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IMPORTANT INFORMATION

This guide is made available by the Fire Department City of New York (FDNY) as a courtesy to the
public. It does not represent all the filing requirements for any given FDNY application. Though every
effortis made to continuously update this guide, it in no way supersedes, or otherwise substitutes for
the legal or procedural requirements of the New York City Fire Code, Building Code, Zoning
Resolution or any other applicable rules, regulations or policies.
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INTRODUCTION

About this Guide
The Requesting a Fire Life Safety Director (FLSD) Onsite Exam User Guide is designed to

assist users in completing this application on FDNY Business.
Submitting a Request for an Onsite Exam can be done from any computer with an Internet

connection and using any browser.
Effective 10/01/2021, all Requests for Fire Life Safety Director (FLSD) Onsite Exams must be

submitted online on FDNY Business. Scheduling requests for onsite exams will no longer be

accepted via email.
Once an Onsite Exam has been requested and has been scheduled by FDNY, if you need to

postpone your Inspection you MUST request a Cancellation. Cancellations should be requested at
least three (3) business days before your scheduled Onsite Exam or you may be charged the
Exam Fee. Cancellation requests can be sent via email to the High-Rise Unit High-

Rise@fdny.nyc.gov until online cancellations are available.

Once you have received confirmation that your request for Cancellation has been
accepted, you will need to create a new Request for an Onsite Exam to reschedule.

For more information about requirements for an Onsite Exam see Notice of Exam and Study
Material for F-89 Fire and Life Safety Director Exam.

Numbers in the images will assist you in following the instructions. For example, o indicates
your first action, e indicates your second action, etc.

For additional assistance, dial 311 and ask for FDNY Business Support or send an email to

FDNY .BusinessSupport@FDNY.nyc.gov.
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1. Request a FLSD Onsite Exam

You can now complete and submit a Request an Onsite Exam online through FDNY
Business. Once your request has been submitted, it will be reviewed by FDNY.

Upon review, FDNY will provide you with a date/time for your Onsite Exam, or you will be
notified if additional information is needed before the Onsite Exam can be scheduled.

NOTE: You MUST log in to FDNY Business with your NYC ID to submit a Request

for Onsite Exam. If you do not have a NYC ID, you will need to
create a NYC ID account BEFORE you can log in to FDNY Business.

Step 1. Create Your NYCID Account and/or Log In to FDNY Business

If you do not have an NYC ID, go to Register for an Account to create your account. On the

Create Account page, enter the required information. Then, click to “check” the checkbox to accept

the NYC ID Terms of Use and click the Create Account button. See Figure 1.

Create Account

Al fields are required.

EMAIL OR USERNAME

e Email Address or Username: I — I 70
Confirm Email Address or I amw = I

L
Username:

9 Password: I I Password Strong

Confirm Password: I I%

Select a security question and provide an answer o it. The answer is not case sensitive and must be between 3 and 255 characlers. If you are
on a public computer, we recommend you mask your answers by selecting Hide below.

Security Question: I Iv Ic—e
Answer: I |<—°

Display Answers. ® Show O Hide

0
Check the box to indicate that you

understand and agree to the
NYC.ID Terms of Use, the overall
Terms of Use for NYC_gov, and the
Privacy Policy for NYC.gov.

CREATE ACCOUNT

Fig.1l: NYCID — Create Your Account
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Once you have created your account — or if you already have an account — begin your

Application by clicking the Login button on the EDNY Business Home Page. See Figure 2.
FDNYBusiness

FDNY Dashboard Return to NYC Business

My Account
Announcements  Register for an Account

Advanced Search d

We are pleased to offer our citizens, businesses, and visitors access to government services online, 24 hours a day, 7 days a week.

What would you like to do today?
Search Applications/Requests

Initiate Application/Request

Fig.2: Click ‘Login’

Enter your Email Address (your NYC ID) and Password. Then, click the Log In button. See
Figure 3.

Fig. 3: Enter Your NYC ID/Password and Log In

|
Page 5


https://fires.fdnycloud.org/CitizenAccess/SAML/NYCIDLogin.aspx
https://fires.fdnycloud.org/CitizenAccess/Default.aspx

Step 2. Start the Application

To begin, from your computer browse to the FDNY Business Home Page and click on the

Initiate Application/Request option. See Figure 4.

Fig. 4: ‘Initiate Application/Request’

On the Select Type of Application page, click the Public Request drop-down list and select
the “Public Request for Inspections” option. Then, click Continue Application. See Figure 5.

Fig.5: Select and Click ‘Continue Application’
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Step 3. Complete the ‘Building Information’ Page

On the Building Information page, complete the “Premises Address” section. You will need to
enter the address of the location for which you are requesting the Onsite Exam.

Most addresses already exist in the system. To search for the Address, select “No” for the
Is this a New Address? field and enter the address information. All fields marked with an asterisk *)

must be completed. Then, click the Search button. See Figure 6.

NOTE: If the address is NOT found in the system, go back and select “Yes” for the
Is this a New Address? field to enter a new address.

Fig.6: Enter/Searchthe Address

|
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The Address Search Result List window will open and display the top matches. Here, the
system has returned two (2) addresses. One is the correct address. Click to select it and click

Continue. See Figure 7.

Fig.7: Selectthe Address

The address you selected will be entered into the “Premises Address” section. Click the

Continue Application button. See Figure 8.

Fig.8: Continue Application
S
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Step 4. Complete the Applicable Sections on the ‘Contact Information’ Page

You are taken to the Contact Information page. It contains eight (8) sections, as follows.
Contacts in red are required for the FLSD Onsite Exam Request. See Figures 9-10.

Licensed Professional

Permit/LOA Contact

Billing Contact

Business Owner

Building Owner

Building Representative

Authorized Agent

COF Holder (Lead FLSD on the site)

NOTE# 1. The “Permit/LOA Contact” section MUST BE completed for ALL Requests.
This Contact will be the same as the Building Owner.

Fig.9: ‘ContactInformation’ Page Fig.10: Contact Information Page (Continued)
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Scenario #1: Using an Existing Contact

If a Contact already exists in your NYC ID account, you can select it by clicking on the Select
from My Account button, as highlighted below in “yellow.” In this example, we will select a Contact

for the “Permit/LOA Contact” section. See Figure 11.

NOTE: If a Contact does NOT exist in your NYC ID account, you will need to add
a new Contact. See Scenario #2 for instructions.

Fig.11: Click ‘Select from My Account’

The Select Contact from My Account window will open. If address(es) forthe Permit/LOA
Contact exists in the system, it will be displayed and the Contact's name will be shown near the top.

In the below example, the Billing Address and the Mailing Address exist. To simultaneously
select both of them, “check” the checkbox located in the header — this will select all listed addresses.
To confirm your selection(s), click the Continue button. See Figure 12.

NOTE: The Mailing Address is the ONLY required address for the Permit/LOA

Contact. Typically, the Permit/LOA Contact’'s Mailing Address is the same
as the location for which you are requesting the Onsite Exam.

Fig.12: Selectthe Desired Address(es)

|
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The Contact Information window will open and the Contact’s details will be provided. As
indicated in the lower half of the window, the address(es) you just selected will be present.

Review the information and when you are ready to attach this Contact’s information to your
Application, click the Continue button. See Figure 13.

NOTE: Make sure to enter the correct email address. The confirmation email for

the scheduled date and time of the Onsite Exam will be sent to this email
address.

Fig. 13: Review and Click the ‘Continue’ Button
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You will return to the Contact Information page. As indicated below, the Contact you just
selected (in this example, the Permit/LOA Contact) and their address information is now added to

your Application. See Figure 14.

Fig. 14: ‘Permit/LOA Contact’ Information Selected and Added
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Scenario #2: Adding a New Contact

If a Contact does NOT exist in your NYC ID account, you will need to manually add the
Contact's information. In this example, we will add a Contact to the “Permit/LOA Contact” section.

To begin, clickon Add New. See Figure 15.

Fig. 15: Click ‘Add New’

The Contact Information window will open. To begin, click on the Individual /Organization/
City Agency drop-down list and select the Contact type you want to add. In this example, since we

are adding a person, we will select “Individual.” See Figure 16.

Fig. 16: Select the Contact Type
S
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Next, enter the Contact’s information. ALL sections marked with an asterisk *) must be
completed. When you are ready, click on the Add Contact Address button. See Figure 17.
NOTE: Make sure to enter the correct email address. The confirmation email for

the scheduled date and time of Onsite Exam will be sent to this email
address.

Fig. 17: Enter Information/Click ‘Add Contact Address’
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A new window will open. First, click the Address Type drop-down list and select the “Mailing
Address” option. Complete all the required fields and then click the Save and Close button. See
Figure 18.

NOTE: The Mailing Address is the ONLY required address for the Permit/LOA

Contact. Typically, the Permit/LOA Contact’'s Mailing Address is the same
as the location for which you are completing this Request for Onsite Exam.

Fig.18: Enterthe Mailing Address Information

A window will open displaying the matching result(s). In the example shown below, one (1)

matching result has been located. Click to select it and then click the Select button. See Figure 19.

Fig.19: Chosethe Address and Click ‘Select’

|
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You will see a notification that tells you that the address was successfully saved. Also, as
highlighted below in “yellow,” the Mailing Address has been added and is visible. Click the Continue
button. See Figure 20.

Fig. 20: Click ‘Continue’

You are taken back to the Contact Information page and, as shown below, you will see a

notification that you have successfully added the Permit/LOA Contact’s information. See Figure 21.

Fig.21: Contact Information Added
]
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Complete the “Business Owner” section by selecting an existing Contact (see Scenario #1

above) or by adding a new Contact (see Scenario #2 above). See Figure 22.

Fig.22: Completethe ‘Business Owner’ Section

REMEMBER: The “Business Owner” section requires that you provide a Mailing Address AND
a Billing Address — You will need to enter both addresses.

After you have completed all applicable sections on the Contact Information page, scroll

down to the bottom of the page and click Continue Application. See Figure 23.

Fig.23: Click ‘Continue Application’
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Step 5. Complete the Request for Onsite Exam Details

Next, on the Request Information page, you will need to add all the details for the
Onsite Exam you are requesting.

It contains several sections, including “Inspection Request Details,” “Requestor” and
“Additional Request Information.”

You will need to complete ALL of the information in each section. All fields marked with an

asterisk *) must be completed. See Figure 24.

NOTE: You can only submit a Request for Onsite Exam for one (1) Candidate at a
time. If you need to request for other candidates, you need to submit two (2)
different Request for Onsite Exam Applications.

Fig. 24: ‘Request Information’ Page
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To add your Onsite Exam information to the “Inspection Request Details” section, click the
Add a Row button. See Figure 25.

Fig.25: Click ‘Add a Row’

The Select Inspection Unit window will open. Select “High Rise” as the Inspection Unit for a

Request for Onsite Exam.

Fig.26: Locate the Inspection Unit

|
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Once you have found the Inspection Unit you are looking for, click to select it. Then, click the

Next button (located in the bottom-left corner of the window).

The Select Inspection Type window opens and displays the Inspection types specific to the
Inspection Unit you just selected. Click to select “High-Rise On-Site FLSD Testing” and then click
Finish. See Figure 27.

Fig. 27: Select the High-Rise On-Site FLSD Testing’ Unit /Click ‘Finish’
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Next, enter all the applicable system and scheduling information. All fields marked with an

asterisk *) are mandatory and must be completed.

Click on the Calendar icon ([II]) to choose the Requested Test Date. Then, click on the
Calendar icon ([ZI]) to complete the Alternate Date.

Enter the requested time in Time and Justification for Off Hours Request text box.

NOTE #1: Your requested date(s) and time(s) will be reviewed by the High Rise Unit.

Dependent upon availability, an alternate date and/or time will be scheduled
by FDNY.

NOTE #2: If you are requesting an Onsite Exam outside of normal business hours (i.e.,
an Onsite Exam that will be billiable as Overtime), you MUST enter the
details for your Overtime request (e.g., “Need to start at 10:00 a.m.
Saturday,” in the Time and Justification for Off Hours Request text box.
If you are NOT requesting “Off Hours Testing,” leave this section blank.

Fig. 28: Enterthe Onsite Exam Details
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Next, you will need to complete the “Requestor” section. If you already have your information
saved in your NYC ID account, click Select from my Account and follow the directions in Step 4,
Scenario #1. Otherwise, click Add New and follow the instructions in Step 4, Scenario #2. See
Figure 29.

NOTE: The Requestor is the person who is signed in to FDNY Business and who
is completing this Request for Onsite Exam (i.e., you).

Fig.29: Select/AddtheRequestor Contact Information

Next, complete the “Additional Request Information” section. Enter the Emergency Contact’s
name and phone number. The Emergency Contact will be the Onsite exam Scheduler.
Then, enter the name of the person that will be on-site (Lead FLSD). When you are ready,

click Continue Application. See Figure 30.

NOTE #1: If you are requesting an Onsite Exam outside of normal business hours, you
MUST “check” the Off Hour Certification checkbox (bordered below in “red”) to confirm
that you accept any additional fee(s) associated with the Off Hour Request.

NOTE #2: The Location/Floor of Requested Inspection/Test must be the “meeting
place”, which is most commonly the “Fire Command Center”.

Fig.30: Complete‘Additional Request Information’ Section/Continue

|
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The Request Information page will refresh. Next, you will need to complete the “Inspection
Information,” Project Information,” and “Plan Information” sections.

For the “Inspection Information” section, enter the Inspection Record ID / Account #, which can be
obtained from the Building Owner or Building Manager. If you do not provide the Inspection Record
ID / Account #, FDNY will reply, requesting additional information. The Inspection Record ID /
Account # will be provided in the reply. You will need to update the request with the Inspection

Record ID / Account # provided.

To complete the “Project Information” section, enter the Onsite details (required) as shown below:
NOTE: This is the same information previously sent with email requests for the Onsite Exam:
e Candidate Name
e Last 4 of Candidate SSN
e Address of the Main Entrance to the building

e Type of Test: Fire, Non-Fire, Full (Comprehensive)

Step 3:Request Information>Inspection Info

*Note:
1. *Indicates a required field.
2. You will be able to edit the details in this application from the "Review and Submit” page prior to final submission.

Inspection Information

Inspection Record ID/Account #: l l

Project Information

Describe the system or equipment to be inspected or tested. For Hazardous Cargo, describe all hazardous materials transported and/or used Citywide. Be as detailed as

possible. For LABS, describe all hazardous materials and/or occupancy to be inspected

Project Name and Description: Requesting Onsite for: John Doe SSN: 4321
Requested Date: September 20, 2021 or October 20, 2021

Premises Address 9 Metrotech Center Brooklyn, NY

Indicate type of Test (Fire (FSD), Non-Fire (EAP) or Full (Comprehensive))

Fig.31: Enterthe Project Name and Description

|
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Next, complete the “Plan Information” section. Enter your Approved Plan Application’s Record
ID (This will be the EPPG Plan Approval #, which will be named “20xx-EPPGEA-xxxxxxxX"). DO
NOT ENTER a DOB Job #.

Fig.32: Enterthe ‘Record ID’ /Do NOT enter a DOB Job #

To continue, skip the “Violation Section” and scroll to the bottom of the page Click Continue

Application. See Figure 33.

Fig.33: Click ‘Continue Application’
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Step 6. Upload Supporting Documents

You will be taken to the Supporting Documents page.
You can skip the “Supporting Documents: section. Scroll to the bottom of the page and click

Continue Application. See Figure 34.

No Supporting Documents are required to schedule a Fire and Life Safety Exam at this time.

Tip: Save your application periodically to avoid losing your work by clicking on : PR
Save and Resume Later T aL et Lo e i Continue Application »

Fig.34: Click ‘Continue Application’

You will be taken to the “Digital Signature” section. Here, you will enter your digital signature to
acknowledge that you are submitting a Request for Onsite Exam.

Enter your First Name and your Last Name. Then, select “Other” from Title/Roles drop-down
list.

Then, “check” the checkbox to acknowledge submission of your Application. Finally, click
Continue Application. See Figure 35.

* Title/Roles : I Other v l
*Specify Other: l Requestor/Scheduler X l
*By checking this box, | acknowledge submitting this request. i

Once submitted, | will not be able to make any changes.:

Fig.35: Completethe ‘Digital Signature’ Section

|
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Step 7. Review and Submit

You will be taken to the Review and Submit page. Here, you will be able to review and edit
your information before you submit your Request for Onsite Exam.

Scroll through the page and review your information. If you notice any errors or if you need to
make any changes, click the Edit button to return to that section and correct the information. See

Figure 36.

Fig.36: Review your Request for Onsite Exam Information

Once you submit the Request for Onsite Exam, the submission can NOT be
undone. Make sure that all the information you have entered is correct and
complete.

|
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When you are ready to submit your Application, scroll down to the bottom of the screen,
“check” the checkbox to agree to the certification and to digitally sign your Application. Then, click

Submit Application. See Figure 37.

* Title/Roles: Other
Specify Other: Requestor/Scheduler
By checking this box, | acknowledge submitting this request. Once Yes

submitted, | will not be able to make any changes.:

| understand that it is unlawful to give to a city employee, or for a city employee to accept, any benefit, monetary or otherwise, either as a gratuity for property performing the job or in ~
exchange for special consideration. Violation is punishable by imprisonment or fine or both. | understand that falsification of any statement is a misdemeanor and is punishable by a fine
or imprisonment, or both. | understand that if | am found after hearing to have knowingly or negligently made a false statement or to have knowingly or negligently falsified or allowed to
be falsified any certificate, form, signed statement, application, report or certification of the comrection of a violation required under the provisions of the NYC Administrative Code,
including the New York City Fire Code or of a rule of any agency, | may be barred from filing further applications or documents with the Fire Department. | hereby certify that | am
authorized by the owner named herein, to file this application on their behalf. | hereby certify that |, or a qualified employee, or authorized agent under my direct consent, prepared or
supervised the preparation of this application, and the plans, documents and/or specifications herewith submitted and to the best of my knowledge and belief, the plans and documents,

BRI & deninindeabivin Mada feolodine e Koo Ve M Fiea Sade and abhor anelinabbe loae aedos aed codan | el dodon

e ainele b Hhneaan nmmed st Hae oo dninne o8 o

Fig.37: Digitally Acknowledge, Sigh and Submit the Application

Step 8. Submission Confirmation

You will receive confirmation that your Request for Onsite Exam has been submitted. You will
also receive a Request Record ID. This Record ID will also be available to you on your FDNY

Business Dashboard. You can use this Record ID to track the status of your Request. See Figure 38.

Fig.38: Request Submission Confirmation/Record ID
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After Your Submission

You will receive an email confirmation that your Request for Onsite Exam has been submitted.

Once FDNY reviews your Request, you will receive another email with the date, time of your
scheduled Onsite Exam, and an Onsite Account # (8 digits, also known as Inspection Record #).

If you did NOT submit all the required information, you will receive an email requesting you
supply the missing information.

If you received a scheduled date and time for your Inspection AND FDNY needs to reschedule,
you will be contacted by email with a new date and time.

If your Request for Onsite Exam has been rejected, you will need to submit a new Request for
Onsite Exam on FDNY Business once all prerequisites are complete.
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2. Request Cancellation of an Onsite Exam»*

If an Onsite Exam has been scheduled by FDNY and you need to cancel it, you MUST request
the cancellation via email to the High Rise Unit (High-Rise@fdny.nyc.gov). The Request for

Cancellation must be requested at least three (3) business days before your scheduled Onsite Exam
or your request may be denied and you may be charged the Onsite Exam Fee.

NOTE #1: You will NOT be able to submit a Request for Cancellation until

you receive an email confirmation with the scheduled date and time of your
Onsite Exam.

NOTE #2: Only the person who requested the Inspection (i.e., the Requestor Contact
(Scheduler) forthe scheduled Onsite) can request a Cancellation.

The email Request for Cancellation must be sent to the High-Rise Unit High-Rise@fdny.nyc.gov.
Subject Line: Onsite Cancellation
Body of Email MUST include:

e Onsite Account # (also known as Inspection Record #).
e Date/Time of Onsite Exam scheduled

e Candidate Name

e Last 4 of Candidate SSN

e Building Address

You will receive an email from the High-Rise Unit that your Cancellation Request was either approved
or denied.

*The procedures described in this guide are subject to change.

**Cancellation process will be updated as more features are added to FDNY Business.
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