Fire Inspection

Management
System (FIMS)

ONLINE PAYMENT - INSTRUCTIONAL MANUAL




Table of Contents

(O=F | (=R T [ o J=To £ o] o TN 2U=To TN =) S 2
Pay for the INSPECLION REQUESES: ...iiiiiiiiie ettt ettt e et e e et e e e e eaae e e esaaaeeeesasbaeeeenssaeeeannnnees 10
View the details of INSPECLION REGUEST: ......ciiiiiiiee ettt e e rrre e e s rara e e e s eatae e e sentaeeesentaeeeeans 14
Cancel the INSPECLION REQUESTS: ...uiiiii i cccitieeee e et e e e e e eecrere e e e e e e e e eabtbaeeeeeeeeesnstsaeeeeeseeeanstssaeeaaeseannnns 16
Refund eligibility on cancelling the inSpection reqUEST:........coiieecciiiiie e 17

(ST I Y=l [ (=Y R=] 0 LA = 1 Y= Lot o] o TSR 18



Create Inspection Request:

1. Go on to the website (inspect.lafd.org) and enter Transaction ID and Street Name for e.g.
Transaction ID: C16-04917and Street Name: San. Click on “Find” button to log in.
(Street name is not case sensitive).
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Fig 1 User enters Transaction ID and Street Name

2. After login, user will be landed on external dashboard as shown in the below image.
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Fig 2 Screen after user logs in.

3. To create inspection request, click on “Request Inspections For This Transaction” button as
shown in the below image.
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Fig 3 “Request Inspections For This Transaction” button

4. Onclick on “Request Inspections For This Transaction” button, user will be taken to the first
step i.e. “Enter Details for Inspection” step were the details are entered as shown in the below
image.
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Request for Inspection

SAN JUAN AVE Los Angeles CA 90291
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Fig 4 “Enter Details for Inspection” step and inspection request details are entered



5. After entering the details on Step 1 i.e. “Enter Details for Inspection”, click on “Next — Select
Preferred Date” button as shown in the below image.
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Fig 5 User clicks on this button to go to Step 2

6. On click of “Next — Select Preferred Date” button, user will be taken to Step 2 i.e. “Pick A
Preferred Date for Inspection” step as shown below. User can create either “Regular” (1 hour —
4 hours) or “Off hours” (2 hours — 4 hours) inspection request up to 4 hours maximum. In the
image below, user creates Off hour inspection request.
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Fig 6 User picks preferred date and selects Off hour inspection request

Point 1 in the above image — User is on Step 2 and selects preferred date for inspection from the
calendar.

Point 2 in the above image — User can create User selects off hour inspection request by checking
the “Is this Off-Hour Inspection?”. User can estimate the number it can to complete the inspection
by selecting hours from “Estimated Duration of Inspection” dropdown. In the image, user selects 2
hours.



Note: For LADBS transaction and inspection requests, 3% surcharge amount will be applied to the

Fees.

7. After picking the preferred date, user clicks on “Submit and Proceed To Pay” button to confirm
the inspection request as shown in the image below.

Important instruction

Your request is for an off-hour inspection, you are being charged additional fees for this
service. This request will be scheduled on a weekday between 5PM To B AM, weekend,
oc 3 haliday.

# | Undermand and Agres “ F,

Fig 7 User confirms the request by clicking on “Submit and Proceed To Pay” button

Point 1 in the image above — User clicks on “Submit and Proceed To Pay” button.

Point 2 in the image above — After user clicks on the button, pop up instruction box appears for
the user to agree and understand on it by clicking on “OK” button.

8. After clicking on “Submit and Proceed To Pay” button on Step 2, user will taken to Step 3 i.e.
“Request Pay/Confirmation” screen to pay for that inspection request as shown in the image

below.
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Please review the inspection request details below before payment : \\
Transaction 1D: C16-04917 Project Address: 545 1/2 E SAN JUAN AVE Los Angeles CA 90291
d Date Faps
i 2016 200:00 AM §790.00
Sub Total §790.00
DS5C Surcharge (3.00 %) $13.70
Grand Total $813.70 WETVAN  View Refund Pollcy
Inspection Request Request ID : R16C0011997

Request Submitted On: Saturday, 10 December, 2016 Preterred Date Preferred Duration

Irspect

1 Requested s Fire Alarm 13 December, 2016 2 Hours
Monday

Brson: Marcus Treschothick

Please fi with the refund policy and confirm before proceed to pay,
Contact Address: You will a call to confirm your appointment within 24 hours of the

Payment Responsible Person: Preferred date,

If you have uestions about your request please email us
at lafddss@ .org or call (213) 482-6%03 during regular business hours,

Comments:

Fig 8 Inspection request is created and the details are shown in the image

User can either pay for the inspection request by clicking on “PAY” button or can return to the
dashboard by clicking on “Return To Transaction” button. In the image below, user returns to
the dashboard by clicking on “Return To Transaction” button.
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Transaction 1D C16-04517
Project Address: 545 1/2 E SAN JUAN AVE Los Angeles CA 30291 5: Map
Area in 5q fiz 2,100

Number of Floors:

Number of Devices: 4
Transaction Status: Plan Check approved
Wark Description: This is a fire test permit

To Be - Paid Off-Hour Inspection Request(s)

Preferred Date: 12/12/2016 0200 AM
$813.70

1 Inspection

Fig 9 User returns to the dashboard and can see the created inspection request.

10. Below is the dashboard screen having multiple inspection requests created. User has to pay for
the inspection requests to let the FDS inspector schedule the inspection requests.
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To Be - Paid Off-Hour Inspection Request(s)

Preferred Date: 12/12/2016 0200 AM
$813.70

1 Inspection

To Be - Paid Regular Hour Inspection Request(s)

[ ror e [

Preferred Date: 12/13/2016 Preferred Date: 12/12/2016
§ 61491 $204.97

1 Inspection 1 Inspection

Fig 10 Dashboard showing multiple inspection requests.



Pay for the Inspection Requests:

11. User can pay for the inspection requests that are created. On the dashboard, user can do the
payment for either one or multiple inspection requests by checking the check box and clicking
on “Pay Selected” button as shown in the below image.
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Preferred Dwve: 124 2/2006 0200 AM
81370
1 Inspection
e

Preferred Date: 13/1%/2016 Preferred Dace: 12/12/2016
561491 5204597

1 Inspection y 1 Inspection - @

Fig 11 User selects inspection request to make a payment

Point 1 in the image above — User selects the “To-Be Paid” inspection request.

Point 2 in the image above — User clicks on “Pay Selected” to go to the confirmation screen for
the payment. To deselect the selected inspection request, user can click on “Clear Selection”
button.

12. After selecting inspection requests and clicking on “Pay Selected” button, user will be taken to
Confirmation screen as shown in the image below.
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Enter Detals for Inspection Pick A Preferred Date for Inspection Request Pay! Confinmation

Please review the inspection request details below before payment :

Transaction 1D: C16-04917 Project Address: 545 1/2 E SAN JUAN AVE Los Angeles CA 90291

Preferred Date Feps

i f2016 £597.00

Sub Total $597.00

DS5C Surcharge (3.0 51791

Grand Total $614.91 WETVE  View Refund Pollcy

Inspection Request Request ID : R16C0011999

Request Submitted On: Saturday, 10 December, 20 Preterred Date Preferred Duration Type

Inspection Requested. . Fire Alarm

15 December, 2016 3 Hours Regular
Contact Person: Marcus Treschothic Tuesday

Please familiarize with the refund policy and confirm before proceed to pay.

You will ive a call to confirm your appointment within 24 hours of the
Preferred dat

If you have any questions about your request please email us
ity.org or call (213) 482-6903 during regular business hours.

Comments:

Fig 12 User can see the details of inspection request and the amount to pay for

13. User clicks on “PAY” button to make a payment for the inspection request as shown in the
image below.
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Fig 13 User clicks on “PAY” button as shown in the image

14. On click of “PAY” button, user will be directed to the screen to enter their credit card details.

(Card Numbar (No Spaces| 5000300020003003 *

Exp v Dabe (MMY'Y 1218 *

S ode (CVWY) 123 -

Total Cost E14.91 #*
Protass

Fig 14 Credit card details are entered to make the payment



15. After entering valid credit card details and clicking on “Process” button, user will be taken to
another screen showing the status as “Approval” as shown in the image. User will be taken to
the confirmation screen after clicking on “Continue” button.

Transaction Detail
Authorization Results

User. webpage

Payment Type:  CREDITCARD
Transaction Type: SALE

Transaction I D21116A15-F9E0B159-56BC-4F12-89C7-BA41BEEE2E82
Date / Time: T1/02/2016 02:13.00 AM
Response: Ab

Approval Code M13032

AWS Response:

ECE

CWW2 Response

Account Balance: 0.00

Order Section

First Mame: Servile

Last narne: gerson

Card Number. S0E003
Expiration Date(MMYY): 1216

Armount (LS dollar): 4500
Custormer Code:

Inwaice Mumber: a

Sales Tax:

Fig 15 System showing the status as Approval

16. User will be taken to the confirmation screen as shown below with the payment successful
message.
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Your payment has been successfully accepted. Inspection request information is as follow

Transaction 1D: C16-04917 Project Address: 545 1/ E SAN JUAN AVE Los Angeles CA 90291
Request ID Recoipt No Payment Date Payment Amount
R16CO011999 11999 111172016 §614.91

The inspection request for the following dates and inspections have been received.

Preferred Date Inspections

12/1372016 Fire Alnrm

Return To Transaction

Fig 16 Payment successful message displayed

Note: If credit card details are not valid or not entered properly, then system will show payment
failure message and will let the user to attempt for the payment again on the confirmation
screen.

View the details of Inspection Request:

17. User can view the details of the inspection request anytime by clicking on ‘=’ icon available on

each inspection request block. To view the details, user clicks on the ‘2’ as shown in the image
below.
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Request Inspections

To Be - Paid Off-Hour Inspection Request(s)

Prefeired Date: 127102016 0500 AM
$813.70

Preferred Date 11/10/7016 0100 AM
$ 101867

1 Inspection 1 Inspection

To Be - Paid Regular Hour Inspection Request(s)

Preferied Date: 13/71/7016
§ 409,94

Preferred Date’ 12,/20,27016
$ 61491

Preferied Date: 17118/2016
§409.94

1 Inspection 1 Inspection

1 Inspection

Fig 17 User clicks on ‘2’ icon to view the inspection request details

18. After clicking on ‘>’ icon, inspection request details pop up appears showing all the details of
inspection requests as shown in the image below.
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Inspection Request Details for 12/12/2016

Request Created On:  Saturday, December 10, 2016

Request 1D: R16C0011997

Imspection{s) Requested = Fire Alam Monday, December 12, 2016
Contact Person: Marcus Treschothick

(213) 248-2581

marcus@yopmail.com Inspection Type: Off-Hour
Contact Address. -
Payment Responsible Marcus Treschothick
Persomn; {213) 248-2582

Status: Pending Payment

Inspector:

marcus@yopmall.com
Estimated Duration (Hours): 2
Fees: $8135.70 (57508 - 3.00 % D5C
Surcharge)

Commaents: This is test Inspection request @

Fig 18 Request details pop up is shown for the inspection request

Point 1 in the image above — User can look at the details of inspection request in the pop up




Point 2 in the image above — User can close the inspection request details pop up by clicking on

“Close” button or ‘X’ icon at the top right corner of the pop up.

Cancel the Inspection Requests:

19. User can cancel the inspection requests at any point of time by clicking on “Trash” icon on the

inspection request block as shown below.

To Be - Paid Off-Hour Inspection Request(s)

£
Preferred Date: 17/12/2016 0100 AM
$813.70
1 Inspection
To Be - Paid Regular Hour Inspection Request(s)
=3

Preferred Date: 12/12/2016
$ 204.97

1 Inspection

Fig 19 User clicks on “Trash” icon to can the inspection request

20. On click of “Trash” icon, user will be shown a pop up message saying, “Do you want to cancel
this inspection request” as shown in the below image. On click of “Yes, Cancel” button in the
cancel confirmation pop up, the inspection request will be cancelled. On click of “No” in the pop
up, the inspection request will not be cancelled and user will go back onto the dashboard.



Confirm: Cancel Inspection Request for Transaction ID C16-04917 x

Do you want to cancel this Inspection Request?

[

Fig 20 Cancel confirmation pop up appears on click of Trash icon

Refund eligibility on cancelling the inspection request:

21. For the inspection requests which are paid for, user can cancel it and request for the refund as
per the rules mentioned in the “Refund Policy”.

22. After the inspection request is paid for, user can cancel the inspection request and request for
the inspection request as show in the image below.
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You ane cligibie for 3 refund.

fo nd
DIBLACITY.ORG and plea

herstand the refund policy click here That has all the refund instructians

Fig 22 Image showing user is eligible for a refund

Point 1 in the image above — In the “Paid Inspection Request(s)” section, user clicks on “Trash”

icon and confirmation pop up appears stating the eligibility (as per the refund policy) procedure
to follow.

Point 2 in the image above — User follows the procedure by filling the refund claim form by

clicking on “click here” link in the pop up and sending it across the concern person at LAFD
(email mentioned in the pop up). User clicks on “Yes, Cancel” button to cancel the inspection
request.

Find the different Transaction:

23. User can find the details of different transaction by clicking on “Find A Different Transaction”
button on the top right corner of the screen as shown in the below image. On click this button,
user logs out and enters the different transaction ID and street name to login in.
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cticn 1D:
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Number of Floors:

HNumber of Devices:

Transaction Status

Work Description:

To Be - Paid Off-Hour Inspection Request(s)

Preferred Date: 12/12/2016 0200 AM o]
$81370

Fig 23 User clicks on “Find a Different Transaction” button to look for different transaction
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