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INTRODUCTION

The manual provides information on how to use the Fire Safety System (FSS).
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QUICK START GUIDE

* After clicking on any of the links below use the back page button on your browser to get
back to the original page.

1. Make sure you have a user login i.e. username and password. If you do not know your username and
password, talk to your system administrator. If you are the administrator see how to Add Users;

2. Make sure you know what Role has been assigned to your user name. For more information see
Roles

3. A user with the role Fire Safety Officer can Create, Update, Complete, Validate Assessment, Open,

Update and Complete Actions during Assessment;

4. A user with the role Fire Safety Team can Open, Update and Complete Actions.

5. To see how you can complete the activities click on the relevant Action link from the Roles and
Actions table below;

6. To see what activities are possible and which screens are available for a Role click on the relevant
Role link from the Roles and Actions table below;

7. From the creation of an Assessment to the validation, each Assessment will have a different status.
More information is provided in the Assessment Status section.
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Assessment is created
automatically
I

Create an assessment
manually

Planned Planned

New version of
Complete at least 1 Validated assessment
part of questionnaire I

In progress (V1)
Complete Incomplete
Completed
Invalid \(\
Valid
Validm— New version

8. From the creation of an Action to the completion, each Action will have a different status. More
information is provided in the Action Status section.

Roles and Actions:

Roles Actions
Fire Safety Officer Create an Assessment
Fire Safety Officer Update Assessment
Fire Safety Officer Complete Assessment
Fire Safety Officer Validate Assessment
Fire Safety Team / Fire Safety Officer Open Action
Fire Safety Team / Fire Safety Officer Update Action
Fire Safety Team / Fire Safety Officer Complete Action
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EXAMPLE WALK THROUGH

FSO Creates first Assessment
FSO Completes Assessment

FSO Team Receives Notification for Assessment Validation
FSO Validates Assessment

FSS Plans the Next Assessment after Validation
Action Notification is sent to FST Team Leaders
FST Starts implementing the Actions

FST Completes Actions

FSO Notifications

FST Notifications

FSO starts the next Assessment for a Property
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FSO Creates first Assessment for a Property

This workflow describes how an Assessment is created for a Property for the first time.

* After clicking on any of the links below use the back page button on your browser to get
back to the original page.

In this workflow a User with the Role of Fire Safety Officer creates an Assessment.

1. Login to the FSS application;
2. Create an Assessment;
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FSO Completes Assessment

This workflow describes how an Assessment is completed.

* After clicking on any of the links below use the back page button on your browser to get
back to the original page.

In this workflow a User with the Role of Fire Safety Officer completes an Assessment.

Login to the FSS application;
Search for an Assessment;

Enter data for Assessment

oD~

Complete the Assessment;
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FSO Team Receives Notification for
Assessment Validation

This workflow describes how the Fire Safety Officer receives a Notification for Validating an Assessment.

* After clicking on any of the links below use the back page button on your browser to get
back to the original page.

In this workflow all Users with the Role of Fire Safety Officer receive a notification when an Assessment is
Completed.
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FSO Validates Assessment

This workflow describes how an Assessment is validated.

* After clicking on any of the links below use the back page button on your browser to get
back to the original page.

In this workflow a User with the Role of Fire Safety Officer validates an Assessment.

1. Login to the FSS application;
2. Validate an Assessment.
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FSS Plans the Next Assessment after
Validation

This workflow describes how the Fire Safety System creates the next Assessment after an Assessment is

validated.

* After clicking on any of the links below use the back page button on your browser to get
back to the original page.

1. As soon as an Assessment is Validated, FSS creates the next Assessment for the Property.
2. The date of Next Assessment is calculated based on a business rule.

* The business rule for setting the next Assessment date is configurable.

Page 11 of 144



PS12000 Ltd Fire Safety System - 1

Action Notification is sent to FST Team
Leaders

This workflow describes how the Fire Safety Officer receives a Notification about new Actions.

* After clicking on any of the links below use the back page button on your browser to get
back to the original page.

1. As soon as an Assessment is validated by a Fire Safety Officer, a notification is sent to the Team
Leader for all Teams with the Action assigned;

2. The Fire Safety System creates an Action for every Significant Finding / Defect flagged as Non
Compliant;

3. The Information entered for the Significant Finding / Defects is used to populate the required
information for Actions.
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FST Starts implementing the Actions

This workflow describes how a Fire Safety Team updates the Actions.

* After clicking on any of the links below use the back page button on your browser to get
back to the original page.

In this workflow a User with Role of Fire Safety Team updates an Action.

1. Login to the FSS application;
2. Search for an Action;

3. Update Action.
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FST Completes Actions

This workflow describes how a Fire Safety Team completes the Actions.

* After clicking on any of the links below use the back page button on your browser to get
back to the original page.

In this workflow a User with the Role of Fire Safety Team completes an Action.

1. Login to the FSS application;
2. Search for an Action;

3. Complete Action.
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FSO Notifications

This workflow describes how FSS notifies Fire Safety Officers.

* After clicking on any of the links below use the back page button on your browser to get
back to the original page.

A Notification is sent to all Fire Safety Officers for:

+ Overdue start Assessment. This notification is repeated every 14 days.

+ Overdue completion Assessment. This notification is repeated every 14 days.

» Assessment completed pending validation. This notification is repeated every 14 days.
+ Assessment to be started within next 14 days.

Page 15 of 144



PS12000 Ltd Fire Safety System - 1

FST Notification

This workflow describes how FSS notifies the Fire Safety Team.

* After clicking on any of the links below use the back page button on your browser to get
back to the original page.

A Notification is sent to all Fire Safety Teams for:
+ Overdue start Action. This notification is repeated every 14 days.

+ Overdue completion Action. This notification is repeated every 14 days.
» As soon as Assessment is Validated FST Leader receives notifications on all Actions created.
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FSO starts the next Assessment for a
Property

This workflow describes how an Assessment is completed.

* After clicking on any of the links below use the back page button on your browser to get
back to the original page.

In this workflow a User with the Role of Fire Safety Officer completes an Assessment.

1. Login to the FSS application;
2. Search for an Assessment;
3. Complete Assessment

* After the first Assessment for a Property, all previous Actions for Assessment Sections are
viewable by the FSO during the completion of the new Assessment.
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LOGGING ON

The Fire Safety System, for short FSS, is an entirely web based application.

* To access the application for your organisation you need to have a URL. You can obtain
information about the URL from your System Administrator.

The login screen will open as shown below:

web F55 Web Application ”
-

P— ) ort
"h'“‘!":mwm"“ e requ1rEd ‘-"l'l'ﬂ p d t '
Jr— .
A o meet ok SU somame:
affacloe 5y5 EM e S O?Idegjiﬁfahfldcrs Password: e
shereing fully remedial actio
.ﬂ
oot e fRCHitYeto O PIIANCE sonn |
fm"Ff‘m:-rlllm:nr' S ; oo™ Lt
nrfl;.'-:rc.url:i . foa?u?;sessment F ur Fasswor
. training
L employees track

control

F5ivermon 1 336 Flease contact PSIon 0845 253 0999 with questions or comments about this mibe

1. Enter the Username
2. Enter the Password
3. Click on Sign In

Page 18 of 144



PSI2000 Ltd Fire Safety System - 1

FORGOT USER NAME

If the Username is forgotten it can be recovered by the user, following the steps below:

1. Click on ‘Forgot your User Name?’

The Password Recovery screen appears:

1. Enter the email address. The email address must be the one that is saved in the user profile.
2. Click on Send.

An email with the Username will be sent to the user.
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FORGOT PASSWORD

If the Password is forgotten it can be recovered by the user, following the steps below:

1. Click on Forgot your password?
The Password Recovery screen appears;

1. Enter the Email
2. Click Send

An email will be sent to the user’s email address with a code that needs to be entered.

Once the Code is entered a screen will appear to change the password, when the password is changed, the
user can log into the application using the new password.
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HOW TO

HOW TO CREATE ASSESSMENT

HOW TO OPEN ASSESSMENT

HOW TO ENTER ASSESSMENT DATA

HOW TO ENTER ASSESSMENT QUESTIONNAIRE
HOW TO COMPLETE ASSESSMENT

HOW TO VALIDATE ASSESSMENT

HOW TO INCOMPLETE ASSESSMENT

HOW TO CREATE A NEW VERSION FOR ASSESSMENT
HOW TO DELETE ASSESSMENT

HOW TO PREVIEW ASSESSMENT

HOW TO OPEN ACTION

HOW TO UPDATE ACTION

HOW TO COMPLETE ACTION

HOW TO SEARCH FOR ASSESSMENT

HOW TO SEARCH FOR ACTION

HOW TO DELETE ACTION
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HOW TO CREATE ASSESSMENT

Assessments Actions Dashboard Reports

Drag a column hd pup by that column

-@[ Mew @ % Export to Excel

1. Select the Assessments from the Main menu.
2. Click on New.

Assessments Actio 1 ashboard Reports Setup User Profile How 2 Log Off

UPRN qﬁ Property Search b E

A new form should appear where you should be able to locate your property on which you would like to
create an assessment.

If you know the property’s UPRN number, then simply enter it in the uprn field and press enter.

1. If you do not know the property’s UPRN then click the magnifying glass where you can browse
through all of the properties within the system.

2. You can also perform a quick property search by typing in any attribute you remember of the property
you would like to assess in this field.



Assessment Information

Assessments Actions De User Profile

Reports

Setup

How To

Log Off

Default User ~

UPRN | 9988 m operty Search m
Legislation that applies ° Photo
181012017 s M Electrical Regulation ~
¥ ° M Gas Regulation e No Photo
. .”-' [ Housing Act Available
° [1Health and safety Act
[] Licensing Act
Defaut User . [] Gaming Act
Mame of officer camyinggut _ o + @ []Building Regulation
ssment o. 2 The Regulatory Reform (Fire Safety) Order 2005
Fire Safety Order - S ing Ac fi
‘. ] Fire Alarm & Fire Detection Systems Guide BS 5839 (Y .
Date of Last Assessment 09/01/2020 Part 12002 N
n British Standard for Emergency Lighting BS 5266
Date of Next Assessmer 555. Part 1 Upload R
£ oa emgye
Fire Safety Order - Offices and Shops .' W‘
Type of Risk Assessment Version 1.0 _' [] Fire Safaty Order - Factories and Warehouses
P _e [] Fire Safety Order - Residential Care Premises
2 " [ Fire Safety Order - Educational Premises

S Oufanmcion Sufatse (8 e nes [] Fire Safety Order - Small and Medium Places of

A detached two storey building with two separate flat Assembly

doors in entrance lobby. Brick walls with timber floor, [] Fire Safety Order - Large Places of Assembly

pitched timber and slate roof. Approx. 15m x 12m v CJ Fire Safety Order - Theatree, Cineras and Similar

Properiy built approx. 1310 ‘. Premises

o ] Fire Safety Order - Open A Events, Shows and
Date of Creation — This field is populated by the system upon creation of the assessment.
2. Date of Assessment — This has to be entered by the user.
3. Management Responsibility — This field is is populated by the system, it determines which division is
responsible for this property.
4. Assessment Created By — This field contains the name of the user who is creating the assessment.
5. Name of officer carrying out Assessment — This field displays all the fire safety officers within the
system.
6. Date of Original Assessment — This field is populated by the system, it shows the date of the first
assessment for selected property,
7. Date of Last Assessment — This field is populated by the system, it shows the date of the last
assessment for selected property,
8. Date of Next Assessment — This field shows the date assigned to this property for when it will be
assessed again.
9. Type of Risk Assessment — This field contains an available library of risk assessments, selection of
these, determines the default sections and assessment questions for the assessment.
10. Audit Type — This field you can choose an audit type for assessment.
11. Details of Construction and use of Premises — This is a free text box, you can insert any other
neccesary details of the assessment there,
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12. Legislation that applies — This section you can choose which legislations apply for the property you
would like to assess.

13. Photo Upload — This allows you to select a photo for the selected property

14. Upload — Uploads and sets the selected photo for the selected property

15. Remove — Removes a property photo

16. After you have inserted all the necessary information, press the save button to create the assessment.

Your assessment should now appear in the assessments list.

* The Management Responsibility field is configured by the Administrator. This is an attribute
of a Property,

* The date of next Assessment is derived from the property Attribute. This is configured by
Date of Next Assessment Rule . To configure this speak with Administrator.

o¥s As soon as Assessment is saved the User is transfered to Assessment List and the new
Assessment is highlighted

Page 24 of 144



PSI2000 Ltd Fire Safety System - 1

HOW TO OPEN ASSESSMENT

Assessments Actions Dashboard Reports Setup User Profile How To...

Drag a column header and drof®h roup by that column

New i=1 Export to Ex Clear Filter Y

STATUS PROPERTY ID ASSESSMENT REF NO ‘N ADDRESS AREA
Y 2016111638622
> _ Planned 2016-11-16-3882-23131

Open e

Delete .
£ >
4( 4 n LN Page size: | 10 v 1 items in 1 pages

Click on Assessment;
Search for an Assessment

1
2
3. Click on Dropdown
4. Click on Open.
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HOW TO ENTER ASSESSMENT DATA

On this page, you will learn how to insert information into your assessment for a property. Below is the list of

topics that this article will consist of -

-Property

-Support Document
-Assessment Info
-Occupancy

-Previous Fire Incidents
-Questionnaire

-Risk Assessment

-Fire Equipment
-Actions

Property

This tab shows the property information this assessment is being made on.

Assessments Actions Dashboard Reports Setup User Profile How To... Log Off

Selected Property: Status: Planned at: 11-01-2017 09:22:22

Property Support Document Assessment Info Occupancy Previous Fire Incidents Questionnaire

Property Address o
@

UPRN Arch. Type

71556 Community Centres
Photo o
Max Photo Size is 2MB L] ‘

NO PhOtO Select
Ava i Ia b Ie Upload Remove



* 1. Property Address is configurable. To configure information on Property Address speak
with the Administrator.

2. You can insert and update a property photo by clicking here and selecting a photo to upload, After you
have selected a photo, please press the upload button to upload the photo to the system.

Support Document

In this tab, you can insert the support documents you would like. These will be attached onto this
assessment

Assessments  Actions Dashboard Reports Setup User Profile How To... Log Off

Selected Property: Status: Planned at: 11-01-2017 09:22:22

Property Support Document As’t Info Occupancy Previous Fire Incidents Questionnaire

@
Select Upload
DOWNLOAD DELETE NAME TYPE DATE
=
- b4 Excel 11/01/2017 09:22:22
4/ 4 n » | » Pagesize: 10 v 1items in 1 pages

1 Press Select
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& Choose File to Upload hed

“— v » ThisPC » DATA(D:) » UserDocuments » Pictures » Camera Roll e V] Search Camera Roll pel

Organise MNew folder . = ~ [ o
~
& This PC
L

[ Desktop ~ - ¥
Documents i : i :

‘ Downloads

J», Music 3ea’elB0-d22d-4  Th33fbcd-b37f-40  040445fb-40ac-42  e5844fad-2308-4f test,jpg
) 295-b7a4-84d691  25-aeBc-edebf19  96-91b2-f02d965f  e2-aded-035e5ch
[&] Pictures cl7ccl.jpg Ob&4f.jpg Sbfljpg 2f8bb.jpg

B Videos

‘i Local Disk (C:)
- DATA (D)

- Local Disk (E:)
- DATA(F)

= Systermn Reservec
|_ﬂ MNetwork

W

File name: All Files (*.%) w

2 Locate the file you would like to attach, and press open.
3 After so, press upload to upload the file to the system.

Assessment Info

Assessment Information is displayed that was entered during Creation. Some of this information can be
altered in this section.
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Assessments Actions Dashboard User Profile How To...

Reports

Setup Log Off

Selected Property: Status: Planned at: 11-01-2017 09:22:22

Previous Fire Incidents Questionnaire

Property Support Document Assessment Info Occupancy

L
2017-1-11-3935-71556
e

Save @

Assesment Info Legislation that applies

¥ Electrical Regulation
[] Gas Regulation °

[} ~

Assessment Ref. No.

Date of Creation 1110112017 ° ] Housing Act

1 Health and safety Act
Date of Assessment 09/01/2019 @ D Licensing Act
Assessment Created By Default User - ] Gaming Act

] Building Regulation
¥ The Regulatory Reform (Fire Safety) Order
2005

[] Fire Safety Order - Sleeping
Accommodation

Management Responsibility Y Y
Name of officer carrying out T g
Assessment

Date of Original Assessment 04/05/2010 ‘e /] Fire Alarm & Fire Detection Systems Guide
BS 5839 Part 1 2002
Date of Last Assessment 0910172017 ‘e ¥ British Standard for Emergency Lighting
. ) BS 5266 Part 1
Date of Next Assessment 09/03/2020 .‘ [] Fire Safety Order - Offices and Shops
[_] Fire Safety Order - Factories and
: /
Type of Risk Assessment Version 1.0 o Warehouses o
[] Fire Safety Order - Residential Care
Audit Type Common areas only Premises

Details of Construction and use of Premises

] Fire Safety Order -
I Fire Safety Order -

Educational Premises
Small and Medium

Places of Assembly

] Fire Safety Order - Large Places of

Assembly

] Fire Safety Order - Theatres, Cinemas and V¥

Kimilar Premizes

s o
L
A purpose built single storey community room attached to 2 o
storey flats on a housing scheme. The building is consfructed with

L ]
N
concrete floor, brick walls with a timber framed roof with concrete .‘
roof tiles.

1. Assessment Ref.No — This number is automatically generated by the system and cannot be changed.
2. Date of Creation — This is the date when the assessment for this property was created, this cannot be
changed.
3. Date of Assessment — This is the date of the actual assessment, this can be altered by pressing on
the calender sign and selecting a new date,
4. Assessment Created By — This field shows who created the assessment, it cannot be changed.
5. Management Responsibility — This field cannot be changed.
6. Name of officer carrying out Assessment — This displays who will be carrying the assessment, this
field can be altered.
7. Date of Original Assessment — This field cannot be changed.
8. Date of Last Assessment — This field cannot be changed.
9. Date of Next Assessment — This field can be changed by selecting the calender icon and choosing a
new date for the assessment.
10. Type of Risk Assessment — This cannot be changed.
11. Audit Type — This can be changed.
12. Details of Construction and use of Premises — This can be changed and more information can be
added.



13. Legislation that applies — New options can be selected here and updated, or de-selected.

14. Save button — After you have made your changes, press the save button to update the assessment
with the latest information.

* Property Address is configurable. To configure information on Property Address speak with
Administrator.

«¥s Button “Save” and “Save and Close” might not be visible if Auto Save feature is turned on in

User Profile.
Assessments Actions Dashboard Reports Setup User Profile How To... Log Off
Selected Property: Status: Planned at: 11-01-2017 09:22:22
Property Support Document Assessment Info Occupancy Previous Fire Incidents Questionnaire =
S O ©)
. —
Number of flats 0e TIME SLOT OCCUPANTS ‘..
Number of floor including ground 2 « @ e
] 00:00-04:00
Number of staff (if any) Occasional ° |O
Number of visitors Unknown 0‘ 04:00-08:00 |0
Number of basement levels 0 ° 08:00-12:00 |30
L
° 12:00-16:00 [20
16:00-20:00 [10
20:00-24:00 [o

Displays the number of flats for the selected property. This cannot be changed.

2. Displays the number of floors within the selected property. This cannot be changed.

3. Displays the number of staff for the selected property. This can be altered by simply entering a new
value in.

4. Displays the number of visitors for the selected property. This can be altered by simply inputting a
new value in.

5. Displays the number of basement levels for the selected property. This can be altered by simply
inputting a new value in.

6. Displays the number of people using the property at different times during the day. This can be
altered by simply entering values in each time slots.



7. After you have inputted all the information, do not forget to press save to update or save the
information on this tab.

* Number of flats and number of floor are attribute of the Property. To configure this speak
with the Administrator.

Previous Fire Incidents

Assessments  Actions Dashboard Reports Setup User Profile How To... Log Off
Selected Property: Status: Planned at: 11-01-2017 09:22:22
Property Support Document Assessment Info Occupancy Previous Fire Incidents Questionnaire =
+ Add new record o, @ ° O Refresh
DELETE DATE CAUSE INCIDENT MO TYPE TIME OF CALL

Date: ..‘
Cause: ™ o
Incident No: (Y 3 o
Type: [ ™Y
Time of Call: © o °

Insert Cancel
No recor s.o.

4/ 4 n | M Page size: 10 v 0 items in 1 pages

To insert a new record, press the add a new record label
Insert the date of the incident

Insert the cause of the incident

Insert the incident Number

Insert the type of incident.

Insert the time of call of the incident.

N ok owh =

After you are done with entering the data, press the insert button

Your fire incident should be populated in the system.

Questionnaire

View the following topic to know how to enter the Questionnaire: Enter Questionnaire




Risk Assessment

Assessments  Actions Dashboard Reports Setup User Profile How To... Log Off

Selected Property: Status: Planned at: 11-01-2017 09:22:22

Property Support Document Assessment Info Occupancy Previous Fire Incidents Questionnaire

Save [ ‘

Likelihood&d

Taking into account the fire prevention measures observed at the time of this risk assessment it is considered that the hazard from fire
(likelihood of fire) at these premises is - Select One

O Low ® CHigh °Q o
Consequence'®y

Taking into account the nature of the premises and the occupants as well as the fire protection any procedural arrangements observed at
the time of this fire risk assessment it is considered that the consequences for life safety in the event of a fire would be - Select One

O Slight Harm @ OExtreme Harm o g °
Ovarall Risk Rating&

Accordmgly, it is considered that the risk to life from at these premises is - Select One

O Trivial ® O O Substantial  Olntolerable e Y o

Select the Likelihood for the risk
Select Consequence

Select Overall Risk Rating for the Assessment
Click ‘Save’

o Dn -

Fire Equipment

Assessments Actions Dashboard Reports Setup User Profile How To .

Selected Property: Status: Planned at: 11-01-2017 09:22:22
Property Support Document Assessment Info Occupancy Previous Fire Incidents Questionnaire =
+ Add new record ‘ . © Refresh
EQUIFMENT INSPECTION
DELETE FLOOR LOCATION INSPECTED WEEKLY MONTHLY QUARTER
MAME DATE
Fire Fightin
Edit x TN g Site 060612016 "
Equipment
Edit x Fire Alarm Site Site 11110/2016 v v
) Emergency ) i
Edit x . Site Site 06/12/2016 v v
Lighting
Electrical
Edit X . Site Site 11/10/2006 v v
Mains
< >
4| 4 n [ Pagesize:| 10 v 6 items in 1 pages

1. To add new fire equipment press the add new record label.



| %

Equipment Name:  Fire Alarm

Floor:

Location:

Inspection Date:

Inspected:
Weekly:
Monthly:
Quarterly:
Six Monthly:
Annually:
Five Yearly:

oooooooo

Passed:

Insert Cancel

After inserting all the information about the equipment, press the insert button and the item will be stored in

the database

Assessments Actions Dashboard Reports Setup User Profile How To... Log Off
Selected Property: Status: Planned at: 11-01-2017 09:22:22
Property Support Document Assessment Info QOccupancy Previous Fire Incidents Questionnaire =
+ Add new record O Refresh
° EQUIPMENT INSPECTION
DELETE FLOOR LOCATION INSPECTED WEEKLY MCNTHLY QUARTER
NAME DATE
Y R
L] Fire Fightin
Edt @ e x ® TOG g Site 06/06/2016 v A
Equipment
Edit x Fire Alarm Site Site 11/10/2016 v v
) Emergency ) i
Edit o Site Site 06/12/2016 v v
Lighting
) Electrical . .
Edit ) Site Site 11/10/2006 v v
Mains
< >
4 « n > || P Page size:| 10 « 6 items in 1 pages

2. You can delete your fire equipment item by clicking the red x button next to it.
3. You can edit your fire equipment item by clicking the edit button.



Actions

Assessments Actions Dashboard R

‘rofile How To... Log Off

Selected Property: Status: Planned at: 11-01-2017 09:22:22

Pu Support Document Assessment Info Occupancy Previous Fire Incidents Questionnaire

. LOCATION FINDING RECOMMENDATION TYPE PRIORITY

SFD STATUS DESCRIPTION TEAM
L) . . . . .
¥ Site Site Storage items fo recommendatior SF B Not Started Housing Team
Open o ®
Finding :

Storage items found in electrical cupboard

Recommendation :

recommendation for items to be stored in alternative location away from electrics

Compliant Status: Non Compliant

Floor: Site
Type: SF ‘
Location: | Site
Priority: B
Cost: (£)
Team Housing Team
Add Comment L3 ‘ °
USER NAME COMMENT DATE
Mo records to display.
Storage Storage
) . cupboard cupboard to be ) R
[ 2 Site Main entrance SF R Nnt Started Hnousing Team
4 4 n 2 r | > Page size: 10 v

16 items in 2 pages

1. Press the triangular icon to expand the Action
2. Press Open to open the Action

3. You can add a comment onto the action by inserting text here and pressing the insert button
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HOW TO ENTER ASSESSMENT
QUESTIONNAIRE

To Open a Section to Complete it

Assessments Actions Dashboard Reports ser Profile How To... Log Off Default User ~

Selected Property: Status: Planned at: 16-11-2016 11:04:44

Property Support Document  Assessment Info Occupancy Previous Fire Incidents Questignnaire Risk Assessment

BUILDING AND MECHANICAL ‘
TOTAL SFD PLANNED Hi
ACTION E ANSWERE( HOUSING TEAM MAINTENANCE AND ELECTRICAL NOT SPECIFIED COMPLIAN
OUTETANDING WORKS TEAM
TEAM TEAM

. Part1 Are there any
Open occupants especially at 'Y 0 0 0 0 0 0 0 Mot Applit

risk? .

= Part 2 History of Fires 0 0 0 0 0 0 Not Appli
o i
pen Anti-social Behaviour &

Open | Part 3 Electrical 0 0 0 0 0 0 0 Not Applit

~

Open Part 4 Smoking 0 0 0 0 0 0 0 Not Applit

Part 5 Portable heaters

Open and heating 0 0 0 0 0 0 0 Not Appli
installations
Open Part 6 Cooking 0 0 0 0 0 0 0 Not Applit "
< >
4 4 n 2(» | » Page size: 10 20 items in 2 pages

1. Select ‘Questionnaire’

2. Click Open to Open a Section

3. Click Answered Box to mark all the Significant Findings and Defects in the section as Answered. If
answered you can click again to clear all the answers

Page 35 of 144



Open section will show the Normal Questions

Reports  Setup Profle  How To... Log Off Default User v

Status: Planned at: 16-11-2016 11:04:44

@ .
Part 1 Are there 6occupants especially at risk? « ® ‘.

o

Num ber?)f people L d Number of Young m
sleeping L Persons Employed =
Number of disabled T Others (specify) Cleaners
people Number of Others 3
Has PEEPs been Mro o . ..
done? ot Applicable
Number of Lone 5
workers
Comment °
..

Assessment Section name

Normal Question “Question”

Normal Question Text Type Input
Normal Question Select Type Input
Normal Question Multiline Text Input
Normal Question ‘Save’ Button

N ok owhd =

Close Section Button



Significant Findings within a Section

Assessments Aclions Dashboard Reports Setup User Profile How To... Log Off Default User ~

Selected Property: 2 Status: Planned at: 16-11-2016 11:04:44
Normal Quest SFD Questions 0_. ° Close
é °’art 1 Are there any occupants especially at risk? ,®
i ‘.
EMdNechmrd =" | Copy Complete Action@y () Disregard Actior oA
COMPLIANCE FINDING ECOMMENDATION 9 ANSWERED LOCATION TYPE
Edit g C INC O NA ® . (7] »N the date and time of audit it wa -] Ihe persons noted below should be r P
o [
Edit NA ® g person's Risk ass @ Cary k assessment for you . °
Edit Z'N»\ Cl 'he ﬂdﬂ it was noted t -] Carn,'e’ risk assessment deta
Edit CONCONA® © Atthetime of audit it was notedt...  ¢@ Ensure all oxygen users are recorde
Edit CONCONA® © Atthe time of audit it was noted t @ Line manager should ensure that sta
< >
d n » | p/ Pagesize: 1 ¥ 5 items in 1 pages
1. Assessment Section Name
2. Select to View the SFD Questions
3. Click to Add new SFD
4. Select a SFD and Click to Copy its Details
5. Select to Complete a Non Compliant Action (Only available for SFD that have been marked as Non

Compliant and Validated in a Previous Assessment)

6. Select to Disregard a Non Compliant Action (Only available for SFD that have been marked as Non
Compliant and Validated in a Previous Assessment)

7. Click to Edit a SFD

8. To edit a SFD, for Compliance use the “C” option, for Non Compliant use “NC” and for Not Applicable
use “NA”. Edit will be opened if “NC” option is selected to fill in all the details.

9. Description of the Findings. Click the question mark to view the full text.

10. Description of the Recommendation. Click the question mark to view the full text.

11. Status for the Assessment Section Question. A tick means that the Question is completed. By default
all Findings are set to “NA”. If this is the appropriate selection for a specific Findings, click on the
status icon to change it to completed

12. Click to Close the SFD List



To Enter details of a Significant Finding and Defect

Assessments Aclions Dashboard Reports Setup User Profile How To... Log Off Default User v

Selected Property: Status: Planned at: 16-11-2016 11:04:44

Normal Questions SFD Questions Close

Part 1 Are there any occupants especially at risk?

eA'cmd 2~ Copy Complete Actior \-/,)-,-::,-LA,-k-
Cl ICE FINDING RECOMMENDATION ANSWERED LOCATION TYPE

m‘ cO No @© Atthe date and time of audititwa ... @ The persons noted below should be r A
Save q,. Close
Finding
At the date and time of audit it was noted that disabled persons are located in inappropriate areas NO P hoto
L ]

° Available

The persons noted below should be re-sited to remove dangerous conditions noted on fire safety
Audit

Recommendation :

See Notes In Part 1 .°
o ° . Upload Remove ...
Fl ‘
loor
O

; Compliant Status: | Net Applicable ., v Descripive Text: =~ ~ @
Location . Type: .q . @
Trend Amount F'nnnly s °
Trend: e - . Team: . v

° n B
Il p Page size: | 9 v Sitems in 1 pages

Click to Edit an SFD Item;

The Finding describes the nature of what is identified;

The Recommendation describes how the Findings should be dealt with;
Click to select a photo file for the Finding;

Click Save to save the selected photo;

Click to Remove the attached photo from SFD;

Floor describes the floor of the Finding;

Location describes the Location of the Finding;

Trend Amount is used to indicate how many Trend Items are being recorded;
Trend is used for categorisation of the Finding;

0O 0N AN

—_— -

The Compliance Status represents the Status in terms of compliance. This is linked to the options on
the Assessment Section list;
The Type represents the category for the Finding;

—_— -
w N

Priority describes the urgency for dealing with the Finding. For definition of options see Action Priority;



14.
15.
16.
17.

The Team represents the team responsible for dealing with the Finding;

Click on the drop down to see the list of pre defined Descriptive Texts for the selected Finding;
Enter/edit a Descriptive Text to describe the Finding and Recommendation;

Click Save to save the Significant Finding or Defect;
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HOW TO COMPLETE ASSESSMENT

Assessments Actions Dashboard Reports Setup User Profile How To... Log Off

Drag a column header and drop it here to group by that column

3 New I-;@w Export to Excel ey h g
q STATUS PROPERTY ID ASSESSMENT REF NO NUMBER ADDRESS AREA PO
> | ¥  InProgress 46390 2017-1-9-3930-46390
Open
Complete . ®
< Delete >

4| 4 n > » Pagesize:m 1 items in 1 pages

1. Click on the drop down options for the Assessment
2. Select “Complete”

«¥s The status of the Assessment will change to “Completed”.
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HOW TO VALIDATE ASSESSMENT

An Assessment can be Validated from Assessment List.

* Please make sure to check all the Assessment Information. See View Assessment
Information

To Validate

Assessments Actions Dashboard Reports Setup User Profile How To... Log Off

Drag a column header and drop it here to group by that column
; 9 New ?“ Export to Excel Clear Filter Y

STATUS FROFERTY ID ASSESSMENT REF NO NUMEBER ADDRESS AREA FOQ

o Y 2016-10-25-3870-955
b _ emeleted 551 2016-10-25-3870-9551 i |

Open
Incomplete
@

Validate [}
Pravi

< review >
Delete )

4|~ -, p—— ] v 1items in 1 pages

1. Click on the drop down options for the Assessment.
2. Select Validate.
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Validation Screen will open

Assessments Actions Dashboard leports Setup User Profile How To
Validate Assessment += O - @ X
Valid  Invalid e Open ('Y fancel
SECTION MAME TOTAL SFD CJUTSTAI‘\ID&i HOUSING TEAM ‘ BUILDING AND MAINTEMANCE TEAM MECHAMI CAL TE!
Part 1 Are there any ° ° r‘ A
occupants especially at 0 0 0 0

risk? ‘

Part 2 History of Fires 0 0 0 0
Anti-social Behaviour

Part 3 Electrical 0 0 0 0
Part 4 Smoking 0 0 0 0
Part 5 Portable heaters
and heating 0 0 0 0
installations
Part 6 Cooking 0 0 0 0
Part 7 Lightning 0 0 0 0
Part & Housekeeping 1 1 0 0 £
< 2
| || < nz » || » | Pagesize:| 10 ¥ 20 items in 2 pages
1. Section to Validate for Assessment;
2. Select any Supporting Documents available for an Assessment;
3. Click to Open the Selected Supporting Document
4. Click ‘Cancel’ to Close The Validation;
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To Inspect the Assessment Results

Assessments  Actions Jashboard ; User Profile How To... f Default User
Validate Assessment + O - @ X
Valid Invalid v Open Cancel
SECTION NAME TOTAL £ Normal Quesaons SFD Questiond®
Part 1 Are there any . . Have all fixed ~
occupants especially at 0 installation systems
risk? been checked in the —
last 5 years?
F‘ar.t 2 Hllstory of Fllres 0 Has a." portal:_-le
Anti-social Behaviour electrical equipment Not Applicable
® been PAT tested?
b Is there a policy to deal

Part 4 Smoking 0 with use of personal

electrical equipment in

Part 5 Portable heaters the common areas?

and heatin 0 -
installat g Are there any trailing
nstalations leads and adaptors in -~ rot Applicable
Part 6 Cooking 0 use?
Part 7 Lightni 0 ] Is there a policy to

art 7 Lightning control use of leads and 1ot Applicable

< > adaptors?

la || « n 23| p| Comment
Page size: 1) v Mains electrics out of test date

21 items in 3 pages v

1. Click a Section to expand the Section Questions;
2. Select to View the Answers for Normal Questions;
3. Select to View the Answers for SFD Questions;
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To Invalidate the Assessment

Assessments Actions Dashboard Reports Setup User Profile How To... Log Off Default User v~
Validate Assessiil = O - a X
Valid Invalid‘ v Open Cancel
SECTION NAME TOTAL SFD OUTSTANDING HOUSING TEAM BUILDING AND MAINTENANCE TEAM  MECHANICAL AND ELECTRICAL TEAM
Part 1 Are there any A
occupants especially at 0 0 0 0
risk?
Part 2 History of Fires
0 0 0 0
Anti-social Behaviour
Part 3 Electrical 1 0 0 1
Part 4 Smoking 0 0 0 0
Part 5 Portable heaters
and heating 0 0 0 0
installations
Part & Cooking 0 0 0 0
Part 7 Lightning 0 0 0 0
Part 8 Housekeeping 0 0 0 0
v
Part 9 Hazards
< >
|4 || « n 206 || ¥ Page size: 10 v 20 items in 2 pages.

1. Click ‘Invalid’
[ Enter Reason += - 0 X

Error Description

2

Submit  Canc®
@

2. Enter reason
3. Click Submit
4. Click Cancel to Cancel the Invalidation

! You cannot Validate an Assessment that has been Completed by you.
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«¥s As soon as the Assessment is Validated. The next Assessment is created with the status of
Planned. Calculation of Next Assessment Date is configurable. Please speak with your
system Admin. See Next Assessment Date

* After validation an e-mail notification is sent. E-mail Notification is configurable. Please
speak with your system Admin. See Email Notification.
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HOW TO INCOMPLETE ASSESSMENT

When Assessment’s status is Completed, but user wants to edit information in the assessment, Option
Incomplete from drop down options box needs to be selected

Assessments Actions Dashboard Reports Setup User Profile How To... Log Off

Drag a column header and drop it here to group by that column

-'e L Clear Filter =
| New = Export to Excel h d
STATUS .‘ PROPERTY ID ASSESSMENT REF NO NUMBER  ADDRESS AREA P
h
» Completed 9551 2016-10-25-3870-9551
Open
> Completed 59522 2016-8-8-3798-59822
Incomplete ®
> Validate ed 60074 2016-5-3-2820-60074
Preview
> ed 60500 2016-5-3-2812-60500
Delete
» --Select Option— ~  Completed 88535 2016-5-3-2596-88535
> --Select Option— v Completed 87998 2016-5-3-2591-87993
< >
4| 4 n > || > Page size: |10 v 6 items in 1 pages

1. Search for Completed Assessment

2. Select Action Dropdown
3. Select Incomplete

Status of Assessment will change back to In Progress and will allow Editing
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HOW TO CREATE A NEW VERSION FOR
ASSESSMENT

To create a new version for an Assessment, this is available only from the latest validated assessment for a

property. All information from a previous version validated assessment will be copied to new version
assessment. This function is used if, by accident, any of the information in the Validated Assessment was
incorrect and needs to be changed.

Creating a new version of an Assessment is possible in two ways: selecting New Version from the drop
down box in the Assessment List or clicking New Version on the Assessment Info page

1 Search for a Validated Assessment

Option drop down in the Assessment List

Assessments Actions Dashboard Reports Setup User Profile How To... Log Off

Drag a column header and drop it here to group by that column

; 9 Mew I-%-' Export to Excel ° Clear Filter
o2

STATUS PROPERTY ID ASSESSMENT REF NO NUMBER ADDRESS AREA

9 i
- I .
p  Open .eed 562 2016-11-3-3875-562
New Version [}
> Proview Validated 677 2016-10-10-3847-677
Delete
> O Validated 22407 2016-09-09-3641-22407
b | —Select Option— v Validated 22389 2016-09-09-3840-22389
b | —Select Option— ~  Validated 59945 2016-8-26-3828-59945
b | —Select Option— v Validated 347 2016-08-05-3782-347
b | —Select Option— ~  Validated 59956 2016-06-29-3750-59986
—Select Option-— v Validated 90065 2016-06-28-3749-90065 v
< >
4| 4 nZ 34567891 . » » Pagesize: 10 v 2752 items in 276 pages

2 Click on the Option Drop down
3 Select “New Version”
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Assessment Info page

2 Open Validated Assessment

Log Off Default User ~

Status: Validated (V1) at: 25-11-2016 13:03:15
isment, because it is already validated.

Questionnaire Risk Assessment Fire Equipment Actions New Version Close
‘e
Legislation that applies o -~
)

3 Click “New Version”

New Assessment is created and added to the Assessment List

«¥» New Version Assessments are created with the status ‘In Progress’. In addition, it adds the
version of the assessment (e.g. ‘In Progress (V1)’)
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HOW TO DELETE ASSESSMENT

Assessments Actions Dashboard Reports Setup User Profile How To... Log Off Default User ~

Drag a column header and drop it here to group by that column

=£3 . Clear Filter =
i | New Export to Excel . h g
STATUS PROPERTY ID ASSESSMENT REF NO ‘ ADDRESS AREA POSTCODE
- e
I 2016-11-16-3882-231

» | L ¥ | Planned 2016-11-16-3882-23131
Open
Delete ‘.
< >
4 4 n > | » Page size: 10 1items in 1 pages

1. Search for an Assessment

2. Click on Dropdown
3. Select ‘Delete’.

Confirmation X

Do you want to delete this job 2016-10-27-3871-923737

o Cancel

4. Click ‘OK’

The assessment and all the relevant information that belongs to the assessment is removed from the
system.
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HOW TO PREVIEW ASSESSMENT

Assessments Actions Dashboard Reports Setup User Profile How To...

Drag a column header and drop it here to group by that column

[ 2= n =
;_ S New i=1 Export to Excel ° ClearFilter

STATUS PROPERTY ID ASSESSMENT REFNO @ NUMBER ADDRESS AREA

° Y 2016-11.25-3894.717
> _ Validated 71783 2016-11-25-3894-71783

Open
New Version

Preview [ ]

Delete °

< >
41 4 n SIS Page size: 1) v 1 items in 1 pages

1. Search for an Assessment

2. Click on Dropdown
3. Click Preview

Assessment Preview Report will open

* For the Preview Report template please contact support@psi2000.com to configure the
template for your system
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|° 0 I( ( lzlofBS > >||E>(porttolhe | i format V| Export 'fj & ﬂ ~
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HOW TO OPEN ACTION

ons Dashboard Reports Setup User Profile How To... Log Off
Drag a column header and drop it here to gn& t column
?‘* Bt B ClearFilter
QOPTION ° ACTION REF STATUS . BLOCK NUMBER ADDRESS AREA
Open °
Complete ®
Disregard °
Delete
< >
4( 4 n LN Page size: | 10 v 1 items in 1 pages

Select Action
Search for an Action

Click Dropdown

oD~

Select Open
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HOW TO UPDATE ACTION

1 Open Action

4 Assessments Actions 3 ishboard Reports Setup User Profile How To... Log Off
[ 2
Save Save and Close Delete Complete @ Close
Selected Property: 9988 234 F1-2 Lidgett Lane Gledhow LS17 6QN Current Action Status: In Progress

Significant Finding/Defect
Both flats No Photo

Recommendation A‘U’aila ble

Ensure both flats are fitted with a domestic type smoke detector with
at least one per floor

2 Completing action
3 Deleting action
4 Saving and closing the action

By scrolling down, we see 3 tabs which hold more information about the action :
* Assessment

¢ Action Details
« Comments
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Assessment

Fire Safety System - 1

Assessment Information

Assessment Ref. No. 2016-5-3-3373-9988

Date of Assessment 09/01/2017

Date of Creation 03/05/2016
Assessment Created By Default User
Management Responsibility

Name of officer carrying out _
Assessment

Date of Original Assessment 29/11/2011 5
Date of Last Assessment 29/11/2014 )
Date of Next Assessment 09/01/2020

Type of Risk Assessment Version 2.0 v
Audit Type Common areas only, | ¥

Details of Construction and use of Premises

A detached two storey building with two separate flat doors in
entrance lobby. Brick walls with timber floor, pitched timber and slate
roof. Approx. 15m x 12m. Property built approx. 1910.

None of the assessment details can be edited

Action Details

Action Details

Legislation that applies

+/| Electrical Regulation

/| Gas Regulation A
Housing Act
Health and safety Act
Licensing Act
Gaming Act
Building Regulation
/| The Regulatory Reform (Fire Safety) Order 2005
Fire Safety Order - Sleeping Accommodation
Fire Alarm & Fire Detection Systems Guide BS 5839 Part 1
2002
British Standard for Emergency Lighting BS 5266 Part 1
Fire Safety Order - Offices and Shops
Fire Safety Order - Factories and Warehouses
Fire Safety Order - Residential Care Premises
Fire Safety Order - Educational Premises
Fire Safety Order - Small and Medium Places of Assembly
Fire Safety Order - Large Places of Assembly
Fire Safety Order - Theatres, Cinemas and Similar Premises
Fire Safety Order - Open Air Events, Shows and Events
Fire Safety Order - Healthcare Premises
Fire Safety Order - Transport Premises and Facilities
v

Supplementary Guide - Means of Escape for Disabled

[ PR———"

Floor
: o
Multiple Flats d
Location Within Premises

Both flats e

Action Start Date

o 1510312013 &
L3

Years(s) of SFD
Trend
Trend Amount

Date Passed From FST

Original Assessment Date

Original Target date (Initial

Last Assessment Date

Original Target date (Latest
Assessment)

Team Mechanical and Electt v
Priority Grade B v %
SF/D D

Team Responsible Person Default User

Estimated Start date 01/04/2012

Qe 311032015

o '
L 0
o

Estimated Completion Date
Estimated Cost (£)

Action Completed By
Action Completion Date

9
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Make sure the action details tab is selected

A

10.

11.

12.

13.

14.
15.

16.

17.

18.
19.

Floor information is obtained from Assessment and is read only for all roles.

Action Start Date can be modified by pressing the calendar icon.

Location within Premises information is obtained from Assessment and is read only for all roles
Year(s) of SFD information is obtained from the Assessment and is read only. This is derived from two
values that are in the Assessment i.e. the year of the Original Assessment Date, and the year of the
current Assessment. (For Example, Orignal Date is 2010 and Current Date is 2014, so this value
would be Year(s) of Defect, 2010 to 2014 = 4. This is read only for all roles

Trend information is obtained from the Assessment and is ready only. This can only be updated by
the Fire Safety Officers who can edit this on their permission level

Trend amount. This is only updated by the Fire Safety Officers who can edit this on their permission
level

Date passed from FST is the date the Action was created. Actions are created as soon as the
Assessment is Validated. This is the date the Assessment is Validated and is read only for all roles.
Original Assessment Date information is obtained from the Assessment and is ready only. The
Original Assessment Date is the Assessment date of the first Assessment for the Property that
Significant Finding/Defect was identified.

Original target Date (initial Assessment) is the suggested due start date for this action as provided in
the first Assessment and is read only. Initial Target Date = Initial Assessment Date + Priority Duration;
Last Assessment Date is the date of the last Assessment for the Property and is read only;

Original target Date (last Assessment) is the suggested due start date as modified on the last
Assessment for the property and is read only. Latest Target Date = Latest Assessment Date + Priority
Duration

Team information is obtained from the Assessment and is read only. This is only updated by the Fire
Safety Officers who can edit this on their permission level;

Priority Grade information is obtained from the Assessment and is read only. This is only updated by
the Fire Safety Officers who can edit this on their permission level

SF/D indicates significant findings and defects.

Team Responsible Person which is obtained from the Assessment is read only. This information is
obtained from the Team assigned to an Actions. Each Team has a Team Leader that is responsible
for all Actions assigned to the Team. This is only updated by the Fire Safety Officers who can edit this
on their permission level,

Estimated Start Date is the estimated start date for implementation of the Action. This date is used for
Notification.

Estimated Completion Date is the due completion date for the Action. This date is used for Notification
and for creating the Monthly Variation reports;

Estimated Cost (£) information is obtained from Assessment and is read only;

Action Completed By displays the person who completed the action.
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Fire Safety System - 1

20. Action Completion Date displays the date when the action was completed.

Comments

&)

USER MAME COMMENT

Edit “ x .1 Default User

Manual

|4 || « > | » Page size: 10 v

Click on the Comment Tab.

Enter the text.

Click on Add — A comment should appear in the list.
Press the Edit label to edit the comment

Press the red cross to delete* the comment.

o R~ 0N~

* Delete function is dependant on permission level.

_

DATE

18/01/2017 11:27:32

1items in 1 pages
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HOW TO COMPLETE ACTION

* The Complete Action is only available if the status of the Action is In Progress

There are two ways of completing an action
- Quick Action Complete
- Completion Inside the Action Form

Quick Action Complete

Assessments Actions Dashboard Reports Setup User Profile How To... Log Off

Drag a column header and drop it here to group by that column

?‘* i B Clear Filter
OPTION o AGTIOM REF STATUS UFRMN BLOCK NUMBER ADDRESS AREA
> _ 37675 I Eroress 9088
Open
Complete @ °
< Disregard >
Delete
4 (= [ |l v aye size: | 10 v 1 items in 1 pages
1. Click on drop down options for the Action
2. Select ‘Complete’
Enter Comment to Continue += - 0O X

Continue.-.if:ancel [

O ,1
3. Enter a comment for completion

4. Click ‘Continue’
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Completion Inside the Action Form

Open the action you would like to complete

Assessments Actions Dashboard Reports Setup User Profile How To... Log Off

Save Save and Close Delete Complete Close

Selected Property: ° Current Action Status: In Progress

Significant Finding/Defect
Both flats No Photo

Recommendation Availa ble

Ensure both flats are fitted with a domestic type smoke detector with
at least one per floor

1. Press the complete button.

= Enter Comment to Continue = - 0O X
2
Contiﬂue.h(:ancel [

o A

2. Enter a comment for completion
3. Click ‘Continue’

* When an Action is completed information on the User logged on the system, is entered in
Action Completed By.

* When an Action is completed the current date is entered in the Action Completion Date.
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HOW TO SEARCH FOR ASSESSMENT

* Search is possible on All columns displayed on the Grid.

Assessments Actions Dashboard Reports Setup User Profile How To...

Drag a column header and drop it here to group by that column

; 9 New i=4 Export to Excel Clear Filter Y

STATUS PROPERTY |2 @, ASSESSMENT REFNO NUMBER  ADDRESS AREA
h

» --Select Option— ¥  Planned 71556 2017-1-11-3935-71556 A
> --Select Option— ¥  Planned 9983 2017-1-11-3934-9988

» --Select Option— ¥ | Planned 91708 2017-1-9-3933-91708

> --Select Option— ¥  Planned 71396 2017-1-9-3932-71396

» --Select Option— ¥ | Planned 46445 2017-1-9-3931-46445

» --Select Option-—- ¥ InProgress 46390 2017-1-9-3930-46390

» --Select Option— ¥ | Planned 88078 2017-1-9-3929-88078

> --Select Option— ¥  Planned 91707 2017-1-9-3928-91707

» --Select Option— ¥ | Planned 90220 2017-1-9-3927-90220 v
< >

4| 4 n 2345678910 . » » Pagesize: 10 v 3927 items in 393 pages

1. Click on the filter icon
2. Enter a value into the filter fields and press the “Enter” key

For more filter options view Grid
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HOW TO SEARCH FOR ACTION

* Search is possible on All columns displayed on the Grid.

Assessments Actions Dashboard Reports Setup User Profile How To... Log Off

Drag a column header and drop it here to group by that column

L==
%1 Export to Excel
OFTICH ACTION REF STATUS UPRN BLOCK NUMBER ADDRESS

» --Select Option—-

Clear Filter

«

A

>

» --Select Option-—-
» --Select Option—

--Select Option-—-

7
_4

» --Select Option—
» --Select Option-—- v
» --Select Option—
> --Select Option—
» --Select Option— A4 37675 In Progress 9938 v
]
< >
4| 4 nZ 345678910 . » » Pagesize: 10 v 29545 items in 2955 pages

1. Click on the filter icon
2. Enter a value into the filter fields and press the “Enter” key

For more filter options view Grid
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HOW TO DELETE ACTION

Assessments Actions Dashboard Reports Setup User Profile How To... Log Off
Drag a column header and drop it here to gro®b column
?‘ Er “ Clear Filter 7
OPTION ACTION REF So UFRMN BLOCK MUMBER ADDRESS AREA
34827 ‘. T

r-Il

Open

Delete [} °
Disregard .

< >
4 4 n | » Pagesize: 10 v 1 items in 1 pages

Select Action
Search for an Action

1
2
3. Click on Dropdown
4. Select Delete

Delete Action X

Are you sure you want to this Action: 348277

= Cancel
O

5. Click ‘OK’
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DASHBOARD

Fire Safety System - 1

Property Overview
Assessment Due

Assessment Overdue

Action View
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Property Overview

Property Overview displays a pie chart that shows how many properties are assessed

Dashboard Reports Setup User Profile How To...

Property Overview

Property Overview

213 —,

B Property assessed B Property not assessed
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Assessment Due

Fire Safety System - 1

The Assessment Due tab displays a list of assessments for properties that are planned but not started and

are due to start.

Assessments Actions

FROFERTY ID ADDRESS

10011

10012

10013

10021

10022

< 4"23456?8910._.

Property Overview Assessment Due

»

Dashboard

Reports

Assessment Overdue

ARCHETYFE

East

East

East

East

East

»

Page size: 10

Setup

FPROFERTY GROUP

Block - Low Rise

Block - Low Rise

Block - Low Rise

Block - Low Rise

Block - Low Rise

User Profile

Action View

How To...

DUE DATE

No Assessment

No Assessment

No Assessment

No Assessment

No Assessment

Log Off

DUE IN DAY S

v

1394 items in 140 pages
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Assessment Overdue

The Assessment Overdue tab displays a list of assessments for properties that are planned but not started

and are overdue to start.

Log Off

Assessments Actions Dashboard Reports Setup User Profile How To...

Property Overview Assessment Due Assessment Overdue

PROPERTY ID ADDRESS ADDRESS PROPERTY GROUP DUE DATE OVER DUE BY DAYS
Y Y Y N h Y
N
91718 West Offices 03/0572016 259
146456 West Block - High Rise 03/05/2016 259
16469 West Block - High Rise 03/05/2016 259
91710 West Community Centres 03/05/2016 -259
V]
o « n 2345678910 . » p Pagesze 10 v 1467 items in 117 pages
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Action View

The Action View displays all the latest Action Information with all the details.

Assessments Actions Dashboard Reports Setup User Profile How To. .. Log Off

Property Overview Assessment Due Assessment Overdue Action View
UPRN ORIGIMAL FRADATE LATEST FRADATE ORIGINAL TARGET DATE LATEST TARGET DATE YEAR(S)OF SFD  FINDINGS SF

At the date and time of audit it was noted that the Ti

fire alarm was inappropriate for the type of fo ~
occupancy. a
88798 09/05/2016 wi
st
cC
The Level of Fire protection for the type of Ti
occupancy is inadequate le
Fi
71423 05/09/2016 05122016 05122016 re
cC
m
The Level of Fire protection for the type of Ti
occupancy is inadequate le
H.v
< >
4| 4 n 234567891 _|p|»r Page size: | 3 v 29322 items in 9774 pages
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REPORTS

Report are generated using Excel templates by querying data from the database. To configure the

templates, please contact the Administrator.
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SETUP

The following settings are accessible by Admin users:

» USERS

TEAMS
CONFIGURATION
PROPERTIES

QUESTIONNAIRE TEMPLATES
DESCRIPTIVE TEXTS

The following settings are only managed by PSI

e COMPLIANCE RULES
 E-MAIL NOTIFICATION

* GROUPS

* NEXT ASSESSMENT DATE
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How to alter users in the System.

This page consists of the following guides :
How to ...

-Create a new user

-Update a user

-Delete a user

-Unlock a user

How to create a new user —

Assessments Actions Dashboard Reports Setup User Profile How To... Log Off

Configuration Properties Questionnaire Temp ° Descriptive Texts Options

m
+ AddneWuser i= Export to Excel

UNLOCK USERMAME FIRST NAME LAST NAME EMAIL TEAM

Edit Delete Unlock

1. Click on Setup from the main menu;
2. Click “Add new user” to create a new user;

You will be presented with a new form where you will be asked to insert the information about the user you

would like to insert in the system.



User Information

=] Add New User = O - O X

User Id .« @ o

First Name le
Last Name L ! °
Address .0

Email o @

+ New Password ?

Password ..e

Confirm
Password Y
Mobile o @ °

Phone o @

Team Housing Team T e@ c
Role Fire Safety Officer | v .0

Groups

‘e
Active “ e e

Cancel Save

User id used for accessing FSS;

First Name of the user;

Last Name of the user;

Address for the user;

E-mail of the user. The e-mail is used for notification;

Password used for accessing FSS;

When changing the password, the password is entered here to ensure the correct password is saved;
Mobile number for the user;

Main phone number for the user;

Team that user belongs to. Actions are assigned to Teams during the Assessment;

0O 0N O WN =

—_— -

Role determines what part of the system the user can access. Possible Roles are ESO ( Fire Safety
Officer), EST (Fire Safety Team) and Admin ;
Group determines which properties the user has access to. Information for Group is derived from

—_—
N

Property Attributes imported into the system.

13. Active controls the user access to the system, if unchecked the user will not be able to log in into the
system.

* To obtain information on the Property Attribute used for the Group, speak with
Administrator.



After you have entered the data, press the save button and the user will be created and added to the
system.

How to update a user —

Assessments Actions Dashboard Reports Setup User Profile How To... Log Off

Configuration Questionnaire Temp 0 Descriptive Texts Options

{2
+ Addqr i=] Export to Excel
UNLOCK USERNAME FIRST NAME LAST NAME EMAIL TEAM

Edit Delete Unlock

1. Click “Setup”
2. Click on the “Edit” label

A form will appear where you should have editable fields which you should be able to edit. After updating
the information of the user, press the save button.

How to delete a user —

Assessments Actions Dashboard Reports Setup User Profile How To... Log Off

0 Descriptive Texts | Options
o
i rt to Excel

LOCK. USERNAME FIRST NAME LAST NAME EMAIL TEAM

Edit Delete ® Unlock

Team Configuration Properties Questionnaire Temp

+ Add new user

1. Click “Setup”
2. Click the “Delete” label

A form will appear with the users information. There will be a delete button which you would press if you
want to delete the user from the system.

How to unlock a user —

Assessments Actions Dashboard Reports Setup User Profile How To... Log Off

User Team Configuration Properties Questionnaire Temp ' Descriptive Texts Options

.
+ Add new user 1% Bxport to Excel
UNLOCK as ERNAME FIRST NAME LAST NAME EMAIL -~

°
Edit Delete Unlock



1. Click “Setup”
2. Click the “Unlock” label

After pressing the unlock label, the selected user should be unlocked from the system.
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TEAMS

+ Teams are used for allocating responsibility for implementing the Actions.

 Each Team has a Team Leader.
 When an Action is allocated to a Team, all notifications are sent to the Team Leader for the Team.

* To configure Teams speak with the Administrator.
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CONFIGURATION

Here you can configure the colour of the foreground of assessments and actions

User Profile How To... Log Off

Dashboard Setup

Assessments Actions Reports

Descriptive Texts Options

Questionnaire Temply
Select Color For Available Status

° Planned X
In Progress v °
)

Completed

Properties

Configuration

Validated #6600 | 2
Validation Failed
Not Started

Disregard

1. Browse to the Setup tab
2. Select the Configuration tab
3. Select the status on which you would like to alter the colour

Example :
STATUS
P --Select Option— ~  Completed
2 --Select Option-— =  Completed
P --Select Option— ~  Completed
2 --Select Option-— =  Completed
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Properties can be added, edited and deleted within the properties setup tab.

Adding new properties
Editing properties
Deleting properties

Adding new properties

Actions Dashboard Reports Setup User Profile How To... Log Off

Assessments

User Configuration Propertie~ Questionnaire Temp Descriptive Texis
|

L]
=€) X, Clear Filter Y
. Mew B Export to Excel °

1. Select setup
2. Select properties
3. Press “New”

e
il - E

4. Fillin all of the required information
Click “Insert”

5.

Editing properties

Assessments Actions Dashboard Reports Setup User Profile How To...
User Team Configuration Properties Questionnaire Temp

o Descriptive Texts ~ Options

|

-‘69 s B - —=
| Mew '_,:_: : Export to Excel ° Clear Filter Y
° UPRN NLPG MANAGEMENT AREA STOREYS AREA BLOCK

4 x 10011

Edit
<
4/ 4 n2 345678910 . p » Pagesize:| 10 1393 items in 140 pages

>

1. Select setup
2. Select properties



3. Click on “Edit”

Assessments Actions Dashboard Reports Setup User Profile How To... Log Off

User Team Configuration Properties Questionnaire Templates Descriptive Texts Options

L] Clear Filter ¥

T-? MNew i Export to Excel T

UPRN NLPG ° MANAGEMENT AREA STOREYS AREA BLOCK
o,‘ o‘ -

Update Cancel 10011 v
v
< >
4( 4 n 2345678910 .| » | p Page size: | 10 v 1393 items in 140 pages

4. Edit any* desired field
5. Click “Update”

* UPRN of the property cannot be changed. Please delete and add the property to change the
UPRN.

Deleting properties

Assessments Actions Dashboard Reports Setup User Profile How To... Log Off

User Team Configuration Properties Questionnaire Temp o Descriptive Texts Options
|

= Clear Filter v
T? New = Expoi ID Excel e T

. NLFG MAMNAGEMENT AREA STOREYS AREA BLOCK
.
Edit x 10011
< >
4| 4 n2 345678910 . |p|» Page size: | 10 v 1393 items in 140 pages

1. Select setup
2. Select properties
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3. Press the red cross next to a property you would like to delete

Delete X

Are you sure to DELETE this property: 100117 Deleting
the property will delete all the Assessment and Action
data.

Cancel

Y

4. Click “OK” !

! After pressing ok, the property and its assessments and actions will be deleted
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QUESTIONNAIRE TEMPLATES

Questionnaire Templates are used for Assessments. The selected template for an Assessment determines
the default entry required for the Assessment to be applicable for completion.

To View the Templates:

Actions Dashboard Reports Setup User Profile How To... Log Off

Assessments

Properties Questionnaire Templatr Descriptive Texts Options
1

Team Configuration

User

Add

Version 1.0 S\
Version 2.0 Y
Historical s\

1. Select Setup
2. Select Questionnaire Templates



To Add a Template

Assessments Actions Dashboard Reports Setup User Profile How To. .. Log Off

Configuration Propertieg Questionnaire Templaies Descriptive Texts Options

M
Version 1.0 ‘ W
Version 2.0 Z W
Historical s |

Select Setup

Select Questionnaire Templates
Click ‘Add’

Enter Name

Click OK Icon

o R~ 0N~
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To Edit a Template

ssessments Actions Dashboard Reports Setup User Profile How

Questonnaire Templatr
1

1. Select Setup
2. Select Questionnaire Templates
3. Click Edit Icon

4. Edit Name
5. Click OK Icon

To Delete a Template

* The questionnaire will fail to delete if any Assessments are using the Template
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Assessments Actions Dashboard Reports Setup User Profile How To... Log Off

Configuration Questonnaire Templatr Descnptive Texts Options
1

Team

User

Add

Version 1.0 V4
Version 2.0 4
Historical 4

1. Select Setup
2. Select Questionnaire Templates
3. Click Delete Icon

Delete X

Are you sure you want to delete
this Questionnaire?

Cancel
@

4. Click ‘OK’

Related Topics

Questionnaire Sections

Significant Findings and Defects
Normal Questions
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Questionnaire Sections

Questionnaire Sections define the groups of Significant Findings and Defects and
Normal Questions that will be shown in the Assessment

To View the available Sections:

Setup “Jser Profile

1

operties ‘ Questionnaire Templatt

Version 1.0

1. Select Setup
2. Select Questionnaire Templates
3. Select a Questionnaire
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To Add a Section

Version 1.0

o0k wn =

Select Setup

Select Questionnaire Templates
Select a Questionnaire

Click ‘Add’

Enter a Section Name

Click OK Icon

Fire Safety System - 1
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To Edit a Section

Setup “Jser Profile

1

operties ‘ Questionnaire Templatt

Version 1.0

PO DN~

Select Setup

Select Questionnaire Templates
Select a Questionnaire

Click Edit Icon

Add

Part 1 Are thére any occl

Edit the Section Name
Click OK Icon

Fire Safety System - 1
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To Delete a Section

“Jser Profile

Version 1.0

Select Setup

Select Questionnaire Templates
Select a Questionnaire

Click Delete Icon

=) Delete X

PO DN~

Are you sure you want to delete
this Section?

Cancel
e

5. Click ‘OK’
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Normal Questions

Normal Questions templates appear on opening a Section in an Assessment

To View Normal Question Templates for a Section

Setup

‘ Questionnaire Templaie-

Part 1 Are there any occupants Normal Questions

especially at risk?

Select Setup

Select Questionnaire Templates
Select a Questionnaire

Select a Section

SR

Select ‘Normal Questions’
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To Select a Normal Question for a Section

1 Navigate to Normal Question Templates

Assessments Actions Dashboard Reports Setup User Profile How To . Log Off

Team Properties Questionnaire Templates Descriptive Texts

User Configuration

Close 'S Add Close
e .
_ ” Available Selected

Text: 400 V. A "% Text: Number of people sleeping V. A

Input Type: Integer .~' J— Input Type: Text —

Options Group: N/A ° = Options Group: N/A =

Text: 0400 - 0800 V. Text: Number of disabled people V.

Input Type: Integer — Input Type: Text —

Options Group: N/A - Options Group: N/A -

Text: 0800 - 1200 V. Text: Has PEEPs been done? P

Input Type: Integer J— Input Type: Select —

Options Group: N/A = Options Group: .
yes_no_naotapplicable =

Text: 1200 - 1600 P )

Input Type: Integer Bl v I'I'_e_xtL r:l_uin-be: ET’Lone workers sV

< >

2 Select an Item from Available List
3 Click ‘Right Arrow’ Icon to Add to a Section
4 Click ‘Save’
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To Remove a Normal Question from a Section

1 Navigate to Normal Question Templates

Assessments Actions Dashboard Reports Setup User Profile How To . Log Off

Team Properties Questionnaire Templates Descriptive Texts

User Configuration

Close 'S Add Close
e .
_ ” Available Q Selected

Text: 400 V. A - Number of people sleeping V. A

Input Type: Integer J— ®, " Input Type:®ext —

Options Group: N/A = Options Grolﬁ =

Text: 0400 - 0800 V. Text: Number of disabled people V.

Input Type: Integer — Input Type: Text —

Options Group: N/A - Options Group: N/A -

Text: 0800 - 1200 V. Text: Has PEEPs been done? P

Input Type: Integer J— Input Type: Select —

Options Group: N/A = Options Group: .
yes_no_naotapplicable =

Text: 1200 - 1600 P )

Input Type: Integer Bl v I'I'_e_xtL r:l_uin-be: ET’Lone workers sV

< >

2 Select an Item from Selected List
3 Click ‘Left Arrow’ Icon to Remove from a Section
4 Click ‘Save’

Page 88 of 144



PSI2000 Ltd Fire Safety System - 1

To Add New Normal Question

1 Navigate to Normal Question Templates

Actions Dashboard Reports Setup User Profile How To . Log Off

Assessments

Properties Questionnaire Templates Descriptive Texts

Team Configuration

User

Close Add.L Close
_ ° ailable Selected
Text: 0000 - 04 V. A Text: Number of people sleeping V. A
Input Type: Integer J— Input Type: Text —
Options Group: N/A = Options Group: N/A =
Text: 0400 - 0800 V. Text: Number of disabled people V.
Input Type: Integer — Input Type: Text —
Options Group: N/A - Options Group: N/A -
Text: 0800 - 1200 V. Text: Has PEEPs been done? P
Input Type: Integer J— Input Type: Select —
Options Group: N/A = Options Group: .
yes_no_naotapplicable =
Text: 1200 - 1600 P )
Input Type: Integer Bl v I'I'_e_xtL r:l_uin-be: ET’Lone workers sV
< >
2 Click ‘Add’
Sa{e Close
Text @ °
..

Input Type °
Select q,‘ ° v
Options Group

3 Enter Question Text

4 Select Input type for Answer

5 Select Option Group (Only Applicable for Input Type ‘Select’)
7 Click ‘Save’
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To Edit a Normal Question

Fire Safety System - 1

¥e Changes will be reflected on all Sections where the Edited Normal Question is Selected

1 Navigate to Normal Question Templates

Actions Dashboard Reports Setup User Profile How To... Log Off

Assessments

User Team Configuration Properties Questionnaire Templates Descriptive Texts Options
Close Add Close
I Avaitable Selected
Text: 0000 - 0400 V. A Text: Number of people sleeping V. A
Input Type: Integer _“ Input Type: Text —
Options Group: N/A - ‘ Options Group: N/A -
Text: 0400 - 0800 V. Text: Number of disabled people V.
Input Type: Integer J— Input Type: Text —
Options Group: N/A = Options Group: N/A =
Text: 0800 - 1200 V. Text: Has PEEPs been done? P
Input Type: Integer — Input Type: Select o
Options Group: N/A - Options Group: .
yes_no_notapplicable =

Text: 1200 - 1600 V. )
Input Type: Integer =l v .-I_-_eft‘ I:l_u-r-n-bei EELone workers sV

< >

2 Click Edit Icon
Save Q. Close
Text
0000 - 0400

L]
Input Type .°
Select [ 3 ° v
Options Group .

L

3 Edit Question Text

4 Select Input type for Answer

5 Select Options Group (Only Applicable for Input Type ‘Select’)
6 Click ‘Save’
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To Delete a Normal Question

o¥s Deleted Item will be removed on all Sections where the Normal Question is Selected

1 Navigate to Normal Question Templates

Setup User Profile How To...

Questionnaire Templates

Close Add Close
Available Selected
Text: 0000 - 0400 V. A Text: Number of people sleeping V. A
Input Type: Integer — Input Type: Text —
Options Group: N/A - Options Group: N/A -
[}
L
Text: 0400 - 0800 V. Text: Number of disabled people V.
Input Type: Integer J— Input Type: Text —
Options Group: N/A = Options Group: N/A =
Text: 0800 - 1200 V. Text: Has PEEPs been done? P
Input Type: Integer — Input Type: Select o
Options Group: N/A - Options Group: .
yes_no_notapplicable =
Text: 1200 - 1600 V. )
Input Type: Integer =l v I'I-'-e_xt‘ Euibei EELone workers ya v
< >
2 Click Delete Icon
™ Delete X

Deleting the Normal Question will remove

@) it from other sections. Do you want to
== continue?
m Cancel
3 Click ‘OK’
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Related Topics

Options
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S_ignificant Findings and Defects

Significant Findings and Defects define the Templates that appear when opening
a Section within an Assessment Questionnaire

To View available Templates for a Section

rts Setup

Querstionnaire Template

Part 1 Are there any occupants

especially at risk?

Select Setup

Select Questionnaire Templates
Select a Questionnaire

Select a Section

Select ‘'SFD Questions’

o R~ e~
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To Add a SFD Template to a Section

1 Navigate to SFD Templates

Assessments Actions

Team

User Configuration

Close Add
e

s x
s x
ra x

<
2 Click ‘Add’

Savg,
Finding

Recommendation

e
[
D 1!!IHII!ii -
.I. ~

BC29 .
BC28

HTM27

HTMO03

SFP04

MEAT

3 Enter the Finding Text

Dashboard

Properties

Reports Setup

FINDIMNG

At the date and time of
audit it was noted that
disabled persons are
located in inappropriate
areas.

There is no Young
person’s Risk
assessment in place

At the time of audit it was
noted that there had
been no PEEP

accaccmant carriad ot

Page size: 10 ~

Close

Questionnaire Templates

User Profile

RECOMMENDATION

The persons noted
below should be re-sited
to remove dangerous
conditions noted on fire
safety Audit See Notes
In Part 1

Carry out a risk
assessment for young
persons

Carry out PEEP risk
assessment details
should be added to
information sheet in Fire
Information Box for

How To .

Descriptive Texts

Fire Safety System - 1

Log Off

Close
DESCRIFPTIVE TEXT OFTIONS
~
HMO1P, HMO1S
RROPROG57
(¥]

5 items in 1 pages

>
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4 Enter the Recommendation Text
5 Select a relevant Descriptive Text option
6 Click “Right Arrow” Icon

7 Click ‘Save’

To Edit a SFD Template

1 Navigate to SFD Templates

Assessments

Team

User

Close

<
2 Click Edit Icon

Configuration

Actions

Add

Dashboard

Reports Setup

FINDING

At the date and time of
audit it was noted that
disabled persons are
located in inappropriate
areas.

There is no Young
person’s Risk
assessment in place

At the time of audit it was
noted that there had
been no PEEP

accaccmant carmiad nt

Page size: 10 ~

Questionnaire Templates

User Profile

RECOMMENDATION

The persons noted
below should be re-sited
to remove dangerous
conditions noted on fire
safety Audit See Notes
In Part 1

Carry out a risk
assessment for young
persons

Carry out PEEP risk
assessment details
should be added fo
information sheet in Fire
Information Box for

How To...

Descriptive Texts

Fire Safety System - 1

Log Off

Close
DESCRIFTIVE TEXT OFTIONS
~
HMO1P, HMO1S
RROPROG57
v

5 items in 1 pages

>
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Save Close
LS

Finding@®

At the date f audit it was noted that disabled persons are

located in i e areas.

‘e
Recommendation

The persons noted below should be re-sited to remove dangerous
conditions noted on fire safety Audit

See Notes In Part 1 [}

Descriptive Text |(‘

BC29 ~ ¥ Hmots
BC28 HMO1P
HTM27

HTMO3 -

SFP04 -

3 Edit the Finding Text
4 Edit the Recommendation Text

5 Edit the relevant Descriptive Text Options

6 Click ‘Save’

Fire Safety System - 1
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To Delete a SFD from Template

1 Navigate to SFD Templates

ments Actions hboard leports

Setup

How To

Questionnaire Templates

Close Add

FINDIMNG

At the date and time of
audit it was noted that
disabled persons are
. located in inappropriate
as.

re is no Young

s x person’s Risk
assessment in place
At the time of audit it was
, noted that there had
E x

been no PEEP

accaccmant carriad ~nt

Page size: 10 ~

£
2 Click Delete Icon

Delete A

ame.  Are you sure you want to delete
| | this item?

Cancel
.

e

3 Click ‘OK’

Relevant topics

DESCRIPTIVE TEXTS

RECOMMENDATION

The persons noted
below should be re-sited
to remove dangerous
conditions noted on fire
safety Audit See Notes
In Part 1

Carry out a risk
assessment for young
persons

Carry out PEEP risk
assessment details
should be added to
information sheet in Fire
Information Box for

Fire Safety System - 1

Close
DESCRIFPTIVE TEXT OFTIONS
~
HMO1P, HMO1S
RROPROG57
(¥]

5 items in 1 pages

>
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DESCRIPTIVE TEXTS

Add

User Profile How To... Log Off

Assessments Actions Dashboard Reports Setup

Descriptive Texts

Options

e & Refresh

User Team Configuration Properties Questionnaire Temp
+ Add new record ..°

MAME DETAILS

Press the Setup tab

Press the Descriptive Texts tab

Press the ‘Add new record’ button

Add details of your Descriptive Text

Add a name for your Descriptive Text

Press the tick icon to insert your new Descriptive Text

o0k N~
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Edit

Actions

Dashboard Reports Setup User Profile How To... Log Off

Assessments

User Team Configuration Properties Questionnaire Temy Descriptive Texts
+ Add new record ° ¢ Refresh
MAME DETAILS
T T
Your employees must co-operate with you to ensure the workplace is A
° safe from fire and its effects, and must not do anything that will place
... themselves or other people at risk. Employees also have a duty to take
s’ x RROPROGT8 reasonable care for their own safety and that of other people who may

be affected by their activities. This includes the need for them to inform
their employer of any activity that they consider would present a
serious and immediate danger to their own safety and that of others

Your employees must co-operate with you to ensure the workplace is
safe from fire and its effects, and must not do anything that will place
themselves or other people at risk. Employees also have a duty to take
s x RROPROGS0 reasonable care for their own safety and that of other people who may
be affected by their activities. This includes the need for them to inform ¥

W |« | . 49 50 51 52 53 54 55 56 57 E » | » | Pagesize: 10 ~ 574 items in 58 pages

1. Press the Setup tab
2. Press the Descriptive Texts tab
3. Press the pen icon to edit the descriptive text

Assessments Actions Dashboard Reports Setup User Profile How To... Log Off

User Team Configuration Properties Questionnaire Templates Descnptive Texis

+ Add new record & Refresh

MAME DETAILS

h A4

Your employees must co-operate wiayou to ensure the workplace is safe from
fire and its effects, and must not “iﬂg that will place themselves or other
° people at risk.
e Employees also have a duty t8take reasonable care for their own safety and that
of other people who may be affected by their activities. This includes the need for

them to inform their employer of any activity that they consider would present a
serious and immediate danger to their own safety and that of others

RROPROGTS

e
X

4. Edit the name of the descriptive text
5. Edit the details of the descriptive text
6. Press the tick icon to update the descriptive text
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Remove

Assessments Actions Dashboard Reports Setup User Profile How To... Log Off

User Team Configuration Questionnaire Tem Descriptive Texts

+ Add new record ° ¢ Refresh

MAME DETAILS

Properties

A T

Your employees must co-operate with you to ensure the workplace is A
° safe from fire and its effects, and must not do anything that will place
Y themselves or other people at risk. Employees also have a duty to take
s’ x RROPROGT8 reasonable care for their own safety and that of other people who may
be affected by their activities. This includes the need for them to inform
their employer of any activity that they consider would present a
serious and immediate danger to their own safety and that of others

Your employees must co-operate with you to ensure the workplace is
safe from fire and its effects, and must not do anything that will place
themselves or other people at risk. Employees also have a duty to take
s x RROPROGS0 reasonable care for their own safety and that of other people who may
be affected by their activities. This includes the need for them to inform ¥

W |« | . 49 50 51 52 53 54 55 56 57 E » | » | Pagesize: 10 ~ 574 items in 58 pages

1. Press the Setup tab
2. Press the Descriptive Texts tab
3. Locate the descriptive text you would like to delete and press the red cross icon

Delete A

Are you sure you want to delete
Descriptrve Text: RROPROGT T

0K Cancel

®
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4. Press “OK” to delete the descriptive text !

! All SFD templates that use this item in their configuration will be removed
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OPTIONS

Options are used for setting the values for Normal Question
configuration.

View available values

Actions Dashboard Reports Setup User Profile ow To... Log Off

Options

1. Select Options
2. Select Option Group
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COMPLIANCE RULE FOR ASSESSMENT
SECTION

The following rule is used for determining if within an assessment a section is compliant or not:

1. If, out of the group of questions, one or more is listed as ‘Not Compliant’, then the overall status for
that part will be ‘Not Compliant’, regardless if there are any other questions listed as ‘Compliant’, or

‘Not Applicable’;
2. If, out of the group of questions, one or more is listed as ‘Compliant, but the rest are listed as ‘Not

Applicable’, then that part should be listed as ‘Compliant’;
3. If, all questions in a part are ‘Not Applicable’, then that part should be ‘Not Applicable’.
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E-MAIL NOTIFICATION

Assessment Notification Rule

o¥s FSS uses templates for constructing the text for the notification. The text can be configured.
To configure the text speak with Administrator.

Fire Safety Officer Fire Safety Team Admin

Planned

In Progress

Completed v*
Validated v

* *Notification is sent to all Fire Safety Officers, except the one who has completed the
Assessment

* **Notification is sent to the Fire Safety Officer who completed the Assessment

«¥s **When Validation Failed Action is used notification is sent to the Fire Safety Officer who
completed the Assessment

Action Notification Rule

Fire Safety Officer Fire Safety Team — Team leader Admin

Not Started v
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In progress

Completed v

Assessment Overdue Notification Rule

Assessment over due Start

Any notification of impending Assessments is notified to the Fire Safety Officers within 14 days of
undertaking the Assessment.

Any delayed or overdue Assessments are still noted to the Fire Safety Officers, this is done on a fortnightly/
monthly basis to allow for future off system planning.

Action Overdue Notification Rule

Any notification of any outstanding or overdue completions is sent to the Responsible Officer on a
fortnightly/monthly cycle.
This is in the form of a summary table showing outstanding items for each priority grade.

«¥» To configure the Notification rule speak with Administrator.
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» The Group information is used when creating Users.
» Group information is obtained from Property Attribute.

» Group information is used to determine which user can have access to which properties;

* To change the Group information speak with Administrator.

Example:
[ Edit User
User Id defaultuser
First Name Default
Last Name User
Address default Address
Email Leeds-FSS@psi2000.con
[JChange password ?
Password
Confirm
Password
. Housing Leeds West
Mobile .
[JHousing Leeds South
Phone [1PFI
Team [JHousing Leeds East
[1Housing Leeds °
Role BITMO o
Groups ‘ Housing Leeds We x n
Cancel Save

1. Select relevant Group(s) for a user, then proceed with Adding or Editing a User
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NEXT ASSESSMENT DATE

As soon as the Assessment Date is entered, the Assessment Date for the next assessment is calculated.

* The date of the next assessment is configurable. To change the configuration for the next
assessment date, speak with the Administrator.

The next assessment date uses the Property Attribute (i.e. Archetype) for calculating the next assessment
date. By default the following rule is used:

Archetype Add Months
Block — High Rise 14
Block — High Rise Sheltered 14
Block — Low Rise 36

Block — Low Rise Sheltered 14

Block — Medium Rise 14
Community Centres 14
Offices 12
Service Buildings 14
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ACTION

ACTION PRIORITY

ASSESSMENT

ASSESSMENT SECTION
ASSESSMENT SECTION QUESTION
ASSESSMENT TYPE

COMPLIANCE LEVEL

PRIORITY

SIGNIFICANT FINDINGS & DEFECTS

TEAM
STATUS
ROLES
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ACTION

Actions are created from identified Significant Findings/Defects during an assessment. Actions are allocated
to Teams for Implementation. Each Team has a Team Leader responsible for the implementation of actions.
Other examples of attributes of Actions are:

+ Estimated Start Date;

» Estimated Completion Date;
* Priority Grade;

+ Team;

» Action Completion Date

+ Action Completed By
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ACTION PRIORITY

The Action Priority is configured to show four grades. They are;

* A Very High Priority — Work to be implemented immediately or within 24 hours
B High Priority — Work to be completed within 6 months

* C Medium Priority — Work to be completed within 12 months

* D Low Priority — works to be included in Capital Programmes
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ASSESSMENT

ASSESSMENT is the process of collecting various information. During this process the Assessment form is

used. The assessment form has many sections. For example:

* Property

* Assessment Info

* Support Document

» Occupancy

* Previous Fire Incidents

* Risk Assessment

* Questionnaire. The Questionnaire contains a list of Assessment Sections and Assessment Questions.
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ASSESSMENT SECTION

Assessment Questionnaire is made up of a number of sections. The sections are defined in the Assessment
Template. Sections represent a list of topics required for assessing during an Assessment.
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ASSESSMENT SECTION QUESTION

Assessment Sections are made up of Assessment Section Questions. Each Question represents a potential

Significant Finding / Defect and possible recommendation. During the Assessment, the assessor will use the
default Questions to collects data about potential Significant Findings/Defects within a Property.
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ASSESSMENT TYPE

Assessment Types store information on potential Assessment Sections and Assessment Section Questions.

By selecting an Assessment Type, the Fire Safety System can display different Sections and Questions for
an Assessor to complete.
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COMPLIANCE LEVEL

During an Assessment the assessor uses the Compliance Level to report the status of Significant Findings/

Defects within a Property. Possible options are:
+ Compliant

* Non Compliant
* Not Applicable
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PRIORITY

The Priority is entered by the Assessor during the Assessment for each Significant Finding / Defect.

Page 116 of 144



PS12000 Ltd Fire Safety System - 1

SIGNIFICANT FINDINGS & DEFECTS

The Significant Finding/Defect is identified during an Assessment. After validating an Assessment all

Significant Findings/Defects are used to create Actions.
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TEAM

The Team represents a group of users responsible for the implementation of Assessments and/or Actions.
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STATUS

ACTION
ASSESSMENT
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ACTION

 Not Started

* In Progress
e Completed
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ACTION — NOT STARTED

As soon as an assessment is validated, the information recorded during the assessment for each Significant

Finding and Defect are used to create an Action. The status of all Actions at the time of creation is “Not
Started”.
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ACTION - IN PROGRESS

For an Action to have a status of “In Progress”, the Fire Safety Team or the Fire Safety Officers have to

enter an Action Start Date in the action details page.
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ACTION — COMPLETED

For an Action to have a status of “Completed”, the Fire Safety Team or the Fire Safety Officers select

“Completed” from the Action List drop down options or in the Action Detail page.

* Fire Safety Officers, also have an ability to complete previously found actions during an
assessment.
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Planned

* In Progress

Completed
Validated

®
Create an assessment Assessment is created
manually automatically
I
Planned Planned
Complete at least 1
part of questionnaire
In progress

Complete

Incomplete

N
b

Valid

Completed
4

Invalid ) -

Validated

New version of
Validated assessment
1

In progress (V1)

ﬁJ

New version
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ASSESSMENT-PLANNED

At the time of creation the assessment has “Planned” status. Assessments are created either by the Fire

Safety Officer selecting the “New” action or after validating an existing Assessment. On validation of an
existing assessment, the system generates the next assessment with the status of “Planned”.

* The Date of the Next Assessment is determined by system configuration. To configure this
date contact your system Administrator.
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ASSESSMENT-IN PROGRESS

As soon as the assessment sections are edited, the assessment status changes to “In Progress”
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ASSESSMENT-COMPLETED

An assessment with “In Progress” status is changed to “Completed” when the Fire Safety Officer selects the

“Complete” option. For an assessment to have “Completed” status all Assessment Sections should have
been answered by the Fire Safety Officer.
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ASSESSMENT-VALIDATED

An assessment has status “Validated” when a Fire Safety Officer selects the “Validate” option.

* All assessments with the status of “Validated” can no longer be changed. If there is a
changes required, New Version option should be used.
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Admin
Fire Safety Officer
Fire Safety Team
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Admin

What screens can be accessed.
What actions are available.

Page 130 of 144



User Interface — Admin

Assessments Actions Dashboard Reports Setup User Profile How To... Log Off

Assessments — to access the Assessment List
Actions — to access the Action List

Dashboard - to access the Dashboard

Report — to access the Reports

Setup — to access the Setup

User Profile — to access the User Profile

How To... — to open the FSS Manual

© N g~ wDdhd =

Log Off — to log off from the system
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Action — Admin

Assessment

Open Complete Validate New Version Preview Delete Incomplete
Planned v v
In progress v v v
Completed v* v v v v
Validated v* v v v

* Assessment with Status “Validated” and “Completed” can only be open for View.

Action
Open Complete Delete Incomplete
Not Started v v
In progress v v v
Completed v v v

* Action with Status Completed can only be open for View.
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Fire Safety Officer

What screens can be accessed.
What actions are available.
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User Interface — Fire Safety Officer

Assessments Actions Dashboard Reports User Profile How To_.. Log Off

Assessments — to access the Assessment List
Actions — to access the Action List

Dashboard — to access the Dashboard

Report — to access the Reports

User Profile — to access the User Profile

How To... — to open the FSS Manual

Log Off — to log off from the system

N oA~ eh =
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Action - Fire Safety Officer

Assessment

Open Complete Validate New Version Preview Delete Incomplete
Planned v v
In progress v v v
Completed v* v v v v
Validated v* v v v

* Assessment with Status “Validated” and “Completed” can only be open for View.

Action

Open Complete Delete Incomplete
Not Started v

In progress v v
Completed v v

* Action with Status Completed can only be open for View.
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Fire Safety Team

What screens can be accessed.
What actions are available.
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1.
2.
3.
4.

Actions User Profile How To... Log Off

Actions — to access the Action List

User Profile — to access the User Profile
How To... — to open the FSS Manual
Log Off — to log off from the system
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Action - Fire Safety Team

Assessment

Open Complete Validate New Version Preview Delete Incomplete

Planned

In progress
Completed

Validated
Action

Open Complete Delete Incomplete
Not Started v

In progress v v
Completed v* v

* Action with Status Completed can only be open for View.
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USER INTERFACE

This sections contains information how to use different types
of controls in the application
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* Grid, in the images below is used for example purposes, therefore, the display may be

different, however, the functionality is the same

» The “Grid” control is used on many pages.

» The “Grid” displays information in tabular format.

« Each “Grid” has a number of “Columns” and each “Column” has a label.

» Each “Grid” also has ‘Save Grid Layout’ option that allows the user to choose the columns that should

be displayed on the page.

* Please note that not all grid layouts are editable, therefore the Save Grid Layout button is

not always available.

Drag a column header and drop it here to group by that column

B8 New =

Action
--Select Action--
--Select Action--
--Select Action--
--Select Action--
--Select Action--
--Select Action--
--Select Action--
--Select Action--
--Select Action--
--Select Action--

--Select Action--

Export to Excel

UPRN

15106

13304

12563

11981

12503

12434

13335

12008

12454

12840

12181

Job Type
Asbestos Survey
Asbestos Survey
Asbestos Survey
Asbestos Survey
Asbestos Survey
Asbestos Survey
Asbestos Survey
Ashestos Survey
Asbestos Survey
Asbestos Survey

Asbestos Survey

Job Status

Report Approved
Release Approved
Release Approved
Release Approved
Release Approved
Release Approved
Release Approved
Release Approved
Release Approved
Release Approved

Release Approved

Clear Filter

Job Ref Ne

2016-01-26-

2016-01-25-

2016-01-22-

2016-01-21-

2016-01-21-

2016-01-21-

2016-01-21-

2016-01-20-

2016-01-20-

2016-01-20-

2016-01-20-

@ Refresh | Bl Save Grid Layout

10540-1

10538-1

10538-1

10536-1

10535-1

10534-1

1053341

10532-1

105311

10530-1

10529-1

» Click on any of the “Columns” to apply sorting to the data displayed on the “Grid”.

Workstream

WVoids

WVoids

Electrical

Voids

Voids

WVoids

Voids

Voids

Voids

Voids

WVoids

+ Place the “mouse” on any of the “Columns” and click on the right key. This will bring up a list of other

functions available for the “Grid”.
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+ Click on the “Filter” to apply filter to the data displayed on the “Grid”.

Sort Ascending
Sort Descending
Clear Sorting

Group By
Ungroup
Best Fit

Columns

Filter

Click on the “Columns” to add/remove columns to/from the “Grid”.

Sort Ascending
Sort Descending
Clear Sorting

Group By
Ungroup
Best Fit

Columns

Filter

#| Action

#| |JPRMN

* Job Type

¥ Job Status

#! Job Ref No

¥| Workstream

#| Priority

¥ Service Provider
#| Start Due Date

#| Completion Due Date

Fire Safety System - 1
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Sort Ascending

Sort Descending

Clear Sorting
Group By
Ungroup
Best Fit
Columns

Filter

Show rows with value that

EqualTo

And

MoFilter

» Click on the Group by and the data will be grouped by the column selected.

Choosing columns to be displayed on the Grid.

Drag a column header and drop it here to group by that column

et

Fire Safety System - 1

ﬁ Mew

Action

' Bulk Upload

--Select Action--

--Select Action--

--Select Action--

--Select Action--

--Select Action--

--Select Action--

--Select Action--

--Select Action--

--Select Action--

--Select Action--

--Select Action--

Export to Excel

UPRN
15106
13304
12563
11850

11863

2

14365
16707
16915

17584

Organisatioy( 1 M

Clear Filter

4
4

/e

Wl all M

Sort Ascending

Sort Descending

Clear Sorting

Group By
Ungroup
Best Fit

Columns

Filter

Ashestos Surve

Ashestos Surve

Ashestos Surve

Ashestos Surve

Ashestos Surve

Job Status

Report Approved
Release Approved
Release Approved
Pending QC

¥ Action

¥ upRN

) Job Type

¥ Job Status

¥ Job Ref No

¥ Waorkstream

¥ Priarity

¥ Service Provider

¥ Start Due Date

¥ Campletion Due Date

[a%]

[

I

b Ref No

16-01-26-10540-1

16-01-25-10539-1

16-01-22-10538-1

1-10537-11

-10537-12

16-01-21-10537-15

16-01-21-10537-22

16-01-21-10537-3

16-01-21-10537-2

16-01-21-10537-10

16-01-21-10537-19

4y Refresh

Bl Save Grid Layout
Work
Vaids
Voids
Electrical
Responsive
Responsive
Responsive
Voids
Responsive
Vaids
Responsive

WVoids
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To be able to add or remove columns on the grid follow the steps below:
1. Right click on any grid’s header. List of options appear.
2. Hover mouse over ‘Columns’.

3. Tick the column(s) that you would like to be visible on the grid.
4. Click on ‘Save grid layout’ button to save the setting.

The grid should display all your selected columns.

By ticking column(s) can be made visible or by un-ticking can be made invisible.
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Menu contains tabs that open different types of content

Save Save and Close Delete Complete

Close

On smaller resolution or with a lot of items the menu will appear with a more

button

Property Support Document

Assessment Info

Occupancy

Previous Fire Incidents
Questionnaire

Risk Assessment

Fire Equipment
Actions

Close

Delete

New Version

(4K

Sometimes certain functions are disabled and will appear like in the image below

Delete

Close
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