City of MadisonFire Department
Elevatorinspection, Testing, and Maintenance Reporting Training

Introduction

The City of Madison has a duty to ensure our employment and polidings are as safe as possible and one of the key
elements $the safety systems within those buildings. We also know that periodic inspection, testing and maintenance
is necessary to ensure these safety systems are working properly. In order te ensigher compliance rate and
confirmation that these systems are being maintained MFD has developed this online reporting system. This will reduc
the handling of paperwork, allow owners to focus on running their business, and allow first respondetg&i

bogged down with chasing paper work to complete inspections. This online reporting system will also allow MFD to
more quickly respond to reported critical violations and impairments.

ElevatorReporting
Getting StartedLogin

We will need to log ito the City of Madison websitén{tps://elam.cityofmadison.com/CitizenAccess/Default.ajpx
order to enter our reporting data. Establishing an account on the city website isidélge scope of this document, but
helpis available through the website

Additional help is available attps://www.cityofmadison.com/licensesPermits/support/form.ctm

Identify the Record

Each time we report ouElevator test resultto thed t y o f Ma gbingt@need towdentify thenaster record
contairing information aboutthe elevatorbeing tested If the owner supplies the Record ID, that will be the bermo

use. If theRecord IDs notreadilyavailable the Gty website contains a report thate can use to lookup the Record ID.
Toaccess t hi sElevatop ostpecselomctoy” Addmeesss” off the “Repor

A% City of

. Services | Jobs | Agencies | Data | Contact |
S& Madison

Street Vending &
Sidewalk Cafes

Development Services
Center

Announcements Logged in as:James Schmitt Collections (0) Y Cart ‘.CNV oo e womcoadlla o
LAY

Engineering Fire Prevention

m Permitting  Licenses/Registrations | g.se proc

Dashboard My Records My Account Advanced Search =



https://elam.cityofmadison.com/CitizenAccess/Default.aspx
https://www.cityofmadison.com/licensesPermits/support/form.cfm

AS soon

Ekvatarmp ekt cbhn” by

that will help us identify our record:

(= Report Par...

Street Mumber:

Street Name:

- | b

Please input report parameter(s):

HE5% -

We can enter the street number and/or the street name, but neither field is requiredcapistclick® Su b mi t ”
addresses.

getbackd i sting of al/l
Sso we want to enter
we' ve

Let’'s say our

the street name our results are:
*To enter your Elevator Inspection results for City of Madison, please use the appropnate Record 1D listed.

Record ID Address Elevator Business Name License Type
Number

FIRELY-2008-504086
FIREL"-2008-504087
FIREL"-2008-504088
FIREL"-2008-505798
FIRELY-2008-505948
FIREL"-2008-50355949
FIREL"-2008-5035950
FIREL"-2008-505956
FIREL"-2008-504344
FIREL"-2008-504089
FIRELY-2008-502557
FIRELY-2008-502433
FIRELY-2008-506341
FIRELY-2008-507703
FIREL"-2008-507704
FIRELY-2008-507691
FIREL"-2008-507652
FIREL"-2008-506340
FIREL"/-2008-970069
FIREL"/-2008-970070

5910 MINERAL POINT RD
5910 MINERAL POINT RD
5910 MINERAL POINT RD
5910 MINERAL POINT RD
5910 MINERAL POINT RD
3910 MINERAL POINT RD
3910 MINERAL POINT RD
3910 MINERAL POINT RD
3910 MINERAL POINT RD
3910 MINERAL POINT RD
5910 MINERAL POINT RD
5910 MINERAL POINT RD
5910 MINERAL POINT RD
5910 MINERAL POINT RD
5910 MINERAL POINT RD
5910 MINERAL POINT RD
3910 MINERAL POINT RD
3910 MINERAL POINT RD
3910 MINERAL POINT RD
3910 MINERAL POINT RD

FIRELY-2008-1121216 5910 MINERAL POINT RD
FIRELY-2014-1475152 5910 MIMERAL POINT RD
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whichis exactly what we were looking for. The catch here is that street number is not a partial lookup like street name
is. Iflenter* 59" i nstead of amlékng@i s méluted ataltlfdyouerses stréet number, you
must enter theentire street number.



EnteringElevator Testata

When we' re r edealgorteswl ae mat eavie omered t o select the “Per mi
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Hello, James Schmitt

Saved in Cart (0) View Cart My Collection (0) View Collections

And then click on “Apply for a Permit
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Showing 1-20 of 90 | Download results | Add to collection | Add to cart



Then weElewagolinspedtionTest i ng & Mai ntaemrdarcd @ cKke g cCrotnitnqpue Appl
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Select a Permit Type

Select one of the available permit types.

= Available Residential Building Permits include: Repair Replace Plumbing, Electrical or HVAC, and Solar Installation.
Building Permits require approval from the Building Inspection Division and will usually be issued and emailed to
you within 48 hours.

« Online applications available for Commercial or Residential Building Permits include: Doors, Siding. Windows or
Roof

= Select New Residential Construction Permit to apply for a Solar Installation Permit. Other options for new residential
construction permits will be available online in the future.

(O Access Control, Delayed Egress, Locked Stair Door
(O Alternative Fire Suppression

(O Art Fair Parking Permit

(O Banner Permit

() Bicycle Registration

() Disc Golf Permit

O Dog Park Permit

< E s Elevator Inspection Testing & Maintenance Reporiing >

(O Farmers Market Electric

() Fire Alarm Permit

(O Fire Outdoor Assembly Pemmit

(O Fire Outdoor Fire Feature

() Fire Protection Inspection Testing & Maintenance Reporting
O Fire Sprinkler Permit

(O Grease Trap Maintenance Record

(M Kitchen Suppression Svstem

Now we’'ve chosen what type of record we're updating,
to enter is the Record | D. I f we don’ withtuelosiegoturh e R
place.

Once we've entered the Record I D, we will select the
be correct in all cases. Then we click the “Continuct
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Elevator Inspection Testing & Maintenance Reporting

1 Site Verification 2 Elevator Test Data 3 Attach Test

5 Application
Entry

Results 4 Review Submittal

Step 1:Site Verification >Record Identification
To ensure your reports are attached to the correct MFD Record ID, please enter the Record ID provided to the owner.

*indicates a required field.

Enter the Record ID Here

RECORD
*Record ID: l FIRELV-2008-970070] X ‘
Applicant

‘ Continue Application » ) Save and resume later

Ste Verification

The next page that comes up is for site verification only. We need to verify that the address that appears on this page
mat ches the address of t helevatortestceattay. f olrf whd 'cvhe wee are ¢
ID, or perhaps entered it incorrectly, this is the screen that will let us check our work before we make a mistake and sa



our data on the wrong record. If the addred®es not match, wehdb ur br owser ' s “back?” butt
previous pageand enter the correctRecord ID before continuing.

Oncewe re satisfied t hwdcltihcek atdnder € sCso nitsi ncuoer rAepcptl,i cat i on’
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Elevator Inspection Testing & Maintenance Reporting

. —— Elevator Test Data Aftach Test . Application
1 Site Verification 2 Entry 3 Results 4 Review 5 Submittal

Step 1:Site Verification>Record Validation
Show Map

* indicates a required field.

Address

Please verify that this is the address of the site that you inspected. If the address does not match, go back to the Record Identification page and check
the Record ID against the postcard that the owner received. If that value was entered correctly please report the issue to MFD by emailing
fireprevention@atyofmadison.com.

*Street No.: Direction: *Street Name: Street Type:
5910 —Select-- » MINERAL POINT RD v
Unit No.:

pmm——
‘ Continue Application » ' Save and resume later
—————



ElevatorTestData Entry

This is where we enter o@levator testresults. All fields with the red asterisk} are required fields, so yesall fields
are required o this page:
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. = : Elzvator Test Data Attach Test
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oh 4 Review 5 §pplicztion

Subrmittal

Step 2: Elevator Test Data Entry > Elevator Testing
*Indicates a requined fleld

Test Performed

*Test:

--Salect-- -
* Devica: — ¥
Test Results
*Test Date:
*Test Completed By:
*Elevator Mechanic License Number:
*Elevator Company:
*Was the conveyance left in service?: (0 Yes () No
*Any Test ltems notad as failed?: O ves () Mo

*Contractor atbests work carried out according to acceptable [
industry standards:




Elevatorinspection Results Fields
TestWe’ re indicating if the “Cat 1”7 or “Cat 5" test
Device: We fill in the type of the device being tested {Dumbwaiter, Elevator, Escalator, Platform Lift}.

TestDate: Here we enter the da of the inspection, testing, and maintenance. Valid values for this field include
dates going back 2 ¥ years up to the current date.

TestCompleted ByHere we are going to enter the first and last name of the technician that performed the
inspection

Elevator MechanicLicense NumberThis is thdSP&levatorlicense number of the technician that performed
the inspection

ElevatorCompanyThe Company name of the technician’s empl
Was the conveyance left in serviee’es/No
AnyTest Items noted as f&d? Yes/No

Contractor attests worlkcarried out according to acceptable industry standard&e must attest that
appropriate standards have been followed before continuing this filing.

Once we've completed entering ghtaaihobhhese pietdsesdwt



Elevator TesDocumentation

This is the page where wpload a copy of the accompanyidgcumentation forthe devicethatwe ' ve .t est ed

We wi | | click the “Add” button to add a file containi
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sficati Elevator Test Data Attach Test ; lication
1 Site Verification 2 Erars 3 glach 1 4 Review 5 Applicatic

Step 3:Attach Test Results >Test Results Upload
* Indicates a required field.

Elevator Documentation

Please upload elevator testing documentation.

The maximum flie size allowed Is 80 MB.

Name Type Size Moaified Action
No records found.

Continue Application » Save and resume later

10



The “File Upload” dial og ap\Weaddosrfile(s), & clickithe coktinue duttontoo a
process those file(s).

File Upload x

The maximum fle steo aBowed s B0 MB

CLINATase- DL IPG 100%

The next thing is to indicaThaeare twechdicg'iElevatorfCalfTest e amat
“EIl evat or. Thisdsta reuired éeddt sb we must pick the document type before we can save the docuiment.
the document type doesn’t match the test that was pet
proceedto the next page.

11



When we’'re finished sel ecti ngtosdveourtreguitse o f e,
% City of
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Elevator Inspection Testing & Maintenance Reporting

1 Site Verification 2 Elevator Test Data 3 fitach Test 4 Review 5 Soplication

Step 3:Attach Test Results > Test Results Upload
*Indicates 3 required fleld.

Elevator Documentation
Pleass I.l:H.DZ[I elwawrmlng documentathon.
The maximum fil2 size allowed Is 80 MB.

Mame Type Size Modified Actlon

No records found.

Flie:

raspbesy.pg
100%

* Description:

enter & description herel|

spell check

Remowve

Save and resume later




Finallywith the attachment(s) successfully uploadecec | i ck “ Conti nue Application”

. City of
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The attachment(s) has/have been successfully uploaded.
[t may take a few minutes before changes are reflected.

Elevator Inspection Testing & Maintenance Reporting

1 Site Verification

Elevator Test Data Attach Test . Application
2 Entry % Resuits 4 Review 5 ibmittal

Step 3:Attach Test Results>Test Results Upload
* Indicates a required fald.

Elevator Documentation

Plegse upload alevator testing doCumerntation.

The maximem file size allowed s 80 MB.

Mame Type Size Modified Action

rasphberry png TE'EtEﬂm 96.38 KB oly22y2021 Actions -

=y

Review

With the elevatortest results entered, anélevator testdocumentation uploaded, the system gives us the opportunity
to review what we’'re about to save. We see (bel ow)
to go back and change anything thaaynneed correction by clicking on any of the Edit buttons on the-tight side of
the screen or by using the navigation area at the top of the page.
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Center
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Search Permit Applications Apply for a Permit

2 Payment 3 Receipt/Record

1 Selectitemtopay 2 ;e tion issuance

Step 3:Receipt/Record issuance

Receipt

@ Your application has been successfully submitted. @

1S PARK ST, MADISON WI 53715

FIREIM-2021- .
00002 View Summary

o

Here we have the optionto saveasummarydi e dat a t h afor owvrecordse Cliegknhtee r“ePdr i nt / Vi
S u mm abuttpri, and a report will appeahat can be printed or saved as a local file.

Summary

Please ematitlevators@cityofmadison.coifiyou encounter any difficulties in locating a Record ID or a valid address.
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