
Records Management System

Basic Instructions



The Rulesé

ÅRequired by General Order

ïDivision 3, Chapter 14

All members shall adhere to the following

guidelines. Utilization of the Departmental

RMS System as described herein, is a

mandatory task of all Fire/EMS Department

members, offices, stations, and affiliated

corporations.
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The Lawé

ÅRequired by Law

ïSubtitle 11, Section 156 (a)  Fire Reports

Every fire shall be reported using the current operational procedures to

the Fire/EMS Department by the senior fire officer in whose service area

such fire has occurred. The report shall be in such form as shall be

prescribed by the Fire Chief or authorized representative and shall contain

a statement of facts relating to the origin, cause and circumstances of

such fire, factors contributing to the spread of fire, injury to persons and

extent of such injuries, response personnel, and such other information as

may be required. Reports shall be submitted in accordance with the

schedule prescribed by the Fire Chief or authorized representative.
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Records Management System

ÅNon-Thin 

Client 

Computers

ïOpen IE

ïType Citrix in 

address bar

ïLog in with 

Network 

Logon 

ÅThin Client

ïClick HERE
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ÅChoose 

FireRMS



Records Management System

ÅLogin using 

Network Logon

ÅClick on FireRMS
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ÅLog in 

using 

Name and 

Password 

given
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ÅEntering an Incident

Choose Binoculars

Or scroll down and 

double-click on 

Incident



Incident Finder

ÅType in 

Incident 

Number

ïLeave the 

year off

ï101234567 

is 1234567



Incident Finder

ÅChoose correct 

Incident

Note Incidents for 

previous years



Response Tab ïFirst Due/Arriving

Choose Type of 

Incident

Scroll through choices or Right-

click to show Code Explorer

If you were not 

First Due/Arriving, 

Click HERE



Response Tab

Did any Fire 

Injuries occur? 

(Civilian or FF)

Did you provide, or was Mutual 

Aid provided? (Outside the 

County)

Choose which County 

provided or was 

provided Mutual Aid



Response Tab

Select Action 

Taken (First Due 

Company ONLY)



Location Tab

Click on Location

Tab



Location Tab

Correct Address as 

needed

Select Property Use



Resources Tab

Choose Resource

If Unit is not in 

list, click Add

Times are usually 

pre-populated, if 

not add in all 

correct times

Check if First Arriving 

Unit

Cancelled Enroute?  

Check here

What Action(s) did your unit take?

Click on 

Resources Tab



Resources - Personnel

Click Add

Click on 

Personnel 

Tab



Personnel Explorer

Choose 

personnel by 

Alphabetical 

listing

Or, type in ID number and hit enter



Equipment Tab (Optional)

Enter 

Equipment 

Used as 

appropriate



Fire Tab - Property

If the Fire Tab appears, and you were First Due/Arriving, you 

MUST fill in all required fields


