “ Appointment ID [FPREJOBS LETTER DATA.premise file no]
complete. The Fields and the text have been |.
- Occupiers Contact Details
entered. g
- Marne: [FPREIOBS LETTEE DATA premise name]
w Address [FFREIOBS LETTEER DATA premise_address]
- Post Code [FPREIQBS LETTER DATA premise postcode
@ Tel [FEREICBS LETTER DATA insp contact no]
- Visiting Details
% Station Name: [FPREJQOBS LETTER DATA premise station name
Remember to put a space |- Station Code: [FPREJOBS LETTER DATA premise station code]
between Text and Coding. - Enforcement Officer: [FPREIQBS LETTER DATA nsp allocated to]
% Premises Risk Level: [FPREIOBS LETTER DATA premise_risk] ;
;‘ e[E] = w4 » ¥
i Page 1 Sec 1 11 At 12.7cm Ln 21 Col 23 REC TRK EXT OVR English(Uu.k (O3 4
Once you have completed creating your
Template Letter
savens 2%
saei: | doss = @ - 3@ X i 23 - Tokse e Click onto ‘Save As’ button in the toolbar
B tter]
\A§ ¥)Di's Let's Create gletter
Iy Recent GJFire Safety Inspecon Job shest
Documents

GJJDb Sheet Inspectio Type FLL

e Click onto the Template you named earlier

\\ g@
=\
- g

My Documents

Click onto Save button

@

My Computer 1 \
.',g File name: IDi's lets Create a Letter j Save
My Metwork —

Flaces Save as type: IDocumant Template — j Cancel

Template Register

. , . Help
Make sure the ‘Save As Type’ says ‘Document
A i . Status: IDpen j
Template’ otherwise you will not be able to find the
Document group: I FF Job Management Letters j
letter Document file name: I Di's Let's Creat a Letter. dot
Original path: CAPROGRARM
FILESSPHARDS10TES TAUsers\ControhPRODUCT 542760%docshDi's
. . Let's Creat a Letter.dat
Go back to the Template Register window =ie miEa A Teen e
Document extension: .daot
Document application: | -
As you can see your letter has now been entered Narme: [Dfs Lets Creat aLetter &
. . Default printer: i -
into the Template Register i | s select prnter |
Default process options: (& VYiew " Print " Save  Save and Cloze
Motes: -
e Click onto the OK button l
Template... | Impart Template... QK | Cancel I

Notice the Word and Template Register window has now disappeared and returned to the Template

Configuration window.
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In the Template Configuration Window

i 14 Tenwlale Conliguration: Lol al lnes <19

||8elp  Eoemat  fecess  Recoers
T
([ Femsamy - coresi=] [ ot st e Click onto the Fire Safety — Jobs Letter folder
m T P Fut | Defouk | Dbl Prnies e o —
F5AL - Ho Acverse Comsrend dot |View IS [o} bl
FSAL T - Fleceit Fom Enforcement Motid dat [View Ramovs.
\ FEALAN - Prohibition Notice \Wihdiwal | dot View
FSALTOG - Protabebon 'Wilhdiawal bo Exbed ot Vi Amerd
FSALTT - Alershions Noboe det View
FEAL12 - Withchawal of Almations Notic dot View Tee.
FEAL3 Erimmeettin O
FSALZ Uty Slandad | Vo Your letter Template is now in the Fire Safety — Jobs
FSAL 4o - Probibition to Fuiemal Agencies] dot View
Pl anromter o o Letters Folder in the Template Configuration
FEALS - Conasdiation with Authorities dat View
Fre Salely ared IRMF Data Galbwrg Fod dot Ve
FSALA - Enforcement Notice Extention of| dot
FSALE - Withdrawal of Fréorcement Notid dot g
ook
ol

Tags Button

Tag defines at which point you want a letter to be triggered. If you want to Tag a Letter Template to a
particular Station, Postcode, Status, you need to add a ‘Tag Value’. This ‘Tag Value’ has to be the same

coding as what you would use in the FP Premises Record.

i 14 Tenwlale Conliguration: Lol al lnes <19

||teln  Eormat  peress  Receeds
| B L
e Select a Letter Template |
1 fae Sabety - Cesbiroa | [ Fre Salely -dobs Lellms

Mane FinFat | Diedud | Dedoedt Prinies
FSALY - Mo Achverse Cominend, ot Viewy
FSAL 7 - Recept Form Enforcement Notid det View
FEALAN - Prohibition Notice 'Withdeaal | dot View
. FSALTOG - Protabsbon Withdsawsl bo Exbed dot. Vi
e Click onto the Tags button FSAL11 - lssaions Noce & |view
FEALT2 Withdhawal of Alirations Motice dot View
FSALYT - Acknowledgement of Fre Satelt dot View
FEAL3 Enfucement Motice dat View
FEALZ - Unsalrd actory Slandand ot kd
FSAL4 - Prohbition Notice do View
FEAL 4o - Prokibition to Fuemal Agencies| dot View
FSALA - Protabeban Hecepl ot Kd
FSALS - Act Apphes dot View
FEALS - Conasdiation with Autkerities. dat View
Fre Salely ared IRMF Dala Gsltherg Ford dot kd
FSALA - Enforcement Motice Dxtention off dot View
FSALE - Withdrawal of Frécrcement Notid dot View
h Fosm ook Vi

When setting a tag to a letter (tag button) the best fields to tag in FS and Training would be, Fire Safety is

probably the inspection types or Premises district, whereas Training possibly Course Code or Rank Type

Di's lets Create a Letter Tags

Help

In the Tag Value column

Letter Tags

Columns TagValue
Premise Fle Number =
Fiemise Stafion Code
Premise Stafion Hame
Premise Hame

Prenise Address
Fremise Posteos
Premise Site Reference
° Enter the Code Premise Distict Sulfolk. Courty
Premise Supplementary Line Nurber
Premise SLN/FSEC Name

Premise Y Desciption

Prenise Secondan Use

Prenise Rick

e Click onto the OK button e e

Inspection Contact Comm Prefix
Inspection Contact Mumber
Inspection Contact Motes
Inspection Contact Addiess
Inspection Contact City
Inspection Contact Pastcade
Inspection Ovner Mams
Inspection Qwner Comm Prefi
This letter will only activate when a Premises within e
Inspection Owner Addisss

the ‘Suffolk County’ is created. el Do Pescade
Refering Agency Name 5
211 . _>I_I

Caneel
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Document Groups

The Document Groups is a method of grouping documents together.

e Click onto the Communications Administration

e Click onto Document Groups

The Document Groups window will appear

[s})Document groups

=l0lx|

Options  Yiew

NERETTERE

I Find ieference _VI I equal to _'I Il il

Communications Administration

Template Configuration. ..

Letter Manager...

urnent G

[raka 4

Menu Bar

e | ASYOU can see any pervious entries will appear in

Totol entries: 22

I Sort by reference _'I
Feference Hame
FP_LETTERS FF Certification Letters -
PRA_LETTERS Personne| Posting Letters =
HYD_LETTERS Hudrant % Scheme Letters
FP_JOB_LETTERS FP Job Mamaagement Letters
S I CK_MON 1 TOR Absence Momitoring Letters
SCHEME_LETTERS Hater Scheme Letters
HYD_TRAN_LETTERS Hudramt Transaction Letters
FROMULGATE Fromulaations
DRIU_LIC_LETTERS Driving licence letters
FREM_DOCUMENTS Fire Safety Premises Documents and Images

PERSOM_DOCUMENTS Personne| Documents and Images
FLT_UEHICLE_DOCUMEMTS Uehicle Record Card Documents and Images
FLT_DEFECT _DOCUMENTS Defect Recording Documents ond Images
FLT_L ICEMCE_DOCUMENTS Driving Licence Documents and Images
FLT_ACC | DEMT_DOCUMENTS  Accident Record Card Documenis and Images
LEH_MILERGES Uehicle Mileages

FLT_ACC | DEMT_LETTERS Uehicle Accident Letters

IFDS_EU I DEMCE IFDS Evidehce -
HYDRANT _DOCUMENTS Hudrant Documents and Images

HATER_PLANMING_LETTERS ter:

=
PRONIISE STATS | &nrandshaats h
4 »

e Enter a Reference — like a code
e Enter a Description of the Reference

e Status is defaulted to Open

e Enter a date in the Revision box for when you

want to review the Document Group

e Click onto the OK button

Hew the Document Groups window —as shown -

To enter a new Document Group

Click onto the New button

Mew. ..

Reference: |DI'S_DOC_GRP

Mame:

Status:

(& Pocument groups ;Iﬂlﬂ

Options  Wiew

M= EEC T ERE

Find reference - || equal to - v
| =] =l |

Clase:

FLT_VEHICLE_DOCUMENTS  Mehicle Record Card Documents and Images
FLT_OEFECT_DOCUMENTS Defect Recording Documents and Images
FLT_LICEMCE_DOCUMENTS  Driving Licence Documents and Images
FLT_ACCIDEMT_DOCUMENTS  RAecident Record Cord Documents and Images

LEH_MILEAGES Uehicle Mileages

FLT_ACC IDENT_LETTERS Wehicle Accident Letters
IPOS_EUIDENCE IPOS Ewidence

HYDRANT _DOCUMENTS Hudrant Documents and Images

HATER_PLAMMING_LETTERS Mater Planning Letters
PRODUCE_STATS Produce Stotistics Excel Spreadshests
TRAIH QURSE Tra Cot

01°s P 0
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Total entries: 23 [Sart by referemce =]

Feference Hane o
FF_JOB_LETTERS FF Job fManeoement Letiers A nen
S1CK_MOMITOR Absence Monitoring Letters

SCHEME_LETTERS Uater Schems Leiters Delete...
HYO_TRAN_LETTERS Hudrant Transaction Letters

PROMULGATE Fromulgations

DR VL |C_LETTERS Driving licence letters

PREM_DOCUMEMTS Fire Safety Premises Oocuments and Images

PERSON_DOCUMENTS Personnel Documents and |mages

I Di'z Document Groups

|OPEN

Revisior: I 14142000

oK Cancel

As you an see the entry you have just created is now in

| the Document Groups list.

Sophtlogic usually sets Document
Groups up for you — this may be
privileged access if so please contact

your Administrator
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Letter Manager

Letter Manager is used for printing out multiple letters at a time, for example: You can activate a letter by
clicking onto Job Letter Template within Work Manager.

| Cammmunications Administration
e Click onto the Communications Administration Template Configuration. .,

e Click onto Letter Manager

Letter Manager...

Document Groups...

Daka g
The Letter Manager window will appear
Menu Bar
[lLetter Manager =lOlx|
icl | S /
Close. Clear P
Group: [{Pleass Select} =l /
Prafession Types: | {Please Select] =]
=] Punrepot .
suwevie | Click onto the arrows and
(" MewLeliers | Processed Letters
(B3 Letter Manager Process letters
e dle e Select a Group
Wiew Letter
e Select a Profession Types
s s

The Group drop down list will have a list of Groups to

el | > |
choose from Cloze | Clear \
=

. Group: FF Job Management Letters A

e Click onto the Group arrow . Driving eence etters l

Pl Thsiss: FF Certification Letters

i) Elval §F' Jdob Management Letters
Fire Safety Premizges Documentz and [mages

Hudrant & Scheme Letters

e Double Click onto the Group

[ts)/Letter Manager

c%e éiar Profession Types are the letters that are within that
\ Grou
Group: I FF Job Management Letters \;I p
Profession Types: Fire Safety - Jobs _'I
— {Please Select) -

¢ Click onto the Profession Types Arrow

e Select a Profession Types

|
Only Jobs with the same template can be printed together.
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If there is only one ‘Profession Type’ in the list the system will default to that type otherwise there will be a
list to choose from Both Groups and Profession Types need to be set up by an engineer as they correspond

to parts of the system where the letters functionality has been added.

e Click onto the ‘Run Report’ button Run report
=
Cloze Clear
. , Group: I FP Job Management Letters d
As you can see all ‘Letters’ that are _ :
Profession Types: I Fire Safety - Jobs d N
linked to the GrOUp and Profession ¢ | Find Premise File Number... equal to... ;I‘F!un Teport
Types, will appear under the ‘New / i | CESEpITG |
Letter’ Tab in the ‘Letter Manager’ —‘
Mew Letters Proceszed Letters
window below. As shown. B Letter Manager
Template Premise File Numbe Premise Station Cof Premise Station Na] Premise Name Premize Address Get data
Fire 5 afety Inspectiol FFS /00025 Framlingham fire stat| Testing ' and for Mil 45 Mottidge Road d
Di's lets Create a Lef FF5 /00039 FFS Framlingham fire stal htlogic: Ltd 57-E7 Fon Wiew Letter
Di'z Testing Letter]  FF5./000:33 g 3 i 7-E7

Job Sheet Inspectiof FF5/00033
Fire 5 afety Inspectiol FF5 /00039

Framlingham fire stat| Sophtlogic Ltd B7-67 Fore Street

e Click onto the Process Letters button Frocess letters |

When you process a letter you will get a dialog box appear ‘Process 1 Letter’ message pop up on the window.

If you select Yes, the record will go into the ‘Processed Letters’ tab.

e Click onto the Yes button

\“p Process 1 letter?
Mo | Tes

A ‘Print Letters’ window will appear with your letter

Print letters

Template name Printet oK
D?'s lets ;reate aLetter
Di's Testing Letter]

Job Sheet Inspection Type FUL
Letter Template Test
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To Print the letter, firstly you need to select a printer

Printer |F'locess?| Options | | 0K

= elis... al
ClientfSOPHT-diane . me-lwgkp# [Microsoft Office Document Image Writer
Samsung Colour LaserJet Main Office
Microsoft ¥PS Docurnent Writer
Microsoft OFfice Document Image Writer
Main Office: HP Metwork Printer
HP Cfficelet Colour Printer

e Click onto the ‘Printer’ arrow button

You may have a selection of Printer(s) to choose from —

depending on your system —

e Click onto the chosen printer

Frinter

As you can see the printer is now displayed in the Printer column ﬁ Samsuna Colour Lageret Main Of

To process the letter

Process?

e Click into the Process box — a tick will appear in the box ™

Under the Options column

e Click onto the Options arrow button i Y.
Wiew

As you can see, you have three options. E—

View — this lets you preview the letter before printing
Print — this allows you to print the letter

Save — this allows you to save the letter

Print letters

Template name Mo of copies PFrinker Procesz? |  Opliong | | ak.
Di's lets Create a Letter 1 Samsuna Colour Laserlet Main Off ~ LI Print d Cancel
Di's Testing Letter] 1 =] view
Job Sheet Inzpection Tepe FUL 1 O LI Wigw
Letter Template Test 1 O ;I Wiew
-

e Click onto the ‘Print’ arrow button

e Click onto the OK button

Appoinment 10 Mo [FTREICES LETTER DATA premass_file_no]

Occupivrs Contact Dotils:

The letter will appear in code — as shown -

Visiting Details:

Stabwn Mare. [FFREIORS LETTER, D ATA pemmse_shilon_ o]

Station Code: [FEREJORE_LETTER_DATA premise_station_sods]

Instructor:[FPREIOBS LETTER DATAms conlact nencl[FPREIOBS LETTER
LAl map_allocited Jocabon]

Cate  [EEREIOBS LETTER DATA o tkir]
Tine [FPREIOBS_LETTER DATA ieh_time]

Premuses Bask Level, (FPREJOBS LETTER, DATA oremmuze nskl
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] LB 83t At Bt bt Tt B g i dr iz s s s ]

The coding will then start to change to text — as

Name of Premises:

Di’s Testing Chub Sh own

Appombment 1D Mo HOQAO03E

Oecupiers Contaet Details:

Harne: Diigne MeGowvern
Address: 5T-67 Fore Street
Ipswnch
Suffolk
Pod code IP11PH
Td: 01473 123456
Another dialog box will appear asking if the ‘letter is
Visiting Do

Slattiom Mo Sulfilk Hediperters !
Station Code: HQ ! Correct

" I

Date: 09 02 2007 -
Tane 180 e
¥

™ alms e el , \/ |5 the letter comect™?

e Click onto the Yes button

ol
The Letter will disappear and you will go back to
Cose | Clear
‘ ) H
the ‘Letter Manager’ window. o [P oo Management Letiers H
Profession Types: | Fire Safety -Jobs =l
| Find Premise File Number.. equal to.. | Punrepat
i ‘ ’ New Lett |
e Click onto the ‘Processed Letter’ tab swbeter | ProcessedLetters
B Letier Manager Process letters
i ¢ 4 Template Premise File Numbg _Premise Station Coi_Premise Station Na| Premise Mame P Get dat
® Click onto ‘Run Report 03022007 |Dis Testing Letter! |FF5/00030 FFS Framlngham fire stattest W] — |
13022007 [Dislets Create aLel DILT Di's Location Testing Di's Night Club: View Letter
13022007 [Dislets Creale aLel DILT Di's Lacaion Testind Di's Night Club
09032007  [Fire Safely Inspectio| FF5/00001 FFS Framlingham fie stat] 0 am
09032007  [Di's lets Create a LefwD/00001 WD Maclon Station | The Grinning Riat
09032007  [Dis Testing Letter! |wD/000M WO Nacton Station | The Grinning Riat
13082007  [Dislets Create a Le DI LT/000M /0006 |DI LT Di's Location TestinDi's Swest Shop
13082007  [Di's lets Create a Le DI LT/000M /0006 |DI LT Dis Location Testin D' Swest Shop
i he | h A . d h 17102007 [Job Shest Inspectio] FFS/00030 FFS Framlingharm fire staf]test
17102007 [Job Sheet Inspectiol FFS/00030 FFS Framlingharn fire stat|test
Notice the letter you have just ‘Processe as now 12102007  [Test Lelterl FFS/00047 FFS Framlingham fire stat|testing
18102007 |Letter 33 FFS/40 FFS Framlingham fie stat] Test File Number
‘ ’ P 18102007 |Letter 33 FFS/40 FFS Framlingham fie stat] Test File Number
moved from the ‘New Letters’ tab window to the 12102007 [Job Sheet Inspection FF5/40 FFS Framlingham fie stat] Test File Number
18102007 [Job Sheet Inspectiol FF5/00050 FFS Framlingham fie stat] ereruerwer
‘ PR 13112007 [Job Sheet Inspection DI LT/00001/0001 (DI LT Di's Location Testind D 's Fiestaurant
Processed Letters’ window. 13112007 [Di's lets Creats a Le DI LT,/00001/0001 |DI LT Di's Location Testing Di's Restaurant
L]

To setup or Amend Letters go to - Communication Administration - Template

Configuration — Fire Safety — Jobs Letters
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How to Check Your Letter

A record will also appear in the Document and Images sub option of a record card. E.g. if you print a job

sheet template for an inspection and visit, a record will be added to the ‘Documents and Images’ sub option

of the Premises record card, same functionality occurs if you successfully Print a Letter then a record will

appear in the ‘Documents and Images’ sub option in the Personnel Record Card. If you select No, or you

don’t process a letter i.e at the time of doing a Letter, the record will stay in the ‘New Letters’ tab.

e Click onto Fire Safety

e Click onto FP Premises Record Card

The FP Premises Record Card will appear

In the Sub-menu

e Click onto ‘Documents and Images
e Click onto the Show button
e Click onto the letter

e Click onto the Revise button

The Document Register window will open

Document Register

Help

FP premises records =]
Help GIS FPRC  WAND  Propogate

Mame and address: File na: DI LT/00001/0000 Find Nest Back
Di's Restaurant Station:  DILT

57767 Fore Strect d SLN L Ingeit... Multi-oce... Edit.
Ipswich FSEC: L P .

Suifalk VD Code: R Archive. .. Print. Search...

Sec use
ﬂ 04 Ho: Hold | Unuge no.. | Batch
Diwner; Mot specified Hidz:
Contact:  FAf 01473147822 Drop Diawiaist Test —
Post code: P4 1L Base date: False A\arr& Add..
District: Suffolk County Fregquency: + File hacker Notes
i ces Lastinsp: Fire Safety dudit and Data Gath
Follow up: DM Link...
EU date: Free Home Fire Safety Check R
Site Re: AP 3547 Home Safety Check
Inspection calender
Un-Specified Certification Status * \lnfpacl\nns ETRE |
Booked out to Officer Fief: Di's Officer Contral, F
™ Inc arch

@- Documents and Images Revise...

Date Created| Document Group Diocument Narme File Type e,
13112007 [FPJob Management Letters .Job Sheet Inspection Type FUL ‘Word Document d —_—
13112007 [FP Job Management Letters Di's lets Create a Lefter word Document View

Open...

Status:

T

I Fire Safety Premizes Documents and Images _'I

Daocument group:

Document file name: |J0h Sheet Inspection Tepe FUL_125333 1.doc

Information about the letter will appear

Original path: WWSOPHT_14S0URCE.
PHaROS Y zershControhS DURCEY 150924 docs ) ob Sheet Inzpection
Type FUL_125333_1.doc

Document extension: .doc

Document application: I

Mame: |J0h Sheet Ingpection Tupe FUL

Motes:

Find Document... | QK

Cancel |

SOPHTLOGIC - COMMERCIAL IN CONFIDENCE

e Click onto the OK button

o
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Another way to check if the letter is coming up in the ‘Print Letter’ options, go to...

Within the FP Premises Record Card

e Click onto the Inspections and Visits sub-option

The Inspections and Visits window will appear =
Help GIS  FPRC WAND  Propogate
Name and address: File no: DI LT/00001/0006 Find. Mext Back
) Di's Sweet Shop Station:  DILT ) )
In the Job Summary window 57/57 Fore Strest T et Mulocs Ed
‘E‘,Dj[\?‘ci.fkh C’%Egéde Ih_rIFlB Archive Print. Search.
LI ST;}—L{A;BC Hold Unuse no... | Balch
e Click onto the Job Dmner ot specifed T B
Eontact Corttaot not specified Fite Safely Audt snd Dats Gath |
e Click onto the Job Sheet Template button Post code: P4 1L Base date: Free Home Fire Safely Check R 299
E}flglf:ft . I (BT 7 [rsugen:.y Home Safety Check, MNotes...
Fol\owlzet. astinsp: Inspection calendsr DM Link.
Fu date:p. BE = /]
In the Sub-menu Site Ref: 4FP maa47 | |+ dobmanagement
Licenses
U5 perified Certification 5 tahus Belru.llettlm ‘[C‘E"_'“ =l
R . . .. s Booked out to Officer Ael: Mcgavemn D I reaich
e Click onto ‘Inspections and Visits :
|@- Inspections and visits ‘ Rewise. . |
° C“Ck onto the ShOW buttOl"I Started Finished Tupel Inso His | Admin His | Travel His ] Cading leicer . “wiatch Bemove.
0 i e D —_
REI 0 [1] 0 L Megovern D DiS Re Wiew...
e Click and highlight the Job

e Click onto the Revise button

The Inspections and Visits window will appear

[Inspections and visits

Help
= | IO enfeis | el % | |1 the Job Summary window
Stated | Finish date: | | |nspection type:
Allocate te: [Mcooverm D =l € 11 Miscellaneous inspection =
12 Mon Inspection Wark
IeE2sm 13 Unspecified Inspesion Type
m — € 14 Fullirnspection J
Coding L hd s & 18 Reinsection
H; 0.00 H
Personnel typs ol € 16 Follow-up inspection ° C|ICk onto the Job
 FP specialist staff memper  Aterndees ] 000 (ol 17Du.rinunerlorma.nceinsnectiun. -
{+" Dperational staff member Travel: 0.00 el ‘“|” e i e
Admin:

Results... | Delete results | Followiug... |

Inspection notes

¢ Click onto the Job Sheet Template button

Start new job |
Job no. Created | DueDate isit Allocated to Jlob |FS0 Admin | Tra ] . Updat ioh
00 107 0 Mcaavemn D 1] [N - &I .J |:| h |
= ob sheet template
Bemave job
Print job sheet
Set avmer
L« » Job sheet template

Job summary

Print Letters box will open

Print letters

(] C“Ck OntO yOUF Template Letter Template name No of copies Printer |F‘|ocess7 Options | Ok
Di's lets Create a Latten 1=l = | rlview = T
e Click into the Process box Dis Teting Leter 1=l L | view
Joh Sheet Inspection Typ\FLIL 1= |7 view
° C|ICk OK Fire Safety Inspection Job Sheet 1 ;I LI Wiew
[l

The rest of this process is the same as above
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Fire Safety Reporting

Creating Queries via ‘Fire Safety Queries’

Prior to using the ‘User Defined Reporting’ facility, queries must have been constructed and saved via ‘Fire

Safety Reporting’ or a Query Buster. It is these saved queries to which the report attributes are joined

enabling a report to be formulated using multiple saved queries, the results of which can be ‘Added’,

‘Subtracted’, ‘Divided’ or ‘Multiplied’.

e Click onto Fire Safety
e Scroll down to Reports

e Click onto Fire Safety Reporting

The Fire Safety Reporting window will open

[l Fire safety queries - Untitled

=101 x|

Select columns...

Clear €3 | DDW = | Save b | Saveas il | Aocess €x | WView SOL 6 |;|;I

Available fields

(3] General =
I System lime
= System date

Addlah/lﬁemovetablel Whele% | Select l:{> |

N

[

Select columns,

LD

SOPHTLOGIC - COMMERCIAL IN CONFIDENCE

Add L E

Iadity ;‘
Remaove &
Groupby &

I Random Selection

No of Records: I 0
Test querny )E

Run query *

i

At B
Madiy &

Remove @&

i

Fire: Safety Window

FP Premises Records...

FP File Murber Register...

File Tracker..

Job Management »
Petroleum »
Wiork Manager

Letter Manager. ..
Property Directory...
Current FP Posting Batch..

s 0 Inspections and Visits »
L * " Fp pramises Progressi..
Risk Management 3
Heakh 2nd safety , PP certfication Progress...

Certification Transactions,..

Menu Bar '
Premises Known To The Erigade. .

Home Office Statistics. .. »
FS Performance Indicatars

Certification Vear Analysis...
Certification Analysis...
Premises Progression Manitar ..
Certification Moritor

Premises List, .,

Premises Manager. .

In the ‘Fire Safety Queries’ window you
will see the option of ‘General’ in the
left hand Available fields window with
two sub options of ‘System time’ and

‘system date’,

e Highlight the option of ‘General’

e Click on ‘Add Table’ button at

bottom of window

Add table
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This will open up the ‘available fields’ option window, which is a list of all headings of search criteria

available.
% Job Activites against Jobs ;I
e Click onto ‘Premises’ %jﬁjmm
e Click onto the ‘Select’ button % e oo
% Other inspection analysis
% Other inspection analysis per inspection
Select | T Premise secondary use J
= fig Premises
T Premises attributes
% Premises attibutes values
ff Prohibitions
You should be back in the Fire Safety Query window T Risk Profile
BF Risk Prafile Cateqory id
Ll | _’l_I
Clear &3 | Open = | Save Bl | Saveas b
Available fields _Seket | Corcel |
@ General
Zw System time
Zw System date
As you can see the Premises Inspections table and fields have been
S+ File number A A ) A
2 Name entered in the Available Fields window
Zw Address
T Post code/Gea ref
Zw District council

Let’'s add another Table

= Frequency of inspection
2w Inspection anniversary

Zw Date last inspection done
ES G o Click onto Add Table button &dd table
Z Frillows 1n details LI

i Select 1111> |

Bemove table where

Select table to add...
% Appeals

% Certification progress
° Click onto ‘I nspections’ B Contraventions and prosecutions

% Enforcement notices

e Click onto the ‘Select’ button T FP Transactions
% File racker

B Inspection calender

§E|Ect | % Integrated Risk Codes

% Location

% Premise secondary use

By Premises attibutes values

% Prohibitions
T Risk Profile >
A I »

10 Fire safety queries - Untitled ¥ |nner join

€ Duter join from
Clear %3 | Open = | Save | Save as £ Duter join to

Select Ci |
Available fields Selec | ancel |

Fid Last Inspection Date For OFS () {Last Inspection D ate} =]
fi Last Inspection Date For OFSA, ] {Last Inspection Date}
F& Last Inspection Date For OTC [] {Last Inspection Date}

# Last Inspection Date For REI | Last Inspection Dats} Again the Inspections table and fields have been entered in the

Fi Last Inspection Date For SFA [] {Last Inspection Date}
fi Last Certification Step Date For Home Fire Safety Check, [] 41
9 Last Certification Step Text For Home Fire Safety Check [) 1L

Available Fields window

v Date
Zn Comments J
Zn Retun code

Z» Hours
Zn Personnel type

= Attendess LI
] Borovetate | e | seeat i | o Click onto Add Table button &dd table

Let’'s add one more Table
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Select table to add...
% Inspection purpose ;I

@ Irspection type
[ Integrated Risk Cades

e Click onto ‘Community Fire Safety’ (Inspections) Audit g o

. % Location
Histo I‘y [ Methods of job receipt

% Other inspection analysis per inspection

% Fremizes

[ Scale objects

e Click onto the ‘Select’ button

5 [ it Hi
% COMMUNITY FIRE S&FETY [Inspections] Current Audit

), FIRE SAFETY AUDIT AND IRMP DATA GATHERING [Inspections] Audit History
Eelect | Q) FIRE SAFETY ALUDIT AMD IRMP DATA GATHERING [Inspections) Current Audit
KT -

& Innet join

" Outer join from

10 Fire safety queries - Untitled © Ouanto Sel Cancel |
- Select ancel

Clear &3 | Open = | Save b | Savea:
Available fields

=+ Fareign key ta mthad of receipt ;I

=+ Date created

T+ Inspection type locked

=+ Fareign key ta service history record of person at finish date
Yezifi tion i lled - . - .

S s Finspectian s cancell Again the Inspections table and fields have been entered in the

fi9 Inspection Allocated To Code() {Code Inspection allocated b
cated To Mame(] {Name Inspection allocated

Available Fields window

=+ Detached

=+ Semi-Detached

=+ Bunglow

=+ Mobile Home

e Temare LI

Bemovetablel Wwihere %3 | Select 0> |

This table will now show up on your main report ‘Available Fields’ window with a choice of sub menu options

i.e. ‘File Number’, ‘File Name’, ‘Address’

-nix
Clear &3 | Open = | Save Bl | Save a3 b | Acoess €5 | View SAL 9 | llil

Awailable fields Select columns.. J Add o To create the report you fIrSt have

General - -

@g» System time adfy & | to select the information that you
D System date e & ) )

@ Premises = wish to return in report columns
I File number Group By ;% |
S Nare from the left window into the right
S Addiess
S Post codedGeo ref ™ Random Selection window.
S District council Mo gfﬂecgrds;lﬂ—
T Frequency of inspection
S Inspection anniversary Test query E |
S Date lastinsnection done This is done by selecting and double
I» Fp officer Funqueny &
S Pl i detals H E clicking the sub menu options on

Bemove table | Wwhere g | Select B> |

left or highlighting and clicking the

Select columns... X -

e B | ‘Select’ button i.e. File Number,

Remove @&
Select > |

.

BEAE
EBL

SOPHTLOGIC - COMMERCIAL IN CONFIDENCE PAGE: 60



Select value, attributes...

This will open up the ‘Select Value Attributes’ window

) Select:
where it allows you to change the character length |
File munnber
which determines the width of column in report, then -
Label: I File: number
Ok this window. Justiication | left =]
Widy | 2
¢ Click onto the OK button
Ok Cancel
10 Fire safety queries - Untitled [_ O] <]
Deor || Open @5 | save il | sevess W | toress o | vewsaL @ | =] a
Available fields Select calumng. . Add ‘E
S Detached i) = The selected field will now show in right
o SemiDetached Aliss: Fils rumber Aligre left Modiy 15
Mot groupped by column Width: 22 . .
i - ol < Vo _renae & | window, (selected columns window)
2 Tenace Aliss: Attsndess Aligre left Groupby &
2 HMO Mot graupped by coumn width: 16 —
s Flat
S Other [ Radmsecion . Repeat this until you have entered in all
S I3 the property Rented or Privatiey Dwned? Mo of Records: IEI_
S s Oxpgen Therapy in use? 7 7 1 i
T mam = | Deadings for columns that you wish to be
ENE - . :
B 12165 — displayed in report.
Zn 17-Rus ﬂ LI

Add table: | Eemovelab\el ihere S | Select =i |

Here | have selected File Number, Value of Attendees and
Now you need to enter search conditions to run the report and limit extent of data returned

i.e. You want to know how many premises have a ‘File Number’ that ‘begins with’ ‘N’ ‘and’ are a ‘Value of

Attendees’ ‘Greater or Equal to 0’ ‘and’ a ‘Value of under 5’.

To do this you need to highlight ‘File Number’ in the Available Fields window under the heading of ‘Premises’

o Click on the ‘Where’ button Y — %

Function I W alue of _*I

Field | premises file number This will open the value ‘Where’ window

Corvtion [T -

Walue I

Cancel | ak. |

In this window you
Y Condition | Equal to j

. . Greater th |t
e Click onto the Condition arrow Yalue eaust tnan or equalto =

Less than or equal to fi
e Select i.e. ‘Begins with’ '
Ends with T
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e Addin ‘Value'i.e. ‘N’, once you have entered in this Function | value of -~

information Field |premises.file riurnber

Condition {5

e Click onto the ‘Ok’ button il | Vale [N

Cancel | ak |

This value will now show in the bottom window of the Fire Safety Queries window.

Select columns... Add L&

Walue of File number Begins with M

BEAE

To add in another Query line

If the query being run was to return all those Premises where the ‘File Number’ begins with ‘N’ ‘AND’ the
‘Value of Attendees Greater or Equal to 0” OR a ‘Value of under 5’ you would select the ‘OR’ button instead

of ‘AND’.

aR AMD
e Click onto the AND button D
wheree.. |

e Select another option from ‘Available Fields’ window _

Function I\-falue of _'I

Field I inspections. attendess
L] Click on ‘Where’ button (GTallitaly W Greater than or equal to

Yalue |EI
e Enter in Condition and value i.e. ‘Greater or Equal to’ e.g. ﬂlLl

‘Value of Attendees’.

When you have added in as many conditions as required you are ready to run your query

Select columng...

Y alue of File number Beains with M
AND

Yalue of Attendess Greater than or equal to

BEAE
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e Click onto the OR button

e Select another option from *‘Available Fields’ window
Function I\-"alue aof _YI

Field I community fire zafety [inzpections] audit history. unde

e Click on ‘Where’ button

(T [iTeT M f Cire:ater thar or equal to

Walue I 1]

e Enter in Condition and value i.e. ‘Greater or Equal to’ Cancel | oK. |
e.g. ‘Value of under 5'.

When you have added in as many conditions as required you are ready to run your query

Select columns. ..

WValue of File number Beging with M

AND

OR | Value of Attendees Greater than or equal to 0 Remove & |
0R

( | Walue of Under 5 Greater than or equal bo 0 — |

o

First test your query, to do this

e Click on ‘Test Query’ button.

If there are no records to pull back which meet the search criteria entered, a message will appear as follows:
‘Query executed successfully however no records were returned’
This lets you know not to run query as there is no records returned,

If a message is shown saying

"_\ Query executed sucessfully and records were returned,
e Click onto the OK button z

e Click on ‘Run Query’ button Run query & ‘
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This will open up your report on query written

File Number - Begins with - N

AND

Value of Attendees - Greater or Equal to — 0
OR

Value of under 5 - Greater or Equal to - O

Here is a basis example

otal number of records =7

@- Fire safety queries

File nurnber Address
M/00003 175 Some Street Some Town
W/00004 56 Anather Road Another Town
W/00005 92 &nather Road Another Taown
N/00006 37 Anather Road Another Town
W/00007 25 &nather Road Different Tawn
N/00001 1234 Some Street Some Town
1589 Another Street Anather Town

gjstartl | &

|| i soPHTLOGIC®DUMfrL..

AND

‘otal number of records

1512

[ B Fire safety queries

Attendees

Under §

& number
N/00001

AE /00001
500001

5700004
5400002
N/00003
N/00004
N/00005
/00006
N/00007
/00002
/00003
/00001
/00001

AE /00001
5400001

S/00004
5700002
N/00003
N/00004
N/00006
N/00006
/00007
5400002
/00003
/00001
N/00001

AE /00001
5400001

/00004
500002
N/00003
N/00004
N/00006
N/0000B
N/00007
5700002
5400003
/00001
N/00001

AE/00001

& start ] a8

|| Mg soprmLoGIc@pumfri..

Eﬂ‘ @ 15:39‘

File Number - Begins with - N

Address — Contains - Another

e

This example is an outcome of a Query | ran on our Demo System

The criteria | asked for was

File Number — Begins With — DI

OR

Value of Address — Contains — Ipswich
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B Fire safety queries

File number MName Address
HO/00003 Allocate HO/00003 Allocate HQA/00003
HE/00018 | AwttoFit 80 Hening Avenue Ravenswood Ipswich Ipswich House YWoor
HQ/00003 EBlacks Shoes 07 Ipswich
HO A+/ANDFILE Clive's Fish and Chip Shop Britannia Road |pswich
HE /0001 ooD 1 IPS
HQ/0001 DoD 1 1PS
HOQ/00010 Diiddy's Saome Street [pswich
HE /00020 Dines Electrical Biitannia Road |pswich
HQ /00021 ESSEX FIRE SERVICE 80 Hering Awenue Ravenswood |pswich PARK ROAD COLCH
HOQ/0o022 FIRE STATION 80 Hening Awenue Ravenswood Ipswich RAILWAY STREET
HEQ/00025 FIRE STATION 2 80 Hening Avenue Ravenswood Ipswich RAILWAY STREET
HE /00008 Great White Horse Hatel T avem Street Ipswich Suffolkc
HQATITEST Green King 150 %W oodbridge Road lpswich
HOAHFRe Home Fire Risk Assessments HFR& Assessments
HE /00004 Letter Premises E Fore Street |pswich Suffalk
HQ/00006 MNovatel Hotel 11 Fore Street Ipswich Suffolk
HO /00007 MNovatel Hotel “woodbridge Road |pewich Suffalk
HE /00002 Premises Name Premises Address
HQ /00034 Property Mame 80 Hening Avenue Ravenswood Ipswich Address Line 1 Addre
HOQ/00017 Shovld assign HE /000017 Should assign HQ/00001 7
HQ/00013 Should be allocated Unused Humber 13 |Should be allocated Unused Mumber 13
HQ/00001 Tesco Petrol Station Hadleigh Road Ipswich Suffolk,
HOQ/CECT test best
HE/00031 Test 80 Hening Avenue Ravenswood Ipswich
HQ/00015 Test Duplication 1 Test Duplication 1
HOQ/00014 Test Duplication 2 Test Duplication 2
HQ/00016 Test Manual Number Allocation Test Manual Mumber Allocation
HE /00026 Test registered Address 80 Hening Avenue Ravenswood Ipswich
HQ /00027 Testing Archive 12 lpswich
HOQ/CEC testing cec dskjfn sdfns dk
HE /00005 Testing Jobsheet letters Premise Address
HQ /00032 THE OCCUFIER 80 Hening Avenue Ravenswood Ipswich Foxgrove Lane Felis|
HO/00012 THE OCCUFIER 11 FORE STREET IPSWICH SUFFOLE.
HE/00011 the oocupier 9 cross st
HQ/00018 The Dccupier Test
HOQ/00023 THE OLD CURIOSITY SHOP 20 Hening Avenue Ravenswood |pswich CHARLES DICKEMNS|
HE /00024 iskERIE 80 Hening Avenue Ravenswood Ipswich BLOCK D PARK RO,
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Reference Date

A ‘Date Range’ must be entered when a report is run. Where a ‘Reference Date’ has been set, the date

range entered will be based upon the reference date of the records in the joined query.
NB: It is not mandatory that a reference date is defined when a query is formulated.

A ‘Reference date’ check box has been added to the ‘Select value, attributes’ window of ‘Fire Safety Queries’

where the data type of the attribute selected is of type ‘Date’.

Select value, attributes...

The ‘Date Range’ fields are referencing the date o e

Y 5lue of

attribute identified as a ‘Reference date’. | Dats
Label: |Date

It would be usual to only set one date as a  Justiication |t [
widy | 15

‘Reference date’ in a single query. If multiple

‘Reference dates’ are used both dates will need to I Reference date

Canicel | ar. |

fall within the ‘Date Range’ defined.

E.g. Where the ‘Inspection created date’ and ‘Inspection finish date’ falls within the ‘Date Range’ set.

Printing & Exporting Facilities from the Brown Clipboard

The following section describes how to use the standard ‘Printing and Exporting’ facilities which are

incorporated in the majority of windows e.g. ‘Fire Safety Queries Window’.

The standard printing and export facilities, represented by the ‘Brown clipboard’ button include the following

facilities:

Modify column layout

Print report

Send to MS Excel

MS Excel formatting options
Send to .csv file...

Factory Settings
In window formats which display more than one ‘Brown clipboard’ button e.g. ‘Fire Safety Queries’ the

information included in the ‘Printing’ or ‘Exporting’ facilities will be the data positioned in the display directly

below the button.
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How to modify column layout

Please refer to the ‘Brown clipboard’ button entitled ‘Fire Safety Queries’

e Click the ‘Brown clipboard’ button |]5}4l- Fire zafety gueriez

A drop down menu will display

Set column configuration for Total number of records = [fRDBMS.memRepList.$linecount]

Amend column configuration Sort List |
Wisible | Mame Desc Sort

|¢ File rurnber File: riurnber 1 ;l

I |Address Address 0

Depending on the columns checked will depend on
the columns visible in the ‘Fire Safety Queries’ result
window i.e. only the above checked columns will

display as so:

i o

IV Save Column 'Wwidths [~ Flestare Defaults Cancel | QK

How to Print a Report

Please refer to the ‘Brown clipboard’ button entitled ‘Fire Safety Queries’

| J@( Fire zafety querie=s

e Click the ‘Brown clipboard’ button
A drop down menu will display

e Select the second option ‘Print report’
The system will automatically generate a report of the information currently displayed.

Please note the information included in the ‘Print’ or ‘Export’ will be the data retrieved from the single or

multiple searches previously performed.

e To print the report click the ‘P’ button positioned in the top right hand corner of the | F

window.
A drop down menu will display.

e Select the ‘Print report’ option.
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The ‘Print setup’ window will display.

Print Setup ﬂﬁ

— Printer
Mame: N P [ | Please note the ‘Print Setup’ window defaults to the
Status:  Ready printer previously specified as the default printer via the
Type: HP Officelet G Sernes Printer . ) , - , ) . s
e o Settings’, ‘Printers’ option of the ‘Start’ button of

ere;  hain Office

Comment: 10.100.0.114 Windows.

— Paper Orientation
Size: |A4 [210°% 297 mm) j & Portrait
Source: IAuto j " Landscape : ‘ , .
= = e Click the ‘OK’ button to print the report.

Help I Metwork... ak. I Cancel

The system returns to the screen report.

When the report has been viewed and is no longer required.

e Double click the ‘8 button positioned in the top left hand side of the window or the ‘X’ positioned at

the top right hand side of the window.

The system returns to the ‘Fire Safety Queries’ window.

How to Send to MS Excel

Go to the ‘Brown clipboard’ button e.g. entitled ‘Fire Safety Queries’.

e Click the ‘Brown clipboard’ button |F?.1. Fire safely queries

A drop down menu will display

] et et - Bk

e Select ‘Send to MS Excel’

The system will automatically open ‘Microsoft Excel’
which will be visible on the task bar at the bottom of the

window display.
e Click the ‘Microsoft Excel’ button

Microsoft Excel will open and the information in the ‘Fire
Safety Queries’ results window will now be displayed in a

Microsoft Excel spreadsheet.

Headings will be included in the export when selecting the format type of ‘simple’. Please see ‘How to format

MS Excel options’.
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How to Format MS Excel Options

Go to the ‘Brown clipboard’ button e.g. entitled ‘Fire Safety Queries’

e Click the ‘Brown clipboard’ button |J$+ Fire safely queries

A drop down menu will display

e Select ‘MS Excel formatting options’

The system will open the ‘Excel formatting options’ window

e Go to the ‘Auto formats’ list display

The ‘AutoFormat’ highlighted will display in the ‘Sample’ preview

field

e Select the required ‘Auto format’ option.

AutoFormats: Sample
Jan Feb Mar Total

East 7 7 i 19
West B 4 7 17
South i} 7 o 24
Total 21 18 2 B0

3D Effects 1

3D Effects 2 -

Optional parameters:

¥ Include column headings [~ &dd x-cototals

¥ Llways start new sheet ™ Add y-co totals

I AutoFormat widths ™ Frint and exit after transfer

¥ AutoFormat fonts

I AutoFomat column alignment

¥ AutcFormat borders

¥ AutcFomat row/columns sizes Cancel (1]

e Click the ‘OK’ button if the Excel Formatting Options require

saving.

Please note the 'Excel formatting option’ selected will not be visible until the ‘Send to MS Excel’ facility has

been used.

How to send data to CSV files

(Comma separated values — this is a text file that will open in Excel by default but can also be opened with a

simple text editor, such as notepad. This is a standard file type for imports into other applications, such as

Access.)

Go to the ‘Brown clipboard’ button e.g. entitled ‘Personnel Queries’

e Click the ‘Brown clipboard’ button |F}q’ Fire safety queries

Madify Calumn Layaut, ..

A drop down menu will display

e Select ‘Send to .csv file’

Prink Report...

Send To MS Excel. .,

M3 Excel Formatting Options. ..

Send To .csv File, .,

Upon selecting “.csv” from the dropdown list, you will be prompted as to

Letters and Mail, ..

where you want to save the file to.

Factory Settings
Garaph Resulks

e Apalla, ..

Close
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Select a unique file name

. . Fim pames: Fuoldars:
e Enter a location and name for the file - R R |
Carcel |
; ‘ ) £o.L3Y Bl E
e Click onto the ‘OK’ button o Soght eng v
[ SaphtEd
[= SOURCE
(B k360_nt
. . . : [ EXTERNAL =]
You will see a working message and then Excel will open and the | :
: . . Sawe fle as hpe: Drtives:
new file will be displayed. [ Fiies =l B vehtveabTo r]  Netwok | |

PLEASE NOTE: The default location when you start a new session is the application

folder, but once you have changed this once and saved it will bring up the last save

location. If you do not enter the extension “.csv” after the file name, this will

automatically be added. You cannot enter a file name that already exists. If you wish to replace a

file — delete it before you run this export.

How to return to Factory Settings

When the modify column layout has been modified and there is a requirement to revert to the original layout,

this can be achieved by selecting the ‘Factory Settings’ menu option on the brown clipboard icon. Example:

Modify Column layout

Modify Colurmn Layout. ..

Prinkt Repork, ..

Send To M5 Excel. ..

M5 Excel Formatting Options. .,
Send To .csv File. ..

e De-select the columns that you do not wish to be displayed by un-

checking the relevant checkboxes

Letters and Mail...

e Select ‘Factory Settings’ from the ‘Fire Safety Queries’ results
=Tl
araph Results

window brown clipboard.

e Apollo. ..

Close

The following message will be displayed

& Changes will take effect from when window is next opened.

All Columns will then be displayed on the Fire Safety Queries results window once the window has been

closed and re-opened
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Saving Queries
To enable queries to be saved for retrieval and subsequent execution at a later date

Once the query has been created

10 Fire safety queries - Untitled =1 E3

Clear | Open @ | Save B | Save as | Aocess {x | View SOL |i|i|

g .8 e Click the ‘Save’ button

|E::ﬁ:r::il'.&ddress — The ‘Save as’ window will display

Query description:

saying...

& Mo library specified
=

=

B As you can see there are no libraries to save your query in
Query statuz: ¢~ Private € Wiew
Library:

=

Awvailable fields Select columns.
@) Generdl -
S System time Aligr: lsft Modify ﬁ
Zw System date ‘width: 22
& Fori: P |
o File number Goupby & S ave H
2 Hame
Z» Post code/Gen ref I™ Random Selection
Sw District council Noof Record: [0
Sw Frequency of inspection
S Inspection anniversary Testqueny :5]
Zw Date last inspection done: - - -
e i H If you are amending a Query use the Save As icon
e Follnw 1n details i 4
sddrabs | Removeste | wiee G | s+ | instead. This gives you the option to rename the
Select columns. add LB
“alue of File number Begins with N = —I q uery
AND Modiy 1
| _fareve & | c &
ave 3t il
_ [=]
2 2=

If you filled in these boxes and Clicked OK a dialog box will appear

Cancel |
. Libraries for fire safety queries
To Create a Library —— Sl
d JR——
Delete Hueny...
Mew Library
Fename Librany...
e Click onto the Open icon Delete Libran..
Libraries for Fire Safety Queries will pop up
e Click onto New Library
i [ KN _>ILI
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The Library Setup box will appear

Library setup

Libramy name: |Eummunity Fire 5afety

Cancel | k. I

e Enter a Library Name
e Click onto the OK button

Libraries for fire safety queries

Libraries = — ;I Fename Guery..
) Defete Query As you can see you have now created a Library
| (folder) to put your Queries into
Rename Library.
Delete Library...
Once you have finished Creating your Libraries
e Click onto the OK button
] [T ;l_l
oK | Cancel
Quem name;
e Enter an appropriate name of the Query being saved | File Mo 'N' - Address Another
ot description:
e Enter a Description of the Query B2y BRI c
=l

This will help to know exactly what information the Query will Quew status: (% Private & Pubic & View

hold Library:

The system defaults to ‘Private’, If however the query is to be

accessible to all users

e Click into the ‘Public’ option

. ok I Cancel |
e Click the ‘Ok’ button to save the query.

The system returns to the ‘Fire safety queries’ window

The query has been formulated and saved for retrieval at a later date.
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Opening Queries

To enable the viewing and subsequent selection of queries previously saved

e Click on the ‘Open’ button

The ‘libraries for fire safety queries’ window will display

Select relevant library
Libralies _ r' Fename Query.
Delete Query...
oLt e Click onto the library name on the left
e Liorary..
Rename Library.. hand side of the window
Delete Library...
The queries saved to the highlighted library will
appear
e Highlight the relevant query
=l el _>|:| e Double click on the saved query is then

) | displayed

10 Fire safety queries - Untitled [_[O]x

Clear % | Open = | Save | Saveas Bl | Aooess §x | viewsaL © |i|i|

Available fields Add L&

B General <l (= v e =
o System tine Aliare left Modfy 15

, o T S—_—
e Click the ‘Run query’ button S Fle rumber Bty [
2 Name

we Addiess

™ Random Selection

Mo of Records: |0

Test quen IEH

2 Post code/fieo ref
Z Distrot councl

The system will execute the ‘saved’ query S Fiequeney of mspection

S Inspection anriversary

Z Date last inspection done

Z Fp officer
- Frillrws 1n Artailx LI
Add table Remave table | where | Select x> |
Select eolumins Add L8
Value of File number Begins with N =l
AND || o Modiy &
or | Remove &7*
| [=]
BN 41
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ORM Returns — Fire Safety Statistics

The Orm’s Returns are Audits and Outcomes for Statistics that are used to breakdown the amount of Notices

and outcomes of those Notices.

Fire Safety  Window

FP Premises Records...

FP File Number Register. ..
File Tracker. ..

To check the Orm’s Returns oot :

Letter Manager...
Property Directory...
Current FP Posting Batch. .

. . » Inspections and Yisits »
o Click onto Fire Safety EE >
N FP Premises Progress. ..
LSRR > FP Certification Progress,
e Scroll down to Reports | tedthanduley ¢ it
Menu Bar Certification Transactions...

Fremisss Known To The Brigae. ..

e Scroll over and down to User Defined Reporting

Home Office Statistics, .. I3
F3 Performance Indicators

e Click onto Produce Statistics

Certification ‘ear Analysis. .
Certification Analysis...
Premises Progression Manitar...
Certification Manitar. ..

Fremises List...
Premises Manager...

User Defined Reporting Report Administration. .
Fire Safety Reporting. .

System Help, .. Chel+F1
The Produce Statistics window will appear e
10} Produce Statistics M=l E3
Help
Betweer Date: |01 102007 and |31 122007 W iHuery Analised Results

Select a date between the first

B3 Produce Statisics \ of the month to the present day

Fiepart
Di's Report Adrmin :I phar0S Repart... |
IRMP Returns - Fire Safety (F51 - F59)
ORM Annual Returns

Export toWwaard...

Export to Excel...

i

Analyze...

¥ | Surface
[ Detailed Feports

e Export to Excel
P Export to Excel...

mn Building Repor...

A building Report box will appear

As you can see the results for that date range has appeared in the Excel Spreadsheet.
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B~ el - ORM (2) [Read-Only]
E) e Yew [met Fgmet Jook Data Wiww el AdobeFOF
DEHRIERTH DB F/ -0 BE-HHBS v -l amBacB S0 H %] e iees. i |

Ty & question for

: il s - B 7 U ESBETE  RBEE LA
C38 - L3

: oy 1 5 D T E I F |
ORM S5

FIRE {SCOTLAND) ACT 2005 Part 3 APPEALS AND PROSECUTION

Prosecution
Mumber

Appeal to court against Prohibition

EEooEEs
cla
g
:
a
:
3

Hotel |
12 Houses convertedtoflats |
13 Other sleeping accommodation |

Further education |
15 Public building |
16 Licensed premises

Other premises open to publlc |

There are Five Spreadsheet each one has its own statistics

ORM 5.3 Community Fire Safety Activities
ORM 5.4 Enforcement Activities

ORM 5.5 Alterations Notices

ORM 5.6 Appeals and Prosecutions

ORM 5.7 External consultation Received
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At the bottom of the

page
Tabs,

own statistics

there are Five

each with there

To view [/ print the

breakdown of each

Article Statistics

e Click onto the tabs
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