
Manage Fire Department - Training Guide 

1. Login to system Using An Account Associated with a Fire Department.  

 

2. Navigate to the provider Information  



 
 

3. Then go to the Employment Roster Tab.  

 

 

4. To Add an user to the employment roster select the “+” on the top right of the 
screen.  
 

 
 



5. This will open a modal where you can enter the information on the employee you 
wish to add.  
 

 
 

6. If you try to submit before completing the required fields you will get an error 
identifying the fields that need to be entered to proceed.  
 

 



 
7. Once you enter the required fields you are able to submit and receive no error 

messages.  
 

 
 

8. Once you have successfully the modal the employment roster will be updated to 
show the user that was added.  
 

  
 

9. For all users that have been added you can select to edit the association 
information by selecting the vertical ellipses on the far-right hand side and selecting 
“Edit”  
 

 
 
 

10. Once you select edit you will be able to modify the information related to the 
employees association.  

v 



 
11. Once you have submitted the update you will see the list employee roster updated.  



 
 
 

Edit Provider Details 
 

1. To Edit the Provider’s Details, select the provider details tab.  
 

 
 

2. To edit the information, you select the “Pencil” in the top right hand corner.  



 
 

3. Once you select the pencil the system will open a modal that will allow you to 
edit the provider information. Fields that are not editable will display greyed out 
and will not be editable.  
 



 
 



4. Once you have entered your edit you should see the update on the provider 
overview screen.  
 

 
 

Edit User Groups 

1. To edit the Users who have access to work on behalf of the provider select “User 
Groups”  



 

 

2. Then you select the “+” button  
 

 
 

3. This will open a modal where you can add a new user with their FireTraq ID.  
 



 
 

4. You Then Identify Which Group the new user is associated with.  
 

 
 

5. Once you have completed the required fields and submitted you will see the 
updated list.  

 

 

6. Additionally if the user is an administrator they will have the ability to edit 
courses/class offerings on behalf of the provider.  



 


