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1 Purpose/Overview 
 
This User Manual provides guidance for managing and maintaining the newly developed “Public 
Record Request” module for the Ohio Department of Commerce, Division of State Fire Marshal, 
Bureau of Fire Prevention. 

The document is intended for use by Public Users (non-logged-in users). It covers essential functions 
by which Public Users may request and receive copies, in accordance with R.C. 149.43, of Ohio Fire 
Incident Report Management System (OFIRMS) public records and/or data maintained by the Ohio 
Department of Commerce, Division of State Fire Marshal, Bureau of Fire Prevention. 

The OHIO State Fire Marshal Portal enables users to search and get the basic details of any Fire 
incident in the State of OHIO using the Self Service Public Records Request. If a detailed Incident 
report is required, the user can use the Escalated Public Records Request from the Portal. 

The OHIO State Fire Marshal Portal enables users to search and get the basic details of any Fire 

incident in the State of OHIO using the Self Service Public Records Request. If a detailed Incident 

report is required, the user can use the Escalated Public Records Request from the Portal. 

 

1.1 Links to Portal 

1.1.1 Production Portal URL 

 Web Portal – https://sfmengage.com.ohio.gov/ 

 

 

  

https://sfmengage.com.ohio.gov/
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2 OHIO Fire Incident Report Self Service Public Records Request 
To search for an incident, the public user can click on the “Search” button in the OHIO Fire 
Incident Report Self Service PRR section located in the bottom-left card, as shown in the image 
below. 
 

 
Figure 1: Home Page 

Public users can search for incidents using the Incident Self-Service Request filter, as highlighted in 
the image below. The user can select Incident Type, County, Fire Department, etc. 
 
If the user knows the exact incident date, they can click “Yes” for “Do you know the incident date?” 
and enter the date. If the User clicks “No”, then it can enter the date range. 
 
After filling in the search filters, when the user clicks on the “Search” button, it will list the incidents 
that match the search criteria. 
 
Note: The search results can show up to 50 records. If the limit exceeds, then it will ask the public 
user to refine the search. 
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Figure 2: Ohio Self-Service PRR 

After clicking on the Incident number, the user will be redirected to the print preview of Incident 
details, wherein the user can view the data of various incident modules like Basic, Fire, Structure 
Fire, etc., as shown in the image below. 
 

 
Figure 3: Incident Detail Page 
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The preview screen will contain below modules: 

1. Basic without sections K, L. 

2. NFIRS-2 Fire 

3. NFIRS-3 Structure Fire 

After clicking on the “Print PDF” button, it generates a link to download the Incident PDF. 

 
Figure 4: Download Incident PDF Screen 

After clicking on the “Download Incident PDF” button, it will download the Incident PDF. 

 
Figure 5: Print Incident PDF 
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Escalated Public Records Request by Non-logged-in / Public Users 
To create an Escalated Public Records Request, the public user needs to click on the “ESCALATE” 

button at the bottom right, as highlighted in the image below. 

 

 
Figure 6: Self Service PRR 

After clicking on “ESCALATE” it will redirect the public user to the “Public Record Request” form.  
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Figure 7: Public Record Request form 

“What general information do you want from the Data?” is a mandatory field that needs to be filled 
in by the Public user. 
 
If the user wants to know about a specific Incident, then they can select “Yes” for the “Are you 

looking for a specific Incident?” question. After clicking on “Yes”, the public user has to enter the 

Street and County as these options are required.  

 
Figure 8: "Are you looking for a specific Incident?" with the "Yes" option selected 

For the question “Are you looking for a specific Incident?”, if we select the “No” option, then the 

user can select All of Ohio, County, or Municipality. These are optional. 

 

 
Figure 9: "Are you looking for a specific Incident?" with the "No" option selected 
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If the user wants to know about a specific Incident type, then it can select the Incident type. 

 

Providing contact details is optional.  If the public user does not provide an email address, all 

correspondence will be via the portal. The public user has to check the portal to acquire such 

correspondence, including responsive records.  If the public user provides contact details, they will 

be notified via email about the response. 

 

If the user needs help, they can click on the “click here” option to go to the FAQs page. 

 
Figure 10: PRR FAQs 

 
Figure 11: FAQs page 

After filling in all the information, when the public user clicks “Submit”, the public record request 

case will be submitted to the Bureau chief. The status of the case will be “Under Review”. 

 

The public user will see a case submission confirmation screen. The public user should keep the 

Public Record Request Number and the PIN safely with them so that they can use it for searching 

their PRR requests.  
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Figure 12: PRR case submission confirmation screen 

Note: After a public record request is submitted by the public user, if the email was entered in the 

form, it will send an email to the public user, as shown in the image below. 

 
Figure 13: Public Record Request email for public users 
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2.1.1 Search My PRR for non-logged-in / Public Users 
If the Public user has created the Escalated PRR, then to search for the public record request, the 

public user can click on the “Search” button located in the bottom card in the “Search My PRR” 

section, as shown in the image below. 

 
Figure 14: Home Screen 

After clicking on the “Search” button, it will redirect to the “Search My PRR” screen, as shown in the 

image below. 

 
Figure 15: Search My PRR 

 
The public user has to enter the “Service Request Number” and the “PIN Number” that was visible to 
the public user while submitting the case. 
 
After clicking on the “Search” button, it will display the PRR case in the grid.  
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Figure 16: My PRR List 

After clicking on the Request Number, it will redirect to the case details page, where the public user 
can view the status and other details of their public record request. 
 

 
Figure 17: PRR Case Detail Screen 

Once the Public record request is approved by the bureau chief, the public users can see the reason 

and status of their request from the case details screen. 
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Figure 18: Case Details Screen after Bureau Approval 
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2.1.2 Action Performed by Public User for “Additional Information Requested” PRR Case 

Status 

2.1.2.1 Case Status: Additional Information Requested 

When the Bureau staff asks for additional information, the public user will see the “Send Additional 

Information” Action on the case detail page, as shown in the image below. 

 
Figure 19: Submit Additional Information Case Action 

After clicking on “Submit Additional Information”, it will open a popup, wherein the Public user has 

to enter the PIN (required field), add comments, upload files, and then click on “Submit”.  

 
Figure 20: Submit Additional Information popup 

 

After clicking on “Submit”, the case will be assigned back to the Bureau staff. The status changes 

from “Additional Information Requested” to “In process”. 

The documents sent by the Bureau staff for additional information will be visible in the case details 

screen, under the documents tab, in the “Additional Information tab. 
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Figure 21: Additional Information document submitted by Bureau Staff 

Note: If the public user provided an email ID while submitting the form, then they will receive an 

email if additional information is requested. 

2.1.2.1.1 Close after 21 days 

If the public user does not submit additional information, the PRR case will automatically close after 
21 days. 
 
The case status changes from “Additional Info Required” to “Close with Resolution - Expired”. 
 
Note: Once the public record request is approved, if the public user had submitted an email id while 
filling out the form, then they will receive an email with the reason of denial or approval. If the email 
ID is not provided, then the public users can see the status of their PRR request by searching their 
PRR using the PRR case number and PIN. 


