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CHAPTER 1

THE CONFIGURATION SECTION

\
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1.1 Document Overview

This guide is intended to provide complete instruction for administrators on the Wisconsin Fire Bridge in
what needs to be done to set up your agency on the Fire Bridge.

1.2 Setting Up Automatic Call and NFIRS Numbers

You can set up a format for automatic call numbers, which will be added to each run form to ensure that
no run form has the same number. Your format for auto call numbers should be different from any other
agency’s format.

You can also set the system to automatically assign a valid NFIRS number for runs if your incident
number may contain letters or special characters.

1. From the top left, click My Fire Department.

2. Select the Setup tab.

3. Under the Service Settings and Resources section, select Configuration > Auto-Call Number.
The Auto Call Number Setup page appears.

EMS Auto Call Number Setup

Select "On’ to automatically generate EMS call numbers.

Auto Call Number @ on O Off

Text1 Date Format Text2 Auto-NHumber Format
IT YY |Z| - SelectRuleFormat [ ynnn |z| @

Sample Aute Call Number based on above settings: 1T12-1-00001
Auto fill Incident Number with Auto Call Number
Increment on New Patient @

Reset Auto Number AnnualtyEl Hext Auto Number 178 o

Fire Auto Incident Number Setup

Select "On’ to automatically generate Fire Incident Numbers.

Auto Incident Number @ on O 0f

Date Format  Auto-Number Format

NONE [+| 00000 [+]
The length of the Fire Incident Number can not exceed 7 digits.

Reset Auto Humber NeverE| Hext Auto Number | 1140

Auto NFIRS Number Setup

Pleaze switch the NFIRS number setup option below to "0ON” if you are planning to use special characters or alphabets in your Fire
incident number field for your NFIRS documentation. This will turn on the new read-only NFIRS number field on the NFIRS run form.
Once this field is turned on, it will automatically generate a new MFIRS number with every new NFIRS incident that gets added to
your system going forward. This new NFIRS number will meet the NFIRS compliance requirements of being numeric enty and having
a maxirmum length of 7 digits. t will ensure that only NFIRS compliant incident numbers are being exported via the NFIRS export.

Please contact ImageTrend support if you have any guestions about the NFIRS number.

Auto NFIRS Number @ an ©) off

4. Inthe Fire Auto Incident Number Setup section, in the Auto Incident Number section, select On.
5. From the Date Format drop down menu, select the format for the date information that will be
included in the call number.

5/8/2015 % IMAGETREND INC. www.imagetrend.com



http://www.imagetrend.com/

WIsCONSIN FIRE BRIDGE: AGENCY ADMIN SETUP Quick GUIDE Page |7

8.

9.

From the Auto-Number Format drop down menu, select the number of digits that will be used at
the end of the number.

& HINT: These numbers will automatically increase by one with each incident report that is
entered.

To start the last numbers of the call number over at 0 based on a period of time, from the Reset
Auto Number drop down menu, select how often to reset the number.

To manually set the next number that will be automatically generated, in the Next Auto Number
text box, type the next number.

If your fire incident numbers will contain letters or special characters, to automatically generate a
valid NFIRS number for those runs, in the Auto NFIRS Number Setup section, select On.

10. When finished setting up automatic number formats, to save the changes, click Submit.

1.3 Enabling and Disabling Exports for your Agency

If your agency exports information (e.qg., to billing software), you may need to enable exports. This setting
allows you to determine whether your service’s information can be exported from the Data Exchange
section of the Fire Bridge.

1.
2.
3

From the top left, click My Fire Department.

Select the Setup tab.

Under the Service Settings and Resources section, select Configuration.
A sub-menu appears.

Under Configuration, select Data Exchange Export.

The Data Exchange Export Setup page appears.

Data Exchange Export Setup

Turning the "Data Exchange Export” on allows the user to export their information using the data exports that are available under the
"Data Exchange™ section.

Data Exchange Export: @ gn ) off

—

To enable your agency’s information to be exported through the Data Exchange, select On.

OR

To prevent your agency’s information from being exported through the Data Exchange, select Off.
When finished, click OK.

The changes are saved.

1.4 Setting Up Call Hour Administration

Administrators can set whether this agency tracks calls by the exact amount of time spent on a call or
assigns a set amount of time to each call.

1.
2.
3

From the top left, click My Fire Department.

Select the Setup tab.

Under the Service Settings and Resources section, select Configuration.
A sub-menu appears.

5/8/2015
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Under Configuration, select Call Hour.
The Call Hour Administration page appears.

Call Hour Administration:

Adrministrators can autematicalty assign time duration to calls here. Exact Time will return the actual time of a call. Otherwise, it will
be zpecified by the department's duration reguirements i.e. 1 hour per call or per call pay.

Please zelect one of the following: ) Exact Time @ Call Hour Setup minutes

Select the desired call hour tracking option.

If the second option is selected, in the Minutes text box, type the desired nhumber of minutes that
should be assigned for each call.

Click OK.

1.5 Working with Leave of Absence Reasons

Administrators can add reasons for leaves of absence, which can then be used when recording a leave of
absence on a staff member’s profile.

1.
2.
3

BOo~NO®

0.

From the top left, click My Fire Department.

Select the Setup tab.

Under the Service Settings and Resources section, select Configuration.
A sub-menu appears.

Under Configuration, select Leave Of Absence.

The Leave of Absence Setup page appears.

Leave Of Absence Setup

Enter the Leave Of Reason Descriptions that vou like to be displayed as choices on the run form.

Delete Leave OFf Reason Description Sort Order
[l Military 1
[l Medical 2
[} Disciplinary 3
] Personal 4
Add New Reason: Sort Order:

To add a new reason, in the Add New Reason row, type the reason and its desired order in the
list of reasons.

Click OK.

To remove a reason, select the corresponding Delete checkbox.

Click OK.

To change a reason’s information, in the text boxes, make the desired changes.

Click OK.

1.6 Setting a Default Date Range for Incident List Searches

When searching Incident List, a default date range automatically appears for the search. You can set up
the length of time before the current date that should be automatically entered for searches.

5/8/2015
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From the top left, click My Fire Department.

Select the Setup tab.

Under the Service Settings and Resources section, select Configuration.
A sub-menu appears.

4. Under Configuration, select Run History/Incident List.

The Run History Incident Date Range Default page appears.

whN e

Run Historyiincident List Date Range Default:

Select the default number of days for how far back to look for runsfincidents in the Run History/incident List.
Run History/lncident List Date Range Default: | 120 Days

[——

5. From the Run History Incident Date Range Default drop down menu, select the desired time
period before the current date that should be selected as the default date range.
6. Click OK.

1.7 Setting Up Run Locking

You can choose to automatically lock runs for editing a certain number of days after they are created. If
this option is not available, it may be set up by the system administrator in the Administration section.

1. From the top left, click My Fire Department.
2. Select the Setup tab.
3. Under the Service Settings and Resources section, select Configuration.

A sub-menu appears.
4. Under Configuration, select Run Locking.

The Runs Locking Option page appears.
Enter the number of days before a run becomes locked from editing.

Number of Days: 2

[—

5. Inthe Number of Days text box, type the number of days that should pass before a run is locked.
6. Click OK.

1.8 Setting Up Categories for Documents

You can create categories to organize and control access to documents that you add to staff profiles.
After setting up a new category, you can assign which permission groups should be able to access
documents that are assigned to that category.

Adding a New Document Category

You can set up new document categories for your agency as needed.

1. From the top left, click My Fire Department.

2. Select the Setup tab.

3. Under the Service Settings and Resources section, select Configuration.
A sub-menu appears.

5/8/2015 % IMAGETREND INC. www.imagetrend.com
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4. Under Configuration, select Document Categories.

The Document Categories page appears.

Document Categories
To change permission group access to a document category, click on the associated "edit’ button. If you've changed a category's sort
order, click out of the box to save your change.
Category Hame Sort Order Date Modified

Add Category

Agency Service Administrator »
Agency Service Provider N
Billing

Example

Hospital Users.

Kayako

Maryland

Maghville Test

Rescue Service Provider
Service Administrator -

m

Permissions

In the Name text box, type the name of the category.

In the Permissions scroll list, select all permission groups that should be able to view
documents in this category.

& HINT: To select multiple permission groups, press and hold the Ctrl key while clicking
each desired permission group.

Click Submit.

The document category is saved.

Editing an Existing Document Category

You can make changes to which permission groups can view documents in a category that has
already been created.

1.
2.
3

From the top left, click My Fire Department.

Select the Setup tab.

Under the Service Settings and Resources section, select Configuration.
A sub-menu appears.

5/8/2015
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4. Under Configuration, select Document Categories.
The Document Categories page appears.

Document Categories

order, click out of the box to save your change.

Category Hame Sort Order
@ Protocol Guidelines 1
[edit] Forms 2
@ Service Bridge Instructions 3

Agency Service Administrator =
Agency Service Provider
Biling

Example

Hospital Users

Kayake

Maryland

Mashville Test

Rescue Service Provider
Service Administrator -

m

Permissions

To change permission group access te a document category, click on the associated "edit’ button. If you've changed a category’s sort

Date Modified
03/08/201M2 02:12

030972012 02:13

030872012 02:13

[ I X M %]

5. Click the Edit button for the category you want to work with.

The category opens.

Edit Category

ETy =l Protocol Guidelines

rstem Administrator -
Wdministrator

Agen & Provider
State Administrator
Hospital Users.
Billing

Service QAJQI

m

Permissions

Service Administrator
Maryland
Service Administrator - Lean =

To add multiple permission groups, hold down your Cirl key and click on each permission group you wish to select.

6. To select another permission group, press and hold the Ctrl key while clicking each
desired permission group.

7. Toremove access for a permission group that current has access to this category, click
the name of that permission group.
The permission group is deselected.

8. When finished, click Submit.

The changes are saved.

5/8/2015
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CHAPTER 2

THE FIRE SECTION

\
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2.1 Working with Special Study Questions

Administrators can create new questions and a section to include them on their agency’s run form for fire.
This allows a particular agency to gather data that is relevant to their agency but may not be already
included in the form. Depending on permissions, all users will generally be able to view a list of these
custom questions, but only administrators will be able to edit them or add new questions.

Organizing Custom Questions on Run Forms

| Special study questions are collected in a single section on the fire run form, which the
administrator can give an appropriate title. When creating and editing these custom questions,
administrators can use the Question # text box to define the order of each question.

To change the title of the section for service defined questions:

1. From the top left, click My Fire Department.

2. Select the Setup tab.

3. Under the Service Settings and Resources section, select Fire.
A sub-menu appears.

4. Under the Fire section, select Special Study Questions.
The Special Study Questions page appears.

Header: NFIRS Special Study Questions n
@
Add Question

Special Study Questions

Question # = Question Type Required Active
u o NFIRS Special Study Questions Header No &
u 1 Was a master stream deployed? DropDown No O
u 2 Did you complete a secondary search DropDown No ]
u 3 Did you respond lights and sirens DropDown No O
u 4 Did you complete a search DropDown No ]
u 5 Was thiz gambling related? DropDown No O
u [ What was the vehicle license plate if applicable Text No ]
B 7 Was this fun? DropDown o ]
u 2 Approximately how many gallens of water were used? Text Yes &
u 9 Did you use extrication equipment for this incident? DropDown es &

Records 1-100f 10 | First | Previous | Next | Last | Per Page [RUMNPS)

5. Inthe Header text box, type a hame for the section.
6. Click Submit.

Viewing and Editing Special Study Questions

Administrators can view and edit service defined questions from the same place.

1. From the top left, click My Fire Department.

2. Select the Setup tab.

3. Under the Service Settings and Resources section, select Fire.
A sub-menu appears.
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Under the Fire section, select Special Study Questions.
A list of special study questions appears.

Header: NFIRS Special Study Questions E
®
Add Question
Question # * Question Type Required Active

|_,i’ 0 NFIRS Special Study Questions Header No =

|_,? 1 \Was a master stream deployed? DropDown No |}

u 2 Did you complete a secondary search DropDown No |}

u 5 Did you respond lights and sirens DropDown No |}
Bl Did you complets a search DropDown No |}

BF s Was this gambling related? DropDown No |}

|_j 6 What was the vehicle license plate if applicable Text No o

E 8 Was this fun? DropDown No o

|_j 8 Approximately how many gallons of water were used? Text es =8

|_j 9 Did you use extrication equipment for this incident? DropDown Yes =g

To view or edit a particular question, click the corresponding View and Edit icon .

The details of the question appear.

Special Study Question

Special Study 1D |1
Special Study Question | VWas a master stream deployed?

Special Study Question Type | Drop Down EI

Special StudyAnswer Choices
(Drop Dewn question onhy}

s TR
(Muttiselect)

e
Fire I
Structure Fire
Civilian Fire Casualty |E

Yes,No

Fire Service Casualty
ENS

HazMat

Wildland Fire -

Active [

Answer Width

(In Pixels) 2"

Reguired Field ) ves @ No @

U T

OPTIONAL: To change the question, available answers, or question setup,
a. Use the provided fields to enter all information about the question.

& NOTE: For this option to appear on a run form, be sure to select the Enabled

checkbox.
b. When finished, to save the changes, click Submit.

Adding a New Special Study Question

Only administrators can add a new special study question to the system.

5/8/2015

% IMAGETREND INC. www.imagetrend.com



http://www.imagetrend.com/

WISCONSIN FIRE BRIDGE: AGENCY ADMIN SETUP QuiCK GUIDE Page |15

whN e

From the top left, click My Fire Department.

Select the Setup tab.

Under the Service Settings and Resources section, select Fire.
A sub-menu appears.

Under the Fire section, select Special Study Questions.

A list of existing questions appears.

Header: NFIRS Special Study Questiunsn
@
Add Question

Special Study Questions

Question # = Question Type Required Active
|__}’ 0 NFIRS Special Study Questions Header No &
|__i’ 1 Was a master stream deployed? DropDown No O
|__f 2 Did you complete a secoendary search DropDown No O
|__'(' % Did you respond lights and sirens DropDown No O
|__F 2 Did you complete a search DropDown No O
|__f 5 Was this gambling related? DropDown No [m}
|__i’ [+ What was the vehicle license plate if applicable Text No O
E Was this fun? DropDown Mo [m]
|__'(' 8 Approximately how many gallons of water were used? Text Yes &
|__r 5 Did you use extrication equipment for this incident? DropDown Yes g

Records 1-100f 10 | First | Previous | Mext | Last | Per Page [RUINIS|

From the top right, click Add Question.

Service Defined Question

Special Study ID | &
Special Study Question

Special Study Question Type | Text [=]

Special StudyAnswer Choices
(Drop Down question only)

. Tabs Bazic -+
(Multizelect) Fire —
Structure Fire
Civilian Fire Casualty |5
Fire Service Casualty
ENMS
HazMat
Wildland Fire -
Active
Answer Width
(In Pixels)

Required Field ) ves @ no )

T

6. Using the provided fields, enter all desired information for the vehicle.

NOTE: This screen may look different based on the type of answer (e.g., text box or
selecting from a predefined drop down menu) selected from the Question Type drop
down menu.

&' HINT: Selecting the Active checkbox will allow the question to appear on the run form.
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Selecting tabs in the Tabs scroll box will display this question on each of the selected run
form tabs.

7. To mark this field as required so that it is marked with validation cues if left blank, in the
Required Field section, select Yes.

8. When finished, to save the new question in the system, click Submit.
To return to the list of questions without saving the new question, click Cancel.

2.2 Setting Automatic Apparatus Time Clearing

You can set your fire incident forms to automatically clear all apparatus times when someone changes
the apparatus ID on the run form. This can help improve data quality by ensuring that providers are forced
to update incorrect times.
1. From the top left, click My Fire Department.
2. Select the Setup tab.
3. Under the Service Settings and Resources section, select Fire.
A sub-menu appears.
4. Under the Fire section, select Apparatus Time Updates.
The Apparatus Time Update page appears.

Apparatuz Time Update

By selecting ™'es” below, the apparatus times will clear upon switching the apparatus ID.
By selecting "Mo” below, the apparatus times will not clear upon switching the apparatus ID.

Clear Times Upon Apparatus Update: ®ves o

—

5. To automatically clear apparatus times when the apparatus ID is switched on a run form, select
Yes.
OR
To keep apparatus times when the apparatus ID is switched on a run form, select No.

6. Click Submit.

\
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CHAPTER 3

THE SERVICE SECTION

\
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3.1 Adding Favorite Locations

Favorite locations allow users to select a city from a list and automatically complete the county, state and
postal code information in a run form. If users choose to look up a location, favorite locations will appear

at the top of the list for easy entry.

1. From the top left, click My Fire Department.

2. Select the Setup tab.

3. Under the Service Settings and Resources section, select Service.
A sub-menu appears.

4. Under Service, select Favorite Locations.
The Favorite Location Setup page appears.

Enter the location that you like to be displayed as choices on the run form.

@ Apple Valley Daketa KN G124
feit] Burnsvills Dakota MN 55337
@ Farmington Dakota MM 55024
fesit] Lakeville Dakota MN 55044
Records 1-4 of 4
Goto Page: ...

Add New Favorite Location

Favorite Location Setup
City County State Postal Code

5. Click Add New Favorite Location.
The Favorite Location Setup page appears.

Postal Code Update Now
cay | (oo
County
State | MN
City FIPS
County FIPS

State FIPS | 27

Current Status . @ Active ) Inactive

Add New City

U

Favorite Location Setup

If you are unable te find the city you are looking for, click the butten below to add a new one.

6. Inthe Postal Code text box, type the zip code for the desired location.

7. To enter the remaining information, automatically based on the most commonly entered
information for this zip code, select the Check to populate City, County, State from Postal Code

checkbox.
OR
To enter the remaining information by searching for information related to a zip code,
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8.

a.

C.

d.

Click Lookup.
The Lookup window appears.

To search for a location, enter as much information as known and
click on the "Search” button. Click on the location desired to
populate the run form.

State: All States -
City:
Postal Code:

G

Using the provided fields, enter as much information as is known about the desired
location.

Click Search.

A list of matching locations appears.

Click the desired location.

The fields are populated with the selected information.

In the Current Status section, select whether the location should currently be active or inactive.

& NOTE: Only administrators can re-activate an inactive record.
Click Submit.
The location record is saved.

Setting Up a New City

If you need to set up a favorite location for a city that does not appear when you use the Lookup
option, you can do so.

1.
2.
3

From the top left, click My Fire Department.

Select the Setup tab.

Under the Service Settings and Resources section, select Service.
A sub-menu appears.

Under Service, select Favorite Locations.

The Favorite Location Setup page appears.

Fawvorite Location Setup
Enter the location that you like to be displayed as choices on the run form.

City County State Postal Code
@ Apple Valley Dakota MN 55124
@ Burnsville Dakota MN 55337
@ Farmington Dakota MN 55024
feait] Lakeville Dakota KN 55044
Goto Page: ...

Add New Favorite Location
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5. Click Add New Favorite Location.
The Favorite Location Setup page appears.

Postal Code
City

County
State

City FIPS
County FIPS

State FIPS

Current Status

Favorite Location Setup

Update How
I Lookup
MM
27

@ active © Inactive

If you are unable to find the city you are looking for, click the button below to add a new cne.

Add New City

N

6. From the bottom of the page, click Add New City.
The Add New Favorite Location window appears.

7. From the State drop down menu, select the state that the new city is in.

State:

Idaho
llinois
Indiana
lowa
Kansas
Kentucky
Louisiana
Maine
Maryland
Massachusetts
Michigan
Minnerota
Mississippi
Missouri

] i

Additional fields appear.

City:

State:
County:

Minnesota

- County -

Postal Code:

City FIPS:

[=]
[=]

sta, glesse lock up the comect FIFS

r2 sdding. If you arz unakle to find the

Populate Form

8. From the County drop down menu, select the county that the new city is in.
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9. Inthe City text box, type the name of the city.
10. In the Postal Code text box, type the postal code for the city.
11. In the City FIPS text box, type the FIPS code of the city.

& NOTE: If you cannot find the correct FIPS code, enter -25.
12. Click Populate Form.

The city information is entered into the form.
13. Click Submit.

The new city is saved as a favorite location.

3.2 Viewing Basic Service Information

The system keeps a summary of your agency’s contact and organizational information with the service
profile.

1. From the top left, click My Fire Department.
2. Select the Setup tab.
3. Under the Service Settings and Resources section, select Service.
A sub-menu appears.
4. Under Service, select Service Information.
The View Service Info page appears, displaying basic information about the service.

Agency ID: 1855
FDID: 01855 (Siate Fire Dept 1D}
Site Name: ImageTrend Fire Dept (DO MOT CHANGE)
Organizational Type: Fire Department
Organizational Status: Mixed
Primary Type of Service: 911 Response (Sceneg) with Transport Capability
Other Type of Service: 911 Response (Scene) without Transport Capability
Highest Cert. Level of Service: EMT Paramedic
Estimated Run Volume: 3200
Software Vendor:
Billing Status: Mo

Address:
PO Box 247
2938 River Rd W Building |
Lakeville, MN 55044
Contact: Eric Kaphingstt
Contact Type: Email (eKaphingst@imagetrend.com}

T

3.3 Editing Basic Service Information

Service information is used to provide contact and identification information to any persons who may have
access to the Fire Bridge or who receive exported data from the system. This is the information that
appears in the View Service Information section.

1. From the top left, click My Fire Department.
2. Select the Setup tab.
3. Under the Service Settings and Resources section, select Service.
A sub-menu appears.
4. Under Service, select Service Information.
The View Service Info page appears, displaying basic information about the service.
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5. From the bottom of the page, click Edit.
The page becomes editable.

Agency ID 1855
Mational Provider ID
FDID 01855
Site Name | ImageTrend Fire Dept (DO NOT CHANGE)

Organizational Information

Organization Type | Fire Department EI
Crganization Status | Mixed El
Primary Type of Service | 511 Response (Scene} with Transpert Capability El
Other Type of Service | 911 Rezponse (Scene) without Transport Capability El
Highest Cert. Level of Service | EMT Paramedic El
Estimated Run Volume | 3200
Software Vendor
Biling Status. O ves @ No* @

Billing Email

Address PO Box 247

2538 River Rd W Building |

Postal Code | 55044 Upclate Howr

6. Using the provided fields, change or enter any information about the service.
7. When finished, to save the information, click OK.
To return to the service information without making the changes, click Cancel.

3.4 Working with Stations

An agency can create profiles within Fire Bridge for multiple stations or divisions. Depending on the
permission groups set up for that agency, most system users will be able to view the information for each
station, but administrators can also change the station information or add a new station to the system.

Viewing and Editing Station Information

* Administrators can view existing station information and, if necessary, change the information for
a particular station.

1. From the top left, click My Fire Department.

2. Select the Setup tab.

3. Under the Service Settings and Resources section, select Service.
A sub-menu appears.
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4. Under the Service section, select Stations.
A list of stations appears.

w

NY

NY

MY

NY

NY

MY

NY

NY

NY

NY

NY

MY

X Y Z

State Zip

13202

13210

13206

13205

13208

13204

13212

13204

13202

13210

13205

13203

1

2

Search (Station Namae):

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

3

a

0 00000 O0OOOoOOo §

4 5 6 7 8 9 Al

Phone Status Default Stafion

A B C D EF G HIJ K L N O P @ R 5 T U V

Stafion Number Stafion Name Address. City

] 1410 Station 1 900 5. State Street Syracuse
a 14100 Station 10 2030 E. Genesee Sirest Syracuse
a 1417 Station 17 2317 Burnet Ave Syracuse
a 1418 Station 18 3714 Midland Ave Syracuse
] 1420 Station 2 2300 Lodi Street Syracuse
'+ 1430 Station 3 808 Bellvue Ave Syracuse
"+ Station 4 SYR 1000 Col Eileen Collins Blvd  Syracuse
a 1450 Station & 114 N. Geddes Street Syracuse
a 1460 Station & 801 5. West Strest Syracuse
a 1470 Station 7 1039 E. Fayette Street Syracuse
a 1480 Station 8 2412 5.5alina Street Syracuse
'+ 1490 Station 9 400 Shuart Ave Syracuse

Goto Page:

To view or edit information for a particular station, click the name, number or Station icon

IEI for that station.

A summary of the station information appears.
OPTIONAL: To edit the station information,

a. Click Edit.

b. Using the provided fields, enter any new or different information desired.
c. When finished, click OK.

Adding a New Station

| Only administrators can add a new station to the system.

1.
2.
3

From the top left, click My Fire Department.

Select the Setup tab.

Under the Service Settings and Resources section, select Service.

A sub-menu appears.
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Under the Service section, select Stations.
A list of existing stations appears.
A B CDEFGHIJ KL M N OP Q@ R S§TWUODV W XY Z1 2 3 4 5 @ 8 9 Al

Search (Station Name):

Goto Page:

Station Number Station Name Address City State Zip
& 1210 Station 1 900 S. State Street Syracuse NY 13202
#d 12900 Station 10 2030 E. Genesee Street Syracuse MY 13210
G 1417 Station 17 2317 Burnet Ave Syracuse MY 13206
G 1418 Station 18 3714 Midland Ave Syracuse MY 13205
a 1420 Station 2 2300 Lodi Street Syracuse MNY 13208
o 1430 Station2 803 Bellvue Ave Syracuse NY 13204
& 1220 Station 4 SYR 1000 Col Eileen Collins Blvd  Syracuse MY 13212
1450 Station 5 114 N Geddes Street Syracuse MY 13204
& 1250 Station 6 601 S. West Street Syracuse NY 13202
a 1470 Station 7 1039 E. Fayette Street Syracuse MY 13210
G 1480 Station 8 2412 5.3alina Street Syracuse MY 13205
G 1490 Station @ 400 Shuart Ave Syracuse MY 13203

Phone Status Default Station

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

a

000 0O O0OOTOO OGO R

Records 1-12 of 12

From below the list of stations, click Add a Station.

*Station Number

* Station Name
Street Address
City

State

Postal Code
Telephone Number

Primary Contact

Station Fax
Zone Number
Latitude
Longitude

Active Status

E Save E Cancel

- State -
- Choose One - El
TlActive @ Inactive

n Delete

required
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6. Using the provided fields, enter all desired information for the station.

& NOTE: Be sure to enter at least a station number and name and specify whether the
station is active or inactive. Active stations can be worked with in the system, while
inactive stations will have their information stored in the list of stations but will not appear
anywhere else in the system.

7. When finished, to save the new station in the system, click OK.
OR
To return to the list of stations without saving the new station, click Cancel.

Setting a Default Station

" A default station is the station that will automatically be selected on new run forms. Your service
does not need to set a default station but can choose to do so to save data entry time. For this
feature to work, the station you select as the default station must be active.

1. From the top left, click My Fire Department.

2. Select the Setup tab.

3. Under the Service Settings and Resources section, select Service.
A sub-menu appears.

4. Under the Service section, select Stations.
A list of existing stations appears.

Search (Station Name): E
Station Number Station Name Address City State Zip Phone Status. Default Station
ﬂ 01 Bonner Springs HQ  image trend demao KS Mot Active O
] 1 Station on HWY 68 15th Street Lakeville MN 55044 (952)469-1589 Active a
a 2 Station 2 20th Ave Pittsburg K5 55044 (952)469-1590 Active a
a 3 Station 3 101 Ray Watson Dr Sun City Center FL = 33573 952.469.1589  Active m]
a 4 Station 4 11177 203rd st Lakeville MM 55044 09524691589  Active a
Goto Page:

5. For the station to set as the default, in the Default Station column, click the checkbox.
A check appears, indicating that this is now set as the default station.
6. OPTIONAL: To remove any settings controlling the default station,
a. Click the Clear Default Station button.
A confirmation dialog box appears.
b. Click OK.
The default station settings are removed and no station is set as the default.

3.5 Working with Vehicle Information

Run forms can document the vehicles that responded to an incident if the vehicle information has been
added to the system. Depending on permissions, most system users will be able to view vehicle
information, but only administrators will be able to change vehicle information or add or delete a vehicle.
Vehicle profiles can also keep track of a vehicle’s mileage for the year.

Viewing and Editing Vehicle Information

" Administrators can view existing vehicle information and, if necessary, change the information for
a particular vehicle.

1. From the top left, click My Fire Department.
2. Select the Setup tab.

\
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Under the Service Settings and Resources section, select Service.
A sub-menu appears.

Under the Service section, select Vehicles.

A list of vehicles appears.

(] [ Add A Venicle [ Undate Sort Order
Sort  Vehicle ID Apparatus ID Call Sign (EMS) Station Category Status Mileage Sort
Order

[ o Tenderz TND2 Station 1 Fire Active A &
& o Brushi BRSH1 Brush 1 EMSiFire Inactive n ﬁ 3
& o oBrushs abrg abrg Station 1 EMSiFire Active A e 8,
B o Utiityd UTLA Utility 1 EMS/Fire Active n ﬁ 8,
& o utiitys UTLS Utility 4 EMSiFire Active A e 6
B o Ccommand1 COMD1 Command 1 EMS/Fire Active B ﬁ e,
& o chief1 FMFD1 Station 1 Fire Active A ﬁ &
[ 0 Fire Marshal FM-05 FM City CH-05 Station 1 EMS(Fire Active ﬂ ﬁ g,
[F o Fire Marshal2 FM2 Fire Active A ﬁ g
f o station1 STAN1 Station 1 EMSiFire Active B ﬁ

To view or edit information for a particular vehicle, click the View and Edit icon for

that vehicle.

A summary of the vehicle information appears.

OPTIONAL: To edit the vehicle information,

a. Click Edit.

b. Using the provided fields, enter any new or different information desired.
c. When finished, click OK.

Viewing and Entering Vehicle Mileage

* Administrators can keep track of a vehicle’s mileage for each year using the Fire Bridge.

1.
2.
3

From the top left, click My Fire Department.

Select the Setup tab.
Under the Service Settings and Resources section, select Service.
A sub-menu appears.
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4. Under the Service section, select Vehicles.
A list of existing vehicles appears.

5. For the appropriate vehicle, click the corresponding Manage Mileage icon ﬂ .
All mileage totals saved in the system appear.
6. OPTIONAL: To add information about mileage for a new year,

@ |3 Add A Vehicle & vpdate Sort Order
Sort  Vehicle ID Apparatus 1D Call Sign (EMS) Station Category Status Mileage Sort
Order

F 0 Tender2 TND2 Station 1 Fire Active A e,
Ef 0 Brush1 BRSH1 Brush 1 EMS/Fire Inactive B e 6
Ef o obBrusha abrg abrg Station 1 EMS/Fire Active n e 8
& o utiity1 UTLA Utility 1 EMS/Fire Active A ﬁ 6
B o utitys UTLS Utility 4 EMS/iFire Active n e 6
f 0 Command1 COMD1 Command 1 EMS/Fire Active ﬂ e g
& o chief1 FMFD1 Station 1 Fire Active B % 6
E&f 0 FireMarshal FM-05 FM City CH-05 Station 1 EMS/Fire Active n @ 6
Ef o  FireMarshal2 FM2 Fire Active A % 6
&f o Staton1 STAN1 Station 1 EMS/Fire Active n e

a.

Click Add Entry.

b. Using the provided fields, type all information about mileage.

C.

Vehicle Mileage/Hours Information

Year Miles/Hours Accrued

Annual Vehicle Hours  0.00
Annual Vehicle Mileage 0.00

Odometer Reading 0.00

e e

* Required Fields

To save the information, click OK.

To clear all fields and start again, click Reset.

OR

To return to the list of mileage totals without saving, click Cancel.

Adding a New Vehicle

' Only administrators can add a new vehicle to the system.

1.
2.
3

From the top left, click My Fire Department.
Select the Setup tab.

Under the Service Settings and Resources section, select Service.
A sub-menu appears.
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Under the Service section, select Vehicles.
A list of existing vehicles appears.

Vehicle List
Sort  Vehicle ID Apparatus ID
Order
a

¥ 0 Tender2 TND2

& o Brush1 BRSH1

¥ 0o Brushg abré

[ o utiity1 uTL1

& o utiitys UTL4

¥ 0 Command1 COMDA

& o chief1 FMFD1

¥ ©  Fire Marshal FM-05

¥ 0  Fire Marshal2 FM2

B o stationt STAN1

Add A Vehicle

Call Sign (EMS) Station Category
Station 1 Fire
Brush 1 ENSiFire
abré Station 1 ENSiFire
Utility 1 EMS/Fire
Utility & EMS/Fire
Command 1 ENSiFire
Station 1 Fire
FM City CH-05 Station 1 EMS/Fire
Fire
Station 1 ENSiFire

Status

Active

Inactive

Active

Active

Active

Active

Active

Active

Active

Active

E Update Sort Order

A ¥
A ¢ ¥
A ¢ ¥
A ¢ ¥
A ¢ ¥
A ¢ ¥
A ¢ ¥
A ¢ ¥
A ¢ ¥
A ¢

Records 1-100f62 | First | Previous | Next | Last | Page | Per Page

From below the list of vehicles, click Add a Vehicle.

Use of Emergency Vehicle

“Unit"ehicle Number
*Unit Call Sign

“Default for EMS Reports
*At Station

Purchase Date
Initial Cost
Make

Model

ear

Serial Number

State of Registration

Active Status

n oK E| Cancel

@ENS

| - Default for EMS Reports - [ ]

| 1410-Station 1 [=]|

| - State of Registration -

=

DActive @ Inactive

=7}
-

| I
-

Vehicle Information
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6. Inthe Use of Emergency Vehicle section, select the type of incident this vehicle is used
for.

7. Inthe Unit/Vehicle Number text box, type the ID number of the unit.

8. Inthe Unit Call Sign text box, type the call sign of the unit used by dispatch.

9. From the Default for EMS Reports drop down menu, select the default vehicle type that
should be applied when this vehicle is selected on EMS reports.

10. From the At Station drop down menu, select the station that this vehicle is used at.

11. In the remaining fields, enter any information about the vehicle that you would like to
track.

12. In the Active Status section, select whether you want this vehicle to be active and
available for use, or inactive and saved in the system only for reference.

13. When finished, to save the new vehicle in the system, click OK.
OR
To return to the list of vehicles without saving the new vehicle, click Cancel.

Changing the Order of Vehicles

" You can update the order in which vehicles will appear on any list of vehicles by changing their
sort order.

1. From the top left, click My Fire Department.

2. Select the Setup tab.

3. Under the Service Settings and Resources section, select Service.
A sub-menu appears.

4. Under the Service section, select Vehicles.
A list of existing vehicles appears.

@ Add A Vehicle & update Sort Order

Vehicle List

Sort  Vehicle ID Apparatus 1D Call Sign (EM 5} Station Category Status Mileage Sort

Order

a
B o Tender2 TND2 Station 1 Fire Active B %
F o Brush1 BRSH1 Brush 1 EMS/Fire Inactive A e %
B o  Brushe abr abrd Station 1 EMSiFire Active A % %
B o utiity1 UTL1 Utility 1 EMSiFire Active A ? %
B o utiitys UTLS Utility 4 EMSIFire Active A ? %
Ef o  Command1 COMD1 Command 1 EMSiFire Active A 9 %
B o chief1 FMFD1 Station 1 Fire Active A 9 &
f o Fire Marshal FM-05 FM City CH-05 Station 1 EMS/Fire Active A 9 &
Ef o Fire Marshal2 FMz2 Fire Active A 9 g
& o stationd STAN1 Station 1 EMSiFire Active A 9

Records 1-10 of 62 | First | Previous | Next | Last | Page RNES| | PerPage [RLNNES|

5. To move a vehicle up in the list of vehicles, click the Up arrow in the Sort column.
The vehicle is moved up in the list.

6. To move a vehicle down in the list of vehicles, click the Down arrow in the Sort column.
The vehicle is moved down in the list.
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3.6 Working with Zones or Districts

Administrators can add or edit zone or district information and target performance time for use in run

forms.

Adding a Zone or District Record

1.
2.
3

From the top left, click My Fire Department.

Select the Setup tab.

Under the Service Settings and Resources section, select Service.
A sub-menu appears.

Under the Service section, select Zones/Districts.

The Zone/District Setup page appears.

Add Zone/District

ZonelDistrict Setup
Zone/District Humber Description
Ef District 1 District 1

Inspections Target Performance Times (Mins) Active

& Tes
District 2 District 2 Tes
District 3 District 3 WEs
District 4 Airport Yes
District & South edge of Town [ es
East East Yes

Lenroot 10 Tes

e e e

Cut of District Out of District Yes

DR O0D DR & ] QZ
LN N N T A R
Ooooooaoan

Ef west West Ves

Records 1-90f9 | First | Previous | Next | Last | Per Page

Click Add Zone/District.
The Zone/District Setup page appears.

ZonelDistrict Setup

*Zone/District Number

Description

EMS Zone/District (Tives @ MNo
Fire Zone/District (Trves @ No
Inspection Zone/District Tves @ No
Target Performance Time {min}

Active @ves (©No

Enter the Zone/Distict Numbers that you like to be displayed as choices on the run form.
The Target Performance Time is used to demonstrate how often a department is meeting their response goals.

E Save E| Back

In the Zone/District Number text box, type the zone or district number.

In the Description text box, type any additional information about the zone.

In the EMS Zone/District, Fire Zone/District and Inspection Zone/District section, select
whether this zone applies to EMS, fire or inspections.
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9.

In the Target Performance Time section, enter the number of minutes that this service
should use as the target response time for calls within this zone.

10. In the Active section, select whether this zone should currently be active and available to

select from run forms or inactive and saved for reference in the Setup tab.

11. When finished, click Save.

The record is saved.

Editing a Zone or District Record

1.
2.
3.

From the top left, click My Fire Department.

Select the Setup tab.

Under the Service Settings and Resources section, select Service.
A sub-menu appears.

Under the Service section, select Zones/Districts.

The Zone/District Setup page appears.

Add Zone/District

ZonelDistrict Setup

Zone/District Humber Description EMS Fire Inspections Target Performance Times (Mins) Active
[&f District 1 District 1 & g g Ves
Ef District 2 District 2 =g s [m] Yes
[Ef District 3 District 3 & & o Ves
& District 4 Airport & & [m] Yes
[Ef District 5 South edge of Town |} & |} 6 Ves
[Ef East East |} g |} Yes
[Ef Lenroot |} g |} 10 Ves
[Ef Out of District Out of District & & o Yes
[E West [m] & o Ves

Recordz 190of9 | First | Previous | Next | Last | PerPage

For the desired zone or district, click edit.
The Zone/District Setup page appears.

ZonelDistrict Setup

*Zone/District Number | pistrict 4

Description | Ajrport

ENS Zone/District IEIYE-S, |:-_:|Nc|
Fire Zone/District @ ves (N0
Inspection Zone/District Tves @ MNo
Target Performance Time {min}
Active @ves (DiNo

Enter the Zone/Distict Numbers that you like to be displayed as choices on the run form.
The Target Performance Time is used to demonstrate how often a department is meeting their response goals.

E Save EI Back

Using the provided fields, make any desired changes.
When finished, click Save.
The changes are saved.
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CHAPTER 4

THE FIRE/NFIRS FORM SECTION

\
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4.1 Working with Alarms

You can set up a list of all alarms that you want to be able to record on run forms under the Alarm grid, if

used.

Adding a New Alarm

1.
2.
3.

From the top left, click My Fire Department.

Select the Setup tab.

Under the Run Forms section, select Fire/NFIRS Form.
A sub-menu appears.

Under the Fire/NFIRS Form section, select Alarms.
The Alarm Setup page appears.

Alarm Setup
Enter the Alarm that you would like to be displayed as choices under the Alarm Grid on the run form.

Sort Order Alarm Name Status
1

BEEE
RR YR

2
3
4

Records 1-4 of 4

Go to Page: ... 1

Click Add New Alarm.
The Alarm Setup page appears.

Alarm Setup
Sort Order
Alarm Name *

Current Status =~ @) active ) Inactive

e el

* Required Field

In the Sort Order text box, type a number corresponding to this alarm’s desired position in
the list of alarms (e.g., 1 for first).

In the Alarm Name text box, type the name of the alarm.

To mark this alarm as active and available for selection from the run form, in the Current
Status section, select Active.

OR

To mark this alarm as inactive and available only for reference by administrators, in the
Current Status section, select Inactive.

When finished, click Submit.

The alarm record is saved.

Editing an Existing Alarm

1.
2.
3.

From the top left, click My Fire Department.

Select the Setup tab.

Under the Run Forms section, select Fire/NFIRS Form.
A sub-menu appears.
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4. Under the Fire/NFIRS Form section, select Alarms.
The Alarm Setup page appears.

Alarm Setup
Enter the Alarm that you would like to be displayed as choices under the Alarm Grid on the run form.

Sort Order Alarm Hame Status
1

BEEE
RRRRY

2
3
4

Records 1-4 of 4

Go to Page: ... 1

5. For the alarm to edit, click the Edit button.
The Alarm Setup page appears.

Alarm Setup

Sort Order

Alarm Name 2 ®

Current Status @ Active () Inactive

e e e

* Required Field

6. Make any desired changes.
7. Click Submit.
The changes are saved.

4.2 Working with Census Tracts

You can set up the run form to request census tract information in either a text box or from a drop down
menu that you can set up with the relevant census tracts.

1. From the top left, click My Fire Department.

2. Select the Setup tab.

3. Under the Run Forms section, select Fire/NFIRS Form.
A sub-menu appears.
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4. Under the Fire/NFIRS Form section, select Census Tracts.
The Census Tracts Setup page appears.

Active

O & & &

[l

Add New Tract:

1234
3586
ccog
5999

fdef

hgt

Census Tractz Setup
Enter the Census Tracts on the NFIRS run form as:

@) Text Field.
@ Drop-Down Field. (Use the list below)

Census Tract - Suffix

45
3z

7T

I—

Sort Order
1

2
3

Sort Order:

5. Inthe Census Tracts Setup section, select the way that census tracts should be entered into the

run form.

6. OPTIONAL: If you chose to enter census tracts using a drop down menu, to add the options,
a. Inthe Add New Tract text boxes, type the tract number.
b. Inthe Sort Order text box, type the order in which this tract should be listed in relation to
other tracts in the list.

c. Click OK.

New fields appear for another record.
d. Repeat steps a—c until all desired records are added.
7. When finished, click OK.

4.3 Setting Up Optional Modules on Fire Run Forms

Service administrators can decide whether the EMS tab and the Apparatus/Personnel tab on the NFIRS
form will be available for providers to fill out or whether they will always be hidden.

From the top left, click My Fire Department.

1.

2. Select the Setup tab.

3. Under the Run Forms section, select Fire/NFIRS Form.
A sub-menu appears.
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4. Under the Fire/NFIRS Form section, select Fire Optional Module Switch.
The Fire Optional Module Switch page appears.

Fire Optional Module Switch

Please define below whether er not you would like these optional medules to be available on the NFIRS Run Form fer
documentation.

Run Form Tab Status

EMS @ available ) Hidden )

Apparatus/Persennel @ svaiable O Hidden 9

—

5. Inthe EMS and the Apparatus/Personnel sections, select whether these tabs should be available
from NFIRS forms or hidden at all times.
¢ NOTE: If you choose to hide these sections but they are required, they will not be hidden.

6. When finished, click Submit.
Your changes are applied.

4.4 Working with the Address Lookup Feature

The Address Lookup feature allows you to replace the standard Incident Address controls with tools for
looking up addresses. This feature can both speed up data entry and eliminate spelling mistakes and
accidental duplicates (e.g., one record for 123 1st Street and one record for 123 First St.). For NFIRS run
forms, you can choose to enable the Address Lookup feature for street/highway names (which provides a
Lookup button that providers can use to search through a list of street and highway names that you set

up).

Before you turn the Address Lookup feature on, ImageTrend recommends that you set up your list of
street and highway names or enter addresses for all occupants so that providers will have a list of
names/addresses to select from when filling out forms.

EXAMPLE:
This NFIRS run form has the Streets/Highways portion of the Address Lookup feature turned on.
E - Incident Location
Location Type El D Chedk if it's a Wildland Location. Census Tract El
=] 2 [=] =]
Street Number Street Prefix Street or Highway Street Type Street Suffix Apt./Suite’Room
Favorite Location
Postal Code | 55044 @
City |Lakeville County (Dakota State |MN @

Adding a Street Name

" You can add street names manually until all the street and highway names that your agency
might need to document are available.

1. From the top left, click My Fire Department.

2. Select the Setup tab.

3. Under the Run Forms section, select Fire/NFIRS Form.
A sub-menu appears.
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Under the Fire/NFIRS Form section, select Streets/Highways.
The Streets/Highways Setup page appears.

Streets/Highways Setup

Turn this feature on to utilize address lookup functionality on the NFIRS run form.

Address Lookup On NFIRS Run Form: ) ves @ Ng
Street/Highway City Postal Code District | Al [«] status |an  [=]
StreetHighway i Active Status
() E Gold 5T COON RAPIDS 55433 g
fediy) N Main ST Lakeville 55044 =

Records 1 -2 of 2

Go to Page: ...

Click Add Address.
The Address Setup page appears.

Prefix | v

Street/Highway |
Type v
suix [ v

Census | - | HLuokup]
Postal Code | HUpﬂﬂte NowJ ©
City L7}
County
State

-

. = oy ]
Active Status  (®) active () Inactive

T

* = Required Field

Using the provided fields, enter the appropriate information for the street or highway.
Click Submit.
The street or highway name is added to the database.

Turning on the Street/Highway Lookup

" You can enable the Streets/Highways portion of the Address Lookup feature for your NFIRS run
forms after you have set up the streets that you want providers to be able to document.

1.
2.
3

From the top left, click My Fire Department.

Select the Setup tab.

Under the Run Forms section, select Fire/NFIRS Form.
A sub-menu appears.
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4,

5.

Under the Fire/NFIRS Form section, select Streets/Highways.
The Streets/Highways Setup page appears.

Streets/Highways Setup

Turn this feature on to utilize street/highway lookup functionality on the NFIRS run form.

ay ™
Street/Highway Lookup On NFIRS Run Form: ® Yes ) No |

streetHighway | | city | | Postal Code District | All v | status [Al v
Street/Highway City Postal Gode District Aciive Status
feait] Kensingion BLVD Lakeville 55044 &
(] Smiih AVE Lakeville 55044 District 2 g
(T} Snowyowi LN Ixonia 53036 District 1 g
(=] St Leonards WAY DAYTON 45458 SDZ170 =
) E Gald ST COON RAPIDS 55433 e
T N Main ST Lakeville 55044 4
Go to Page: ...

I

In the Address Lookup on NFIRS Run Form section, select Yes.
The Address Lookup feature is enabled.

4.5 Setting NFIRS Field Defaults

You can set default values for specific fields on your NFIRS run forms. These values will be applied by
default to new NFIRS run forms that are created, although providers can change the values if needed.
This can be a good way to speed up data entry time by ensuring that common values are already filled in.

1. From the top left, click My Fire Department.
2. Select the Setup tab.
3. Under the Run Forms section, select Fire/NFIRS Form.
A sub-menu appears.
4. Under the Fire/NFIRS Form section, select NFIRS Field Defaults.
The Run Form Field Setup page appears.
Incident Type | V|
Aid Given or Received | N - Nane v |
Property Use | v|
Mized Use Property | W |
Initial Level | v
Highest Level | 4 - EMT-P (Paramedic) v
Primary Action Taken | h% |
Secondary Aciion Taken | W |
Alarm Type | W |
5. Using the drop down menus, select the default value for each field that you want to have a default
value set.
6. When finished, click Submit.
The default values are set.
5/8/2015 % IMAGETREND INC. www.imagetrend.com



http://www.imagetrend.com/

WISCONSIN FIRE BRIDGE: AGENCY ADMIN SETUP QuiCK GUIDE Page |39

4.6 Working with Pay Rates

Administrators can set up pay rates for a variety of levels.

' Adding a Pay Rate

1. From the top left, click My Fire Department.

2. Select the Setup tab.

3. Under the Run Forms section, select Fire/NFIRS Form.
A sub-menu appears.

4. Under the Fire/NFIRS Form section, select Pay Rates.
The Pay Rates Setup page appears.

Pay Ratez Setup
Enter the pay rate Titlez and their rates below.

Sort Order Title Rate Status
fecit] 1 cB3 $2.00 =
fedit) 4 Standby 510.00 (g
et Bz $2.00 =
) 2 Paid Per Call 51250 g
ki) Part-Time S 15.00 =
fail 4 Paid per Call 52500 &
T Run Points 51.00 =
fedil] < 100 - Day Shift 51.00 &
fedi) 5 Night Shift $1.00 g
feait] g Probationary 5500 (g
feait) Training $20.00 =

Records 1-11 of 11

Go to Page: ... 1

Add New Pay Rate

5. Click Add New Pay Rate.
The Pay Rates Setup page refreshes.

Pay Rates Setup

Default Hours |:|

Active? (®Yes (No

E Save F| Cancel

6. Inthe Sort Order text box, type the order in which this rate should appear in the list of pay
rates.

7. Inthe Title text box, type an identifying name for this pay rate.

8. Inthe Rate text box, type the rate of pay.

9. Inthe Current Status section, indicate whether this pay rate should be currently active
and available for use.

10. When finished, click Submit.
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Editing a Pay Rate

1. From the top left, click My Fire Department.

2. Select the Setup tab.

3. Under the Run Forms section, select Fire/NFIRS Form.
A sub-menu appears.

4. Under the Fire/NFIRS Form section, select Pay Rates.
The Pay Rates Setup page appears.

Pay Rates Setup
Enter the pay rate Titles and their rates below.

Sort Order Title Rate Status
feait] cB3 $2.00 &
fedi) 4 Standby 510.00 &
feait] > cB2 $2.00 &
fdill 2 Paid Per Call 512.50 &
ot 3 Part-Time 5 15.00 =
fedil] 4 Paid per Call 525.00 &
feait] 4 Run Points $1.00 &
fdill < 100 - Day Shift 51.00 &
o] 5 Night Shift 51.00 =
fedit] g Probatianary 55.00 g
fei) Training 5 20.00 =

Records 1-11 of 11

Go to Page: ... 1

Add New Pay Rate

5. For the desired pay rate, click Edit.
The pay rate record appears.
Pay Rates Setup

Sort Order 2
Title  Full time level 2 Firefighter *

Rate 5 13.00 (Please enter rates in the following format: xxx xx)
Current Status @ Active () Inactive

* = Required Field

6. Using the provided fields, make any desired changes.
7. When finished, click Submit.

47 Working with Shifts and Platoons

You can set up a list of all shifts or platoons that you want to be able to record on run forms under the
Shifts or Platoons grid, if used.

Adding a Shift or Platoon

1. From the top left, click My Fire Department.

2. Select the Setup tab.

3. Under the Run Forms section, select Fire/NFIRS Form.
A sub-menu appears.
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4, Under the Fire/NFIRS Form section, select Shifts or Platoons.
The Shifts or Platoon Setup page appears.

Shifts or Platoon Setup
Enter the shifts or platoon that you would like to be displayed as choices under the Shifts or Platoon Grid on the run form.

Sort Order Shifts or Platoon Name Status
ledit] R &
kol 2 G g
T B g

Records 1-3of 3

Go to Page: ... 1

5. Click Add New Shifts or Platoon.
The Shifts or Platoon Setup page appears.

Shifts or Platoon Setup

Sort Order

Shifts or Platoon Name *

Current Status = @) Active ) Inactive

e e

* Required Field

6. Inthe Sort Order text box, type a number corresponding to this shift/platoon’s desired
position in the list of shifts and platoons (e.g., 1 for first).
In the Shifts or Platoon Name text box, type the name of the shift/platoon.
8. To mark this shift/platoon as active and available for selection from the run form, in the
Current Status section, select Active.
OR
To mark this shift/platoon as inactive and available only for reference by administrators,
in the Current Status section, select Inactive.
9. When finished, click Submit.
The shift/platoon record is saved.

~

Editing a Shift or Platoon Record

1. From the top left, click My Fire Department.

2. Select the Setup tab.

3. Under the Run Forms section, select Fire/NFIRS Form.
A sub-menu appears.
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4. Under the Fire/NFIRS Form section, select Shifts or Platoons.
The Shifts or Platoon Setup page appears.

Shifts or Platoon Setup
Enter the shifts or platoon that you would like to be displayed as cheices under the Shifts or Platoon Grid on the run form.

Sort Order Shifts or Platoon Hame Status
leait] 4 R =
et 2 G &
a2 B =

Records 1-3 of 3

Goto Page: .. 1

5. For the shift/platoon to edit, click the Edit button.
The Shifts or Platoon Setup page appears.

Shifts or Platoon Setup

Sort Order

Shifts or Platoon Name 4 *

Current Status = @) active () Inactive

SIS FSEE | ————

*Required Field

6. Make any desired changes.
7. Click Submit.
The changes are saved.

4.8 Setting Automatic Saving between Tabs

You can set the dynamic run form to automatically save each time a user switches tabs in the run form.

From the top left, click My Fire Department.

Select the Setup tab.

Under the Run Forms section, select Fire/NFIRS Form.

A sub-menu appears.

4. Under Fire/NFIRS Form, select Auto-Save After Switching Tabs.
The NFIRS Run Form Setting page appears.

wnN e

Auto Save Form

HNFIRS Run Form Setting

Auto Save Run Formon Tab  (@rves (Mo
Change

E Save

5. To enable automatic saving whenever a user switches tabs, click Yes.
6. Click OK.
The setting is saved.

5/8/2015 % I MAG E TREND INC. www.imagetrend.com



http://www.imagetrend.com/

WIsCONSIN FIRE BRIDGE: AGENCY ADMIN SETUP Quick GUIDE Page |43

CHAPTER 5

THE SORTING PREFERENCES SECTION

\
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5.1 Working with Mutual Aid Departments

Administrators can edit the list of departments that will be available from a run form as providing mutual

aid.

wh e

© N

From the top left, click My Fire Department.

Select the Setup tab.

Under the Run Forms section, select Sorting Preferences.

A sub-menu appears.

Under the Sorting Preferences section, select Mutual Aid Department List.
The Mutual Aid Department List Setup page appears.

Mutual Aid Department List Setup

Choosze the Departments that you like to be displayed within the "Aided Department’ drop-down on the run form. To add muttiple
Departments at a time, hold down the "Ctrl” key while clicking each of the Department Names. Once entered, vou may add, delete, or
change the order in which they are listed on the on run form at any time.

Delete Department Hame Sequence
|:| Apple Valley Fire, Apple Valley, M 1
] Eagan Fire; Minnesota 2
o Lakeville Fire; Minnesota 3
Agua Fria, Santa Fe, NM -

Chimaye; Chimayo, NK
Edgewood; Edgewood, NM
New Department: | El Dorado; Eldorado at Santa Fe, NM b
Farmington Fire; Minnezsota

Galisteo; Lamy, NM

Glorieta Pazs; Glorieta, NM

Hastings Fire; Minnesota

Hondo; Santa Fe, NM 7

Burnswville Fire; Minnesota ‘

To remove a department from the existing list, select the corresponding Delete checkbox.
To add a department to the list,

a.
b.

c

From the New Department scroll list, select the department to add.

To determine where this department will appear in the list, in the Sequence text box to
the right, type the desired order.

& HINT: If no sequence is entered, this department will be added to the bottom of the

list.
Click OK.

To change the order of the departments, in the Sequence text boxes, type the desired new order.
When finished, click OK.
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CHAPTER 6

OPTIONAL SETUP: FOR THE INSPECTIONS MODULE

\
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6.1 Managing Contacts

Whenever you create a contact record for a location or occupant, that contact record will be available
both from the appropriate location and occupant profile and from the Manage Contacts section.

1. From the top left, click My Fire Department.

2. Select the Setup tab.

3. Under the Service Settings and Resources section, select Fire.
A sub-menu appears.

4. Under the Fire section, select Contacts.
The Manage Contacts page appears.

Manage Contacts

Add Contact

@/ cearen @ TID Status | -4l [=]
Hame > Address Active Delete Selected
= Patock, Michael 20855 N Kensington Bivd Lakeville MN |:|
+Patock, Michelle 70283 Embers AVE Oakes ND 1
#Patock, Michelle = [l
Anderson, Aaron 782 E 205th ST MN [
Anderson, Harry Lakeville MN |:|
Anderson, Jane Lakeville MN [l
Anderson, John 15350 Cedar AVE Hastings MN [
Anderson, Ken 15350 Cedar AVE Hastings MN 1
Andrea, Ames 12451 NW “Yard Road Eastham MA [l
Ann Anstadt, Mary Lakeville MN [

Records 1-10 of 135 | First | Previous | Next | Last | Page [REMFS| | Per Page UMM

Adding a Contact

You can add a new contact in this section without associating that contact with any location or
occupant.
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1. From the Manage Contacts page, click Add Contact.
The Add Contact page appears.
Manage Contacts

Corespondence
Title First Name Last Name Mame Suffix

Contact Name ¥ H Hw:H || v ‘
|

Business Name

Street # Frefix Street or Highwsy Type Sufix
Sireet Address || vH |J‘)| v” v

AptiSuite P.O. Box:

Favorite Location A4 |

Postal Code Update Now

City Lookup
County
State

E-mail

Cumrent Status @ active O Inactive

Active Status

Phone Numbers

Work Phone
Cell Phone

Home Phone

Fax

Pager

Miscellaneous Information
Building Owner [_|
Business Owner [ |
Key Holder [ |

Position

Shopping mall
Owmner
John Deere

Contact Groups

N T

In the Contact Name section, enter this contact’'s name.
In the Business Name text box, type the name of the business or organization this
contact is with.
4. Inthe Street Address, Apt/Suite and/or P.O. Box fields, enter the contact’s address.
OR
Use the lookup icon to search for an address.
5. From the Favorite Location drop down menu, select the appropriate city, county and
state.
OR

wn

a. Inthe Postal Code text box, type the zip code.
b. Click Update Now.

6. Inthe E-mail text box, type this contact’s email address.

7. Inthe Active Status section, select whether this contact should be active and visible to all
users or inactive and only visible to administrators within this section.

8. Inthe Phone Numbers section, enter all known phone numbers for this contact.

9. In the Miscellaneous Information section, enter all additional information about this

contact.
10. If your agency uses contact groups, in the Contact Groups section, select all groups that
this contact should be included in.
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& HINT: To select multiple groups, press and hold the Ctrl key while clicking each
desired group.

11. In the Notes section, type any additional information.

12. Click OK.
The contact is added to the system.

Editing a Contact Record

" You can make changes to a contact record from the Manage Contacts page as well as from the
occupant or location that the contact is associated with.

1. From the Manage Contacts page, click the name of the contact to edit.
A summary of the contact’s profile appears.

2. Click Edit.
The profile becomes editable.

Correspondence
Title First Name Ml Last Nams Mame Suffic
Contact Name ~ | Andy Vogl -
Business Name |mageTrend
Street Mumber Prefic ‘Btrest or Highway Type Suffic
Street Address 20856 + Kensington Boulevard - -
AptiSuite P.0. Box:
Favorite Location -
Postal Code 55044 Update How
County
State
E-mail
Active Status
Current Status @ active () Inactive
Phone Numbers
L orkPhons iEEF SRE1FRS

3. Make any desired changes to the contact’s profile.
4. From the bottom of the page, click OK.
The changes are saved.

6.2 Setting Up the Location Map

You can choose whether location profiles should automatically include a small map of the location.

1. From the top left, click My Fire Department.

2. Select the Setup tab.

3. Under the Service Settings and Resources section, select Fire.
A sub-menu appears.

4. Under the Fire section, select Location Map.
The Location Map Setup page appears.

Location Map Setup

Select 'On’ to display location map.

Location Map ® on O off

5. Inthe Location Map section, select whether the location map should be displayed or not.
6. When finished, click Submit.
The changes are saved.
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6.3 Working with Location/Occupant/Contact Groups

Location, occupant and contact groups provide your fire department with an organizational tool to help
you manage locations, occupants or contacts that have something in particular in common. You can
create as many groups as desired and assign records to those groups to help you find records that are
related in some way.

EAdding a Group

1. From the top left, click My Fire Department.
2. Select the Setup tab.
3. Under the Service Settings and Resources section, select Fire.
A sub-menu appears.
4. Under the Fire section, select Location/Occupant/Contact Groups.

Locations

Description

@ Single Occupant &
@ ImageTrend &
@ MMultiple Occupant [

Occupants

Description Active
ai O ffices &
91 Merchandise Stores g
@ Restaurants &

Contacts

Description

@5&cundﬂry Contacts g
@Euilﬂing Owners [
) secondary Contacts a

ﬂ Group

5. Click Add Group.
The Group Setup page appears.

Group Setup

Group Description Group Type
Locations @ Active ©) Mot Active

I

6. Inthe Group Description text box, type a name for the group.
7. From the Group Type drop down menu, select the type of records this group should

organize.
8. Inthe Active section, select whether this group should currently be active and available

for use.
9. When finished, click OK.
The group is created.
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Editing a Group

1. From the top left, click My Fire Department.
2. Select the Setup tab.
3. Under the Service Settings and Resources section, select Fire.
A sub-menu appears.
4. Under the Fire section, select Location/Occupant/Contact Groups.

Locations

Description

@ Single Occupant [
@ ImageTrend &
@ Multiple Occupant &

Occupants

Description Active
@ Offices &
@ Merchandize Stores g
@ Restaurantz &

Contacts

Description

@ Secondary Contacts [
@Euilﬂing Owners &
@ Secondary Contacts a

ﬂ Group

5. For the desired group, click Edit.
The Group Setup page appears.

Group Setup

Group Description Group Type

Schools Occupants - @ active ) Not Active

L

6. Using the provided fields, make any desired changes.
7. When finished, click OK.
The changes are saved.

6.4 Working with Custom Location, Occupant and Inspection
Questions

Adding a Location/Occupant/Inspection Question

* Administrators can set up custom questions to gather information for location, occupant and
inspection records. These questions will appear on the location, occupant or inspection profile, as
appropriate.
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whN e

5.

6.

From the top left, click My Fire Department.

Select the Setup tab.

Under the Service Settings and Resources section, select Fire.

A sub-menu appears.

Under the Fire section, select Location/Occupancy/Inspections Custom Questions.
The Location/Occupancy/Inspection Custom Questions page appears.

Location Questions

@ 1 “rear building constructed Standard Textbox &
@ 1 What type of roof? Drop Down &
@ s Area Classification Drop Down g
@ 3 Listing: Drop Down B'
Occupancy Questions

@ 1 Fire extinguisher present Checkbox &
@ 1 What is the occupany load? Drop Down &
@ s Building maximum capacity Integer Textbox &
@ 3 Occupant Type Drop Down &

Inspection Questions

1 Appointment confirmed by contact Checkbox
2 Date contact confirmed ingpection Date

Hld
)R

Click Add.
The Service Defined Question page appears.
Service Defined Question

Question
Question Group Locations
CQuestion Type Standard Textbox -

Question #

Active
Answer Width
(In Pixelz)

Using the provided fields, enter all desired information for the vehicle.

¢ NOTES:

This screen may look different based on the type of answer (e.g., text box or selecting
from a predefined drop down menu) selected from the Question Type drop down menu.
Selecting the Active checkbox will allow the question to appear on the run form. Entering
a number in the Question # text box will define the order in which the question will
appeatr, relative to all other service defined questions.

The Question Group drop down menu will determine which type of profile the question
will appear on.

When finished, to save the new question in the system, click Submit.

OR

To return to the list of questions without saving the new question, click Cancel.

s
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Editing a Location/Occupant/Inspection Question

Administrators can configure custom questions to gather information for location, occupant and
inspection records. These questions will appear on the location, occupant or inspection profile, as

appropriate.
1. From the top left, click My Fire Department.
2. Select the Setup tab.
3. Under the Service Settings and Resources section, select Fire.
A sub-menu appears.
4. Under the Fire section, select Location/Occupancy/Inspections Custom Questions.
The Location/Occupancy/Inspection Custom Questions page appears.
@ 1 “ear building constructed Standard Textbox &
@ 1 What type of roof? Drop Down &
@ 2 Area Classification Drop Down &
@ & Listing: Drop Down &
@ 1 Fire extinguisher present Checkbox &
@ 1 What is the occupany load? Drop Down &
@ 2 Building maximum capacity Integer Textbox B
@ 3 Occupant Type Drop Down &
@ 1 Appointment confirmed by contact Checkbox &
ol 2 Date contact confirmed inspection Date &
—
5. For the desired question, click Edit.
The question appears.
Service Defined Question
Question  What type of roof?
Question Group | Locations
Question Type | Drop-down
Answer Choices Click Here
(Drop Down guestion only)
Question # 1
Active
6. Using the provided fields, make any desired changes.
7. When finished, to save the changes, click Submit.
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6.5 Managing Occupants

Existing occupant records can be sent to a new location if an occupant has moved. This will keep all
information for the occupant current in the record without requiring re-entry of data. You can also set the
system to automatically assign a unique ID to each occupant when prompted in an occupant record.

Setting Automatic Occupants ID

The automatic occupant ID number will increment with each occupant that is added, beginning at
a starting number that you can set. If you change the starting number, occupants assigned an
automatic ID after you make the change will begin over at the starting number you assign (or the
next available number), but no existing numbers will be changed.

Example: When automatic occupant IDs are enabled, users can assign an auto ID in the
occupant’s profile.

. FICLENEL G EVIGE  Data Exchange | Dispatch | More = Wielcome, Jackie Lockerby [ ©, B Logout

«* ImageTrend Fire Dept (DO NOT CHANGE)

IMAGETREND

Healelllz s Dashboard Incidents Modules = Staff Setup

©, Location Info | ) Occupants (1) » .| Pre-Plan Info b | ( Documents Another Location ()

‘Occupant Information

Location: Ancther Location

Ee

Organization | ImageTrend v

B - .
Occupancy IO | 101 < Replace with new Auto 1D Unigque ID |
ancy. T

FEIN (Federal Employer Identification Number)
Eroparty liss

From the top left, click My Fire Department.

Select the Setup tab.

Under the Service Settings and Resources section, select Fire.
A sub-menu appears.

4. Under the Fire section, select Manage Occupants.

The Manage Occupants page appears.

Manage Occupants Auto ID

When Auto D is on, new occupants will be assigned an 1D automatically based on the Starting Auto ID Value. Ifthere is an
occupant with the 1D that is being assigned, the Auto 1D Value will increment to the next available ID. Changing the Starting Auto
1D Value will restart the Auto IDs beginning with this starting value, but will not remove any occupant IDs already in the system.
While Auto ID is on, you will not be able to enter your own 1D for new (not saved) occupants. However, you will be able to request
an Auto 1D or enter your own D for any existing occupant.

wnN e

Auto D (Tion  (@oOff

n Save
Merge Occupants to New Locations
Mew Location | *- 3355 State ST W
Occupants Available Selected
(Cub Foods) - 25 E Travelers TRL ~

(10857 Bluebird st. NW) - 2300 Pleasant AVE
(10957 Bluebird st. NW) -

(Frank's Pretty Good Fighin Store) - 123c NE Mi
(Frank's Pretty Good Fighin Store) - 123 NE Mai

(Frank's Pretty Good Fizhin Store) - 1238 NE M <
(Ted's Auto) - 227511 Stapleton DR
(1249 test dr) - 355 E Court ST <

(Buttercream Bakery) - 43045 Pontiac Trail W

ﬁ Merge
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5. To enable assigning auto ID numbers for occupant records, in the Manage Occupants
Auto ID section, select Yes.
New options appear.

Manage Occupants Auto ID

When Auto ID is on, new occupants will be assigned an ID automatically based on the Starting Auto ID Value. Ifthere is an
occupant with the ID that is being assigned, the Auto ID Value will increment to the next available ID. Changing the Starting Auto
1D Value will restart the Auto IDs beginning with this starting value, but will not remove any occupant IDs already in the system.
While Auto ID is on, you will not be able to enter your own ID for new (not saved) occupants. However, you will be able to request
an Auto 1D or enter your own 1D for any existing occupant.

Auto I ®on  (Ooff
Current Auto ID Value 0
Starting Auto 1D Value

n Save
6. Type the number that you want ID numbers to start being assigned at in the Starting Auto
ID Value.
& HINTS:

e |f some auto numbers have already been assigned, the Current Auto ID Value
field will display the next available number that would be automatically assigned.

e This allows you to determine how many digits are contained in the auto numbers.
For example, if you set “100” as the starting number, numbers will count up from
100 and contain 3 digits until you have at least 1000 records.

e Auto numbers must be numeric.

7. Click Save.

Merging Occupants

1. From the top left, click My Fire Department.

2. Select the Setup tab.

3. Under the Service Settings and Resources section, select Fire.
A sub-menu appears.
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4. Under the Fire section, select Manage Occupants.

The Manage Occupants page appears.

Manage Occupants Auto ID

When Auto 1DV is on, new occupants will be assigned an ID automatically based on the Starting Auto ID Value. Ifthere is an
occupant with the 1D that is being assigned, the Auto ID Value will increment to the next available 1D. Changing the Starting Auto
1D Yalue will restart the Auto IDs beginning with this starting value, but will not remove any occupant IDs already in the system.
While Auto 1D is on, you will not be able to enter your own 1D for new (not saved) occupants. However, you will be able to request
an Auto ID or enter your own 1D for any existing occupant.

Autoll (Don  (@Off
n Save

Merge Occupants to New Locations

New Location | *- 3355 State ST v

Occupants Available Selected

(Cub Foods) - 25 E Travelers TRL A
(10957 Bluebird st. NWW) - 2300 Pleasant AVE S
(10957 Bluebird st. NW) -
(Frank’s Pretty Good Fizhin Store) - 123c NE Mi >
(Frank's Pretty Good Fishin Store) - 123 NE Mai
(Frank’s Pretty Good Fishin Store) - 1238 NE M =
(Ted's Auto) - 227511 Stapleton DR
(1249 test dr) - 355 E Court ST <<
(Buttercream Bakery) - 45045 Pontiac Trail W

ﬂ Merge

From the New Location drop down menu, select the location to which the occupant(s)
should be moved.

From the Occupants scroll list, select the occupant(s) to move.

& HINT: To select multiple occupant records, press and hold Ctrl while clicking each
desired record.

=

Click Add
Click Merge.
The occupant records are merged.
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CHAPTER 7

HELP AND SUPPORT

\
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Help and Support

Before Contacting ImageTrend

Please have the following information accessible when calling ImageTrend:

e A description of your computer system.

e The name of your operating system and service pack version (if applicable).

e A description of what happened and what you were doing when the problem occurred.
e The exact wording of any error messages you see.

e Your company hame and contact information.

Contacting ImageTrend

if you are unable to find the information needed to use Fire Bridge effectively, please consult

ImageTrend in any of the following ways:

e EDS Support Phone
e Other Inquiries Phone
e Other Inquiries Toll-Free

e [Fax
e Web
e Email

ImageTrend support services are available:

Monday — Friday
8:30 a.m. to 5:00 p.m. central time

(888) 730-3255

(952) 469.1589

(888) 469.7789

(952) 985.5671
http://support.imagetrend.com
support@imagetrend.com

§Technical Support

" For 24-hour technical support, ImageTrend provides online assistance through their website and

email services:

e Web http://support.imagetrend.com
e Emall support@imagetrend.com
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