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In Chapter 2 of this tutorial,p
you will learn how to begin using the NFIRS 
Data Entry Tool.
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Connect to the Internet.

To start the NFIRS Data Entry ToolTo start the NFIRS Data Entry Tool, 
go to the Windows Start Menu.
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Move your cursor to Programs,
then NFIRSv54 and then Data Entry 
Tool.
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This is only a screen shot.
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In the Login screen, enter your 
NFIRS account Username, 
State abbreviation 
and password. Click OK.
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Upon successful login the Federal System AccessUpon successful login, the Federal System Access
warning message will be displayed.

Read and click OK to agree to its terms and proceed. 
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After login, you are at the MAIN screen
of the NFIRS Data Entry Tool.

Beside the red fireman’s hat is 
your FDID and Department Name
which is displayed withinwhich is displayed within
your State or County Level.
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To Enter your Department, Personnel and 
Apparatus Information....

Click on your FDID and Dept Name 
to select it.to select it. 

Under the Fire Dept menu, select 
O Fi D tOpen Fire Dept.
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Enter your Department, Personnel and 
Apparatus Information.

These  fields are optional. 

Click on Next Tab.
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After entering desired fields, click on Next Tab.
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Click OK when you are done.
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To Enter a NEW Incident:

Under the Incident menu, select New Incident.

Or click on the New button under Incident on the right.
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Fill in your FDID Number, the Incident Date (mm/dd/yyyy)Fill in your FDID Number, the Incident Date (mm/dd/yyyy)
and Incident Number, if this information does not appear by default.  

YELLOW fields are required fields.

Click OKClick OK.

Slide 12



When the Key Information has been entered, 
the Basic Module will be created for you Thethe Basic Module will be created for you.  The 
Basic Module is required for all incidents. 
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Click on Basic Module to select itClick on Basic Module to select it,  
then click on the OPEN button 
under Module to the right.

Or you can double click on 
Basic Module under Key Information.
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This is Section B-E of the Basic Module. 
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After you complete Section B - EAfter you complete Section B - E,
Click on the Sections F - J Tab.

Or Click on Next Tab.
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This is Sections F - J of
the Basic Module. 

Click on Next Tab.

Slide 17



This is Section K1 of the Basic Module

Continue through the forms
using the tabs above orThis is Section K1 of the Basic Module. the push buttons below 
to fill out the Sections in
the module.
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This is Sections L-M of the Basic Module. 

Click on OK.

Slide 19



To Save this Incident...

Under the Incident menu select Save IncidentUnder the Incident menu, select Save Incident.

Or click on the Save button under Incident on the right.
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The User will be prompted if Critical Validation Errors Exist. 
If the required fields or modules are not completed or there 
is an invalid code entered, the User will be able to view the
errors.  

Click on YES to view the errors.
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The Validation Errors and Warning screen gives details of the Form,The Validation Errors and Warning screen gives details of the Form, 
Field, Error Message and if it is a Critical or Warning Level Error.  
Critical Errors must be corrected for the Incident to be saved as Valid.

There is one Critical error listed.  The Property Use Field was not filled out.
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Highlight the error. 

Click on Find Error to locate the field.
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Fill in the Property Use field.

Click OK.
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Save the incident (Under the Incident Menu click Save Incident)Save the incident (Under the Incident Menu, click Save Incident). 

A message will indicate when the incident is successfully 
saved in the lower left message bar. 

The incident will close.
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To Search for an Incident:

Under the Incident menu, select Open Incident.

Or click on the Open button under Incident on the right.
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To search for incidents, click on Search.

For a more detailed search, fill in under “Key Search Criteria,”
Incident #, Exposure #, Status (Valid or Invalid), Incident type,  
Incident date range and/or Property Use. 

Or you can fill in the fields under “Address Search Criteria”.


01/16/2006 01/16/2006

Click on Search.

01/16/2006 01/16/2006
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V status means Valid
Incident # 1 and # 542 are listed.

V status means Valid.

NOTE: ( I ) status means the incident is invalid. 
Invalid incidents can be saved and edited at a 
later datelater date.
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T it th NFIRS D t E t T lTo exit the NFIRS Data Entry Tool, 
select Exit NFIRS from the Incident menu.
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Click Yes to Exit NFIRS Data Entry Tool.Click Yes to Exit NFIRS Data Entry Tool.
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You have just completed
Chapter 2: Getting Started

To view this Chapter again,
click on the Begin button. 
To end this Tutorial, click on End.


