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1. Login into the Property 
Client Portal 

 
Please note:  
To enable access to complete 
the Management Fire Risk 
Actions, please contact: 
propdatacomp@derby.gov.uk 
in the first instance to confirm 
that the necessary 
permissions have been 
applied to make the necessary 
changes.  

 

 

 

 

How to….Complete Management Actions using the Client Portal 
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2. Select the ‘site’ to be 
updated with regards to 
the Fire Risk Action/s 

 

 

 

3. Select Survey in the main 
toolbar at the top of the 
window. Select Fire Risk 

 

 



4. In order to retrieve all 
Fire Risk Assessments for 
the site, then select 
‘Clear all’ 

 

 

 

5. This will return every Fire 
Risk Assessment, 
whether is a ‘Full’ 
assessment or just a 
‘review’ 

 

 

 



6. Check the previous FRA’s 
that have been 
undertaken up to and 
including the present 
day. This way it will 
ensure that all 
management actions will 
have been closed out 
appropriately.  

 

  

 

7. Select the survey, which 
will be used to make the 
changes to the Fire 
Management Actions. 
 
Note: To select the Fire 
Risk Assessment from 
this window, this can be 
achieved by selecting 
this field.  
 

 

 

 



8. Once the Fire Risk 
Assessment has been 
reviewed, the 
Management Actions to 
be closed out are located 
within the Remedial 
Work table. 

 

 

 

9. Review each and every 
‘Management Action’ in 
turn in order to then 
close each one out.  
 
To close out each action 
management action or if 
you wish to provide 
commentary to the 
action, then select the 
little spanner icon to the 
right of the screen.  

 

  



10. This will return the 
following window to be 
populated 

Please note:  
To enable access to complete 
the Management Fire Risk 
Actions, please contact: 
propdatacomp@derby.gov.uk 
in the first instance to confirm 
that the necessary 
permissions have been 
applied to make the 
necessary changes. 
 

 

11. Populating the ‘Completed Date’, this will close out the 
management action. Take care in populating this, because in 
the event that you only require to leave comments, then 
leave the ‘completed date’ field blank.  
 
In order to complete and close out a management action, 
populate the ‘Completed Date’ and within the ‘Status’ field 
drop down select ‘Closed – Work Complete’. You will be 
expected to populate the comments sections below these 
fields explaining what actions were taken to complete the 
works.  
 
In the event you wish to simply leave commentary, avoid 
populating anything in the ‘Completed Date’ field and the 
‘Status’ field.  
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12. Select the green ‘update’ icon to complete the record for closing out works or leaving the message, which will be 
picked up by the Fire Team at Derby City Council. If you struggle to complete anything that has been mentioned 
previously, then please do not hesitate to send a message to the Fire Team: FireSafetyTeam@derby.gov.uk.  

 
Please note:  
To enable access to complete the Management Fire Risk Actions, please contact: propdatacomp@derby.gov.uk in the 
first instance to confirm that the necessary permissions have been applied to make the necessary changes. 
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