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1. Getting Started 
 
1.1 Anyone who uses the system must have a registered userid (also called a certification ID) and 
password. It’s important that each individual who uses the system has their own userid and password as the 
system tracks the entries that each user makes. 
1.2 Certified Inspectors must use their certification number. Other users of the system such as 
administrative assistants and administrative users may choose a combination of letters and/or numbers for 
their userid (also called a certification ID). 
1.3 In addition to a userid and password please fill out the business contact information forms. 
This information is required by the State Fire Marshal’s office but it will not be used for anything other than 
the reporting process. 
 
Figure 1.A 
 

 
 
Figure 1.B 
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Figure 1.C 
 

 
 
 

 3



2. Filing An Inspection Report 
 
Figure 2.A 
 

 
 
2.1 This system was built on top of an open source application called Egroupware. We have 
written a custom software module within the Egroupware architecture. This allows us to quickly add new 
functionality and leverage the efforts of other open source developers. Region A contains the application 
icons that are installed for your userid. The one that looks like a school house is the inspection report 
application. The one that looks like two people having a conversation is the address book application. The 
address book application is there for your convenience. You do not have to use it to file inspection reports.  
 
2.2 Region B shows who is currently logged into the system and the session date. 
 
2.3 Region C is a navigation menu. Home takes you to this screen. Preferences allow you to 
change some of the settings for your userid and it’s where you change the password for your account. There 
are a few things under preferences you might want to change (like displaying time in 12 versus 24 hour 
format). But, it is not necessary to change any of these settings to use the system to file a report. About is an 
information screen. Logout allows you to tell the system you are finished with this session. Logging out is a 
good practice but nothing will be harmed if you forget. The system will automatically close your session after 
1 hour of inactivity. 
 
2.4  The very first time you use the inspection application you will see a screen like Figure 2.B. 
You have one opportunity to pick your primary inspection district. It’s very important to choose the right 
district. If you make a mistake here you will have to have an administrator correct it. Currently, that is BEBR. 
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Figure 2.B 
 

 
 
2.5 If you are authorized to inspect multiple districts it will be necessary for an administrator to 
add you to the additional districts. Or, if you move from one district to another it will be necessary for an 
administrator to change your district. Currently, that is BEBR. 
 
2.6 An inspector or someone who is filing reports on behalf of inspectors will only have access 
to the schools and facilities in the district or districts they are responsible for inspecting. 
 
2.7 If you will be filing reports on behalf of inspectors, you will need to contact a site 
administrator to get the access to the administrative application. The administrative application will allow you 
to file report a report on behalf of an inspector. Currently, the site administrator is BEBR. 
 
2.8  Once you have selected or been assigned to your district or districts the screen will look like 
Figure 2.C when you select the inspection report application. 
 
Figure 2.C 
 

 
 
2.8 After selecting “Add a new inspection” you will select the district that contains the school or facility for 
this report. Then, the screen will look like Figure 2.D. 
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Figure 2.D 
 

 
 
2.9   Select the school and the type of inspection/s. In the case of joint inspections, multiple inspection types 
will be selected. Next, select a second inspector. The list will only show other inspectors who are authorized 
to do inspections in the district you previously selected for this report. If the inspector is not available in the 
list you may select “Inspector not available –see notes”. Listing a second inspector is not required. 
 
2.10 The note field allows you to include whatever additional information you want to appear in the final 
report. Adding a note here is not required. It can be useful for including the names and certification numbers 
of all the inspectors who worked on this inspection. 
 
2.11 If you are in a training session and you want to submit the report for practice or training be sure to check 
the “Practice only” button. All reports that are marked for practice will be deleted from the system during a 
system maintenance window and will not be included in tabulations with official report data. Thus, at some 
point you will not have access to your practice reports after they are deleted. System maintenance will almost 
always happen in the early morning hours when it is least likely that the system will be in use. The site 
administrator will announce system maintenance windows at least one week ahead of the planned downtime 
and will provide an estimate for the duration of the downtime. 
 
2.12 Finally, select a date for this inspection report and the select “Add and continue”. The screen will now 
look like figure 2.E. 
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Figure 2.E 
 

 
 
2.13 Select the building and provide the room number where the violation was observed. If possible provide 
the FISH number for the room number. If the building you are inspecting is not available in the building list 
select “0 – Building N/A – See notes”. Then, provide as much information as you can about the building and 
room location in the note for this violation. 
 
2.14  Violations are grouped into 14 major categories. Within each category there are detailed 
descriptions of the most common violations. Make your best effort to find a violation code that best describes 
the violation you have observed. If you absolutely can not find a suitable violation code you may use the 
UNK code. This should be very rare. 
 
 
2.15 Using your training and judgment, you can classify any violation as “serious”. If you classify a violation 
as “serious” you must cite a code reference and provide a note explaining the situation. Notes and code 
citations for non-serious violations are optional. 

2.16 If the violation has been noted in a previous report in the same location provide that 
information in the “Previous times cited” field. 

2.17 Provide the “anticipated compliance date” and select “Add above violation”. 

2.18 As you add violations to the report, you will see them added at the bottom of this data entry 
screen. The screen will look like figure 2.F. 

 7



Figure 2.F 
 

 
 
2.19 If you make a mistake and want to correct a violation you have entered select the “View/edit violation 
detail records” button. The screen will look like figure 2.G in a new browser window. 
 
Figure 2.G 
 

   
 
2.20 Click on the trash can item to delete the violation record that contains the error. Then, close the browser 
window and re-add the violation with the correct information. 

2.21 If you need to take a break or get interrupted in the middle of completing the report you can always 
logout and come back to the report to finish it. The report will be available for viewing but not editing only 
after you make the acknowledgments and finalize the report. 

2.22 When you have completed adding all the violation details to the report, select the “Acknowledge 
inspections and exit” button. The screen will look like figure 2.H. 
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Figure 2.H 
 

 
  
2.23 Make the appropriate acknowledgements for this inspection and select the “Acknowledge 
and exit” button to finalize and submit this inspection report to the State Fire Marshal reporting system. If you 
are not ready to finalize the report, select the “Exit without acknowledging” button and finalize the report at a 
later time.  You will not lose any of the data you have entered into system for this report. 
 

 9



3. Contact Information / Notes 
 
Project Manager: 
 
Clinton Collins 
Director of Administrative Services 
Bureau of Economic and Business Research 
University of Florida 
Work: 352-392-0171 x 218     Cell: 352-359-3516 
Email: clintc@bebr.ufl.edu 
Web: www.bebr.ufl.edu
 
Database Manager and Programmer: 
 
Martin Smith 
Database Manager 
Bureau of Economic and Business Research 
University of Florida 
Work: 352-392-0171 x 221 
Email: martins@bebr.ufl.edu 
Web: www.bebr.ufl.edu
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