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Adding Equipment 
 

1. When adding equipment into Fire Department Directory, click on the My 
Account tab. Then click on the Equipment tab. 

 

 
 
 
 
2. Next, click on the Add equipment link. 
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3. A new screen will appear with the title Manage Equipment. The minimum needed 

to add a piece of equipment is the Description selection, Type selection if 
available, and User description. 

 

 
4. To upload an image of the equipment being added, click on the Browse button. 
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5. Next, a new window will open – Choose File to Upload. Select the file you want 
to upload and then click Open. 

 

 
 

6. Next, from the drop-down box, choose the Description. 
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7. Next, choose the Type from the drop-down list.  

(Note: To view a breakdown of the types, select the Types link and a new 
window will appear.) 

 
 
 
 
 
 
 
 

 
8. In the User Description, type in a short description of the equipment (EG: 

Department’s Truck Number). You can also continue to type the model Year of 
the equipment, Vehicle Size, Tank Size, and Pump Capacity. 
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9. Check the FEPP check box, if the equipment has been acquired through the 

Federal Excess Personal Property program.  
 

Federal Excess Personal Property  
 
Federal – was purchased by and is still owned by the Federal Government  
Excess – is no longer needed by the Federal agency that purchased it originally  
Personal – refers to any tangible property that is not real estate. Includes trucks, 
aircraft, personal protective equipment, motor oil, nuts, bolts, fire hose, et cetera, 
but not buildings.  
Property – something that is or may be owned or possessed. 

 
For the Operational check box, if the equipment is operational, then click on the 
check box. 

 

 
 
 
 

10. Once complete, click on the Submit button. The equipment will then be added. 
(Note: If an image was uploaded, it will have to be approved by OFS. Once it is 
approved, you will be able to view the image.) 
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11. To view a list of your equipment, click on the Equipment tab. An equipment 
inventory will appear for all equipment that has been added. 

 
 

 
 


