Membership Reports Entry Instructions

INSTRUCTIONS FOR WEB ENTRIES

The Membership Reports must be completed online, then printed out, signed by the Commanding Officer
(Chief), President and Secretary of the Relief Association and then either scan all companies into a PDF File
and E-Mail it to LocalReports@njsfa.com or mail them in. The Deadline for submission of this report is
February 28.

The instructions to enter the statistics via the web are as follows:

Click the tab: Secretary Reports on the www.NJSFA.com web site, and then click: Update Active Membership
Report

Choose a Company that you want to enter. (Remember you must do all Companies before finalizing your
report).

The Company that you selected is now on the screen.

100 % Career/Paid

If you are a 100% Career/Paid or the individual Company you are working on is 100% Career/paid, you do
not need to enter any numbers for the company. Check that all individuals are listed correctly and that no
one is missing. Make sure the last column has a “P” for each line listed. Correct it on the screen by clicking
the down arrow right next to the letter. Changes/corrections to the first five columns for each individual
should be entered on the sheet after it is printed and before sending to the State Office. Once you have
checked all of the entries for this Company, click Save Changes. Once all companies are complete and
saved you must FINALIZE the report. You finalize the report on the main page of the Secretary Reports tab.
DO NOT FINALIZE THE REPORT UNTIL ALL COMPANYS ARE COMPLETED/CHECKED. Print the report, get
signatures, and then scan and E-mail it or mail it (You should get a tracking number if sending it by mail,
UPS or Fed Exp).

Combination or All Volunteer

Fill in the box next to “Number of Fires” with the total amount of incidents that the
Company was called to respond to. If you have more than one Company, each Fire
Company in your Association might have a different number based on how you might
divide up alarm responses. The next step is to fill in the box next to “Number of Drills” with
the total amount of drills that Company held/attended — not to exceed 24. The system will
add the numbers you supplied, and you will see that to the right next to “Total”.

The first five columns for each member are pre-filled. Please review these columns and if you find an error
or something spelled wrong please add or correct the information on the sheet after it is printed and
before it is scanned or sent to the State Office. Next look at the last column to the right “PD VOL” and
make sure the correct letter is listed - “P” for Paid/Career or “V” for Volunteer. If the entry is wrong,
please correct this right on the screen by clicking the down arrow next to the letter and selecting the
correct designation. You do not have to enter any individual numbers for anyone listed as “P” —
Career/Paid.
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The Figures that are required for each individual listed with a “V” are:

Under the column heading “Total” - This figure should be the same as the Total for the Company, as
calculated above, for all members who have served a full year. This number IS NOT the total number
of alarms and drills that the individual member responded to. It is the total that the Fire Company as
a whole responded to. If a new member has a service start date of anything later than January, you
should override the number shown and enter the total fires and drills the Company responded to since
that member joined the Company.

Under the column heading “Fire” - put the total number of Fire Alarms that the member actually
responded to during the year. If the number is more than the amount you entered for “Number of
Fires” above, the entry will be rejected.

Under the column heading “Drills”, enter the total number of Drills that the member actually
responded to during the year. If the number is more than the amount you entered for “Number of
Drills” above, the entry will be rejected.

For “V” —Volunteer members, if every member has 100% in the right column, then you may have
made an error in the numbers you entered to the left. In this day & age, it is extremely hard for
volunteer members to make every alarm — 24/7. Please double check what you have entered before
saving and later finalizing.

Once you have completed all of the entries for this Company, click Save Changes. The Percentages will
now be filled in. Please review the screen to see if the numbers or final percentage look correct. You can
make corrections and then click Save Changes again. If you make a mistake with an individual by using a
number for the “Total” column that is less than the “Company Total” up top, make sure that the amounts
you enter for “Fire” & “Drills” do not add up to a higher number. The percentage is capped at 100% and
for volunteers will almost always be less.

Once all companies are complete and saved you must FINALIZE the report. You finalize the report on the main
page of the Secretary Reports tab. DO NOT FINALIZE THE REPORT UNTIL ALL COMPANYS ARE COMPLETED.
Print the report, get signatures, and then scan and E-mail it or mail it (You should get a tracking number if
sending it by mail, UPS or Fed Exp).

VERY IMPORTANT: All removals of members from your Department that are listed on this report must be
reported via Maintenance Form (Form 108) which can be submitted electronically from the Secretary Reports
tab. Also, if a member has entered the military service please refer to page 26 of the 2010 Compendium
(Grey) Article IV — Section 6.

As in the past when we have completed and finalized all percentage calculations, an updated form will be sent

to you.
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