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10.A 

Introduction to Permits 

FirePro enables you to quickly create and store permits through the property 
record.  
 

Note: 
Burn permits come standard with the Property Module (Chapter 5) but custom 

permits is an additional optional module. 

 

10.B 

Accessing the Permits Window 

 
The Permits window is accessed through the “Permits” button on the property 

window.  
  
 

   
 
Select a permit from the list and click the “Show Details” button to view the 

permit details. 
Click on the “Add” button to add a new permit. 

 

Note:  
To by-pass the above history window and go straight to the Add window, click the 

“Permits” button while holding down the Ctrl key.  

   
There are two permit window options.  

The Standard Permit Window, which we will discuss below, and the optional Custom 

Permit Window which is discussed in 10.G.10. 
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Standard Fire Permits Window 
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10.C 

Fire Permit Window Fields 

 
PERMIT NUMBER 

Enter the number for the permit. You can number them manually or have them 

numbered automatically. 
 

To choose how you number your permits, see: 

20.C.10.30 

 
AUTHORIZED DATE 

Defaults to the current date 
 
TITLE 

Select a title from the drop down list. 
 

To populate or edit the list of titles, see: 

20.40.30 

 
STATION 

Choose from a drop-down list of all stations.  

 
VALID FOR 

Enter the dates that the permit is valid for. This will initially appear as two date 

fields with the bolded word, “to” between them. Once the OK button has been 
clicked, it will merge to one text field. You can then edit this to be “for 30 days” or 

anything else that you want to put in here.  
If you leave these dates blank, the Valid For will not print on the report. 
  
DATE OF BURN 

Enter the date the applicant has indicated that the burn will take place on. 

If you leave this date blank, it will not print on the report. 
 

Note: 
You may wish to use only one of the “Valid For” or “Date of Burn” fields, depending 
on which wording you prefer. These date fields will only print on the report if filled 

in. 

 
EXPECTED START TIME / EXPECTED END TIME 

Enter the start and end times of the burn. If the start and end times are blank, they 

will not print. 
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ISSUER 

Select the name of the permit issuer from the drop-down list.  

 

To edit the names of Permit Issuers included on the drop-down list, see: 

 

20.40.10 

 
PROPERTY CONTACT 

FirePro will insert the default property contact of the Owner’s business name and 
phone number. If there is no business name, the owner’s name will be inserted. 

This information can be edited directly on the Permits screen if a different contact 
should be used.  

 
NOTES 

Enter any additional information in this text field.  

 
ITEMS TO BE BURNED 

Enter the items to be burned in this text field. 
 

The name of this field can be changed. See: 

  90.30.30 

 
BOTTOM WORDING 

If you have created extra wording to add to the bottom of fire permits, choose it 
from the list. 
 

To set up extra wording, see 

  90.30.30 
This will appear on the report below the stock wording 

 
DO NOT PRINT REQUIREMENTS 

If this box is checked, the requirements section on the fire permit will not print.  
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10.D 

Permit Window Buttons 

 

    
 
Click on this button to view a list of burn permit contacts. Select one of these 
contacts and choose “Copy Contact(s)” to copy these to the Burn Permit. Click 

“Make Default” to set a contact to be the default contact for this property. 
 

To populate or edit the Contact List, (including the system default if 
required) see: 

 20.40.20 
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10.G 

Other Permit Windows 

10.G.10 

The Customized Permit Window 

 

The Templates Module must be installed and set up before you will be able 

to use the customized permit window. 

 90.30.10 

 

If the Permits Template module is purchased, the Permits window will display in a 
customized template format once its fields have been set-up. The screenshots 
below shows examples of the Permits window when the Templates Module is 

installed and set-up (the screen will be different depending on the permit type 
selected and what your department has set up for those permit types). 

 

To set up the custom permit template, see: 

 90.30.10 
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10.G.10.C 

Permits Window Fields 

 

Some fields will fill in automatically from the property information available, but all 
are over-writable. The fields shown will be different depending on how your 
department has set up the templates. 

 
 

The fields on the Permits window must be named to become visible. See:  

 90.30.10 

 
PERMIT TYPE 

Choose from the drop-down list of templates available.  
 

To edit these templates or add new ones, see: 

 90.30.10 

 
QUESTION LIST 

If questions are included, complete questions on the permit window with either a 
Yes, No, N/A or Choose answer. All questions with an answer of N/A will not be 

printed on the Permit. “Yes” and “No” answers will be indicated by an “X” on the 
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printed permit. Questions with “Choose” for an answer will have “Yes” and “No” left 
blank so that these can be checked off on the report.  

 
 

To set-up/edit a question list for a template, see: 

 90.30.10 

 

10.G.10.D 

Permit Window Buttons 

10.G.10.D.10 

 

 
Click on this button to view a list of burn permit contacts. See 10.D 
 

 

10.G.10.D.20 

 

 
 

To use the selected contact name(s) for this permit,  
 

10.G.10.D.30 

 
 
Change the default (for this property only) to one of the names available in the 

Burn Permits Contacts list by highlighting a name to select it, then clicking on the 
“Make Default” button. This establishes a Property-specific default for permit 

contacts. The Permits window will use the system default contact if no property 
default is chosen. After changing the permit contact default for this property, click 
the Copy Contact(s) button to accept this change and copy the selected contact 

onto the Permits window.  
 

10.G.10.D.40 

 
 

To use the Standard Permit (10.B) format, click on this button.  
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10.R 

Reports 

 

10.R.10 

Standard Permit Report 

Clicking the “Print” button on the permit window (10.B) will product the following 
report/form. 
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The terms and conditions of the fire permit can be customized, and bolding 
can be applied to individual lines. To customize wording and/or apply 

bolding, see:  

 90.30.20 
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10.R.20 

Permit Report 

 

Clicking the “Print” button on the custom permit window (10.G.10) will product 
the following report/form. 
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10.R.30 

Reports--> Management Report Menu--> Fire Permits ���� Summary 

 

This report provides details on the permits by one or all stations for a range of 
dates. 
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10.R.40 

 
Reports--> Management Report Menu--> Fire Permits ���� By Number 

 

This report provides a list of the permits by permit number for a range of numbers. 
 

 

 

 

 
 

 

10.R.50 

Reports--> Management Report Menu--> Totals by Issuer 

This report provides a list of the total number of permits by issuer for each station. 


