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Introduction

This Manual provides instructions for using the basic features of the PS&E WebAccess
Portal screens. All data is for illustrative purposes only and does not reflect real data.

The OSFM PS&E WebAccess Portal allows fire departments to edit staging data that will
eventually need to be reconciled with production data maintained by the staff at OSFM. The
current data we have in our database will be shown on the left hand side of the screens and the
new data from excel or web entry by the fire departments that we will store in our staging tables
will be present on the right hand side of the screens for data comparison by the staff at the
various fire departments. If there isn’t enough horizontal space to show the current data and the
new data side by side then the current data will be shown above the new data vertically on the
screen.

Log In

To open the PS&E WebAccess Portal, open your browser and navigate to
https://webapps.sfm.illinois.gov/CommonDBWebUpdate. The PS&E WebAccess Portal Login screen
will display.

V- o\ Office of the State Fire Marshal Login
'-.__ .-| Personnel, Standards, and Education WebAccess Portal
' f_'__:_!_: .- JB Pritzker, Governor | James A Rivera,_State Fire Marshal

Enter Authentication Info £ Public Event Calendar

Email:

Password:

*JLog in

Don't have a PS&E account? Register a new user.

Forget your password? Reset password.

‘.

Enter your email and password and click on the Log In button.

If you do not have an account, click on the link “Register a new user” and it will take you to the
registration page.

If you already have an account, but have forgotten your password, click on the ‘Reset password’ link.
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Register New Account

r

~
Register
The information entered must match the information entered on the portal for your Fire
Department's roster.
If you are unsure about any of the information, please contact your chief prior to
registering.
All fields are required
— Email Consideration for Vector Solutions —————
® OSFM will be providing access to Vector Solutions training
Tracking tool.
@ Ifyou have questions relating to Vector Solutions, please
contact Scott Olinski
@ Ifyou are on a department that already has Vactor
Solutions Target Solutions LMS, register with the email you
use to access the department's Vector site
Email:
Password Rules
@ Must be at least & characters.
@ Must have at least 1 upper case letter.
@ Must have at least 1 lower case letter.
@ Must have at least 1 numeric digit (‘0" - '9).
New Password:
Confirm Password:
First Name:
Last Name:
IL licenses must follow the X123-4567-8301 format
The drivers license will be masked to XXXX-4567-8901 in the system
Drivers License Number:
MM DD YYYY
Birth Date: - / [
¥X123 format Search here for your department FOID
FDID #:
Security Question: - Select - v
Security Answer:
# Register
L.

Registration Screen
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Fill in the registration information. All fields are required in order for you to register for an
account. Your First Name, Last Name, Driver’s License Number and Birth Date need to match
what was entered on your Fire Department’s roster. If you’re unsure what was entered, contact
your chief.

When you have all the fields entered, click on the Register button.

An email will be sent to the email account that you entered with a link that will activate your new
account.

Thank you for registering with the Ilinois State Fire Marshal, Personnel, Standards and Education Division.

You must click the link below to activate your account before you can log in.

Click here to activate your account.

Email Activation Link

Click on the link that says “Click here to activate your account.”.

Office of the State Fire Marshal

f‘.’ Personnel, Standards and Education System

Bruce Rauner, Governot | Matt Perez, State Fire Marshal

User Account Verification

Verifcation Successful. You may now log in to the system

Caontinue 1o Login Page;

Activation Successful

Once your new account has been activated you can then login to the Personnel, Standards, and
Education System by clicking on the ‘Continue to Login Page’.

Reset Password

If you already have an account, but have forgotten your password, click on the ‘Reset password’ link.

Enter your email to recover your password

Email: |

+ Submit

Reset Password — email address
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Enter your email address and click Submit.

-

Enter your security answer to recover your password
Security question chosen when registering:

Who was the Maid of Honor at your wedding?

Answer: |

" Submit

Reset Password — security question

You will be asked to answer the Security question you set when registering your account. Click
Submit.

-

Enter your new password

Password Rules

© Must be at least 6 characters.

@ Must have at least 1 upper case letter.

@ Must have at least 1 lower case letter.

@ Must have at least 1 numeric digit (0" -'Y).

Password:

Confirm
password:

+ Submit

Reset Password — New Password
An ‘Enter your new password’ window will open which allows you to enter a new password. There
are new rules for passwords, please read ‘Password Rules’ before entering your new password.
Type the password in again to confirm and click Submit.
If you have trouble doing this, please contact the help desk at the IT department.

To exit the PS&E WebAccess Portal, click the ﬂ “X” in the upper right corner of the screen you
are in.
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Upon entering the PS&E WebAccess Portal application the first screen you will see is the Home
Page Screen. The Home page displays the menu in a tree form.

Office of the State Fire Marshal

Personnel, Standards, and Education WebAccess Portal Logout
JB Pritzker, Governor |  JamesA Rivera State Fire Marshal

|

5
:
g

Infg

Organization Forms Search Reports

Home

OSFM Vector Region Name: OSFM SC Region 7 Vecter Sclutions: OSFM Regional Site
And Ale  ID: SFM000000 PSBE User Not Linked to Vector
Notices

« 712712023
Course Listings on the Event Calendar

Effective immediately, if an approved training facility is conducting a course for certification, that course must be listed on the Event Calendar. If there is no calendar event, the facility will
be unable to submit a course completion roster. This applies to in-house courses. blended courses, computer-based courses, and in-person courses. Please contact the Office with any
questions

« Organization
o EventList
¢ Organization
o Roster
o Address
o Phone Numbers

o Email

on/Groups
o Modify Permissions
« Forms
o Application for Certification
cation for Recertification
o Claims for Reimbursement

o Course Com
o Course Approval

o Request for Examination

o Event Calendar

o Unpublished Events

o Training Record Review List

ion Roster

= Volunteer Tax Credit
= Volunteer Tax Credit History
= Search
o Search Existing Applications for
Certification
o Search Existing Applications for
Recertification
o Search Existing Course Completion

Rosters
o Search Existing Requests for

Examination
o Search Existing Training Record Reviews
o Search Unexpired Underground Storage
Tank Permits

« Reports
o Training Reports
o Cerification For FD School List
o All Ceris For All People Active On FD
s All Courses For All People Active On FD
o All Exams For All People Active On FD

= My nfo
o Training Records
o View Personal Info
o View Scheduled Events
o Volunteer Tax Credi
o Change Password
o Change Security Question
o Change Account Email

= Home

« Help
o Help Document

istory

WebAccess Portal Home

1/12/2024 8:32 AM Page 8 of 68



At the top of the screen is additional information.

e |[f they are associated with more than one FD/School they may select which one they
want to see the information as in the upper right corner.

e Their name and SFM ID are displayed.

e The Vector Solutions region their fire department is associated with along with a link to
the log in and if they are linked to a Vector Solutions user is displayed.

e Any notices from OSFM are displayed

Text that is underlined and a different color such as Organization or Organization are hyperlinks.
A hyperlink provides direct access from one distinctively marked place in a document to another

in the same or a different document. By clicking on the gray menu ' ©8anz&ten or Qrganization
underneath the Links section you will be redirected to the Organization page.

At the top of this screen you will also see a gray menu. The menu allows you to choose
between updating the current user’s organization information, fill out forms that used to be on
paper only, search for existing/prior submitted forms, reports of organization information, and a
help link that brings up the latest version of this document.

Navigation Menu

Because there isn’t enough horizontal space to list out all of the pages within the gray menu,
each menu item has a links section under it that provides navigation to all the different pages
within the web update application. Hover over the appropriate section to receive the dropdown
list.

Organization

]

| Croganization m
Event List
Organization
Roster

| Address
Phone Numbers

| Email
Division/Groups

Maodify Permissions

Organization Dropdown Menu
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Event List

The Event List page displays a FD/School’s events. The events may be filtered by changing
any of the criteria and clicking “Filter”.

All Events
Begin Starting Date: 01/01/2020 & Begin Ending Date: 01/31/2024 ¥ Fiter
Event Type: Event Status:
Show| 25 « | entries Search:
Event & Event Type Event Status FDiSchool Begin Date End Date Exam Date Action
Claims Review | Training Record Review | Active Any Department 11/8/2022 11/8/2022 #Edit Event
Claims/ Training
Records Training Record Review | Active Any Department 8/22i2023 82212023 #Edit Event
Review
Procloring | iitation Active Any Department 3/19/2020 31192020 FEdit Event
Relinquish visit

Update Organization Information

The FD/School organizational information that appears on this page depends on the current user
logged into the system. Since | logged in as the fictional Any Department | only see and am allowed
to edit information about the Any Department on this screen and the rest of the screens within the
application.

Combination W

Any Department
Field Current Data Mew Data
Mame Any Department | |
FDID jaQoo1 |
Ordinance Passed Date | 1/1/1990 | |
Probationary Period 12 | I
Probationary Period Type Monthis} | I
Facility Approval Type | Unlimited | I
Fopulation Served | |
Area Size | |
MABAS Division 46 | |
| |

Category of Department |Faid

Save || Cancel

Update Organization

The Current Data column on this screen shows the actual data used in the production database.
The New Data column is the data that is currently within the staging tables.
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Any textbox that is grayed out such as"©*** is read only and cannot be edited by

the user. Any other textbox isn’t grayed out can be edited by the user.

If you decide to make any organizational changes make sure to click the button to store
the changes into the staging database. Remember that the staff at OSFM will need to approve
your changes before the data in the staging database overwrites what is in the production
database.

Roster

The roster list shows all active personnel at the department.

Roster List

@ Add New Employee
@ Change Fire Chief or schools Director
@ View Inactive Roster

Save Full Roster|

Last Mame Filter: AB CD E-G H-J KL M N-O PR 5 T-Z Full Roster

Name Status Employment Position Hire Date End Date Training Registered| Registered Email Linked to Vector Id
Jam Cla |Active Paid Firefighter| 9/10/2020 Training Yes JCLOS@anydept tst Yes SFMO00000
Ada Col |Active Paid Firefighter| 2/28/2019 Training ‘Yes ACO30@anydept.tst Yes SFMO000000
Tho Col |Active Paid Firefighter| 4/12/2001 Training Yes TCO02@anydept.tst Yes SFMO000000
Tod Cox Active Paid Firefighter 7/10/2003 Training Yes TCOO5@anydept.tst Yes SFMO00000
Dil Dor | Active Paid Firefighter| 2/28/2019 Training Yes DDO05@anydept.tst No SFMO000000
Chr Dow Active Paid Firefighter| 7/27/2006 Training Yes CDO09g@anydept tst Yes SFMO000000
Jer Dur | Active Paid Firefighter 10/2/2017 Training Yes JDUO3@anydept tst Yes SFMO00000

Last Mame Filter: AB CD E-G H-J KL M N-O PR 5 T-Z Full Roster

Roster List

Click [ _SaeFulRester | to open the roster list in Excel or save a copy of your roster to your
local computer.

If the Roster List is too long, you can filter it by last name. To see the portion of a roster, list
whose last names begin with a certain letter click on the links after the “Last Name Filter:”. For
example, to see someone whose last name begins with F, click the “E-G” link. To see the full
roster list, click the “Full Roster” link.

In order to edit a person’s details, click on their name. Click the Add New Employee link that
appears before the table to add a new person to the roster. Click on the Training link in an
employee’s row to see that employee’s training history.

Change Chief / School Director

1. To change the Fire Chief or school’s Director, click on the ‘Change Fire Chief or school’s
Director’ link.
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Update Chief

— Update Chief

M save Close

Current School Director [ Fire Chief:

Current Type:

New School Director / Fire Chief:

Email:

Type:

And Ale

Fire Chief End Date:
Q Lookup - none selected -

Fire Chief v Start Date:

Update Chief

2. To change the chief, click on the Lookup button next to New School Director / Fire Chief.

Person Lookup

Last Name:
First Name:
Middle Mame:

Driver License
Number:

Fire Department /
Schoaol:

Cancel

Q, search

Person Lookup

3. A Last Name is required for the search. Type in a last name and any additional fields if

needed.
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4. Click on the Search button.

5. Select a name from the list. Note: If the name was not found, you will need to add the
person to the roster and add go repeat this process.

6. Enter an End Date for the old chief.

7. Enter a Start Date for the new chief.

8. Click the Save button.
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Roster Update / Edit Person’s Information

To edit a person on the roster, click on their name. On the ‘Edit Information for’ page, the data
currently in production for the person appears in the Current Roster Information column. The
Roster Update Information column shows the data that is currently in the staging area for this
user. Any changes made on this screen will be reflected in a staging area. The staff at OSFM
will have to approve the changes before they are applied to the roster.

Back to Roster

First Name *

Middle Name

Last Name

Birth Date *

Address *

City*

State *

Zip Code *

Phone Number *

Drivers License *

Do not use abbreviations in the Address (Except PO Box). Please spell out all words.

Roster Update Information

And

Ale

01/01/2000 E

Format MWDD/YYYY
You may type in a date or use the date popup

123 Any St

62000
Format 99999

Format 999-999-9999 or (999) 999-999
The individual's phone numberis '

XXXX12345678

Drivers License or State Id

It may be formatted as X123-4567-8301 or X12345678901 or other
state's format.

The drivers license will be masked to XXXX45678901

Fields marked with * are required. However if you are changing the status to “Inactive”, the only unfilled field which needs to be filled is the End Date.

Current Roster Information

First Name

Middle Name

Last Name

Birth Date

Address.

City

State

Zip Code

Phone Number

Drivers License

Ale

11172000
Format MM/DD/YYYY

123 Any St

Any Town

L

62000
Format 99999

XXXX12345678

Drivers License or State Id
The drivers license will be masked to XXXX45678901

Issuing State *

Gender *

Race

Job Title

Status *

Hire Date ~

End Date *

L -

The state that issued the Drivers License or State Id

Male ~
Caucasian -
Firefighter

Active ~

If setting status to Inactive, please enter an End Date.

08/31/2017 B
Format MM/DD/YYYY

=
Format MWDDYYYY

Required when Status is Inactive

Click this link to Change Fire

Issuing State

Gender

Race

Job Title

Status.

Hire Date

End Date

L

The state that issued the Drivers License or State Id

Male

Caucasian

Firefighter

Active

If setting status to Inactive, please enter an End Date

83172017
Format MM/DD/YYYY

Format MM/DD/YYYY

Required when Status is Inaclive

Employment* = Employment  Paid
mploymen el Chief or School Di mpoymen s
Position*  Firefighter - Position | Fiefighter
Close No Changes Remove All Changes
Additional Employment Relationships to FD/School
Search:
Employment Type Hire Date . Status
Fire Chief 5162023 Active

Back to Roster
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There are 3 buttons near the bottom of the page. Each has a different action but they all return

to the Roster List page.

Close No Changes

This button closes the page returning to the Roster list without saving
any changes

Save

Save any changes made to the person’s information to the staging
area.

Remove All Changes

This button removes all pending changes to the person’s information
from the staging area.

Add New Individual to the Roster

When you click on the Add New Employee link on the Roster screen the page will open allowing
you to enter the new employee’s information.

Add New Employee

Back to Roster

Drivers License *

Issuing State *

Do not use abbreviations in the Address (Except PO Box). Please spell out all words.

Fields marked with * are required.

First Name * Address *
2
Middle Name
City * Select a City -
Last Name *
State * L -
Birth Date * =
Format MM/DD/YYYY Zip Code *

You may type in a date or use the date popup

Drivers License or State Id

It may be formatted as X123-4567-8301 or Hire Date * =
X12345678901 or other state's format
The drivers license will be masked to
XXXX45678901

Format 99999

Phone Number *

Format 999-999-9999 or (999) 999-999
The individual's phone numberis '

Job Title

Format MM/DD/YYYY

Employment Select an Employment i

Gender *

Race

Back to Roster

The state that issued the Drivers License or State Id Position * Select a Position -
Selecta Gender v

Select a Race e
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To use this page type in the textboxes and select options from the drop down lists. When you

Create

are done click the Create button to save the changes.

This page will validate that you have entered in an employee’s first name, last name, address
line 1, city, zip code, and Driver’s License. It also validates that you enter in valid values for the
hire date, end date, Driver License Number, and Birth Date textboxes.

If the page has invalid data on it when you click the Create button, you will see

error messages like this on the top of the page.

@ The First Name field is required.
@ The Last Name field is required.
@ The Birth Date field is required.
@ Birth Date is too far into the past.
@ The Address field is required.

@ The City field is required.

@ The Zip Code field is required.

Validation Errors

You will need to get rid of all the errors on the page before the Create button
saves your changes to the staging area. If the create is successful you will be redirected to the
Roster list page (the page you were just on before this one). You can get back to this page by
clicking on an employee’s name.

Changes will show in the roster list in the status column.

Name Status E
Mic Tay | Active / Updates

Test Test | Active | Mew

Clicking on the name will take you back to the Roster Update Page.

Training Record

Click on the Training link in an individual's row on the Roster page to see the individual’s
training record.
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Report for And Ale

Back to Main Menu

The Courses, Certifications, and Exams are sortable by clicking on the column headers (ex: Total Hours)
@ Jumpto Courses
@ Jump to Certifications
@ Jump to Exams

Future Requests for Exam

Exam Publisher Reference Status Schedule Date Site Location Computer Based Exam Window FD/School on Request

No data available in table

Courses
Total Hours Begin End Exam Practical .
Course Completed Hours Absent Date ¥ Date Passed Passed FDISchool with Approval
Company Fire Officer Yes 120.00 0.00 2023-03-13 2023-04-28 | Yes University Of lllinois Fire Service Institute
Fire Investigator Yes 120,00 0.00 2022-01-19 2022-03-11 | Yes Yes University Of lllincis Fire Service Institute
e T iy Yes 40.00 0.00 2021-12-06 | 20211210 | Yes Yes University Of llingis Fire Service Institute
Technician
Certifications
Certification Fire Chief Instructor Received Date Lizzziillns Status =k Buck.’TaIIy .Sheets i Print
Date Recertifications
Fire Investigator 2022-03-11 2027-12-12 Recertified = Task BookiTally Shests & Recerts Print Certificate
Arson Investigator 2022-03-11 2027-12-12 Recertified | Task BookTally Shests & Recerts Print Cerificate
Vehicle and Machinary 2021-12-10 2025-12-31 Certified | Task Book/Tally Shests & Recerts Print Certficate
Technician
Exams
Exam Publisher Scheduled Exam
N . . .
Exam Status = Reference Date Site Fire Chief Instructor Date Results
Aldvanoed BETE Pass Written Mon-specific 2013-04-12 Remeoville Print Results
Firefighter
Advanced Technician . Michael
Fregiin Pass Practical Hitzemann Scott McCarty 2015-03-09
Basic Operations Firefighter Pass Practical [ el Scott McCa 2014-09-25
P 9 Hitzemann rty
e Pass Written Mon-specific 2011-0317 Sugar Grove Print Results

Mod A

Person Training Report

When the user clicks on the “Print Certificate” hyperlink the Certificate will open in another browser
tab.

When the user clicks on the “Print Results” hyperlink the Exam Results will open in another
browser tab.

When the user clicks on the “Task Book/Tally Sheets & Recerts” hyperlink they will be taken to
that page to review recertification of the certification.
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Recertifications And Certification/Recertification Sheets and Task Books
Report for And Ale - Fire Investigator

Back to Person Training Report

Certification Sheets and Task Books

Certification Received Date Status Sheet Created Date  * Sheet Type School Director / Fire Chief Instructor Action

No data available in table

Recertifications

© New Recertification

Recertification Date - Status School Director / Fire Chief Action

1172212023 Recertified Jef S Abb = View

Recertification Sheets and Task Books

Recertification Date O Status Sheet Created Date Sheet Type School Director / Fire Chief Action

No data available in table

Cettifications / Recertifications

Click the View button to open the Certification Sheet. You will be able to edit and or add information
on this sheet until the “Is Application Complete?” setting is set to Yes. Once it is set to Yes, OSFM
staff will review the application.

Edit Certification Sheet
Is Application Complete? Mo (The appiication will not be reviewed by OSFM until this is marked complete. )
S Print | B Appheation for Certification Page
Arson | i - Initial Certifi
Applicant's Nama: Nick Asta School Director | Fire Chist: Morimer Mouss
Create Date: 8142016 FI / Schook: Bamington Cauntryside Fire Protection District
Training 19t11Nr - 60 pts Min/90 pts max
Date. Sponsor Hours Action
ARG adsta fadf 200 0 aco
Total Hours: 2.00
Expenience
Date HoursiPoints Expersence Action
SIB2018 3.00 Actual job related inveatigation L O sdd

Total Hours/Points: .00

Expenence:
1 point per oceasian, with menimum of 30 points for ackual job related investigations

ANDIOR & pomis = 8 haur Ride-along-Program

AND/OR 5 points = oceasion for testimony

ANDIOR S points = year for a maximum of 20 points per re-cert period for direct supervision of 2 or mare fire/arson investigators

OR 2 poinks = year for & mecsmurm of 8 points per re-cert period for supervision of less than 2 frelarsan investigasars
ANDIOR 1 poind = hour for Fire Service Inssbute. imtemship
AND/OR 1 poird = hour of live fire hand. tical exp dealing with scene gabon

Edit Certification Sheet

If you have made any changes to the sheet, you will need to click on the Save button to save them.

Address

Click = Address under Organization or the Address link to will go to a page where you can
edit the addresses for your organization.
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On this page the addresses that are currently in production appear in the table below Current
Addresses. The table underneath New Addresses shows the addresses currently stored in the
staging database. Any changes made on this screen will be reflected in the staging database.
The staff at OSFM will have to approve the changes before they are copied over into the
production database. Note: This address is the Fire Departments main headquarters.

Edit Addresses for Springfield Fire Department 1

Current Addresses

Address Type Address Line 1 Address Line2 City Zip Code County
Mailing 825 East Capital Avenue Springfield 62703 Sangamon

New Addresses

Do not use abbreviations. Please spell out all words.

A#:;?s Address Line 1 Address Line 2 City Ez_i:_ gg"g;g County
|Ma|||ng V||825 East CapltDIA\renuEH ||Sprmgf|e|d ||627E|3 H Sangamon VH Don't Add
[Giling | | I I |Adams ]
Edit Addresses

This page is very similar to the page used to update your organizations phone numbers. If you
need to add a new address type in the textboxes of the last row of the New Addresses table

and press the button.

If you want to remove an address added by mistake click the button and then
press the Springfield Fire Department 1. If you want to edit an existing address type over the
values in the textbox for the address row and click the button.

When using this page try to avoid using abbreviations (i.e. N. for North, Dr. for Drive, etc.) in the
Address Line 1 textboxes. This will help make searches on addresses more reliable. If you do
use an abbreviation when you click the button you will get a message looking like this.

Windows Internet Explorer

P | Donat use abbreviations., Please spell out all words, Click OK to continue with abbreviations in the address., Else press cancel and
\f/ make any necessary changes.

Cancel

Error Message

Click the button to make changes to the Address Line 1 values and when they are
fixed click the button to save your changes.

Since most organizations will use the same city / county for the billing, mailing, and physical
location this page will check whenever different cities / counties are used on this page. If this is
true for your organization when you click the button you will see a message like this.

Windows Internet Explorer

\“.,() You have typed in different cities [ counties. IF vou wanted ko do this press OK, Else press cancel and make any necessary changes.

Cancel
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Error Message

This page does not allow you to use the same address type more than once. Also it checks that
the city you typed in is valid. Finally, this page checks that the zip code is 5 or 9 digits long and
that it does not contain letters in it. If the page has invalid data on it when you click the
button you will see error messages like this on the top of the page.

Errors
+ You cannot use the same address type multiple times
+ Zip Code 1 needs to be 5 or 9 digits long

» City 2 is invalid
» Zip Code 2 cannot contain letters in it

Validation Errors

You will need to correct of all the errors on the page before the button saves your
changes to the staging table.

If you click the button before clicking , your changes will not be saved to the
staging database and you will be redirected to the PS&E WebAccess Portal home page. You
can get back to this page by clic address in the gray menu bar or Update
Addresses underneath the links section of any page.

Phone Number

Click on Phone Numbers link to go to where you can edit the phone numbers for your
organization. Note: This is for the Fire Departments main headquarters.

Edit Phone Numbers for Springfield Fire Department 1

Current Phone Numbers

Phone Type Phone Number Phone Extension
Business 2177880474
Fax 2177000442
Business? 2177888450

New Phone Numbers

Phone Number
format 9999999999

[Business /(2176983535 I | [ DontAdd

[Business VH H |

Save Cancel

Phone Type Phone Extension

Edit Phone Numbers

On this page the phone numbers that are currently in production appear in the table below
Current Phone Numbers. The table underneath New Phone Numbers shows the phone
numbers currently stored in the staging database. Any changes made on this screen will be
reflected in the staging database. The staff at OSFM will have to approve the changes before
they are copied over into the production database.

The phone number / phone extension text boxes do not allow letters in them. If you type in a
letter in either one you will receive an error like this at the top of the page.
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Errors

e Phone Mumber 1 cannot have letters in it
e Phone Number Extension 2 needs to include only digits

Validation Errors

If you need to enter a new phone number type in the information in the last row of the New
Phone Numbers table and click the button. Repeat the same process for each additional
new phone number that you might have. AIso, the same phone type cannot be used multiple
times. For example, if you use a phone type of Business more than once you will get an error
like this.

Errors

e You cannot use the same phone type multiple times

Validation Errors

You will need to correct all the errors on the page before the Save button saves your
changes to the staging table.

If you want to edit the phone number / phone extension of an existing phone number, select the
Phone Type from the drop down under New Phone Numbers and enter the number. Hit the
Enter key on your keyboard for the row to be added. You can remove the number by clicking on
the Don’t Add button.

If you click the button before clicking , your changes will not be saved to the
staging database and you will be redirected to the PS&E WebAccess Portal home page. You
can get back to this page by clic Phone Numbers in the gray menu bar or Phone
Numbers underneath the links section of any page.

Once any changes are made and you click the button you can get to another page of
the application by clicking the options in the gray menu or clicking on any of the links
underneath the links section.

Email

The next submenu choice on the submenu bar is to update  Email email under
Organization or you can also click on Email on the home page.

Epringfleld Fire Department 1
Current Emall

Imad Type Ermail
Busness | r com
QGFM SE111Gkmad pin il gov

Herm' Esiail

Emall Typs Emall
OSFM % Erecheprikdmad sim Doetadd |
Ptpivwras] ||-"4'"?:"0d':fw‘"l -Dﬁ:;;:ﬁi
Barsfaiid ¥

(Son | ()
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Edit Email

The steps for updating email are basically the same as updating phone numbers as previously
discussed. Two types of email address are allowed — business and personnel. You may enter
the email address for a fire department (business type) and also an email address for a contact
person (personnel type). Select the email type from the drop down menu then type in the email
address. If you decide not to add the address, simply click on the “Don’t Add” button on the
right. When you enter the email address it needs to be in the proper email format such as
JohnSmith@il.state.gov. If your email address is incomplete, you will see an error message and
you will need to correct the error before you can Save your information to be stored in the
staging database. Any changes made on this screen will be reflected in the staging database.
The staff at OSFM will have to approve the changes before they are copied over into the
production database.

Divisions/Groups

If you click ~ DMsioniGroups  or Division/Groups you will go to a page where you can edit your
organization’s divisions/groups. Divisions/Groups are stations, arson, public information and
training. These are used if the address is different than the headquarters address. If a training
division/group is entered, all mail from PS&E will be sent to the training division/group address.

Edit Division/Groups for Springfield Fire Department 1

Current Division/Groups

Div/Grp Type Name Address  |Phone Number Phone Extension

3009 Singer Avenue
Training Springfield Fire Department 1 Training Facility Springfield, IL 52703

New Divisien/Groups

Do not use abbreviations. Please spell out all words.

Phone Numb

Diw/Grp Type Name Address format —c onsion

45 Main Street

Id Fire Dspt Tr] — 2175655555 |55 |[ Don'taAdd
62703

[rsan = ?I:II:I

|Training "I

Edit Division/Groups

On this page the division/groups that are currently in production appear in the table below
Current Division/Groups. The table underneath New Division/Groups shows the
division/groups currently stored in the staging database. Any changes made on this screen will
be reflected in the staging database. The staff at OSFM will have to approve the changes before
they are copied over into the production database.

This page is very similar to the page used to update your organizations phone numbers /
addresses. If you need to add a new division/group, enter it in the textboxes of the last row of
the New Division/Groups table and press the | save | button. If you want to remove a

division/group added by mistake click the button and then press the button. If
you want to edit an existing division/group, type over the values in the textbox for the address

row and click the button.
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When using this page try to avoid using abbreviations (i.e. N. for North, Dr. for Drive, etc.) in the
Address Line 1 textboxes. This will help make searches on addresses more reliable. If you do
use an abbreviation when you click the button you will get a message looking like this.

Windows Internet Explorer

\?/’ Do not use abbreviations. Please spell out all words, Click O to continue with abbreviations in the address, Else press cancel and

make any necessary changes.
Cancel

Error Message

Click the button to make changes to the Address Line 1 values and when they are
fixed click the button to save your changes.

This page lets you enter multiple of the same division/group types (unlike the address / phone
pages where you can only use each type one time). The phone number and phone extension
textboxes are optional since some division/groups might not have a phone number. Everything
else for a division/group is required.

This page will validate that, the city you typed in is valid, the zip code is 5 or 9 digits long and
that it does not contain letters in it, and that the phone number / phone extension text boxes do
not contain letters in them. If the page has invalid data on it when you click the button
you will see error messages like this on the top of the page.

Errors

City 1 is invalid

Zip Code 1 cannot contain letters in it.

Zip Code 1 needs to be 5 or @ digits long

Phone Number 1 cannot have letters in it

Phone Number Extension 1 needs to include only digits

Validation Errors

You will need to get rid of all the errors on the page before the button saves your
changes to the staging table.

If you click the button before clicking , your changes will not be saved to the
staging database and you will be redirected to the PS&E WebAccess Portal home page. You
can get back to this page by clicking on  DnasioniGroups  in the gray menu bar under
Organization or Division/Groups on the home page.

Modify Permissions

The “Modify Permissions” link allows the user to modify security settings for any person on the
roster. There are three different sets of permissions that can be given to a person:

o Update Organization — Allows a person to edit the Organization page and make
applicable changes.
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o Update Roster — Allows a person to add and remove firefighter personnel from the active
roster and to edit personal information

e Update Forms — Allows a person to submit forms for the Division of Personnel Standards

and Education’s certification program. This security setting is typically reserved for the
Fire Chief and Training Officer.

The Fire Chief has all permissions and the ability to assign permissions to the Fire Department

personnel. Fire department personnel who do not have any permission checked are still able to
log in and view their personal information.

~ Modify Roster Permissions -

ALABCDEFGHIJELMNOPQBRSTUVWXEYZ
Last First Driver's License  |Update Update Update
# Roster

narmse A Organzation Forms

A Jeremiah A 5 O

A James A g O d O

[ Update Roster Permisssions

Modify Permissions

Forms
You can get to another page of the application by clicking the options in the gray menu or
clicking on any of the links on the home page. For example if you click Farms  You will go

to a page where you can view and submit online forms.

Application for Certification
Application for Recertification
Claims for Reimbursement

Course Completion Roster
Course Approval

Request for Examination
Event Calendar
Unpublished Events

Training Record Review List

Wolunteer Tax Credit
Wolunteer Tax Credit History

Forms List
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Application for Certification

New applications can be completed using the Application for Certification link.

Application for Certification

Application Status: Being Entared

Applicant's Name:

Q Lookup
Certification: - Salact - v
Employing Fire Chief: Q Lookup
Instructor: Q Lookup

Received Date: 011012024

| certify that the information submitted is true and complete and complies with the requirements of the lllinois Fire Protection Training Act (50 ILCS 740/) and the Administrative Rules of
the Office of the State Fire Marshal.

M Save | Cancel

Please complete the Applicant's Name through Received Date portion of the application and save. After saving you will have the opportunity to complete an electronic tally sheetitask
book or attach your tally sheet/task book as a PDF if required by the certification.

New Application for Certification

Clicking the button next to the Applicant’'s Name textbox will open up the Person
Lookup screen (which is also used for the qualified instructor lookup, and for looking up people
for the course completion roster online form). Once you pick the person from the Person Lookup
screen their information will go into the Applicant’'s Name read only textbox.

Clicking the button next to School Director / Employing Fire Chief textbox will open
up the fire chief lookup dialog (which is also used on the Add / Edit a new Request for
Examination page). Once you pick the person their information will go into the School Director /
Employing Fire Chief read only textbox.

Clicking the button next to Qualified Instructor textbox will open up the Person
Lookup screen where searches are limited only to instructors. Once you pick the person from
the dialog their information will go into the Qualified Instructor read only textbox.

Once you have filled everything out click the button. The information will be saved.
If a task book is not required, click the for OSFM to review the
application.

If the certification requires a task book then you may either attach a file or select to enter a task
book.
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Task BookiTally Sheet () Attach Files
() Enter New Task Book/Tally Sheet

If you select to attach files you will have to attach at least one file. Attach a file by clicking on the
paperclip.

A\

Document name - Last Uploaded Attachment

No data available in table

If you select to enter a task book then the Edit Certification Sheet window will open to allow you
to enter the information needed for that certification’s task book.

Edit Certification Sheet

Is Application Complete? No
B Print | I Application for Certification Page
Ice Technician - Initial Certification

Applicant’s Name: Mike Foster School Director / Fire Chief: Rod Bland

Create Date: 9/13/2016 FD / School: Pana Fire Department

Classes & Exams
Date Name Pass / Fail Hours Comments Action

- Dropdow ¥ © add

Where does this text show up at?
Prerequisites:

Click the Save button to save your changes. Once the application is

complete, set the ‘Is Application Complete?’ to Yes. The current changes will be saved and
OSFM will be notified an application is ready for review.
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Application for Recertification

Application for Recertification

Application Status:

Entered
Applicant’'s Name: And Ale Q Lookup
Certification: Fire Investigator - 12/12/2027 v
Employing Fire Chief: Jef S Abb Q Lookup
Task Book/Tally Sheet (O Attach Files

() Enter New Task BookiTally Sheet

| certify that the information submitted is true and complete and complies with the requirements of the lllinois Fire Protection Training Act (50 ILCS 740/) and the Administrative Rules of
the Office of the State Fire Marshal.

M save | cancel

Flease complete the Applicant's Name through Empleying Fire Chief portion of the application and save. After saving you will have the opportunity to complete an electronic tally
sheet/task book or attach your tally sheetitask book as a POF if required by the certification.

Clicking the button next to the Applicant’'s Name textbox will open up the Person
Lookup screen. Once you pick the person from the Person Lookup screen their information will
go into the Applicant’s Name read only textbox.

Select the certification that is being applied for recertification. If there are no certifications to
select then the selected person does not have any certifications ready to recertify.

Clicking the button next to School Director / Employing Fire Chief textbox will open
up the fire chief lookup dialog. Once you pick the person their information will go into the School
Director / Employing Fire Chief read only textbox.

Click on the Save button.

Claims for Reimbursement

To view or enter Claims for Reimbursement click the Claims for Reimbursement link on the
Forms page or in the Forms menu. A page will open showing a summary of your claims by year.
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Claims for Reimbursement for Springfield Fire Department 1

laimn L I 1

The claim year is the year the claim is made. It is usually the year after the class was taken,
(Example: Firefighter Il taken 5M2009 would likely be on a claim for claim year 2000)

Claim Year Amount Claimed Amount Reimbursed Mark Claims Entry Finished

2010 45 B1 Prnt Claims For Year
2009 12 21 Prnt Claims For Year
20006 &3 14 Print Claims For Year
207 10 18 Print Claims For Year
006 14 ]l Print Claimsg For Year
2005 10 19 Pt Claims For Year
2004 14 a8 Print Claire For Year
2003 I 12 Print Claims For Year
2002 % 54 Prnt Claims For Year
2000 g2 Prnit Claims For Year

Claim for Reimbursement Summary

This page shows all the years in which claims were made. It shows how much was claimed and
how much was reimbursed each year. Click on the year to drill into more detail for each year
and edit entered claims for the current year. Click on the Print Claims For Year link to open a
printable page with a list of each claim. This page opens when the | claims Finished | button is
clicked on. The list should be printed and signed by the Chief and Fiscal officer and mailed to
OSFM. This printout replaces the manual claims form list. It should only be printed and mailed
once all the claims for the year are entered. Click on the Add Claim for Current Year link to
enter new claims for the current year.

Here is the list displayed when clicking on the year:

Claims for Reimbursement: Springfield Fire Department 1 2009

Add New Claim for Reimbursement

Return to Claims for Reimbursement Yeary Summary List

Name Course Status Claimed Reimbursed
Michasl & WVehicle and Machinery Operations Entered 19 0.00
Mickey M Firefighter II Entered 19 0.00

Claims List

This page lists all claims entered for the selected year. The status will show what state the
claim is in.

Click on a person’s name to edit the claim for that person. Click on the Add New Claim for
Reimbursement link to enter new claims for the current year.
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This is the page used to enter/edit claims:

Edit Claim for Reimbursement

Add Mew Claim for Reimbursement
Return to Claims for Year List
Return to Claims for Reimbursement Yearly Summary List

FD/School: |Sprmgﬂe|d Fire Department 1
Claim Year: 2009
Person: |Mickey Mouse Lookup Person

Entered Fire 1/11/2004
Service Date:

Employment Paid on Call v
Status:

Date of 1/11/2004
Employment
Status:

Course: Firefighter II V:
Class: Firefighter II - Carpentersville Fire Department - 05/01/2008 - 60.00 ™
Status: Entered |+
Status Date: W
Expenses
Tuition: 50.00
Food: 10.00
Lodging: 10.00
Transport: 20.00
Total: W
Claim: W

Reimburse: 0.00

[ Reimburse Person

Add/Edit Claim for Reimbursement

The fields on the Claim window are:

o FDI/School — the Fire Department, School or other organization for which you are
entering the claim. This will be pre-filled to your Fire Department and may not be
changed.

e Claim Year — the year for which the claim applies. This is pre-filed and may not be
changed.

e Person — the person associated with the claim. Use the | Lookup Person |
button to select the person.

o Entered Fire Service Date — The date the person entered the Fire Service with their
first fire department.

o Employment Status — The person’s employment status with the fire department
when they took the class.

e Date of Employment Status — The date the person began the employment status.

e Course — the name of the course being claimed for.

e Class — the class being claimed for from the list of course completions reported to
OSFM.

e Status — the status of the claim.
e Status Date — the date associated with the status of the claim.
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The following fields are in the Expenses section:

Salary — this is calculated on the Salary Entry page which is accessed by clicking the
button.

Tuition — this is the amount of tuition the person paid for the class.

Food - this is the amount of food expenses the person paid associated with the
class.

Lodging — this is the amount of lodging expenses the person paid associated with
the class.

Transport — this is the amount of transportation expenses the person paid associated
with the class.

Total — this is the total of Tuition, Food, Lodging and Transportation. The total is
automatically calculated by the system and cannot be edited.

Claim - this is the claim amount calculated by the system based on values of other
fields on this window. The amount is automatically populated by the system and
cannot be edited.

Reimburse — this is the amount to be reimbursed based on the values of other fields
on this window. The amount is automatically populated by the system and cannot be
edited.

Reimburse Person (checkbox) — This is only used if the reimbursement goes to the
person instead of the fire department

Fill out the page and click to save the information.

The salary entry window allows entry of the salary to be claimed.

Salary Entry

Course Hours: |60 Remaining Hours: |450

Rate Hours Salary Remove
20.00 % |60.00 = |1200 Remove

Add

Total Hours: |60 Total Salary: |1200

Salary Entry for Claims

The top of the window displays how many hours may be claimed. Course Hours is the number
of hours in the class selected and Remaining Hours is the number of hours that haven’t been
claimed yet for this course out of the maximum allowed for each person.

Enter the dollar amount of the hourly rate in the rate column. Enter the number of hours
claiming at that rate in the hours column. To add additional rows for additional rates click on the
button. To remove a row that is incorrect click on the button. When finished
click on the button. The salary will be calculated and filled in on the Claim entry page.
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Course Completion Roster

In order to view the details of a course that you’ve entered click on the course link to get to the
Edit Course Completion Roster page.

Edit Course Completion Roster

Course Name: Fire Inspector | v
Program Hours: 100

Date Started: 5/1/2016

Date Ended: 12/1/2016

Name Driver License Number Hours Absent Add / Remove
William | 0 Remwei
Add

i Save || Cancel |

Edit Course Completion Roster
This screen is an electronic version of the Course Completion Roster form.
When adding a new Course Completion Roster, select from the dropdown to find the course

that you want. Only the courses the fire department or school is approved for will be shown in
the list.

Now you can type in the Program Hours, Date Started, and Date Ended. All of these fields
including the Course and training Facility or School are required. If you forget to enter in any of
these values you will get an error message that looks like this at the top of the page.

Errors

@ Program Hours is required
@ Date Started is required
@ Date Ended is required

Validation Errors
The date started and date ended must be valid dates and cannot be dates in the future.
Program hours need to be a number which can include partial hours. The Program hours
textbox is validated so you can’t enter in more than 12 hours of training a day. So if Date Started
is 8/1/2007 and Date Ended is 8/2/2007 the maximum value allowed for Program Hours is 24.

In order to add a person to the course completion roster click the button. When you do
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this the person lookup dialog will appear.

Last Name: 'Smith

First Mame:
Dinver License Mumber:

Fire Department:

Name Driver License Mumber Department
Jason A sroth Sidney Frre Protection Dhstrict
Jazon B sroath Faosterburg Fire Protecton Distnct
Mic B smith Brighton Eetzey Ann Fire Frotection District

Person Lookup

To do a search you must enter in the person’s partial last name plus any option including first
name, driver license number or their fire department and press the | search | button. It is also
possible to enter in more than one textbox before clicking| Search |. For example, if you type in
“Dustin” in the first name textbox only people named Dustin will be returned. Click on the name
of the person that you want to add to the course completion roster to close this window. After
you do this a new row will be added to the Course Completion table.

If the person you selected from the Person Lookup dialog was absent type in their hours in the
hours absent textbox. If they weren’t absent keep the default value of 0 in the hours absent
textbox.

If at any time you make a mistake or need to remove someone from a course completion roster

you can click the button.

When you are done click the | Save | button to save your changes. If you don’t want to save your
changes you can click the button to go back to the PS&E WebAccess Portal Home
Page.

If after you save a course completion roster and you want to enter in a new one click the Add a
new Course Completion Roster underneath the Links section of this page.
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Course Approval

To modify, add, or renew Course Approvals click the Course Approval link on the Forms page or
in the Forms menu.

Courses for Any Department

Course Count by Expiration Year

Expiration Year Minimum Effective Date Number of Courses

2023 BI22/2019 7
2018 17172014 18
2013 1172008 29
2008 17172004 21
2004 1172004 1
2003 17111999 19
2002 17111999 1
2001 17111999 1

Request Courses

Course Approvals Year List
This page lists all the expiration years and the number of courses you have approvals for. The
“‘Minimum Effective Date” is the earliest date a course approval was effective which expires
during that year. From this page you may view the list of course approvals for any expiration
year, or request course approvals if you don’t have nay.

Click on a year to view the course approval page for that year.
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i= List of Years

Not Submitted Courses for 2023

i Training Facility Approval
Show| 10 ~ | entries Search:
Additional
& Practical Documentation
Course Name Instructors Approved Required Status Actions

No data available in table

Requested and Pending Further Documentation Courses for 2023

Show| 10 | entries Search:
Additional
- Practical Documentation
Course Name Instructors Approved Required Status. Actions

No data available in table

Active Courses Expiring on December 31, 2023

Show| 10 ~  entries Search: | adv
Additional
& Practical Documentation
Course Name Instructors Approved Required Status Actions
Advanced Techniclan Ric Pru Yes No Active i Training Facility Approval

Firefighter Mod A

Advanced Technician Ric Pru

Firefighter Mod B es Mo Active £ Training Facility Approval

13 Renew Courses for 2028

From this page you may request a modification to a current course approval, request additional
course approvals for the current expiration year, renew course approvals, or re-request course
approval for current course approvals.

To renew course approvals, click on the Renew Courses button at the bottom of the page. If the
renew button is not there go to the new period and request additional course approvals from
there. The Renewal dialog pulls up all the current course approvals and lets you select them,
mark if the practical is approved, and select the instructors. Click renew will add the course
approvals to the new period and redirect you to that period (in this example it would be the year
2028). Course approvals have to be submitted to OSFM for approval. This does not happen

& Submit Courses
until the button is clicked.
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Renew Courses for 2028
Are you sure you want to Renew courses for the year 2028, expiring on 12/31/20287
ExpirationDate 12/31/2028
Courses
Show |:| entries
Course Name “ Practical Approved

Advanced Technician Firefighter Mod A

Advanced Technician Firefighter Mod B

Fire Apparatus Engineer
Showing 1 to 3 of 7 entries Previous 2 3 Mext
Instructors
Show |:| entries Search: |

Name =
Ohl, Jam
Pru, Ric
+ Renew @ Cancel
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The renewed, re-requested, or added courses appear in the Not Submitted Courses area.

Not Submitted Courses for 2028
i Training Facility Approval
Show| 10~ |entries Search:
Additional
L Practical Documentation
Course Name Instructors Approved Required Status Actions
%ﬂ:’i‘;?: R Pru es No Not Submitted GEdit | K Duplicate w Instructors
Firefighter Mod A Jam Ohl
%ﬂ:’i‘;?: R Pru es No Not Submitted GEdit | KN Duplicate w/ Instructors
Firefighter Mod B Jam Ohl
Fire Aplparatus Ric Pru Yes No Not Submitted G Edit Ei Duplicate w! Instructors
Engineer
Jam Ohl
& Submit Courses =+ Add Course

To modify a course approval request click the Edit button.

click the Add Course button.

Course

Course

Advanced Fire Officer

Additional Documentation Required

Practical Approved
Effective Date 1/1/2024
Expiration Date 12/31/2028

Status Not Submitted

Effective date may be adjusted on approval.

Instructors

Show| 10 w |entries Search:
-
Ohl, Jam
Pru, Ric

Showing 1to 2 of 2 entries

M save @ Cancel

Previous Next

To add a course approval request

Select the course, mark whether the practical should be approved, and add or remove qualified

instructors from the course approval request.
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Selecting the Duplicate w/Instructors, adds a new course request pre-filled based on the course
being duplicated.

Before the course approval requests may be submitted the Training Facility Approval must be
filled out. The questions on the Training Facility Approval are based on the courses requested.
The course approval requests and Training Facility Approval are submitted together. If there is
a question particular to a course on the Training Facility Approval that may not be answered
then remove the related course(s) from the list of Not Submitted Courses.

iSListof Years | i= Courses for 2028

Training Facility Approval Requirements Expiring on December 31, 2028

Training Facility

Standard Response
Classrooms with adequate environmental control and seating capacity for the anticipated student population Met O NotMet O
Multimedia projection equipment, whiteboards, chalkboards or the like Met O NotMet O
Suitable interior or exterior areas for the performance of practical evelutions Met O Mot Met O
Real or simulated props for use during the performance of practical skills evolutions Met O NotMet O
Office-approved reference materials, available to both instructors and students Met O NotMet O
Ability to provide training in effective recognition of and responses to stress, trauma and posi-traumatic stress axperienced by firsfighters that is Met O NotMet O

consistent with Section 25 of the lllinois Mental Health First Aid Training Act in a peer setting. [50 ILCS 740/8(d)]. The provisions of the [llinois Mental
Health First Aid Training Act [405 ILCS 105] can be found at: hitps:/'wenw.ilga.govilegislationfilcsfilcs3.asp?ActiD=3506&ChapterlD=34

Per administrative rules, ensure Instructor/Student ratio is met while conducting course Met O NotMet O

Per administrative rules, course approvals require the courses to be added to the PSE WebAccess Portal event calendar 2 weeks prior te teaching Met O Mot Met O

Advanced Technician Firefighter Mod A, Advanced Technician Firefighter Mod B

Standard Response
Afraining tower of not less than 2 stories in height Met O NotMet O
Asmoke and fire room or building suitable for containing. and equipped for simulating, fire atmosphere and conditions Met O NotMet O
Forcible entry and ventilation drill facilities, including a means of providing the student an opportunity to practice opening a variety of doors, windows, Met O NotMet O

roofs, floors and partitions

Facilities for conducting live fire training (by permission and within the restrictions of applicable State and federal entities and in accordance with NFPA ~ Met O NotMet O
1403), invalving the following required scenarios: i) Structural fires; i) Flammable liquid fires; iii} Liquefied petroleum or natural gas fires; and iv) Vehicle
fires

Afire apparatus equipped in accordance with Chapters 5 and 6 of NFPA 1901 Met O NotMet O
Rope and webbing suitable for search and rescue operations in accordance with NFPA 1983 Met O NotMet O
Protective clothing for each student, in accerdance with NFPA 1971 Met O NotMet O

Approved Self-Contained Breathing Apparatus (SCBA) and one spare cylinder for each student, in accordance with NFPA 1981, which may be supplied  Met ©  Not Met O
by the student

Ability to replicate all learning experiences required for the level specific certification program Met O NotMet O

| certify that the information submitted is true and complete and complies with the requirements of the lllinois Fire Protection Training Act (50 ILCS 740/) and the Administrative Rules of
the Office of the State Fire Marshal.

M save | @ cancel
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Request for Examination

To fill out a request for exam select Request for Examination under the Forms menu.

search for the existing request under the search menu selecting the request for exam option.

New Request For Exam

If you previously entered a request for exam and did not finish it, had only denied people on it, or you had an error entering a request for exam,

Exam: Select an Exam

Fire Department: Any Department

Phone Number: (217) 222-2222

Address: 123 Any St - Any Town, IL 62000

Fire Department/School Having
Current Course Approval:

Qualified Instructor:

Q, Lookup
— School Director / Fire Chief:

School Director / Fire And Ale

Chief:

O As Fire Chief, | further certify that Fire Department records exist for each individual covering all
training requirements; e.g., subject areas, practical skill examinations. By submission, | further
certify that this request form serves as a partial roster of current members of my department.

O As School Director | further certify that all firefighter certification training requirements as
established by the Division of Personnel Standards and Education have/will have been met for
the individuals requesting the examination.

Save

Enter Request for Exam

The department information is pre-filled. Select the exam being requested from the Exam
dropdown. Select the FD/School having course approval from the dropdown. Select the
Qualified Instructor by clicking on the Lookup button and selecting from the list. Select the
appropriate certification. Click Save to save the base information for the request. The request
will be assigned a request number and additional information will appear to be filled out.

Schedule
Proctored Computer Based Exam
Test Period Start Date =
Publisher Reference: _Select— =
Aftendees
Add Attendee
Name = Id Organization Email

Status

Action

No data available in table

M save | & submit

OSFM will not process this request until you "Submit” it.

Enter

Additional Request Information

1/12/2024 8:32 AM
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Select the Test Period Start Date. This is the first date of a 45 day window which may be

scheduled to take the exam.

Select the Publisher Reference you want the exam to be based on.

Click the Add Attendee button to add people to the request.

Anyone added to the request who is not eligible to take the request will be marked as denied.
There must be at least one individual not denied to submit the request.

Event Calendar

The Fire Chief or Training officer can Schedule/View an Event on the Event Calendar, view and
edit his or her own department’s Unpublished Events and view any audit for his/her department.

jaco
on ro.

Calendar View

Forms %% %

Application for Certification

Application for Recertification

Claims for Reimbursement —
Course Completion Roster

Course Approval >
Request for Examination

Event Calendar

Unpublished Events —

Training Record Review List

Volunteer Tax Credit ot
Volunteer Tax Credit History

The calendar view for the Fire Chief or Training Officer is similar to the Firefighter. This user will
only see the items available to his or her fire department and items marked as “Available to
Public’. From the Calendar view, the Fire Chief/Training Officer can schedule a new event, edit
an existing event (only those created for his/her own department) and delete/cancel the event or
the event date (only those created for his/her own department).

The month shown may be changed by clicking Previous or Next. The month may also be

selected from the month dropdown.

The events show may be filtered by selecting from the Event Type, Certification Type, and

County dropdowns.
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Calendar  List B Print
Filter Events By:
Event Type: Certification Type: [ Select - v| County: [~ Select - v
Pravious January, 2024 ~|| 3 Reset Next
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
N 1 2 3 4 5 6
New Year's Eve
7 8 9 10 1 12 13
14 15 16 a7 18 19 20
21 22 23 24 25 26 27
28 29 30 3 1 2 3
. Classroom . Exam I:I Holiday I:‘ Practical . Online Course

Calendar View

List View

The same options that are in the Calendar View are also available in the List View. Like the List
View for the Firefighter, the Fire Chief/Training Officer’s List View displays the Event Details.
The additional options that are available to the Fire Chief/Training Officer are displayed as
button items at the bottom of the Event Details. If the Event has already happened, he/she can
only View the Event. This will open the event in View Only mode. If the Event has not
happened, he/she can View the Event, Edit the Date and Cancel the Date. If the user clicks on
View the Event on a future event, the event will open in Edit mode. From Edit mode, the event
can be modified or canceled.

m Qastbent WP

Tiwe: 6 00 480 w8 60 404

v By Mool e Dt

Adkdronac 1300 Aurons Averus Hagerlie, I 61540
Comstact: S0 E

Pressoraf: Rachard L

. ™

List View
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Event Details

When the user clicks on the event in the Calendar View, the Event Details window will pop up.
Depending on the date of the event, the user will see different options. If the event has already
passed, the View Event button is the only option available.

Event Type: Exam
Dae: 152016

T 000484 10 5,00 AN

Gibran By Mosprrnie Fre Dipstrrt

Addeens: 1300 Ausra Avonuse Napervile, 1L 60540
Comtaer: Bspt1L.

Event Details

Clicking on the View Event item from here will take the user to a Read Only view of the event.
This will show the user the Contact and Proctor information as well as all of the Event Details.

Ewest Typa: Exam Avall to othar Dopts: " Ghven By: Mgl Fane Dapanmaet
Coetacy: Beon L Peoctea{s): Theodons D

Scheduted Dates = Bagin Time [End Time Location

Fracary, Janusary 08, 2016 B.00 AM B0 AM T Aarsn Avintea - Mapenale, IL 60540

Previous Mot
Contast Proctor
L Drives Liconse Numbar Phona Numise(s) Ermaifs)
BremlL R 1
Previous Mt
Chome

Mate

@ information, considensd o b propriotary, perscnal o confidensal in naturs, may b svalable for viewing on this website. Such information may inchude, butis not limited 10, personally
dentfiable data such a3 dates of birth, difver's kcensa numbers, and i information (Mnformation”). By acoessing and wtiliring thes webadte, | agres o use any such Information solely in
onnchon with resporsddtes avsocsied with dubes a3.a e department ierang coordnator. By atcessing and ullomsg Bes wibide | agred nol o detitati the Informabon m any
foemat for any reason o amy porson outside of those directly connected io my responsiteliies. as a fire depariment iraining coordinaior.

Oce of P o Stane Fra el | By oo Sprngeid. R

Event View
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If the date of the event has not passed yet, then there will be more options available to the Fire
Chief/Training Officer. In addition to the View Event option, the user can Edit the event date
and Cancel the event date

Evint Typi: Exin
Date: 1152016
Tirne: 600 AM 1o 500 AM

Given By: Napenile Fie Department

Address: 1350 Aurora Avenwe Naperdlis, i 60540
Contact: Scolt

Progions): Fachard L

@ViewEvent | S EsiDae I Cancel Dot

Event Details

Clicking on View Event from the popup dialog box will take the user into Edit mode of the event.
From here, most aspects of the Event can be modified. The user can also cancel the entire
event (this is useful if the event is more than a single date).

Event Typs: Exam HAovail to other Depta: Mo Given By: Naperville Fire Depanmant
Contact: Scolt E Proctos|s): Richard L
Comment:
Scheduled Dates = Begin Time End Time: Location Action
Friday, January 15, 2016 600 AM B:00 AM 1380 Aurora Averue - Napervlle, IL 60540 # Eat | B Delete

Presious Next

© Add Additional Date

Coritact Proctor

Q Lockup
Hama | Driver Licensa Number Phone Numbaes(s) Email{s) Acthon
Scott € [ 3 & Dolote
Pressous Mext
M save Event and Close ~ Close B cancel Event

Event View
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Edit Date

The Edit Date button allows the Fire Chief/Training Officer to edit a particular date.

EventTyps:  Avallto other Dopts: Ghvun By: Naparia Firs
Exam No Departmert

Contact: Scot Proctoris):
E Rickard L

Commant:

BoginTime 000 . Durstion Hows ., A  Minwtes
00 A 2 3 0

Location | g L ookup 1380 Aurora Avonun - Napervie, IL 60540

M Save

Edit Date

Cancel Event Date

The Cancel Date button allows the user to cancel a particular date.

This is the last date for this event. Canceling this date will cancel the Event. Do you want to cancel
the Event including the date 1/15/2016 from 6:00 AM to 8:00 AM?

Cancel Event

1/12/2024 8:32 AM
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Create Event

To create a new event, the Fire Chief or Training officer can click on the “Add Event” button. In
the Calendar View only, he/she also has the option to click on the date. This will not only start a

new event, but also set the begin date of the event to the date that was clicked.

Once an event is started, the user must select the correct event type. A Fire Chief or Training

Officer has the Event Type options of Classroom, Practical and Exam.

mortimer Mouse

Standards, and Education System
or | Matt Perez. State Fire Marshal

Organization Forms Search Reports Home

Event

Event

Event Type ~

Note

© Information, considered to be propristary, personal or confidential in nature, may be available for viewing on this website. Such information may include, but is not limited to, personally
identifiable data such as dates of birth, driver's license numbers, and like information ("Information"). By accessing and utiizing this website, | agree to use any such Information solely in
connection with responsibilties associated with duties as a fire department training coordinator. By accessing and utilizing this website, | agree not to distribute this Information in any
format for any reason to any person outside of those directly connected to my responsibilities as  fire department training coordinator.

Office ofthe llinois State Fire Marshal | Privacy 1035 Stevenson Dr. Springheld, IL 82704 | (217) 785-0090 | Contact Us

Create Event

The only courses/exams available are the courses the fire department currently has active
course approvals for or the exams related to those courses.

mortimer Mousa

Ewent

— Event

Event Type Classroom 1

Coursa Nama

Advarced Techncian Frefig

Mote

informatian may include, but i not limited 1o, personally
wahsia, | agree b e any such Information salaly in
#a, | agrer nat ta distribanr this Information in any

.

@ Indormation, considarad o be g
identifiable dats such s dates of by
connection with respansibilties assd
farmat far any raascn 1o any pamed

e o the Winols Sisle Fre Marshal | Pdumg] 1 |32 Blesvarann Dr: SpringPeis, 1 42704 | (247) TA5-0503 | GomatUs

Wabar Operaly
Walarcraft e

Course Selection

The user must set the location of the event. When the Fire Chief or Training Officer clicks on
the Lookup button, the Location Lookup dialog box displays. The locations available will be the
addresses associated with the fire department. Additional locations can be added by clicking on
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the Add New Location button. If the event is an exam, only pre-approved exam sites will be
available to select.

Location Lookup

Address

Showing 1o 3 of 3 entries

© Add New Location Cancel

Location Lookup

In the Add Location dialog box, the user must fill in the Address, City, State and Zip Code.
When this is complete, he/she will click on Save Location. This will make the new location
available for selection for this event.

Add Location

Address.

City

State

Add Location

The next option that needs to be configured for the event is the Schedule. He/she will make
sure the Start Date is the first date of the event that is being created. Then he/she will select a
Start Time for the event and duration for the event. The event can be a single date or it can be

repeated Daily, Weekly or Monthly. If Daily is selected, the user can pick on which days of the
week the event will be repeated.
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Event

— Event

Event Type Chsssroom

Courge Naime

Watercrat Tachnician v
Location Q Lonkup 1260 Aurces Avaniss - Maperyile, 1L G540
Schedule
Start Date 07292015 ]
Start Tima: R . Duration Mours ,  a  Minutes A
- A

Repeat Mone (run ence) =

bene (run cnce)
M Create Dates Dail

Nete Weekly
@ Indormation, considered tabe g MOl Idental in nature, may be available far sewing an His webare, Such informaticn may include, but i not limited 1o, personaly

ieritable data such 2 dales of b, diver's heerse numbers, and ike information [ Talonration”). By sceessing and ulilizing (his websile, | agree 1o use any such Information sokey in
connection with responsibilbes associated with dubes as a fre department training coordinator. By accesaing and utikzing this wabsite, | agres not 1o distnbute thes Information inany
Tormeat for amy reascn 1o any persen cutside of hose directly connecled o my resporsbiibes 8 a lie depanment raining coordingtor.

O ol bt Wi e Firs Ml | By i b, IL 0704

Schedule

Once all of the event details have been selected, the Fire Chief or Training Officer will need to
click on Create Dates in order for the Event to be created.

At this point, the event has been created but will not be displayed on the calendar. The rest of
the event data needs to be created. Classroom and Practical events need a Contact and at
least one Instructor. Exam events need a Contact and at least one Proctor. A Practical and
Exam can be added to the Classroom event. If a Practical and/or Exam are added to the
Classroom event, the appropriate person(s) will also need to be added to each additional event.
From this screen, the user can mark the event as public by clicking on the “Avail to other Depts”
switch, changing it from No to Yes.

Evunt Type: Classoon vl 1o other Depts: Mo Given By: Hapanile Frn Department
Comment:
Schaduled Dates Bagin Time End Tima Location Aation
Friday, January 29, 2015 00 AM 1AM 1300 Acrcra Avenue - Napersbe, IL 0540 #Eot | B Deese
Prs
© Ada Adamtional Date
Contact
Q Looksp
Wam Eebeur License Numes Phoss Numbee(s] Eamailfs) Action

Mo data gvadable in table

& ace Pracical

@ acd Exam

M saveEvert | Ciose [ Publish 1o Calenaar

Event View
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Add Person to Event

To add a Contact, Instructor or other person type to an event, the user will select the person tab
and then click Lookup. This will bring up the Person Lookup dialog box. The results returned
from this search are filtered where appropriate. A contact is filtered to only display people from
the fire department. An instructor is not filtered. Exam proctors are filtered to people who are

trained to be proctors.

Person Lookup

Person Lookup

To find a person, the user can enter a last name, first name, driver license number and/or a fire
department. If at least one of these items is filled in, the Fire Chief/Training officer can click on
the Search button to display the resulting people.

1/12/2024 8:32 AM

Person Lookup
Last Name:
First Name:

Driver License
Number:

Fire Department |
School:

Q search
search: [ ]

Name a Driver License Number FDI/School

Mouse, mortimer M12312312345 Napenville Fire Department

Showing 1to 1 of 1 entries. Previous
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Person Search

Once the person has been added, it will be displayed on the appropriate tab.

Event Type: Classroom Avail 1o other Depts: No Given By: Napervilie Fire Department
Comment:

Scheduled Dates - Begin Time End Time Location Action
Fricay, January 29, 2016 900 AM 1100 AM 1380 Ausora Avenus - Napendle. IL 60540 # Edit | B Detete

Previous Nt

© Aga Agaitional Date

Contact Instructors
Q, Lookup
Mame Dviver Licensa Number Phone Number(s) Email(s) Action
mortimer Mouse | M12312312345 il paul beatty@illinats gov W Delete
Prevous  Next
& Add Practical [ Add Exam
M save Event Close i Publish to Calencar . Cancel Event

Event View

After the person(s) has been added, the user needs to click on Save Event prior to adding a
new type of person.

The page will display that the event was saved successfully.

© To Save an Event you are working on, clic
© To make an Event display on the Calendar

ve Event button.
umust click on the Publish to Calendr button.

© Ifyou are not ready to display the Event on the Calendar, click on the Save Event button. The Event will be available to edit on the Unpublished Events list
ipdate the Event by clicking on the Save Event and Close button

Event Type: Classroom Avail to other Depts: No Given By: Naperville Fire Department
Contact: mortimer Mouse
Comment:
Scheduled Dates - Begin Time End Time Location Action
Friday, January 29, 2016 9:00 AM 11:00 AM 1380 Aurora Avenue - Naperville, IL 60540 # Edit| @ Delete
Previous Next
© Add Additional Date
Contact Instructors.
Q Lookup
Name Driver License Number Phone Number(s) Email(s) Action
‘mortimer Mouse: M12312312345 paul beatty@ilinois.gov i Dekete
Pr Next

Successful Save
The event can be associated with one practical and one exam. To add a practical or exam, the

user will click on the Add Practical or Add Exam button. The Create Event dialog box will
display. The Event Type will be pre-selected.
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Event

Event
Event Type

Practical
Course Name

Note

@ Information, considered to be proprietary, persanal or confidentialin nature, may be available for viewing on this website. Such information may include, butis not limited to, personally
identiiable data such as dates of birth, driver's icense numbers, and ke information (‘Information’). By accessing and utiizing this website, | agree to use any such Information solely in
eonnection with responsibiiiies associated with duties as a fire depantment training coordinator. By accessing and utiizing this website, | agree notto distribute this Information in any
format for any reason to any person outside of those directly connected to my responsibilities s a fire department training coordinator.

1035 Stevenson Dr. Springfield, IL 62704 | (217) 735-0969 | ContactUs

Offce of the linais State Fire Marshal | Erivaey

Add Practical to Event

The course name(s) that will display in the dropdown will only be those practical or exams that
are associated with the event course that was selected earlier.

Everit
Event
Event Type P =
Course Namae k 1
Walweral Tachiazan I
Mok

@ Infomanan, consderad b e propackary. parenal r comdamal in natus may b salabke or aang on SiE wabsta. Such infermaton may inckadn, Bl s rot i b, persanally
ideriifiatic data such as dotcs of birth, drver's liceree rumbers, and like information, “Iformation ) cssing and ullizing iz webske, | agrec 40 use any such Infematicn sokdy in

connztion wih s an stant g coordnaoe By Azesasing And ulleng i wahalia, | sgres ot tn dembina Ihe Infmnstion in sny
frma for amy raazen & any p L t conractod 1o my hew dapartmant Taning <oarnaicr
e o tha v St b Mot | Pone ERE Shevmracn D Zprrghu, KBTI | G21T) 78509 | Kot

Course Selection

The rest of the subevent will be filled out like a new event. The user needs to complete the
location and schedule and then click on Create Dates.

Event
— Event
Event Type Practical
Course Name
Watercraft Technician
Location Q Lookup 1380 Aurora Avenue - Napenville, IL 60540
Schedule
Start Date 0112002016 =
Start Time P . Duration Hours |, X} Minues A
v v
Repeat None (run once) ~
M Create Dates.
Note
@ Information, considered to be proprietary, personal or confidential in nature, may be available for viewing on this website. Such information may include, but is not limited to, personally
identfiable data such as dates of birth, driver's license numbers, and like I fon”). By d utiizing this website, | agree to use any such Information solely in

connection with responsibilities associated with duties as  fire depariment training coordinator. By accessing and utilizing this website, | agree ot to distribute this Information in any
format for any reason to any person outside of those directly connected to my responsibilities as a fire department training coordinator.

1035 Stevenson Dr. Springfild, IL 62704 | (217) 785-0089 | Contact Us

Office of the linois State Fire Marshsl | Privacy

Set Schedule

The practical or exam will be added to the bottom of the event page. If the classroom event was
made available to other departments, the practical and exam will also be made available to

1/12/2024 8:32 AM Page 49 of 68



other departments. The exam can be switched to private if necessary. The practical will always
be the same as the classroom event. The reverse of that is true as well. If a classroom and
practical are private, the exam can be made available to other departments.

Event Type: Classroom Avail to other Depts: No Given By: Napenville Fire Department
Comment:
Scheduled Dates 4| Begin Time End Time Location Action
Friday, January 29, 2018 900 AM 11:00 AM 1380 Aurora Avenue - Napenville, IL 60540 # Edit | B Delete

Previous Next

© Add Additional Date

Contact Instructors

Q Lookup

Name Driver License Number Phone Number(s) Email(s) Action

No data available in table

Previous Next
& Add Practical | B Add Exam
Watercraft Technician - Practical >
M Save Event | Close | & Publish to Calendar 1 Cancel Event

Event View

To display all of the subevent information, click on the subevent header to expand the accordion
section. Like the main event, the subevent must have at least one person assigned per person
type. For the practical, at least one instructor must be selected. For the exam, a proctor must
be selected. Save Event should be clicked prior to adding a new person type.

& Add Practical | [EAdd Exam

!

Watercraft Technician - Practical ~ ‘

Event Type: Practical  Given By: Naperville Fire Department

Scheduled Dates Begin Time End Time Location Action

1380 Aurora Avenue - Naperville,

IL 60540 # Edit| i Delete

Friday, January 29, 2016 1:00 PM 3:00 PM

Previous Next

© Add Additional Date

Instructors.
Q Lookup
Name Driver License Number Phone Number(s) Email(s) Action
No data available in table
Previous Next
M save Event  Close = & Publish to Calendar 1 Cancel Event

Add Person
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To finish the event, the user can click on Publish to Calendar. This will put the event (and any
subevents) on the calendar. If the event is not ready to be displayed yet, it can be saved and
closed at any point in time. If the user closes the event instead of publishing it, the event will
become an unpublished event.

Unpublished Events

Any event that has not been published yet will be displayed in the Unpublished Events list. The
Fire Chief/Training Officer will only be able to see the unpublished events for his/her
department. From the Unpublished Event list, the user can edit the event or cancel the event.

Unpublished Events

Event Event Type Begin Date = Action

Watercraft Technician Classroom 112912016 # Edit Event | i Cancel Event

Showing 11to 1 of 1 entries Previous Next

Note

@ Information, considered to be proprietary, personal or confidential in nature, may be available for viewing on this website. Such information may include, but is not imited to, personally
identifiable data such as dates of birth, driver's license numbers, and like information (*Information’). By accessing and uliizing this website, | agree to use any such Information solely in
connection with responsibilities associated with duies as a fire department training coordinator. By accessing and utiizing this website, | agree not to distribute this Information in any
format for any reason to any person outside of those directly connected to my responsibilities as a fire department training coordinator.

Office ofthe Hlinais State Fira Marshal | Privacy 1035 Stavenson Dr. Springfield, IL 62704 | (217) 756-0060 | Contaot Us

Unpublished Events List

Training Record Review List

The Training Record Review list will display the training record reviews that were completed for
the department.

Training Record Review List
FILTERS ~
12112023 to 01/10/2024 T Apply
Show| 10 ~ | entries Search:
Training Record Review Date & Event First Event Date FCS FDiSchool Action
Mo data available in table

Training Record Review List

If the Fire Chief or Training Officer selects View, the training record review for the event will be
displayed. This is a read only display.

Volunteer Emergency Workers Tax Credit

Beginning with taxable year 2023, a volunteer emergency worker may be allowed a $500 tax
credit. Specific criteria must be met to apply for the tax credit. There is a maximum credit
allotment allowed per taxable year. The credit will be awarded by the lllinois Department of
Revenue to eligible volunteer emergency workers on a first-come, first-served basis, so it is
possible that eligible volunteer emergency workers may not receive a tax credit.
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Volunteer Tax Credit Selection

Select Volunteer Tax Credit under the forms menu to open the page where the Fire Chief may
attest to individuals on the fire departments roster meeting eligibility for the tax credit. Only the
Fire Chief may attest to individuals’ eligibility. The page displays the roster in 6 groups. An
individual may appear in multiple groups but may only be attested to once. Also the person has
to be active during the tax year and be registered on the PS&E WebAccess Portal to be attested
to.

Fire Chief on Roster A
Show| 25 ~ | entries Search:
Name - SFMID Begin Date Action
Ale, And SFMO00000 2023-05-05 & Attest

Volunteers on Roster b4
Paid-On-Call on Roster b4
Part-Time on Roster v
Paid on Roster b4
Training Officers ~
Show| 25 w |entries Search:

Name & SFMID Begin Date Action

Mo data available in table

Volunteer Tax Credit History

The Volunteer Tax Credit History page shows which individuals were attested to in a given tax
year.

Tax Year:| 2023 ~
Search:
Name - SFMID Verified Date Last Sent to IDOR Date
And Ale SFM000000 01/10/2024 Not Sent
Joh Bas SFMO00000 01/10/2024 Not Sent
Sco Bar SFM000000 01/10/2024 Not Sent
Showing 1 to 3 of 3 entries

Search

You search / add / edit course completions rosters, requests for examinations, and applications
for certifications. Click a link underneath the Forms section to jump to the appropriate page.
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Seach  Repois  Mylfo  Ho

Search Existing Applications for Certification

Search Existing Applications for Recerification

—  Search Existing Course Completion Rosters

Search Existing Requests for Examination

search Existing Training Record Reviews

cl
Search Unexpired Underground Storage Tank Permits

Search List

Search Existing Applications for Certification

This page performs a search and returns all of the certifications for your organization that

currently have a status allowing modification. Once the staff at OSFM modifies the certification
to certain statuses it cannot be edited thru the PS&E WebAccess Portal application. In order to
edit a certification, click on the Applicant name link to go to the Edit Application for Certification

page.

Certifications that can be Edited

Add a new Application for Cerification

School Director / Fire Received

Applicant Certification Chief Instructor Date Status

Michael Apboy  =0"ined Space Robert Helmerichs | Robert Abel 12m01p  Application

Technician Received

Jason Hamm  Firefighter Il Thormas Faulkner 117182009 Fetumed
Application
Daniel Higginson Firefighter [l Thomas Faulkner Jeremy 11/18/2009 Application

Messersmith Received

John Corredate  Firefighter Il Thormas Faulkner 117182009 Fetumed
Application

Mark Bardoel ~ Firefighter I Tharnas Faulkner t1/1aope  etumed
Application

Rick Flowers  [Firefighter Il Thomas Faulkner 1118009 Fetumed
nnlicatinn

Search Cetrtifications for Edit
Statuses:

e Application Received — Application entered thru Web Update application

e Manual Check — Application requires additional review by OSFM staff or waiting on
additional information

¢ Returned Application — Application returned to department for additional information

New Application for Certification

Applicant's Name: |Lebron James |[ Lookup ]

Ceification Reguested. |Se\en:t Certification v
Ermploying Fire Chief. |PeterFrampan ” Lookup I

Qualifiad Instrustar |Richerd Goldsmith || Lookug |

Received Date: 12430/2010

| certify that the information submitted is true and complete and complies with the requirements of the lllinois Fire
Protection Training Act (50 ILCS 740/) and the Administrative Rules of the Office of the State Fire Marshal

Save Cancel

Edit Application for Certification
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Clicking the button next to the Applicant’s Name textbox will open up the Person
Lookup screen (which is also used for the qualified instructor lookup and for looking up people
for the course completion roster online form). Once you pick the person from the Person Lookup
screen their information will go into the Applicant’'s Name read only textbox.

Clicking the button next to School Director / Employing Fire Chief textbox will open
up the fire chief lookup dialog (which is also used on the Add / Edit a new Request for
Examination page). Once you pick the person their information will go into the School Director /
Employing Fire Chief read only textbox.

Clicking the button next to Qualified Instructor textbox will open up the Person
Lookup screen where searches are limited only to instructors. Once you pick the person from
the dialog their information will go into the Qualified Instructor read only textbox.

Once you have filled everything out click the button. When the page refreshes click on
any of the links or the cancel button to go to another page.

In some cases, the application will have the |___Set as Application Sent | button instead of the
Save or Cancel buttons. Click on this button to reset the application to Application Received.
This notifies OSFM staff to review the application again.

Search Existing Applications for Recertification

This is similar to the application for certification.

Search Recertifications

Show entries

Applicant Certification School Director / Fire Chief Created Date v Status
Barry Loyal Fire Investigator Mitzi Woodson 9M14/2016 Entered

Clicking on a name will take you to the Application for recertification page.

Search Existing Course Completion Rosters

On this page you can search for courses that you've entered by selecting a course and / or the
course begin date. If you decide to do a search on the course begin date then only courses that
match that begin date will be returned. If you decide to pick a course and the course begin date
then only courses that have the matching course date are returned. If you want a list of all the
courses associated with your organization leave the Course and Course Begin Date blank and
click the search button.
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Search Courses

This search is only for previously entered course completion rosters that you have entered. If you click search
when Course and Course Begin Date are hoth blank you can get a list of all the courses associated with your
organization.

Add a new Course Completion Roster

Course: | Firefighter I v

Driver License

1]
Murmber

Course Program Hours
Firefighter 1| 5/5/2003 - 6192003 272
Firefighter 1| 5/22/2001 - 7/6/2001 200
Firefighter 11 10//1999 - 11/22/1993 260
Firefighter 1| 2/28/1994 - 4/8/1594 220

Search Courses

If you need to add a new course you can do this by clicking the Add a New Course Completion
Roster link that appears above the search textboxes on this page.

In order to view the details of a course that you’ve entered click on the course link to get to the
Edit Course Completion Roster page.

Edit Course Completion Roster

Course: |AdvancedTechmcian FH Lookup ]

Training Facility or |Addisun Fire Protection H Lookup ]
Schoal:

Prograrn Hours
Date Stattad: 1A
Date Endad: B 2i21

Name Driver License Number Hours Absent Add / R
Kristin Branaman-Smith BES551172758 [ | [ Remove |
Add

Edit Course Completion Roster
This screen is an electronic version of the Course Completion Roster form.

When adding a new Course Completion Roster, first click the button to find the
course that you want. A window like this should popup on your computer.
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{= Course Lookup - Windows Internet Explorer |Z||E|[Z|
e
Course Lookup =

To get a list of all the available courses leave the
course textbox blank.

Airport Firefighter

Arson Investigator

Chem of Haz Mat Tact Consider Partial
Chemistry of Hazardous Materials
Emergency Response to Terrorism Basic
Concepts

Fire Apparatus Engineer

Fire Department Incident Safety Officer
Eire Insp. II & Plan Exam. Code Mgmt. Syst.
Appt.

Fire Inspector II and Plan Examiner I
Eire Inspector 111 and Plan Examiner
Fire Investigatar

Fire Investigator Mod 1

Fira Tnwactinator Mnd 7

|£

Course Lookup

To use the course lookup screen, enter in a partial name of the course that you want and click
the search button. For example, if you enter in “plan” and hit the search button any course that
has the world “plan” in it will get returned. If you want a list of all the available courses you can
hit the search button without typing in anything in the course textbox. In order to select a course,
click on it with your mouse or keyboard. Once you do this the course lookup page will go away
and the name of the course will go inside of the course textbox. For example, if you click on
Airport Firefighter the course textbox should look like this.

|Airp0rt Firefighter

In order to select a different course, you will need to click the button again.
Textboxes that have a grey background are read only and cannot be edited.

After you pick your course you should click the Training Facility or School button.
When you do this a window that looks like this should appear.
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I Organization Lookup - Windows Internet Explorer K] [g
‘=~

Organization Lookup
Use Ctrl-F to find a department in the results
Organization Course Course Effective Expiration
Number Date Date

Batavia Fire Department Fi‘:;‘f’g"ﬁer 11/23/1998 | 12/31/2011
Bloomington Fire Department Fi‘:;‘f’g"ﬁer 11/23/1998  12/31/2008
Chicago Fire Department Fifg?goﬁer 11/23/1998 | 12/31/2008
Crystal Lake Fire Department Fi‘:;‘f’g"ﬁer 11/23/1998 | 12/31/2011
Department Of Defense Fi‘:;‘f’g"ﬁer 11/23/1998 | 12/31/2500
Franklin Park Fire Department Fi‘:;i?goﬁer 11/23/1998 = 12/31/2008 |

Organization Lookup

The organizations that appear on this screen are the ones that offer the course you selected
earlier. Once you find the right organization click on its name and this window will close and the
organization name will go inside of the Training Facility or School read only textbox. You may
also use the Ctrl key and the F key on your keyboard to access the find dialog box as shown
below. This comes in handy if when the organization list is lengthy.

& Organization Lookup - Windows Internet Explorer

Al

Crystal Lake Fire Department .
Fire

Find: | Rocldord

Depawiment Of Defense
[ Match whole word only [ Match case

[ Previous ][ Next ]

Eranklin Park Fire Department

John Wood Community Airport
Colleqe Firefighter FSC170 | 11/23/1998 12/31/2008
Mt Vernon City Fire Airport
Department Firefighter LEYAsE | Ld/AnE
New Lenox Fire Protection Airport
District Firefighter LEyLs | LA/
Northeastern Illinois Public Airport
Safety Training Academy Firefllj hter 11/23/1998 12/31/2008
NIPSTA g
Prospect Heights Fire Airport
Department Firefighter 11/23/1998 | 12/31/2008
. . Airport
Quincy Fire Department ;
uincy Fire Department Firananten 11/23/1998 12/31/2008
¥ Fire Department Arport 11/23/1998 | 12/31/2008 | &
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NOTE: if you click on the Training Facility or School button before selecting a course
you will get this error message. Once you click OK the course lookup dialog will appear.

Windows Internet Explorer

' 'f Please select a course before looking up the Training Facility or School
L3

Error Message

Now you can type in the Program Hours, Date Started, and Date Ended. All of these fields
including the Course and training Facility or School are required. If you forget to enter in any of
these values you will get an error message that looks like this at the top of the page.

Errors

@ Course is required

@ Training Facility or Schoal is required
@ Program Haurs is required

@ Date Started is required

@ Date Ended is required

Validation Errors

The date started and date ended must be valid dates and cannot be dates in the future.
Program hours need to be a number which can include partial hours. The Program hours
textbox is validated so you can’t enter in more than 12 hours of training a day. So if Date Started
is 8/1/2007 and Date Ended is 8/2/2007 the maximum value allowed for Program Hours is 24.

In order to add a person to the course completion roster click the button. When you do
this the person lookup dialog will appear.

Last Hame Smith
Farst Mame
Dirnver Licerse Mumber

Fire Department
Search
M ke Driver Lieense Numher Dieparteient
Jagon,  smeth Sidney Fire Protection Distrct
Jason | peath Fosterburg Frre Protection Dustnct
M T smeth Erghton Betsey Arm Fre Protecton Distnct

Person Lookup

To do a search you must enter in the person’s partial last name plus anv option including first
name, driver license number or their fire department and press the button. It is also
possible to enter in more than one textbox before clicking [ _search |. For example, if you type in
“Dustin” in the first name textbox only people named Dustin will be returned. Click on the name
of the person that you want to add to the course completion roster to close this window. After
you do this a new row will be added to the Course Completion table.
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If the person you selected from the Person Lookup dialog was absent type in their hours in the

hours absent textbox. If they weren’t absent keep the default value of 0 in the hours absent
textbox.

If at any time you make a mistake or need to remove someone from a course completion roster

you can click the button.

When you are done click the button to save your changes. If you don’t want to save your

changes you can click the button to go back to the PS&E WebAccess Portal Home
Page.

If after you save a course completion roster and you want to enter in a new one click the Add a
new Course Completion Roster underneath the Links section of this page.

Search Existing Requests for Examination

On this page you can search for Requests for Examinations that have been entered by selecting
a test site or the schedule date. If you want a list of all the requests associated with your
organization leave Test Site and Schedule Date blank when you click the search button.

Search Requests

This search is only for previously entered requests that you have entered. If you click search when Test Site
and Schedule Date are both blank you can get a list of all the requests associated with your organization.
Add a new Request

Test Site: OSFM -
Schedule Date:

First Name:

Last Name:

Driver License

Exam Site Status Reh?l::fSt Results
Save Reqguest Rope Operations 3/17/2011 1:00 PM OSFM Approved 20110623 I?isnﬁllts
Save Request Rope Operations 3/17/2011 1:00 PM OSFM Approved 20111112 %Its
Save Request  Rope Operations 3/17/2011 1:00 PM osFm DR 20111001

Pramial

Search for Existing Request for Examinations

If you need to add a new request for examination you can do this by clicking the Add a New
Request link that appears above the search textboxes on this page.

The |[_SaveResults | Save Results button allows you to download a file with all the requests
on the search results screen along with the people signed up for each request.
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If you click on the Save Request link it will download that request with the people signed up for
it. This screen pops up when you click on either one:

File Download x

Do you want to open or save this file?

=, MName: RequestResults.csv
a, Type: Microsoft Office Excel Comma Separated Values File
From: sfm17
Open ] [ Save ] [ Cancel ]

ham your computer. F you do not trust the source, do not open or

|@ While files from the Intemet can be useful, some files can potentialy
save this file. What's the risk?

Request for Examination Download

Select to open the file with Excel. Select to save the file to your

computer. The file looks like:

E] ForquestResits[4] csv

| & B & o E F 7] H 1
1 'SI'GE' Hame Exam Name Request Number RequestiStalus Person Name *TTdRequest Person Status
1 | 412/2008 3:00 Chamgpadgn FD' Structural Callapse Operations 200E0904 Enterad Todd & . - Denled
3 | 4/12/2008 3:00 Champaign FD Structural Collapse Operations 200E0I0E Enterad leremy A s Approved

In order to view / edit the details of a request for examination that you’ve entered click on the
exam link to get to the Edit Course Completion Roster page.

Clicking on the “Print Results” hyperlink allows the viewing or saving of the Exam Results for that
request.

Search Existing Training Record Reviews

To view existing training record reviews and visits, select “Existing Training Record Reviews”
from the Search menu, the Forms page or the Home/Default page. A list of completed training
record reviews and visits will be displayed.

Organization Audit Date Status Failed Audit Revisit Months Till Next Revisit
Springfield Fire Department 1|9/6/2005 Complied No No
Springfield Fire Department 1| 6/29/2005 | Complied Mo No

Existing Training Record Review
Click on the Organization name of the training record review you want to view. The training

record review will then be displayed in a read-only mode. The training record review will not be
able to be updated but it may be viewed and printed.
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Search Unexpired Underground Storage Tank Permits

You can view an Unexpired UST permit by searching on the Facility Name, City and/or County.

Search Unexpired Underground Storage Tank Permits

Facility Name:
Facility City:
Facility County:

Search

The Permit Number column is a link by which you can view the permit. The permit document will
open in a pdf viewer.

Search Unexpired Underground Storage Tank Permits

Facility Name:
Facility City: springfield
Facility County:

Search

Permit Number  Permit Type Permit Expiration Date Facility Number Facility Name Address City County
00287-2016REM | Removal 9192016 5046102 St. John Hespital 850 East Madison | Springfield|Sangamon
00456-2016UPG |Upgrade 11/212016 5042178 Sam's Club #8215 2440 White Oaks Dr. | Springfield|Sangamon
00526-2016UPG | Upgrade 11/10/2016 5005308 Ayerco #28 Convenience Center| 2727 S Macarthur St | Springfield Sangamen
00588-2016REM | Removal 172002017 5037463 Super Mart 901 East Cook Street| Springfield| Sangamon
00553-2016INS |Install Y2017 5018208 Sangamo Surf Club 405 E Lake Shore Dr | Springfield | Sangamon

Reports

To access Reports you may do so by either going to the top menu or by accessing it from the
default Web Update Home page.

Reports

Training Reports

Certification For FD School List

All Certs For All People Active On FD
All Courses For All People Active On FD
All Exams For All People Active On FD

Training Reports

If you select the Training Report you must select a report type; course type or certification type
or exam type; set a begin and end date range and then click the “Run Report” button. If you
change your mind you can click the cancel button which will refresh the screen.
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Organization Forms Search Reports Staff Help

Report: Firefighter Courses -

Course: Firefighter Il -
Begin Date: 11142010

End Date: 3/31/2010

[ Run Report ][ Cancel ]

Once the results are returned on the screen, the user has the option to Export the records into
an Excel file.

Certification for FD/School List

The Certification for FD/School List shows individuals on the FD/School roster with certifications
meeting the filter criteria. It defaults to the current month and all certifications.

Certifications for FD/School Any Department

Starting Date:  |01/01/2024 (4 Ending Date: 01/31/2024 (4 Y Filier

Certification:  [-—Select— v

2 Export Results

Show| 25 | entries Search:

SFMID * Last Name First Name Certification Received Date Recertification Due Date

No data available in table

Change the Starting Date, Ending Date, or Certification and click Filter. The list will update to
reflect the changed filter criteria.

Certifications for FD/School Any Department
Starting Date:  |01/01/2020 & Ending Date:  |01/31/2024 &  Fier
Certification:  [—Selact-— v
2 Export Results
Show| 25 w entries Search:
SFM ID = Last Name First Name Certification Received Date Recertification Due Date
SFM000000 Ale And Vehicle and Machinery Technician | 12/10/2021 12/31/2025
SFM000000 Ale And Fire Investigator 3172022 121212027
SFMO000000 Ale And Arson Investigator 3111/2022 1211212027

Click Export Results to export the current list to a CSV file which may be opened in Excel to
work with the list.

All Certifications For All People Active On FD/School

The All Certifications For All People Active On FD/School List shows all active individuals on the
FD/School roster with all of their certifications.
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All Certifications For All People Active On FD/School Any Department

2 Export Results

Show| 25 v |entries Search:
r::;; S NF;:':L = Tli::': S PE;JTHI Certification = RE‘?:E Certification Status Type Slﬂ:[‘]m th E"‘;: th
Bre Jes L 12345678 Hazardous Materials Technician 1012612018 Certified Paid 83172017
Bre Jes L 12345678 Rope Qperations 711472023 Certified Paid 83172017
Bre Jes L 12345678 Technical Rescue Awareness 7128/2011 Returned Application Paid 813112017
Bre Jes L 12345678 Vehicle and Machinery Operations 728201 Certified Paid 813112017

Click Export Results to export the current list to a CSV file which may be opened in Excel to
work with the list.

All Course Completions For All People Active On FD/School

The All Course Completions For All People Active On FD/School List shows all active
individuals on the FD/School roster with their course completions.

All Course Completions For All People Active On FD/School Any Department
2 Export Results
Show| 25 | entries Search:
Last First Middle Partial Total Absent Begin End FDISchool with Start (=
a a a a i
Name Name Name DL CrmmeEe Epuied Hours Hours Date Date Course Approval Type with FD “:E]h
Abb Joi s 12345678 | Firefighter Il Yes 240 0 3201995 | aipgiggs | niversity Of llinois Fire | o fy 3/15/1995
Service Institute
Abb Jef 5 12345678 | Hiozardous Materials |, ] 0 417H995 | 4it7ges | University Of llinois Fire oy 3115/1995
Awarensass Service Institute
Abb Jef s 12345675 | Hazardous Materials | o 8 0 8122002 |sirapoop |University Oflinois Fire oy 31151905

Click Export Results to export the current list to a CSV file which may be opened in Excel to
work with the list.

All Exams For All People Active On FD/School

The All Exams For All People Active On FD/School List shows all active individuals on the
FD/School roster with all of their exams.

All Exams For All People Active On FD/School Any Department

2 Export Results

Show| 25 « entries Search:
Last First Middle Partial n Exam Exam Scheduled . Start End
Name Name Name DL = S Type Date Date S Tyee | itnFD with FD
= 5 3 . #005r Regional N
Bae Joh E 12345678 Fire Service Vehicle Operator Pass Written 21372013 . Paid 9/30/1999
Training Center
Bas Joh E 12345678 Firefighter I Pass Practical 1/18/2000 Paid 9/30/1999
Bae Joh E 12345678 Firefighter Il Complete Pass Written 121411999 | 1211411999 The Conversion Site Paid 9/30/1999
Bas Joh E 12345678 Firefighter Il Pass Practical 9/21/2011 Paid 9/30/1999

Click Export Results to export the current list to a CSV file which may be opened in Excel to
work with the list.
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My Info

Training Records

View Personal Info
View Scheduled Events

Volunteer Tax Credit History

Change Password

Change Security Question

Change Account Email

Training Records

The Training Records window shows a list of Courses, Certifications, and Exams for the user

logged in.

Report for

Back to Roster

Courses
Total Hours Begin Exam Practical FDISchool with
Course Completed Hours | Absent Date ¥ End Duiy Passed = Passed Approval

Training Program Manager Yes 40.00 |0.00 202502013 | 3i5/2013 | Yes Hlinois Scciety Of Fire
Service Instructors

Training Prograrm Manager Yes 4000 |0.00 2252013 | 352013 | Yes Hlinois Seciety Of Fire
Service Instructors

Swiftwater Technician Yes 2000 |0.00 4132012 | 4/15/2012 OSFM - PSE- Wiater
Certifications

Ice Technician Yes 16.00 |0.00 332012 | 3/4/2012 OSFM - PSE- Wiater
Certifications

Fire Service Instructor Il Yes 4000 |0.00 12/10/2007 | 12/14/2007 | Yes Hlinois Society Of Fire
Service Instructors
OSFM - Division of

Confined Space Technician Yes 32.00 0.00 TI23/2007 | 7/26/2007 Perscnnel Standards and

View Personal Info

Shows information for the user who is logged in. Not all users will be able to edit their

information.
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Information for And Ale

Address:

Birth Date:
Drivers License:
Gender:

Race:

Job Title:

Employment:

123 Any 5t
Any Town, IL 52000

17172000

IL - XXXX12345678
Male

Caucasian

Firefighter

Firefighter

Employment Relationships

Search:
FD/ School Employment Type Hire Date Status End Date
Any Department Paid 832017 Active
Osweqgo Fire Protection District Paid on Call 6/M15/2016 Inactive 17202017
Bristol-Kendall Fire Protection District Part-time 12172015 Active

View Scheduled Events

© Add Event || & Print

FD/School: Event Type: Staff:
[~ Select -
Previous September. 2016 v || 3 Reset Next
Sunday Monday Tuesd Wednesday Thursday Friday Saturday
28 29 30 3 1 2 3
4 5 6 T 8 9 10
Labor Day
n 12 13 14 15 18 17
18 19 20 21 22 23 24
25 26 27 28 29 30 1

|:| Accepted I:I Audit . Classroom . Exam I:I Holiday I:I Meetings I:‘ Mot Available |:| Unchecked I:I Practical
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Volunteer Tax Credit History

Volunteer Emergency Workers Tax Credit History

Volunteer Emergency Workers Tax Credit (25 ILCS 5/234)

The Fire Chief must accurately make attestation for each eligible volunteer emergency worker for the taxable year. This is NOT an application for the tax credit. OSFM will not accept mailed or e-mailed
acknowledgements and attestations from the Fire Chief. You must utilize the online portal

Beginning February 1, the eligible volunteer emergency worker must submit an application with llinols Department of Revenue to receive a required credit certificate. Only those members that receive a
credit certificate from the lllincis Department of Revenue will be permitted to apply the tax credit on their tax retumn. Further information referencing the Volunteer Emergency Worker Tax Credit will be
available on the lllincis Department of Revenue website

Per the statute, “volunieer emergency worker” means a person who serves as a member, other than on a full-fime career basis. of a fire deparfment, fire protection district, or fire protection association that
has a Fire Department Identification Number issued by the Office of the State Fire Marshal and who does not serve as a member on a full-time career basis for another fire department, fire profection
district, fire protection association, or governmental entity. [35 ILCS 5/234(d)]

The Office of the State Fire Marshal is not responsible for reselving questions of eligibility (i.e., who is a “volunteer emergency worker") or for determining who receives the volunteer emergency worker tax
credit. Due to limited funds for this tax credit ission of the acknowled; it and ion by the Fire Chief does not guarantes the tax credit will be granted.

The requirements are:

@ Individual served as a volunteer emergency worker at the fire department, fire protection district, or fire protection association for a minimum of 9 months during the taxable year and,
@ Individual did not receive compensation for services as a volunteer emergency worker that exceeded $5,000 for services in the taxable year and,
@ Individual is on the fire department roster that includes accurate name and address, and registered on the PSE WebAccess Portal.

And Ale  ID: SFM000000

Search:

Tax Year - FDI5chool Attesting Verified Date Last Sent to IDOR Date

No data available in table

Showing 0 to 0 of 0 entries

Volunteer Emergency Workers Tax Credit History

The Volunteer Emergency Workers Tax Credit History shows which tax years the individual was
attested to by the fire chief for the tax credit.

Change Password

s )
Change Password
Current . .
Email: : o
Current
password:
Password Rules
© Must be at least 6 characters.
@ Must have at least 1 upper case letter.
© Must have at least 1 lower case letter
@ Must have at least 1 numeric digit (0" -'9').
New
password:
Confirm
password:
+ Submit
\
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1. Enter your old password.

2. Enter the new password that follows the rules displayed. Enter the new password again
in the Confirm password fields.

3. Click on Submit.

Change Security Question

4 '

Change Password

Current Email:

Current Security

. Who was the best man at your wedding?
Question:

Current Security

fy

Answer: goon
Current
password:

Security - Select - v

Question:
Security Answer:

' Submit

L.

The old Security question is displayed.

Enter your password.

Select a new question from the Security Question list.
Enter the answer to the question.

Click on the Submit button.

PO~

Change Account Email

-

Change Account Email

Registered Email:

New Email:

Current password =~ sesesees

# submit

The email that is currently registered is shown.

1. Enter the new email address.
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2. Enter your password.
3. Click on the Submit button.

1/12/2024 8:32 AM Page 68 of 68



	Introduction
	Log In
	Register New Account
	Reset Password

	Organization
	Event List
	Update Organization Information
	Roster
	Change Chief / School Director
	Roster Update / Edit Person’s Information
	Add New Individual to the Roster
	Training Record

	Address
	Phone Number
	Email
	Divisions/Groups
	Modify Permissions

	Forms
	Application for Certification
	Application for Recertification
	Claims for Reimbursement
	Course Completion Roster
	Course Approval
	Request for Examination
	Event Calendar
	Calendar View
	List View
	Event Details
	Edit Date
	Cancel Event Date
	Create Event
	Add Person to Event

	Unpublished Events
	Training Record Review List

	Volunteer Emergency Workers Tax Credit
	Volunteer Tax Credit Selection
	Volunteer Tax Credit History

	Search
	Search Existing Applications for Certification
	Search Existing Applications for Recertification
	Search Existing Course Completion Rosters
	Search Existing Requests for Examination
	Search Existing Training Record Reviews
	Search Unexpired Underground Storage Tank Permits

	Reports
	Training Reports
	Certification for FD/School List
	All Certifications For All People Active On FD/School
	All Course Completions For All People Active On FD/School
	All Exams For All People Active On FD/School

	My Info
	Training Records
	View Personal Info
	View Scheduled Events
	Volunteer Tax Credit History
	Change Password
	Change Security Question
	Change Account Email


