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Property 
Property at an incident can be entered and tracked in EMRS. Logistics creates property in EMRS and tracks the 
assignment and return of property to individuals at the incident. Property can be reserved for a group (for 
example, Plans). Property can be removed and returned to service. 
 

 
 
1. Create Property 
Logistics creates new property records in EMRS. 
 
To create new property, navigate to the Property entity. 

1) Select Resource Management. 
2) In the Property section, select Property. 
3) Verify that the view is Active Property. Change the view to Active Property if necessary.  
4) If property is displaying for more than one incident and/or site, filter to display only property for your incident 

and incident site. Note: You can create a personal view to display property for your incident and incident site as a 
default. 

5) In the grid, find and highlight an existing property for your incident and incident site.  You do not need to open 
the existing Fleet record. 

6) Select the Follow-ups button in the ribbon. 

Fleet and property at an incident are documented in EMRS: 
 

1) Logistics creates fleet and property records in EMRS. 
2) Logistics assigns fleet and/or property in EMRS to individuals at the incident and documents the return of 

assigned fleet and/or property in EMRS. 
3) When an individual leaves the incident, EMRS verifies that all assigned fleet and property have been returned 

prior to check-out. 
 
This guide covers managing property in EMRS. There are additional guides for the other Resource 
Management functions in EMRS. The ability to perform the tasks described is dependent on user roles. The 
user or one of the teams he/she is assigned to in EMRS must have Logistics roles in EMRS. 
 
 

Property Tasks 
 

1) Create Property (p. 1) 
2) Assign Property (p. 4) 
3) Return Assigned Property (p. 7) 
4) Reserve Property for Incident Resource Group(p. 9) 
5) Remove and Return to Service (p. 11) 

 
 

 



EMRS Quick Start Guide for Property Management 2 January  1, 2015 

 
 
 Active Property 

 
 

7) The Add Follow-ups to Property dialog will open. Confirm that the correct Incident and Site are displaying in the 
Tip; the new property will be created for this incident and site. 

8) Select Create Property for the same incident, site, access. Note: If you know that the property you are creating is 
the same type, make, model, and model # as the highlighted property, you can skip re-entering this information 
by selecting Copy Property except for ID’s. 

 
   Create Property 
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9) Enter property ID (a unique number you are using to identify this property at the incident). 
10) Enter type of equipment. 
11) Enter make. 
   Property ID 

 
 

12) Select model. 
13) Enter phone number if phone. 
14) Enter serial number. 
15) Enter model number. 
   Model Description 
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16) New property is created. Dialog options: 
• If you are done creating fleet, select: Quit I am done. 
• If you need to create additional property with different characteristics, select: Create more property for 

same site. 
• If you need to create additional property with the same type, make, model, and model #, select: Copy 

the property I just created except for ID. 
  Property Success 

 
 

 
 

2. Assign Property 
Logistics assigns property in EMRS. Property can be assigned to personnel or premises. 
 
To assign property, navigate to the Property entity. 

1) Select Resource Management. 
2) In the Property section, select Property. 
3) Verify that the view is Active Property. Change the view to Active Property if necessary.  
4) If property is displaying for more than one incident and/or site, filter to display only property for your incident 

and incident site. Note: You can create a personal view to display property for your incident and incident site as a 
default. 

5) In the grid, find and highlight the property you wish to assign. You do not need to open the property record. 
6) Select the Follow-ups button in the ribbon. 
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  Active Property 

 
 

 
7) The Add Follow-ups to Property dialog will open. Verify that the correct property appears in the Tip.  
8) Select Assign Property to Personnel or Premises. 
9) Select Personnel. Note: If the fleet will be assigned to a Premises rather than an individual, select Premises. This is 

uncommon. 
   Property Actions 
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10) Individuals with active rotations on the incident will display in the drop-down. Select the person to whom you are 
assigning the property. Note: If no rotation records display, this means there are no active rotations at the 
incident. Personnel must be checked in to the incident to have a rotation. 

11) Select property condition when assigned. 
12) Enter additional comments. 
   Person Rotation 

 
 

13) Property is assigned. 
   Property Assignment Success 
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3. Return Assigned Property 
Logistics documents the return of assigned property. An individual cannot be checked out of an incident in EMRS until all 
assigned fleet and property is returned. 
 
To return assigned property, navigate to the Property Assignments entity. 

1) Select Resource Management. 
2) In the Property section, select Property Assignments. 
3) Verify that the view is Open Property Assignments. Change the view to Open Property Assignments if necessary.  
4) If property assignments are displaying for more than one incident and/or site, filter to display only property 

assignments for your incident and incident site. Note: You can create a personal view to display property 
assignments for your incident and incident site as a default. 

5) In the grid, find and highlight the property assignment being returned. You do not need to open the property 
assignment record. 

6) Select the Follow-ups button in the ribbon. 
 Open Property Assignments 

 
 

7) The Return Assigned Property dialog opens. Select Return Assigned Property. 
   Return Assigned Property 
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8) Enter property return date and time. 
9) Select returned condition. 
10) Enter return comments. 
   Return Date  

 
 

11) The property is returned and now has a status of available so that it can be assigned to another individual.  
   Return Assigned Property Success 
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4. Reserve Property for Incident Resource Group 
Property can be reserved for an incident resource group, for example, Plans or Operations. 
 
To reserve property for an incident resource group, navigate to the Property entity. 

1) Select Resource Management. 
2) In the Property section, select Property. 
3) Verify that the view is Active Property. Change the view to Active Property if necessary.  
4) If property is displaying for more than one incident and/or site, filter to display only property for your incident 

and incident site. Note: You can create a personal view to display property for your incident and incident site as a 
default. 

5) In the grid, find and highlight the property you want to reserve for an incident resource group.  You do not need 
to open the property record. 

6) Select the Follow-ups button in the ribbon. 
  Active Property 

 
 

7) The add Follow-ups to property dialog opens. Select Reserve for Incident Resource Group. 
   Reserve for Incident Resource Group 
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8) Select the group for whom you are reserving the property. 
   Select Group for Reservation 

 
 

9) The property is reserved for the group. 
   Reserve for Group Success 
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5. Remove Property from Service and Return Property to Service 
The removal of property from service and return of property to service can be documented in EMRS. Property may be 
removed from service for repair or maintenance, or it may be permanently removed from service. Property that has been 
removed from service is not available for assignment to an individual in EMRS. 
 
REMOVE PROPERTY FROM SERVICE 
 
To remove property from service, navigate to the Property entity. 

1) Select Resource Management. 
2) In the Property section, select Property. 
3) Verify that the view is Active Property. Change the view to Active Property if necessary.  
4) If property are displaying for more than one incident and/or site, filter to display only property for your incident 

and incident site. Note: You can create a personal view to display property for your incident and incident site as a 
default. 

5) In the grid, find and highlight the property you are removing from service.  You do not need to open the existing 
property record. 

6) Select the Follow-ups button in the ribbon. 
 
Active Property 
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7) The Add follow-ups to property dialog will open. Select Remove from service. 
Remove from Service 

 
 

8) Enter reason for removing from service. 
Removal Reason 
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9) Property is removed from service. To view property that has been removed from service, change the property 
view to: Removed from service. 

Remove from Service Success 

 
 

 
 

 
RETURN PROPERTY TO SERVICE 
 
To return property to service, navigate to the Property entity. 

1) Select Resource Management. 
2) In the Property section, select Property. 
3) Change the view to: Removed from service.  
4) If property are displaying for more than one incident and/or site, filter to display only property for your incident 

and incident site. Note: You can create a personal view to display property for your incident and incident site as a 
default. 

5) In the grid, find and highlight the property you are returning to service.  You do not need to open the existing 
property record. 

6) Select the Follow-ups button in the ribbon. 
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Removed from Service 

 
 

7) The Add follow-ups to property dialog will open. Select Return to Service. 
 

eturn to Service 

 
 

8) Enter explanation for return to service. 
Explanation 
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9) The property is returned to service and appears in Active Property with a status of available. 

Return to Service Success 
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