Rosters and Grades Training Guide

1. Login as... e.g. Agency Admin, Fire Services Admin, Instructor etc.

A User name * FireServiceAdmin

[L._H Password * ssssssnes

2. Onthe left-hand menu, you select “Provider”.

E Provider

Provider Selection  Courses Class Offerings Instructors Provider Detalls User Groups Reports

Currently Active Provider

= |0: PROV-335004
ame: Financial Services SFM

Provider Selection 7385 resuis Q »

Frovider Type

all Clear all filters
Al -
.
ProviderID i Provider Name i Provider Type
RAUSCHER |R., RICHARD A, Indvidual
MANCUSO, RICHARD P. Individual
TORRES, EDWARD Individual

INTARTAGLIO, RICHARD | Individual



3. The system will then open a page to select a provider, for internal users their default

provider will be Financial Services SFM.

a Provider

Provider Selection Courses Class Offerings Instructors. Provider Details User Groups Reports

Currently Active Provider

* ID: PROV-
= Name: Financial Services SFM

# Create New Course

Courses 3848 resulis

Application Status

All e Clear all fitters
. . - . . L

ApplicationID  : Course ID :  Course Name : Application Status  :  Start Date :  End Date

C-471847 FSFC-32846 00% RESCUE RESOLVED-EXPIRED July 22, 2003 -

C-472526 FSFC-32742 101-BASIC FIREFIGHTING PROCEDURES-16 HRS RESOLVED-EXPIRED July 22, 2003

C-473389 FSFC-32742 101-BASIC FIREFIGHTING PROCEDURES-40 HRS RESOLVED-EXPIRED July 22, 2003 -

C-473390 FSFC-32742 101-BASIC FIREFIGHTING TRAINING-24 HOURS RESOLVED-EXPIRED July 22, 2003 -

C-473395 FSFC-32747 102 - FIRE DEPARTMENT OPERATIONS-16 HRS. RESOLVED-EXPIRED July 22, 2003 -

C-472539 FSFC-32748 102 - FIRE DEPARTMENT PUMPER OPERATIONS RESOLVED-EXPIRED July 22, 2003 .

4. To add arosters and grades to a class offering select the class offering tab.

a Provider

Provider Selection Courses Class Offerings Instructors. Provider Details User Groups Reports

Currently Active Provider

* 1D: PROA
= Name:

# Create New Course

Courses 3848 resulis

Application Status

Al ~

ApplicationID  § Courseld i Course Name i Application Status  §  Start Date

C-471847 FSFC-32846 00% RESCUE RESOLVED-EXPIRED July 22, 2003
C-472526 FSFC-32742 101-BASIC FIREFIGHTING PROCEDURES-16 HRS RESOLVED-EXPIRED July 22, 2003
C-473389 FSFC-32742 101-BASIC FIREFIGHTING PROCEDURES-40 HRS RESOLVED-EXPIRED July 22, 2003
C-473390 FSFC-32742 101-BASIC FIREFIGHTING TRAINING-24 HOURS RESOLVED-EXPIRED July 22, 2003
C-473395 FSFC-32747 102 - FIRE DEPARTMENT OPERATIONS-16 HRS. RESOLVED-EXPIRED July 22, 2003
C-472539 FSFC-32748 102 - FIRE DEPARTMENT PUMPER OPERATIONS RESOLVED-EXPIRED July 22, 2003

Clear all filters

End Date

5. When you select to “Class Offerings” you will see the list of class offerings for SFM.



Class Offerings | Instructors  Provider Detalls

User Groups  Repans

#  Create Mew Class O)

Class Offering Overview Q & i
Clags OMering ID | Status W H i Course Name § St Dae i EndDate I Lead instructor
RESOLVED-EXPINED FIREFIGHTER PART | AND PART Il May 12, 2025 August 13, 2025 MARE SICILIANG
PENDING-ACTIVATION FLUSAR OPERATIONS LEVEL ROPE RESCUE August 12, 2005 August 15, 2025 RAFAEL TORRES
MESOLVED-EXPIRED ATPC FL - 130/ 190/ 180 BASIC WILDLAND FIREAIG Way 16, 2025 May 16, 2025 DAVIE HAMEL
CO-1827587 RESOLVED-EXPIRED ATRC FIREFIGHTER PART | AND FART 1l Septomber 2, 2028 December 11, 2025 MARK SICILIANG
00-1827586 RESOLVED-EXPIRED ATRC FIREFIGHTER PART | AND PART Il Jurie 23, 2025 November 20, 2025 MARK DAV
00-1826644 PENDING ACTIVATION . FFP-12635 FIRE SERVICE MYDRAULICS October 13, 2025 October 17, 2025 JERRY DONALDSO.
CO-1826643 PINIDING- ACTIVATION PA2644 COMPANY OFFICER July 14, 2005 Iuiy 18, 2025 TGO ALT
1827585 PINDING-ACTIVATION FFP-32660 PHIVATE FIRE PROTECTION SYSTEMS I Nowernber 1, 2025 November 30, 2025 ROB PEDREIRA
1827584 RESOLVED-EXPIRED 635 FIRE SERVICE MYDRAULICS May 5, 2025 May 9, 2028 STEVEN NEGEDLY
€082 PERDSG-ACTIVATION AT 0, FEP- 32666 PAIVATE FIRE PROTECTION SYSTEMS I Octaber 1, 2025 October 31, 2025 ROB PECREIRA
C0-1827583 FENDING ACTIVATION ATPC-32659, BFST-32660. PRIVATE FIRE PROTECTION SYSTEMS B Jure 1, 2025 June 30, 2025 ROB PEDREIRA
PENDING-ACTIVATION IFST-32660, FFP. PHIVATE FIRE PROTECTION SYSTEMS B August 1, 2025 Alngust 31, 2026 O PECRERA
PINDNG-ACTIVATION FLUSAR TECHNICIAN LEVEL FOR VEHICLE & MACHINERY September 22, 2025 September 76, 2025 JOHN CURRY
PENDINGACTIVATION , FEP-32660 PRIVATE FIRE PROTECTION SYSTEMS 0 Decemiber 1, 2025 December 31, 2025 ROB PEDRERA
PENDING-ACTIVATION 0, FrP- 32660 PRIVATE FIRE PROTECTION SYSTEMS Il Seprermber 1, 2025 September 30, 2025 ROB PECREIRA
RESOLVID-EXPIRED FLUSAR TECHNICIAN LEVEL FOR VEHICLE & MACHINERY May B, 2025 May 9, 2025 HERBERT TYLER
OPENACTIVE ATPC-32650, BFST-32660, FEP-A2660 PRIVATE FIRE PROTECTION SYSTEMS i May 1, 2025 May 31, 2005 ROB PEDREIRA

As aninternal user, you will have the ability to enter rosters and grades even for

classes that are expired, external users will not have that ability.

B Provider

Provider Selecticn  Courses

Currently Active Provider

Class Offerings | Instructors  Provider Detalls

User Groups  Repans

6. Select the course from the list which you would like to upload rosters and grades for.

#  Create Now Class

Class Offering Overview ) Q & i
St ¥ i Course Name £ SuanDae i EndDae P Lead instructer
RESOLVED-EXPINED FIREFIGHTER PART | AND PART Il May 12, 2025 August 13, 2025 MARE SICILIANG
PENDING-ACTIVATION FLUSAR DPERATIONS LEVEL ROPE RESCUE August 12, 2025 August 15, 2075 RAFAEL TORAES
MESOLVED-EXPIRED FL - 130/ 190/ 180 BASIC WILDLAND FIREAIG Way 16, 2025 May 16, 2025 DAVIE HAMEL
CO-1827587 RESOLYED-EXPIRED FIREFIGHTER PART | AND PART Il September 2, 2028 Decernber 11, 2028 MARK SICILIANG
CO-1827586 RESOLVED-EXPIRLD FIRERIGHTER PART | AND PART Il Jure 23, 2025 Movember 20, 2025 MARK DAVIS
C0-1826694 PENDING ACTIVATION . FFF-12635 FIRE SERVICE MYDRAULICS Cctaber 13, 2025 Octoter 17, 2025 JERRY DONALDSO.
CO1B6643 PUNDING ACTIATION #P.32644 COMPANY DFFICER Juby 14, 2025 Juity 18, 2025 TODD ALT
CO-1837585 PINDINGACTIVATION FFP-32660C PRIVATE FIRE PROTECTION SYSTEMS N Neowember 1, 2025 Movember 30, 2035 ROB PEDRERA
RESOLVED-EXPIRED 635 FIRE SERVICE MYDRAULICS May 5, 2025 May 9, 2025 STEVEN NEGEDLY
PERDSG-ACTIVATION 50, FEP. 32666 PAIVATE FIRE PROTECTION SYSTEMS I October 1, 2025 October 31, 2025 ROB PECREIRA
PENDING ACTIVATION PRIVATE FIRE PROTECTION SYSTEMS Jure 1,2025 June 30, 2025 ROB PECREIRA
PENDING-ACTIVATION PRIVATE FIRE PROTECTION SYSTEMS I August 1, 2025 Alrgust 39, 2025 ROB PECRERA
PINDING-ACTIVATION FLUSAR TECHNICIAN LEVEL FOR VEHICUE & MACHIMERY Saptember 72, 2005 September J6, 075 JOHM CURRY
CO-1826641 PENDNG-ACTIVATION , FEP-32660 PRIVATE FIRE PROTECTION SYSTEMS B Decemiber 1, 2025 Decemnber 31, 2025 ROB PECRERA
01828507 PENDING-ACTIVATION 0, FrP- 32660 PRIVATE FIRE PROTECTION SYSTEMS Il Seprermber 1, 2025 September 30, 2025 ROB PECREIRA
CO-1828506 RESOLVID-BXPIRED FLUSAR TECHNICIAN LEVEL FOR VEHICLE & MACHINERY May B, 2025 May 9, 2025 HERBERT TYLER
CO-1828505 OPEN-ACTIVE ATPC-32659, BFST-32660, FFP-12660 PRIVATE FIRE PROTECTION SYSTEMS i May 1, 2025 May 31, 2025 ROB PECREIRA

7. Forthe Class offering you have selected it will open a view of the class offering.



uegency ok Status
10 CPENACTIVE

Created fah 17 hours ago
Updated m 17 hours age
Datails

Pulse

History

Class Enrciiment list

+ Wnitial  Create

» Assignments

Details
PRIVATE FIRE FROTECTION SYSTEMS

Course Name

PRIVATE FIRE PROTECTION SYSTEMS 11

Coisrse Deseription

THIS COURSE I5 AN IN DEFTH DISCUSSION OF PRE-
ENGINEERED AND PORTAELE SYSTEMS, EXTINGUISHING
AGENTS, INSPECTION PROCEDURES FOR CODE COMPLIANCE
AND ENFORCEMENT AND ALARM SYSTEMS,

TEXTBOOK SELECTION IS5 BEING REVIEWEDY
Eunnt Type ClassroomiFacilitated Class
Audience Type Fire Fighters

Lead insarisctor -

Class Dates
S1an Date May 1, 2025
ae May 31, 2005

shuft frigediy? Mo

Class Schedule © o

Dy of the Week
Sunday
Monday
Tuesday
Wednesday

Thursday

Arview

Smae Dare
End Date

Course 0%

Number of Seats

Active Expired

July 22, 2003
May 15, 2035

BFST-32660,

Start Tieme 3

0000

0000

0000

0000

o Migrare:

End Time

359

2359

2355

2359

1358

8. To Upload the rosters and grades, select the vertical ellipses, and then Class Roster

/ Grades

d

L



Create New Class Offering

CO-1828505

Urgency
10

Created

Updated

Details

Pulse

History

Class Enrollment list

Work Status
OPEN-ACTIVE

Rushabh Shah 17 hours ago

System 17 hours ago

< V Initializat
Follow
Edit details nents

Change stage

Class Roster / Grades P
PRIVATE FIRE PROTEC

‘ Course Name

PRIVATE FIRE PRC

Course Description

THIS COURSE IS AN IN
ENGINEERED AND PO
AGENTS, INSPECTION
AND ENFORCEMENT /

TEXTBOOK SELECTIOM
Event Type
Audience Type

Lead Instructor

9. The system will open a modal window that gives you two different way to upload

rosters and grades.



Class Roster / Grades X

g ™
{\ Download Roster Template /Z'
Roster Upload
‘ Drop or choose a file &
Roster 0 results Q o e :
. 0 . Q 0 0 Q o Add q
FireTRAQID : First Name : LastName : Score : Grade : Date Earned : ent :
o}

No records found.

N
| Cancel ) Submit
S v

10. Student can be uploaded using an excel template, by selecting Download Roster
Template.

Class Roster / Grades X

g ™
{\ Download Roster Template /Z' -

Roster Upload

Roster 0 results Q o e :

0 o o 0 o o A o
FireTRAQID : First Name : LastName : Score : Grade : Date Earned : ent :
o}
No records found.

e ™,
[ Cancel ) Submit
N v

11. Once you have selected to download the template you can access it via your
computers downloads.

12. Once you open an excel file you will see the information required.



FireTRAQ ID |First Name |Last Name |Score Grade |Da:e Earned |Comment

13. You then enter the student information into the excel sheet.

FireTRAQID |First Name |LastName |Score Grade Date Earned |Comment
100000 |Weston Howe 90| Pass 5/1/25
200001 |Meriadoc Brandybuck 50| Fail 5/1/25

14.To upload the file select the paperclip or drag the file with the rosters and grades.

Class Roster / Grades X

~

( Download Roster Template )
. A

Roster Upload

Roster 0 results Q o e :

FireTRAQID : First Name : LastName : Score : Grade ! Date Earned : ent :

ot

No records found.

'd ™
| Cancel ) Submit
N _./

15. To complete the upload you will use your systems documents to complete the

attachment. And then to update the class roster list select “Click to refresh”. That
will populate the roster below.



Class Roster / Grades

e ™
( Download Roster Template /ZI

Roster Upload
C0-1828505_roster.xlsx

Roster 2 results

New records have been added. Click to refresh. - X

FireTRAQ ID : First N\ame : Last Name Score : Grade : DateEarned : Comment :
100000 Weston Howe 90 Pass May 1, 2025 - H
200001 Meriadoc Brandybuck 50  Fail May 1, 2025 — :
f// ‘\\ .
\. J

16. To complete the roster update select submit on the bottom right of the modal

window.

Class Roster / Grades X
f/’ -\-\\
[ Download Roster Template )
Roster Upload
C0-1828505_roster.xlsx T
Roster 2 results Q + Ve :
New records have been added. Click to refresh. X
FireTRAQ ID : First Name : Last Name Score : Grade : DateEarned : Comment :
100000 Weston Howe 90 Pass May 1, 2025 - H
200001 Meriadoc Brandybuck 50  Fail May 1, 2025 — :
f// ‘\\ .

. 4

17.You can also add students one at a time via the “+” icon



Class Roster / Grades X

( Download Roster Template )

Roster Upload

E C0-1828505_roster.xlsx T
Roster 2 results Q + -
New records have been added. Click to refresh. X
FireTRAQ ID : First N\ame : Last Name Score : Grade : DateEarned : Comment :
100000 Weston Howe 90 Pass May 1, 2025 - H
200001 Meriadoc Brandybuck 50  Fail May 1, 2025 — :

18. Once you select the + icon it will open a new modal to enter the student
information.

Add Record x

FireTRAQ ID *
Score

Grade

‘ Select... ~ ‘

Date Earned

‘ 05/31/2025 X \

Comment




19. You then enter the Student ID and the grade information. To complete the
transaction you hit submit.

Add Record X

FireTRAQ ID *
300005 |

Score

7 |

Grade

o 3

Date Earned

05/31/2025 X

Comment

Cancel

20. The Information will then populate in the class list, and you hit submit to confirm the
submission.



Class Roster / Grades X

Ve

~
(\ Download Roster Template /}

Roster Upload

E CO-1828505_roster.xlsx :

Roster 3results Q + Ny :
FireTRAQID : First Name : Last Name ¢ Score : Grade :{ DateEarned : Comment :

100000 Weston Howe 90 Pass May 1, 2025 - :

200001 Meriadoc Brandybuck 50 Fail May 1, 2025 - :

300005 Frodo Baggins 75 Pass May 31, 2025 - :

Ve ~N
[ Cancel ) Submit
A S




