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Introduction

Welcome to the Department of Insurance Fire Forms Application.  This system was developed for the State Fire Marshal’s Office to enable the user to track fire incidents with the State of Alabama.

To begin, either select shortcut if one has been made or Internet Explorer and enter the following URL: https://aldoi.gov/FireForms2/SignIn.aspx
Sign In

 The Sign In Page should appear..
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Proceed to log on by entering assigned UserID, which is generally the same as the computer user id, and password.  User will then be directed to the Home page that show incidents submitted for the current month. 
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The links provided are Home, Incident, Search, Notes/Images, Reports, Charges, Change Password, Evidence, How To and Fatality.

The purpose for each link is as follows:

· Home-Shows  user incidents submitted for the current month

· Incident-Allows user to submit primary incident information into the database and print incident

· Notes/Images-Allows user to enter notes for a particular case and also a maximum of 4 images

· Reports-Allows user to print incident forms, fatality forms, charges, as well as annual reports

· Criminal Charges-Allows user to enter charge information such as arrest date, disposition date, charge, etc

· Search-Allows user to search for various cases and update information

· Change password-Allows user to change password

· Evidence Log- Allows user to enter evidence information

· How To- User Manual

· Fatality-Allows user to enter deaths that have occurred within an incident

Incident

To submit an incident click on link that says Incident and this page will appear
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All information is required to submit an incident.  If information is unavailable, simply type in “N/A”.  If unavailable information is a date of birth, SSN, or telephone number, please leave them blank.  Please be aware of any radio buttons or check boxes on the screen.  Some textboxes will be disenabled for your convenience depending on information selected.  Example when checkbox “none” is selected, occupant information is disenabled which allows user to go to the next field.  After entering information, click on the submit button and a message box should appear verifying that information has been successfully saved along with a case number (See box below).  Also a print button will appear giving the user to the option to print. *To print, refer to page 14 and 15.
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If all data has not been submitted correctly and in the correct format, message boxes will appear tell what information needs to be entered.  If submission is not successful, the error page should appear informing the user that knowledge of error has been made and someone should contact him/her shortly.
Notes/Images

To submit notes and images, click on link that says Notes/Images.
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Enter in all information and submit. Case notes may be copied and pasted from a work document. If case number does not exist, a message saying No record exists for case number 90934 entered. Please verify and resubmit

When notes have been successfully submitted a box will appear saying..
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Else the error page or validators will appear.

To submit images scroll down on the same page and you will see…

[image: image7.png]/2 ReportNotes - Windows Internet Explorer

5 Aukoril -

Images
Case Number

DSFM

ct DSFM v
Select maie =

Des i on of maie

5 start Google ~@E€ C 1 trbox - Microsoft Out. T Fire Forms Manual - /2 Reporthiotes - Windo, B 7 &S T s





Enter case number if not entered, DSFM, select an image, and enter the description of the images.  Click submit image and box will appear saying
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Also a print button will appear so that user can print.  
Charges

To submit charges, click link that says Charges, 
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If disposition date is available click check box and fields for disposition date, disposition, and sentence will be enabled. Else it will remain disenabled meaning using will not be able to enter information in.  When submission is successful a message box saying..
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Evidence

To enter in evidence information click on Evidence Log link. 
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Enter all information and click submit button.  When information is submitted, message box will appear saying evidence has been saved, along with a print button.
Fatality

To submit Fatality, click on Fatality link. 
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Enter Fatality information and when successfully submitted message box will appear saying fatality has been saved for that case number.
Search and Update
To search for information click on the link that says Search.   Cases can be searched by a number of criteria such as case number, county, DSFM, Case Type, Case Status, Cause Type, etc.  Only one entry is necessary.  Click search button and the record fitting search criteria should appear 
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Click Details button to retrieve information to update….
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User would then be directed to the update page (above). User would make changes, enter reason for update, and click the update button at the bottom of the screen.  A message box will appear saying incident has been updated.  If information is not correct, then validations or error page will appear.  User can navigate update pages at the top of the screen by using red links.  If there is not report note, evidence, etc for that particular casenumber, then message box will appear saying
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Change Password

 If password is set to the default “password”, user will receive a message saying to change password.  Go to the bottom left hand corner and scroll down until you see the Change Password link.
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Enter old password, new password that consists of 6-8 characters, and verify.  If password is not 6-8 characters, message Password must be 6-8 characters in length. will appear.  If passwords do not match, The passwords you typed do not match. Please re-enter new passwords. will appear.  When correct information has been entered you will get a message that says Password has been changed!.

Reports
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On the reports page, the user can print various forms such as incident form, fatality form, evidence form, etc.  Enter case numbers for each report and click Run Report.  User will be directed to the report.  
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Click the blue print button in the top left hand corner of the report and print box will open.
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Select information and select ok.
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