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• The NWSA Database Storage System is a 
internet based database that can be 
accessed through the internet.  The system 
is designed to store training, event, and 
fitness records for wildland firefighters.
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• Only NWSA and it’s Affiliate Members 
have total access to the database.

• All other users have limited access 
including the state, local and federal 
agency personnel.

• To locate the database go to:  
www.nwsastraining.com
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• At the main page you will 

see NWSA Web Home 
Page.  In the upper right 
hand corner is the 
“Member Login”.

• If you are a paid member 
company or instructor you 
will have been assigned a 
Username and a 
Password.
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• At this page you will login 

your:
– Username

– Password

If it is your first time in you will 
want to change your 
password to something 
unique to you.

- Click on the “Login” Button.
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• On this page you will 

see a main menu.
• The menu on the top 

is the menu for the 
database.

• The lower menu is for 
the Main NWSA 
website.
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• The first time in, you want to 

click on “My Information” and 
verify all the info.

• You also want to go to the 
bottom of the page and click on 
“Add Signature”.  
– You can upload your signature 

on of two ways.
• Take a picture of your 

signature with a digital camera 
and upload to your hard drive.

• Scan your signature onto your 
hard drive.
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• When the Upload Image Box 

appears you must browse your 
hard drive and double click on 
the correct file when you locate 
your signature. 

• The in the Options box set the
• 5 x 1.
• Then hit the “Upload Image” 

Box.
• Once Satisfied with Image, you 

may click on the “Save 
Changes” box.
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• If you are a first time user, you 

will want to change your 
password to something unique 
to you.

• On the left side Click on 
“Change your Password”

• (Remember that if you lose 
your password, click on “Forgot 
Password” on the login page 
and I will email you your 
information.)
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• On this screen, follow 

the instructions, and 
click on “Change 
Password”.
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• On the main menu to your 

left, click on “Deposit 
Funds”.

• In this next screen you 
insert the dollar amount 
you want to add to your 
account, such as 100.00.

• Click on “Add to Cart”.
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• At this screen, you can 

review and make sure 
that the amount is correct.  
– If you change your mind 

you can “Empty Cart”.
– If you want to change the 

amount, add correct 
amount in box under 
Quantity and  click on 
“Update Cart”

– If the amount is correct, 
click on “Check Out”.
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• On this screen, verify 

your billing address, 
name, email.  If all is 
okay click on 
“Continue to Next 
Step”.
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• You can see that if you 

proceed to the next step 
and leave required items 
blank, it will prompt you 
for them again.  Make the 
changes and click on 
“Continue to the Next 
Step”
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• You will be asked to:

– Confirm Billing & Shipping 
Information

– Confirm Order Information.
– If there are errors in either 

field you can click on “Make 
Changes” and insert 
corrections.

– If all is in order, click on one 
of the following
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• If you an Paypal 

account you will be 
prompted on this 
screen to login to 
Paypal and continue 
to make your 
payment.
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• Click Under Checkout, 
where it says, “If you 
do not currently have 
a Paypal Account 
Click Here”.
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• Verify Shipping 

Information for 
Shopping Cart.

• Click on “Continue 
Checkout”
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• At this screen you will 

enter your credit card 
information, billing 
information.

• Complete all required 
information and continue 
to follow steps to 
complete paypment. 
When you are done you 
can print a copy of the 
receipt for your records.
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• Before entering a new class, 

review the Companies listed on 
the Database by clicking on 
“Companies” on the main menu, if 
you do not see the company your 
have trained listed, complete the 
“New Company Form” and fax to 
the Database Coordinator at 1-
866-854-8186 and wait for that 
company to be entered BEFORE 
you start adding students to a 
class, if you do not follow this step 
your Certificates will print “No 
Company Selected”.  

• National Wildfire Suppression Association
• NWSA
• Database Storage System
• New Company Form
• Company Name:
• Company Owner:
• Company Address:
• Company Phone:
• Company Fax:
• Company Email:
• NWSA Member:      __________
•
• Non Member:           __________
• Affiliate Member:    __________
• Submitted by:
• Date:
• Complete and fax to Database Coordinator at 503-859 -3720 

or email to sonny@wvi.com.
• New Company Addition Form – NWSA Database Storage 

System     3/6/2005
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• Before you start entering 

students into a class you need 
to verify if they are in the 
database by clicking on 
checking the SS# in the 
“Search” box at the top of the 
screen.  If they are in the 
database already confirm that 
they are entered in the correct 
company, if not the new 
company needs to request a 
data transfer before you enter 
them into the class.
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• Step One in Setting 

up a new class.
• Click on “Classes”.
• At this screen you will 

click on the “Add new 
Class”.
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• At this screen you will see 

the list of classes that you 
have been authorized to 
instruct by the NWSA 
Training Coordinator.

• Highlight the correct 
class, then click on “Save 
Changes”.
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• On this screen, you 

need to complete all 
necessary 
information, then click 
on “Save Changes”.
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• At the bottom of the Class Screen, 

click on Add Student.
• At the pop up screen you can 

enter either the Student ID# or 
SS# (with Dashes) or last name, or 
First name and it will bring them up 
if they are in the database.  If you 
needs to verify that student, click 
on “View”.  If that is the correct 
student, click on Add.

• We will review Add New Student 
after we have completed the 
process of adding a student 
already in the database.
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• Once you have hit “Add” the 

screen will say Update Complete.  
You can at this point enter either 
the Student ID# or SS# (with 
Dashes) or last name, or First 
name to add an additional student, 
or close this window.

• You will not see the student you 
added under students listing at the 
bottom until you refresh the page 
or hit “Save Changes”. Always hit 
“Save Changes” before you close 
this screen.
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• If you go to enter a student and 

when you enter either the 
Student ID# or SS# (with 
Dashes) or last name, or First 
name and either nothing 
appears or your student 
doesn’t appear, click on the 
Add New Student. This will 
allow you to enter a student 
who has never been put in the 
system before.
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• The screen will say 
“Add Students”.

• Simply complete the 
required information.

• Click on Save 
Changes.

• Close page 
• Then go back and add 

to class roster.
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• Once all your students have 

been added, go to the list of 
students in your roster, click on 
Enter Grades.

• A pop up screen will come up 
and you need to enter the class 
score and Effective Date of the 
class.  The Authorization to 
Print Card will be checked if 
the class requires a new Card.

• Click on Close Window.
• Continues on through all the 

students.
• Hit Save Changes.  Screen will 

them come up with Update 
Complete at the top.
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• If this is a New FFT1 or above then you 

will need to request a records 
verification through a NWSA Inspector.  
If the Agency verification is more than 
3 years old you will need a records 
verification through a NWSA Inspector. 

• If this is a entry level Class then you 
will need to enter new ptb data for each 
student

• You will now want to click on each 
student in the class and in the edit 
student screen click on PTB Records.
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• On this screen you will Click on 

New PTB Record.  
• A pop up screen will ask you 

for all the appropriate info, then 
click on Save Changes.

• The close out pop up screen.  
If you hit refresh you will now 
see the PTB data you entered.

• Next Click on Fitness Record.
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• A pop screen will appear 

and you need to complete 
all info and then click on 
Save Changes and then 
close out the window.  
Again if you refresh the 
Fitness Records page 
your new info will appear.
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• General Information –

– You can scan a picture, upload a picture from digital 
camera to your hard drive and store them to be 
uploaded into program.

– Use your photo editor program to resize them as 
follows so that they will fit the cards you will be 
printing.

• Ratio is 1:1  (inches)  Preferred 
• 300x300 Pixels 
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• Next Click on Edit 

Student for each 
student.  

• Click on the Add 
Image.

• A Pop Up screen will 
appear.
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• Under Choose a file, click 

on browse, you must find 
the picture you want to 
load on your hard drive.

• The click on Upload 
Image.

• The next screen will ask 
you to either go Back and 
edit or Close this Window
if the image is good.
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• You will be brought back 

to this screen, click on 
Refresh.  You will then 
see the image.

• You now need to review 
the following information 
on this screen.
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1. Image

2. Quals

3. Fitness Score

4. Seasons of Experience

5. Company Name

6. If this person requires an Inspected Card 
from IMST for Engine/Tender then check 
the Inspected Card Box.

7. If this student is working under PNWCG 
authority, you will need print out the 
checklist at the bottom of the screen for all 
of the appropriate positions and complete.

8. After you have done all of the above, then 
click on save changes.

9. This process is the same for all students in 
the class, so repeat until all are done.
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• Click on the Class you just 

entered, and on this screen 
you will see the list of students.

• Click on Print Certificates. One 
certificate will be printed for 
each student.

• Click on Print Certification 
Letters. A letter printed for the 
company owner that show all 
students trained in that class.
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• If this is an Entry 

Level Class you need 
Click on Print the PTB 
and print all the PTB’s 
for all the New 
Students.  
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• If you need a new Card. You need to 

do the following:
– Click on Print Cards in the main menu, 

the screen beside this will appear, you 
will then click in the Print column on 
each student you wish to print a card 
for.

– Click on Print Card Fronts, then put 
your card stock back in printer and click 
on Print Card Backs.

– Note:  Printer margins should be set to  
• Top .5
• Left .32
• Right. 25
• Bottom. 25
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• You have know learned to enter a new 
class.

• On the following pages is some additional 
tips for using the database and some 
common questions.
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• I Have
– Enter the wrong SS#
– Enter the wrong company
– Entered a student or company twice
What do I Do????
Send Email to info@nwsa.us with the necessary 

changes and the Database Coordinator will correct 
them for you.
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• I am training a Non Member, and they are 

not in the database what do I do.
– You as the instructor need to complete the 

New Company form, and fax it to 1-866-854-
8186 before you try to enter a class, the 
database coordinator will then enter the new 
company as a non member company.
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• Students, Companies Ect may be in the database but 

may have been made Inactive, or a duplicate entry.  You 
will not be able to change or do anything with an inactive 
student. You need to request that the NWSA Database 
Coordinator change the status of the student.  In addition, 
if there is duplicate entry, neither entry will show, one 
hides the other, you must contact the Database 
Coordinator and let them know the problem so they can 
check for duplicates and delete the wrong one.
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• When I go to add the class I don’t see it in my 

drop down screen of class selections?  Why?
– Remember that per PNWCG we must now certify 

instructors by classes.  If you have not requested to be 
certified for that class, you must contract the NWSA or 
Affiliate Training Coordinator and request 
authorization to teach that class.
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• Datebase Coordinator

– Ph:  1-503-859-3271
– Fax:  1-866-854-8186
– Email:  info@nwsa.us

• Training Coordinator
– Ph:  1-541-389-3526
– Email:  kunzmansw@aol.com


