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My Account Tab 
 

1. By clicking on the My Account: Fire Department tab, you can access your 
Account Info, Personnel, Fire Reports, Equipment, TFS Assistance, and File 
Uploads. 
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2. Under the Account Info tab, you can change any Account Information. To do 

so, click on the Edit button at the top of screen. 

 

 
 

3. This will bring you to the Manage FD Account Information screen. You can 
update or edit information for your Fire Department from this screen. Once 
information has been updated, select Update and you will be directed back to the 
Account Info tab. If you do not need to change any information, you can select 
Cancel and it will direct you back to the Account Info tab. To update ID 
numbers please contact support at ok.firereports@ag.ok.gov or call (405) 522-
6158. 
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4. To view your Personnel or to manage User Accounts in Fire Department 
Directory, click on the Personnel tab.  In order to edit a user, click on the Edit 
link. To add a user to Fire Department Directory, select the Add user link. 
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Note: To change the number of firefighters, responders, or staff, you will 
click on the Account Info tab and click Edit. This allows you to change the 
number of Personnel in your fire department. 
 

5. When you click on Edit next to your username, you will be able to manage 
user account. From this screen, you can change your password, phone 
number, email address, and other information. When changing your 
password, type in your old password, new password, and confirm by 
typing in new password again. Once finished, click on Update Account. 
When changing your User Profile information, select the field you need to 
change. Once complete, select Update Profile. 
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6. In the Fire Reports tab, you can edit an existing fire report, print a fire report, or 

add a new fire report. To edit a fire report, click on the Fire Name and you will be 
able to edit the fire report. To print a fire report, click on the printer icon  and 
Acrobat Adobe Viewer will open with the fire report. You can save or print the 
report through Acrobat Adobe View. To add a report, click on the Add fire report 
link and follow the steps to add a new fire. (See also Submitting a Fire Report for 
step-by-step direction.) 

 

 
 

7. In the Equipment tab, you can add your equipment by clicking on the Add 
equipment link.  
(See Adding Equipment for further instructions on adding equipment for your fire 
department.)  
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8. When exporting equipment into a spreadsheet, select which format you want to 

export the file into. There are three format options to export the file into, including 
an Excel spreadsheet, XML, or CSV file format. In the drop-down box, select 
either format. Next, click on the Export Data button.  

 

 
When you click on the Export data button, a new window will appear. You can 
choose to either Open or Save the file. If you select Open, it will open the file in 
the format you selected. If you choose Save, it will ask you to save the file to a 
specific location. 
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9. In the File Uploads tab, you can upload pictures to be displayed in the directory.  
The types of pictures available to be uploaded include fire station, fire chief, 
members (group photo), response area, or other. (See Uploading a Picture for 
further instructions on how to upload.) 

 

 
 
 


