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1 System Overview

1.1 Introduction

Electronic Fire Safety Manager System (eFSM) is an application that allows fire safety managers (FSM)
to apply an online registration for FSM certification. The system is also for building owners to appoint
or terminate a FSM for their buildings. SCDF officers can also use the system to perform various functions
such as approval, enquiry and generate reports.

This manual will concentrate on the functions for fire safety manager. It describes how to use the
features in the application efficiently. There are also examples of all of the different types of screens that
you may encounter.

This manual is not designed to be read from front-to-back, rather it is meant to be used as a reference.
If you are having difficulty with a particular section, go to the corresponding section in the manual.
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2  Login Screen

The application can be accessed via the internet website or directly via this URL

https://eservices.scdf.gov.sg/fsm/efsm/index.do. A login screen similar to Figure 1 below will be
displayed.

:(r'))\ Singapore Government

Integrity * Service * Excellence

Contact Info | Feedback | Sitemap

ELECTRONIC FIRE SAFETY MANAGER SYSTEM

Services

Please select your role and click Proceed below
(O Fire Safety Manager : SingPass
(O Building Owner : SingPass - EASY

(O Building Owner : CorpPass

Version 1.36
Privacy Statement | Term of Use | Rate this website @ 2008 Copyright Governance of Singapore

Figure 1 — Login Screen

To login to the application as a Fire Safety Manager, click on the radio button to select “Fire Safety
Manager” and click the Proceed button.

The SingPass login page similar to Figure 2 below will be shown. Enter your SingPass ID and Password
and click Submit button to proceed.
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Advisory Note
Your SingPass account contains a lot of personal data. Do not share your username, password and 2FA details with anyone.

Login &

SingPass ID

Password Y

Forgot SingPass ID or Password?

Don't have a SingPass account?
Register Now

Privacy Statement | Terms of Use | Rate This Website Last updated on 14 February 2018 © 2018 Government of Singapore

Figure 2 — SingPass Authentication Screen

3 Main Screen

When the application is login successfully, this main screen will be displayed, as shown in Figure 3.
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? Singapore Government

Contact Info | Feedback

= | Fire Safety Manager - Home

FSM e

| LOGINID :
Senior FSM |
mm | w°,c9mc i
Update FSM Details i Information Workspace
Update Senior FSM Your application does not exist. Please proceed with a new application
Details

List of Courses availlable
Appointments To view the list of Courses availabie Cick here
QP Request
Building OL ‘
Menu

Home Items
Log Out —

@ 2008 Copyright Governance of Singapore

P

Figure 3 — Main Screen Footer
The main screen is divided into different sections namely:
1) Header,
2) Menu ltems,
3) Information Workspace, and
4) Footer

The Header section has the following hyperlinks which will link to the respective web pages:

1) Contact Info — Display the contact details on the main SCDF internet web site in a pop-up
window at _https://www.scdf.gov.sg/content/scdf internet/en/header-link/contact-info.html

2) Feedback — Display the online feedback page of the main SCDF internet web site in a pop-up
window at https://www.scdf.gov.sg/content/scdf internet/en/header-link/feedback.html

3) Home — Display the main SCDF internet web site in a pop-up window at
https://www.scdf.gov.sg/content/scdf internet/en.html

4) About Us — Display the information about SCDF on the main SCDF internet web site in a pop-up
window at https://www.scdf.gov.sg/content/scdf internet/en/general/about-us.html

5) Services — Display the list of eServices provided by SCDF on the main SCDF internet web site in a
pop-up window at https://www.scdf.gov.sg/content/scdf internet/en/general/e-services.html

6) Sitemap — Display a sitemap of the system for Fire Safety Manager Role as shown in Figure 4
below. https://www.scdf.gov.sg/content/scdf internet/en/header-link/sitemap.html
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‘i; 4“; The Life Saving Force

Home

General

MISSION

Fire Safety

SINGAPORE

CIVIL DEFENCE FORCE

Civil Defence Shelter Community & Volunteers CD NSmen & NSF

-ty

To protect and'savedives and property
for a safe'and secure Singapore

Contact Info

Sitemap

Feedback

SITEMAP

« Home
« General

= About Us

s Corporate Philosophy

= Roles & Functions

= Organisation Structure

= Emergency Systems

= Milestones

s CD Heritage Gallery

s Corporate Social Responsibility (CSR)
= Pride & Care Award

= CD Songs

= CD Snapshots

= News

= News Releases
= Speeches
= Statistics

< Information

s Information on SCDF and 1777 Medical Services

= SMS 70995 Emergency Service

= |nformation on Marine Fire-Fighting (MFF) and related fees
= Local Major Incidents

s Overseas Missions

= e-Services

= Payment

= Courses / Seminars

= Fire / Ambulance Reports
= SCDF Facilities Locator

« Downloads
= Kids Corner

= Safety Man
= Ready Bag

Career

Sm(upom Govcmment
Comact Infc | Sltemap | Fendbacv

O All Gove

Custom Sez

E-Services Useful Links

A+ A | | & Print Friendly

Figure 4 —Sitemap Screen

The Menu section outlines the list of functions available to you.

The Information Workspace shows the title and the details of the various functions selected from the

Menu section.

The Footer section has the following hyperlinks which will link to the respective web pages:
1) Privacy Statement — Display the privacy statement from SCDF on the main SCDF internet web
site in a pop-up window at https://www.scdf.gov.sg/content/scdf internet/en/bottom-
link/privacy-statement.html

2) Term of Use — Display the terms of use from SCDF on the main SCDF internet web site in a pop-
up window at https://www.scdf.gov.sg/content/scdf internet/en/bottom-link/term-of-

use.html
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4 Menu Screens

4.1 Home Screen

This page will be displayed on the Information Workspace section each time you login successfully to the
system. This page will also be displayed when the “Home” option on the menu is clicked. The Home
page will show any announcement from SCDF and the list of available courses offered by SCDF. Your
application status of the FSM certification and the list of courses that SCDF acknowledged that you have
attended will also be shown here. Figure 5 shows an example.

e

Fire Safety Manager - Home

LOGIN 1D

Welcome

latus
Your application does not exist. Please proceed with a new application.

List of Courses available
To view the list of Courses available Click here

Figure 5 — Home Screen

4.2 New FSM Application Screen

When the “FSM Application” option on the menu is clicked, the New FSM Application module will be
displayed as shown in Figure 6 on the Information Workspace section, if you are not a certified FSM yet
or have not submitted an application previously which is pending SCDF approval.

SCDF-NCS Confidential Page 12 of 33



{A} " ncs Electronic Fire Safety Manager System (For FSM)

“7 making IT happen User Manual v2.0

About Us FAQ
New Application of Fire Safety Manager Certsfication
ESM Apolication
LOGIN 10
Sentor FSM
Acocaton FSM New Application
Update FSM Detads Pioaso provide us with a5 much information s possiie. Fieics marked win * are mandatory
Undate Sentor FSM PHOto MUSt De in gOOC Guality, re-upioad another photo If & 1S Unciear after viewing
Details Afty SDORCES0N Wi POOL Qulity DHOIO will D rejected
Appointments Mytrifo 15 3 platfoom It fEMEVes yOur DErSCNa! CIL3 Fom pAnKipating Rateve Mylnfo
Qavernment agencies. By using Myinfo, you can auto-1l this form, making —
QP Reguest YOLX ApOCANON MOre CONvenent Clear Data
Date of Apgicaton 0802018 10:4909
Balidmng 0L Fire Safety Manager's Particulars
- Salutadon
Home
No Photo
View
Log Oyt Avaiiable
D‘-:v':: Attachment
*NRIC | FIN Browse
*Name |
* Aoaress Type Please Select v
Buldng Name Syeet Name
SlockHouse No Floor No
Posta Cooe Unit No
S.Pass Exprry Date - .
(DOMMYYYY) I Home No
+ Date of Bimn oy 3
. * Handph L
(DOMMYYYY) — oo o
“Race v « Nationakty { v
« Gender Male ® Female * Emal
CPD Cyche 01012017-311272012 CPD Points Atanea 0
Qualifications of Fire Safety Manager (Select 1 qualification only)
Ctal Defonce Academy
Cthers
Revaloaton Cen
* Cert lsswed Date (DONAYYYY) g |
Uptoad FSM Cert here Browse
Publishing of Personal Contact Detass
v Piease check Ihs box € you want 1o make yourself contactadle 10 the Buliing Owners
Declaratbon of Fire Safer ”.H\;E'_]r_'l
By cicking the subenit Dumon, | heredy certfied that 31 the cetiis made for this application are complete and are
true and correct
["Submit ] [Reset |
Privacy Statement | Term of Use | Rale this website @ 2008 Copyright Governance of Singapore

Figure 6 — New FSM Application Screen

This function is for you to submit a new FSM application to SCDF to be certified as a FSM. When this
function is clicked your personal information will be retrieved from Mylnfo. Do note that Government
verified fields will be disabled (greyed-out).
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The following fields are Government verified:
- Name

- Building Name

- Street Name

- Block/ House No

- Floor No

- Postal Code

- Unit No

You can click on the “Clear Data” button to clear all the information retrieved from Mylnfo and enter
their own details, if needed. Once they click on the “Clear Data” button, all information will be cleared.

Click on “Retrieve MyInfo” button, if you wish to use the information from Mylnfo.

All the fields marked with the red asterisk (*) are compulsory.

If you are a FIN holder, S-Pass Expiry Date will be compulsory as well.

Photo Attachment must be a valid image file and you may upload most of the common image file types,
for example, JPG, GIF, BMP, PNG etc. Click on the Browse... button and select the image file from your
local computer, external drives or network path. The image file must NOT be more than 100k in file size.

Postal Code must be 6 numeric digit. Home No. and Hand phone No. must be numeric.

Although email is not mandatory, it is strongly advisable to provide one because all notifications from
the system will be sent via email.

CPD Cycle will indicate the current Continual Professional Development (CPD) period that you are
applying for.

Cert Issue Date must not be a future date.

You may upload your Certification in PDF or JPG, GIF, BMP, PNG format Click on the Browse... button
and select the image file from your local computer, external drives or network path. The file size must
NOT be more than 1MB.

The checkbox “Please untick the checkbox if you would not like your name & contact no to be published
to Building Owners for FSM appointment” is ticked by default. If you decide not to disclose your
information to the building owners to appoint you as a FSM for their building, uncheck the checkbox.

Sample screen for the user provided information before submission of FSM application will be as
Figure 7
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Irtegrizy » Service * Excollence
4 v
Home About Us FAQ
New Application of Fire Safety Manager Certification
ESM Apolication
LOON 10
Senior FSM .
Acplication FSM New Application
Update FSM Details Flease provide us with 3s much Information as possiie. Fields Marked with * are mandatory
Update Senior FSM PRoto must be n 9ood qualily, fe-upicad another pholo i It Is unciear after viewing
Datatls Arvy 3ppicaton With poor Quaiity photo will Be rejocted
Appointments Myinfo is a platform that fetneves your personal data from particioatng Retrave Mylinfo
government agencies. By using Myinfo, you Can auto-fll this form, Making e —
YOUT apPICaNON More corvenent Clear Data
QP Reauost
Date of Applicason: 0302018 10:53:31
Butding OL Fire Safety Manager's Particulars
- Salytation Mess bd
Home
»e x View
Avaliable
Lea Oul
* Photo -\.3. nment
- NRIC / FIN (sze: <100K Format: oy jeare\choold  Browse
GIF, PNG, JPEG or
ByP)
- Name
- Adaress Type [Private Fiats win Azt BV
Bukdng Name Swreet Name
BlockHouse No. Fioor No
Postal Coce Unit No
S§-Pass Expry Date - =
OOMMYYYY) - — b
~ Date of Bimn -y
v * Handph Vo
(DOMMYYYY) — andphons No
-Race [FFEEE % <Natonamy | v
* Gender Male = Female *Emadl |
CPD Cytie . CPD Points Azanea 0
- Qualfications of Fire Safety Manager (Sedect 1 qualification only
. Covil Defonce Academy
Others
Revaigation Cen
* Cert tssued Date (DOMMYYYY) |
« Upioad FSM Cert here:  ClUsers'chealeng'\Deskic  Browse
Pubiishing of Personal Contact Details
v Piease check this box If you want 10 make yourself contactabie 10 the Buiicing Oaners
Deciaration of Fire Safety Manager
By chcong the submit buthon, | herely cenfied that a1 the detads made for IhS ppication are compiete and are
Tue and cormect
[‘Submit | [Reset |
Erivacy Sistement | Term of Use | Rale this websile @ 2008 Copyright Governance of Singapore

Figure 7 - User provide information before submission of FSM application

Click Reset button to clear all fields to re-enter again.
Click Submit button to confirm the entry and submit the application.

If the submission is successful, the following notification screen will be displayed as Figure 8
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SCOF

’ $mgapom Government

FAQ

Fire Safety Manager - New Application Confirmation

LOGIN 10
Fire Safety Manager - New Application Confirmation
Fire Safety Manager Application - Confirmation Page

This 15 10 inform you that your FSAM appication has been submitied successiully. A notification will be sent to you
once i is processed

Home

Figure 8- New Application Confirmation Screen

You can view your status of the application by clicking the “Home” option on the menu. The status will
be displayed as below in Figure 9.

yacy Statement | I

ingapore Government
Integrity « Service « Excelience

Contact Info | Feedback | Sitemap

SAFETY MANAGER STSTEM

Welcome

Announcement From SCDF
There wil be a scheduled downbme on 26/022018 from 1200 1230 PM

Status
Apphcation Status Pending Approval

Please cick on the Cancel Application button to cancel your FSM Application
| Cancel Application

List of Courses available

To view the kst of Courses avadable Chck hare

[ermof Use | Rate this website @ 2008 Copyright Governance of Singapore

Figure 9 - New FSM Application Status Screen
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You can cancel the application by selecting the checkbox and click the Cancel button.

4.3 Update FSM Details Screen

When the “Update FSM Details” option on the menu is clicked, the information workspace will be
displayed as shown in Figure 10. When this function is clicked your personal information will be
retrieved from Mylnfo. Do note that Government verified fields will be disabled (greyed-out).

The following fields are Government verified:
- Name

- Building Name

- Street Name

- Block/ House No

- Floor No

- Postal Code

- Unit No

You can click on the “Clear Data” button to clear all the information retrieved from MylInfo and enter
their own details, if needed. Once they click on the “Clear Data” button, all information will be cleared.

Click on “Retrieve MyInfo” button, if you wish to use the information from Myinfo.
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5[”’ Contact Info | Feedback |
Home About Us FAQ
| Update Fire Safety Manager Detalis
ESM Application —
LOGIN 10
Senior FSM ‘
Application Fire Safety Manager - Update Details
Update FSM Details Please provide us with as much information as possible. Fields marked with - are mandatory
Update Senior FSM ‘ Photo must be in good Quaity, re-upioad another photo If it is unclear after viewing
Details | Any application with poor quality photo will be rejected
Appointments | Mylnfo is a platform that retrieves your personal cata from participating Retrieve Mylnfo
| govemment agencies. By using Myino, you ¢an auto-fil this form, making SR sy
QP Request | your appication more convenient Clear Data |
A Date of Application:  08/03/2018
Building OL | Fire Safety Manager's Particulars
* Saytation - Ploase Select- v|
View
* Photo Attachment
LM (sze: <100K, Format
| *NRIC/FIN GIE. PNG. JPEG or Browse
BMP)
| - Name ) ]
| - Acdress Type [FPiease et v
1 Buiding Name: (BRADDELL VI ; Street Name BRADDELLHILL
|
BlockiHouse No Floor No |
Postal Code Unit No 3
| §-Pass Expiry Date .
| () “H ¥
| ([DOMMYYYY) 9 ome No.
* Date of Birth - : v
| oMMYYYY) ) Handphons No
| -Race [ v Nationaity [ v
| - Gencer Male ® Female - Email
FSM CPD Points 0
Required
| CPD Cycie 01/01/2017-31112/2012 CPD Points Attained: 0
| - Qualifications of Fire Safety Manager (Select 1 qualification only)
. Civl Defence Acacemy
Others
Revalidation Cert
| - Cert Issued Date (DOMMYYYY). (01032018 )
» Upload FSM Cert here Browse... | Certificate Uploaded
} Publishing of Personal Contact Details
] Please check this box if you want 10 make yourself contactabie o the Buiding Owners
Save ] [ Back]
ersion 1.26
Privacy Statement | Term of Use | Rale this website @ 2008 Copyright Governance of Singapore

Figure 10 - Update FSM Details Screen
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This function allows you to amend your particular details. The mandatory fields and validation rules are
the same in the “FSM Application” function. This page also displays your FSM Registration Number, the
Application Date as well as the CPD points that you are required to attain in order to be recertified again
in the next CPD cycle.

Once SCDF officer approved your application, you cannot change the
- Qualification of Fire Safety Manager
- Revalidation Checkbox
- Certissued Date

To view your uploaded Certification, click on the hyperlink “Certificate Uploaded”.

Sample screen for User provide information before saving of FSM information will be as Figure 11.
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’ Singapore Government
Integrity * Service » Excellence

Contact Info | Feedback

SAFETY MANAG

Sitemap

FIRE

Update Fire Safety Manager Details
ESM Application ——
LOGIN 1D : §
Senior FSM
Application Fire Safety Manager - Update Details
Update FSM Details Please provide us with as much information as possidle. Fields marked with « are mandatory
Update Senior FSM Photo must be in good quality, re-upload another photo If it is unciear afer viewing
Details Any application with poor quality photo will be rejected
Appointments Mylnfo is a platform that retrieves your personal data from participating Retrieve Mylnfo
povermnment agencies. By using Myinfo, you can auto-fill this form, making —_—
QP Request your application more convenient | Clear Da_ta |
Date of Application:  08/032018
Building OL Fire Safety Manager's Particulars
H * Salutation Miss ad Q .
- R A View |
Log Out S [
)@
- Photo Attachment
d ~ (size: <100K, Format
*NRIC / FIt C\Users\cheele owse
NRIC " GIF, PNG, JPEG or Be
BMP)
* Name 3 J
- Address Type [Private Fiats with Apt 8% v]
Building Name I E Street Name [ : )
Block/House No oo Flooe No 6]
Postal Code Unit No [z ]
S-Pass Expiry Date ¢ - X 2 1
(DDAMMYYYY) L =5 homa No |
- Date of Birth Gamarieen ™ X
(OOMMAYYYY): | 3 Handphone No : ‘
- Race | v - Nationality | v
* Gender Male ® Female * Emait ’
FSM CPD Points 0
Required
CPD Cycle 0101/2017-31122019 CPD Points Altained: 0
- Qualifications of Fire Safety Manager (Select 1 qualification only)
. Civil Defence Academy
Others
L Revasgation Cent
-+ Cert Issued Date (DOMMYYYY): (0110372018 L o]
- Upload FSM Cert here Browse Ceaincate Uploaded
Publishing of Personal Contact Details
[V Please check this box If you want to make yourself contactadie to the Buliding Owners
Save | | Back ||
i

@ 2008 Copyright Governance of Singapore

Privacy Statemant | Tarm of Use | Rate this wabsile

Figure 11 - User provide information before saving of FSM information.
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Click Save button to register all your changes.
Click Back button to return to the Home page.

If the update of FSM details is successful, the following notification screen will be displayed as Figure 12.

¢ * Excellen
5[”’ ; T Contact Info | Feedback | Sitemap
b LECT IC FIRE SAFETY MANAGER SYSTEM
ﬁ ‘ o = J |

Home About Us FAQ

? Smgapore Government

Fire Safety Manager - Update Details Confirmation
ESM Application
LOGINID ¢
Senior FSM
Application Fire Safety Manager - Update Details Confirmation
Update F$M Details Fire Safety Manager Update Detalls Confirmation
Update Senior FSM
m Your FSM cetails have been successful y updated!
Appointments Home
|
QP Reguest
Building OL
Home
Log Out

Privacy Statement | Term of Use | Rale this wabsite 2008 Copyright Governance of Singapore

Figure 12 - Update FSM application notification
4.4 Senior FSM Application
When the “Senior FSM Application” option on the menu is clicked, the New Senior FSM Application

module will be displayed as shown in Figure 13 on the Information Workspace section, if you are not a
certified Senior FSM yet or have not submitted an application previously which is pending SCDF approval.
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2 SCOF

’ Singapore Government

integrity « Service « Excellence

Contact Info | Feedback

ELECTRONIC FIRE SAFETY MANAGE

Home About Us

o semces R T

New Application of Fire Safety Manager Certification

LOGIN ID 1

Fire Safety Manager - New Senior FSM Application

Please provide us with as much information as possidie, Fields marked with - are mandatory

Photo must be in good quality, re-upioad another photo If it is unclear after viewing
Any application with poor quality photo will be rejected

Myinfo is a piatform that retrieves your personal data from participating Retrieve Myinfo
government agencies. By using Myinfo, you can auto-fill this form, making WhanichA A LR

your application more convenient Clear Data |

Date of Application:  08/03/2018 11:40:41
Fire Safety Manager's Particulars

* Salutation
[View]
Reg No ¢
- Photo Attachment
(size: <100K, Format
“NRIC / FIN :
Sobuadd GIF, PNG, JPEG or Browse
BMP)
* Name ]
« Address Type l Please Select (V]
Buillding Name B/ DELL V Street Name DO
Block/Mouse No [io Floor No I ]
Postal Code [ Unit No R
S-Pass Expiry Date " R N [ ]
(DDMMAYYYY) { 5 Home No | J
* Date of Birth - . 3
©OMMYYYY) | 9 Handphone No.: | ]
“ Race | v = Nationaity | e
* Gender Male ® Female «Email |
Senior FSM CPD NA
Points Required
CPD Cycle 01/01/2017-31/12/2019 CPD Points Attained. 0

- Qualifications of Senjor Fire Safety Manager (Select 1 qualification only)
Civil Defence Academy
Others

] Revaligation Cert

- Senior FSM Cert Issued Date (OOMMAYYYY). [ 4]

» Upload Senior FSM Cert here Browse.

Publishing of Personal Contact Details
vl Please check this box if you want to make yourself contactable to the Buliging Owners

Declaration of Senior Fire Safety Manager

By clicking the submit button, | hereby certified that all the detalls made for this appiication are compiete and are
true and correct

Submit | [ Reset |

Privacy Statement | Term of Use | Rale this website

ersion 1.35

@ 2008 Copyright Governance of Singapore

Figure 13 - New Senior FSM Application
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This function is for you to submit a new Senior FSM application to SCDF to be certified as a Senior FSM.
When this function is clicked your personal information will be retrieved from Mylnfo. Do note that
Government verified fields will be disabled (greyed-out).

The following fields are Government verified:
- Name

- Building Name

- Street Name

- Block/ House No

- Floor No

- Postal Code

- Unit No

You can click on the “Clear Data” button to clear all the information retrieved from Mylnfo and enter
their own details, if needed. Once they click on the “Clear Data” button, all information will be cleared.
Click on “Retrieve MyInfo” button, if you wish to use the information from Myinfo.

The checkbox “Please untick the checkbox if you would not like your name & contact no to be
published to Building Owners for FSM appointment” is ticked by default. If you decide not to disclose
your information to the building owners to appoint you as a Senior FSM for their building, uncheck the
checkbox.

All the fields marked with the red asterisk (*) are compulsory.

If you are a FIN holder, S-Pass Expiry Date will be compulsory as well.

Photo Attachment must be a valid image file and you may upload most of the common image file types,
for example, JPG, GIF, BMP, PNG etc. Click on the Browse... button and select the image file from your
local computer, external drives or network path. The image file must NOT be more than 100k in file size.

Postal Code must be 6 numeric digit. Home No. and Hand phone No. must be numeric.

Although email is not mandatory, it is strongly advisable to provide one because all notifications from
the system will be sent via email.

CPD Cycle will indicate the current Continual Professional Development (CPD) period that you are
applying for.

Cert Issue Date must not be a future date.
You may upload your Certification in PDF or JPG, GIF, BMP, PNG format Click on the Browse... button

and select the image file from your local computer, external drives or network path. The file size must
NOT be more than 1MB.
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The checkbox “Please untick the checkbox if you would not like your name & contact no to be published
to Building Owners for FSM appointment” is ticked by default. If you decide not to disclose your
information to the building owners to appoint you as a FSM for their building, uncheck the checkbox.

Sample screen for the user provided information before submission of Senior FSM application will be
as Figure 14.
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FAQ

’ Smgapore Government

ervice » Excellenc

' New Application of Fire Safety Manager Certification

LOGIN 1D ¢

Fire Safety Manager - New Senior FSM Application

Please provide us with 3s much information as possidle. Fields marked with = are mandatory

Photo must be In good quality, re-upload another photo if it is unciear after viewing
Any application with poor quality photo will be rejected

MyInfo is 3 piatform that relrieves your personal data from participating
government agencies. By using Myinfo, you can auto-ill this form, making

your application more convenent

Fire Safety Manager's Particulars

Retrieve My\nto

Date of Appliication:  12/03/2018 11:23:44

[ View |

* Photo Attachment

(size: <100K, Format
GIF. PNG. JPEG or C\Users\cheele Browse..

BMP)

- Salutation Miss v

Reg No

“NRIC/FIN

- Name _ = ]

= Address Type IF-" vate Flats with Apt Bik ?f

T

Bullding Name

vVﬁ-ﬁ treet Name :7 ADDELL § 7—_—}

Block/House No poa ] Floor No %]

Postal Code Unit No ]

e Exor” Rl - - N v.; aalatata

(DOMMYYYY) [ Jc Home No 56866665

- Date of Birth e 2 .

(DOMMAYYYY) [ %50 T Handphone No .

- Race | v - Nationalty l =

* Gender Male ® Fomale «Emall —_—
Senior FSM CPD NA
Points Required

CPD Cycle 01/01/2017-31/12/2019 CPD Points Attained: 0

- Qualifications of Senlor Fire Safety Manager (Select 1 qualification only)

. Cuwil Defence Academy
Others
] Revaligation Cen

« Senior FSM Cert Issued Date (DOMMYYYY) | 6

- Upload Senior FSM Cert here:  C\WUsers\cheeleng\Deskic Browse...

Publishing of Personal Contact Details

7 Please check this box if you want to make yourseif contactabie to the Bufiding Owners

Declaration of Senior Fire Safety Manager |
By ciicking the submit button, | hereby centified that all the details made for this application are compiete and are

true and correct

|7Submu | [Reset ||

Privacy Statemenl | Term of Use | Rate this website

ersion 1.38

2008 Copyright Governance of Singapore

Figure 14 - User provide information before saving of New Senior FSM information.
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Click Reset button to clear all fields to re-enter again.
Click Submit button to confirm the entry and submit the application.

If the submission is successful, the following notification screen will be displayed as Figure 15

? Singapore Eovernment
integrity « Se Excellence
Contact info | Feedback | Sitemap
. ELECTRONIC FIRE SAFETY MANAGER SYSTEM
About Us servces L TT"
Fire Safety Manager - New Application Confirmation
£SM Applicati
LOGIN 1D :
Senior FSM
Application Fire Safety Manager - New Application Confirmation
Update F SM Details Senlor Fire Safety Manager Application - Confirmation Page
Update Senior ESM - ‘
Details This is to inform you that your Senior FSM application has been submitted successiully. A notification will be sent
to you once it Is processed
Appointments ——
Wome |
QP Request
Building OL
Home
Log Out
drivacy Statement | Term of Hc.: | Rate this wehsita @ aanﬁ Gan‘“inl gﬂi‘ﬁiﬂi“ﬁ a‘ ﬁ “i“ﬁ

Figure 15 - New Senior FSM Application Confirmation Screen

You can view your status of the application by clicking the “Home” option on the menu. The status will
be displayed as below in Figure 16.
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Contact Info | Feedback | Sitemap
FIRE SAFETY MANAGER SYSTEM
Fire Safety Manager - Home
ESM Application
LOGIN 1D :
Application Welcome
Announcement From SCODF
Update Senior FSM There will be a scheduled downtime on 2600272018 from 1200 1230 PM
Details :
Status
Appointments Reg No
FSM Status: Certified
QP Request Senice FSM Application Status: Pending Approval
CPD Cycle: 0101/2017-31/122019FSM CPD Points Requred : 0
Building OL CPD Points Atained: 0
Home
Please click on the Cancel Appication button 1o cancel your Semor FSM Applcation
Log Out [ Cancel Application
Notification History
- Your FSM certfication has been approved on 19032018
List of Courses available
Privacy Statement | Term of U @ 2008 Copyright Governance of Singapore

Figure 16 - New Senior FSM Application Status Screen
You can cancel the application by selecting the checkbox and click the Cancel button.
4.5 Update Senior FSM Details

When the “Update Senior FSM Details” option on the menu is clicked, the information workspace will
be displayed as shown in Figure 17. When this function is clicked your personal information will be
aute retrieved from Mylnfo. Do note that Government verified fields will be disabled (greyed-out).

The following fields are Government verified:
- Name

- Building Name

- Street Name

- Block/ House No

- Floor No

- Postal Code

- Unit No

You can click on the “Clear Data” button to clear all the information retrieved from Mylnfo and enter
their own details, if needed. Once they click on the “Clear Data” button all information will be cleared.
Click on “Retrieve MyInfo” button, if you wish to use the information from Mylnfo.

Electronic Fire Safety Manager System (For FSM)
User Manual v2.0
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’ Smgapore Government
megrity « Service « Excellence
Contact Info | Feedback | Sitemap
SAFETT MANAGER
About Us FAQ
Update Fire Safety Manager Details
ESM Application e -
LOGIN 1D
Senior F SM
Application Senior Fire Safety Manager - Update Details
Update FSM Details Please provide us with as much information as possible. Fields marked with * are mandatory
Update Senior FSM Photo must be in good quality, re-upioad another photo If it is unciear after viewing
Details Any application with poor quality photo will be rejected
Appointments Myinfo is a platform that retrieves your personal data from participating Retrieve Myinfo
government agencies. By using MyInfo, you can auto-fill this form, making  SESSERE=S
QP Request your appiication more convenient Clear Data
. Date of Appication: 12032018
Building OL Fire Safety Manager's Particulars
- Salutation Ploase Select - v
Home -
o View |
Reg No
* Photo Attachment
" (size: <100K, Format
o IR owse
e GIF, PNG, JPEG of B
8MP)
* Name |
* Address Type |- Piease Select v
Building Name Street Name
Biock/House No Floor No | |
Postal Code F Unit No [
S-Pass Expiry Date -— iaa °
(ODMMYYYY) il Home No
* Date of Birth BT e | ol :
OOMMYYYY): - w Handphone Mo §
- Race | v - Nationasty | v
* Gender Male ® Female « Email
Senior FSM CPD 0
Points Required
CPD Cycle 01012017-31122019 CPD Points Attained: 0
* Qualifications of Senlor Fire Safety Manager (Select 1 qualification only)
0 Cuwvil Defence Academy
Others
Revalidation Cert
* Senior FSM Cen Issued Date (DDMMAYYYY): | O 8 [n]
- Upload Senior FSM Cert here Browse Celificate Uploaded
Publishing of Personal Contact Detalls
v Please check this box if you want to make yourself contactable to the Buliding Owners
Save | Back |
Privacy Statement | Term of Use | Rale this websile @ 2008 Copyright Governance of Singapore
— _

Figure 17 - Update Senior FSM Details Screen
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This function allows you to amend your particular details. The mandatory fields and validation rules are
the same in the “FSM Application” function. This page also displays your FSM Registration Number, the
Application Date as well as the CPD points that you are required to attain in order to be recertified again
in the next CPD cycle.

Once SCDF officer approved your application, you cannot change the
- Qualification of Fire Safety Manager
- Revalidation Checkbox
- Certissued Date

To view your uploaded Certification, click on the hyperlink “Certificate Uploaded”.

Sample screen for User provide information before saving of Senior FSM information will be as Figure
18.
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About Us

Singapore Government

Integrity « Service » Excellence

»

Contact Info |

IY MANAG

Feedback

Update Fire Safety Manager Detalls

LOGIN 1D ¢

Senior Fire Safety Manager - Update Details

your application more convenient

Fire Safety Manager's Particulars

= Saiutation Miss v

Reg No
*NRIC/FIN

- Name =

| Private Fiats with Apt Bik| v |

« Address Type
Building Name | |
Block/House No

Postal Code

S-Pass Expiry Date
(ODMMYYYY)

e
* Date of Birth o |
(ODMMYYYY) R

- Race | v

* Gender Male @ Female

CPD Cycle 01/01/2017-31/12/2019

- Qualifications of Senior Fire Safety Manager
. Civil Defence Acacemy
Others
Revalidation Cert
* Senior FSM Cert Issued Date (DOMMYYYY): | C

Myinfo Is a piatform that retrieves your personal data from participating
government agencies. By using Myinfo, you can aute-fill this form, making

Please provide us with as much information as possidie. Fields marked with - are mandatory

Photo must be in 9OOd Quality, re-upload another photo If it is unclear after viewing
Any apphcation with poor quality photo will be rejected

Retrieve Mylnfo
Clear Data

Date of Applicaton: 120272018

- Photo Attachment

(size: <100K, Format

GIF. PNG. JPEG or CUsers\cheele Browse
BMP)

Street Name [
Floor No [i®
Unit No [ ]

«Home No

* Hangphone No

* Nationality | N v

* Email

Senior FSM CPD 0
Points Required
CPD Poinis Attained: 0

(Select 1 qualification only)

- Upload Senior FSM Cert here Browse Certificate Uploaded
Publishing of Personal Contact Details
v Please check this box If you want to make yourself contactadle 10 the Buiding Owners

Save | | Back |

Statement | Term of Use | Rate this websile 20

ersior

08 Copyright Governance of Singapore

Figure 18 - User provide information before saving of Senior FSM information.
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Click Save button to register all your changes.
Click Back button to return to the Home page.

If the update of FSM details is successful, the following notification screen will be displayed as Figure 19

? Smgapore Governmenl
. elle
Contact Info | Feedback | Sitemap
CTRONIC FIRE SAFETY MANAGER SYSTEM
e s oaa S T
| Fire Safety Manager - Update Details Confirmation
ESM Application
LOGIN ID ¢
Senior FSM
Application Fire Safety Manager - Update Details Confirmation
Update F SM Details Senior Fire Safety Manager Update Details Confirmation
Update Senior FSM
m Your Senior FSM detads have been successiully updated!
Appointments Home |
QP Request
Building OL
Home
Log Out
Privacy Statement | Term of Use | Rate this wabsite @ 2008 Copyright Governance of Singapore
_
Figure 19 - Update Senior FSM notification
4.6 Appointment Screen

This function allows you to accept or reject building appointments that a builder owner has allocated for
you. Figure 20 below shows when a builder has appointed you as the FSM of their building.
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I N

Acknowledgment of Fire Safety Manager Appointment

LOGIN ID : §1111111D

FSM Appointment

1 matching record(s)

Page 1 [First] | [Previous] | [Next] | [Last]
SN Building Name Building Type Owner
[[] ANG MO KIO HUB Industrial MICHAEL BLUE

Accept ]| Reject ]

\\ 7’

Figure 20 - FSM Appointment Screen

To view the information of the building appointed, click on the hyperlink of the Building Name and a
pop-up window similar to Figure 21 below will be displayed.

Acknowledgment of Fire Safety Manager Appointment

LOGIM ID ¢ 5111113110

Appointed Building Information

Particulars of Building

Building Type (Industrial Building Name  ANG MO IO HLUB
; AMG MO 0

Address Type Apt Blk Street Mame ‘STREET 100

Bik Mo. : Floor Mo,

FPostal Code :0onaog nit Mo,

Particulars of Building Owner / Occupier
Company Mame ABC FTELTD

Salutation D

Mame MICHAEL BLUE Contact Mo, ‘B5555555
Address Type AptBlk Street Mame BISHAN ROAD
Bik Mo. 1333 Floor Ma. A4

Fostal Code 23N Unit Mo, 554555
Designatian TOILET CLEAMER Fax Mo. BE4336T1
Email FLKDFDJFDSJFDS@F DKLFDK.COMHandphone Mo, (58987783
Endaorsement by Cwner / Occupier

Wyfith Effect From 0170152008

Building Status

Figure 21 - Appointment Building Information Screen

To accept or reject the appointment, click on the checkbox next to the building that you wanted and
click Accept or Reject button. The following message will be displayed to indicate that you have accepted
the appointment.
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F N

FSM Appointment

LOGIN ID : §1111111D

Fire Safety Manager Appointment Accepted

Fire Safety Manager Appointrent Accepted

You have accepted the following building:
- ANG MO KIO HUB, under the owner of MICHAEL BLUE

A notification will be sent to you once it is processed by SCDF.

Figure 22 - Appointment Acceptance Screen

If no builder owner has appointed you as the FSM of their building, you will see the following screen
instead.

I

Acknowledgment of Fire Safety Manager Appointment

LOGIN ID : $1111111D

MESSAGES
e You are currently not appointed to any building.

Figure 23 - No Appointment Screen

* Important Note: If you have uncheck the option “Please untick the checkbox if you would not like your
name & contact no to be published to Building Owners for FSM appointment?” in the “New Application”
or “Update Details” functions, NO builder owner will be able to appoint you as the FSM of their buildings.

5 Logout Function

Once you click the “Log Out” option on the menu, you will exit from the system and return to the main
login page as shown in Figure 1.
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