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Editing a Fire Report 
 

1. Log into Fire Department Directory using your Username and Password. 
 

2. Once logged in, select the My Account: Department’s Name tab. 
 

 
3. Once you have selected My Account: Department’s Name tab, click on the 

Fire Reports tab. 
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4. In order to edit a fire report, click on the fire report name you wish to edit. 

 
5. Clicking on the fire report name opens the Edit Incident Report: Incident Name 

page. Click on the green start button to continue to edit the report. 
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6. In the General Info Tab, any information on the incident report can be change or 
updated. When finished updating information click on the next button to continue.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
7. If your response type was wildland/grass fire then information, obtaining to this 

can be edit in this section. If your response type is one of the other, selections 
move on to number eight. When finished click on the green next button. 
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8. The next section is where cost information can be edited and updated. Once, 
finished updating please click on the green next button. 

 

 

 

9. After updating all information in the incident report, the review section can 
be used to double check everything before submitting. If all information is 
correct, click on the green finish button to update all edits done in the 
report. If information needs to be change the prev button can be used to 
go back to where information needs to be changed. Screen view on page 
5. 

 

10. Once the report is resubmitted with edits and updates by clicking on the 
finish button. This screen will appear. If this screen is not displayed edited 
information has not been applied to the report. 
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