
Certificate of Fire Service 

Installation and Equipment (FS 251) 

Online submission system



Account

 Administrator

◦ Create / delete Preparer and Approver 
account.

 Preparer

◦ Create certificate of Fire Service Installation 
and Equipment (FS251).

◦ Approver

◦ Create, sign and submit certificate of Fire 
Service Installation and Equipment (FS251).
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Administrator
Create / Remove Preparer and Approver account
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Login
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Login
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Administrator – First time login
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Administrator must provide 

an E-mail address when they 

login the system for the first 

time. Notification will be 

send to this E-mail when 

there is FS251 submission.



Administrator – Account List
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Create 

Preparer 

account

Create 

Approver 

account

View 

account 

information



Administrator – Create Preparer 

account
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To create a Preparer account, 

also the Approver account, an 

E-mail address must be 

provided which will receive the 

login information and for 

password reset purpose.



Administrator – Create Approver 

account
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To create an 

Approver 

account, an 

authorized 

signatory must 

be selected.



Administrator – Create account
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Login user name and password



Administrator – Create account
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Login user name and password will be sent to the 

E-mail address.



Administrator – Account information
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Administrator can transfer all saved 

certificate / certificate pending 

signature  under a Preparer / 

Approver account to another 

account. Only account with no saved 

certificate / certificate pending 

signature can be deleted.



Administrator – Update account 

information
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After updating the account 

information, click on “Update 

Account Details” button.



Administrator – Update account 

information
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Administrator – Reset account 

password
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Click on the 

“Reset Password” 

button to reset 

the account 

password.



Administrator – Reset account 

password
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The system will send the new password to the E-mail address



Administrator – Reset account 

password
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The system will send the new password through E-mail.



Administrator – Delete account
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Click the “Delete 

Account” button to 

delete the account.



Preparer

Create the certificate of Fire Service Installation and 
Equipment (FS251)
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Preparer – First time login
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After first time login success, the system will 

require the user to change the password. The 

length of the password must between 8 to 32 

characters, including numbers, upper case and 

lower case alphabetic characters. The password 

will be expired after 6 month and must be 

changed after expiry. Please pay attention that 

the password cannot be reused.



Preparer – Home
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Main Page

Fill in certificate

Saved certificate

Submitted certificate

Transfer certificate



Preparer – Home
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Previous login information

Certificate summary

Enter 

certificate serial 

number / client 

name, then 

click the 

“Search” 

button.



Preparer – Home (Search certificate)
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Click the 

Serial 

Number 

to view / 

update 

the 

certificate.

Click the 

“Download” 

button to 

download 

the 

certificate.

Click the “Attachment” button to upload / download supporting document.



Preparer – Supporting documents
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Saved / pending signature 

certificate can be upload / 

download supporting 

documents.



Preparer – Supporting documents
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Pending submit / submitted certificate can only 

download supporting documents (cannot 

upload supporting documents.



Preparer – Fill in certificate

 Online submission form

 Excel / PDF format electronic submission 
form

 Clone submitted certificate
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Preparer – Fill in certificate (Online 

submission form)
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Click “Online Form”



Preparer – Fill in certificate (Online submission 

form)

28

The search bar has auto-

complete function.  When 

using it, please select the 

address show in auto-

complete.  After selected 

the address, the map will 

display the corresponding 

location.  If the desired 

address is not displayed by 

the auto-complete function, 

can still input the address 

manually



Preparer – Fill in certificate (Online submission 

form)
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-Serial Number
- Max. length: 10 numbers

-Name of Client
- Max. length: 100 characters

-Type of Building
- Must select 

-Display Address
- Max. length: 4000 characters



Preparer – Fill in certificate (Online submission 

form)
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Preparer – Fill in certificate (Online 

submission form)
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Part 1

- FSI code

- 1 to 35

- Type of FSI

- Max. length: 100 characters
- Location

- Max. length: 400 characters
- Comment on Condition

- Max. length: 400 characters

- Completion date

- Mandatory field

- Next Due Date

- Cannot be before or on the date of 

input

- Cannot be earlier than Completion 

Date

- Max.  No. of Item can be add: 17



Preparer – Fill in certificate (Online 

submission form)
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Part 2

- FSI Code

- 1 to 35

- Type of FSI

- Max. length: 100 characters
- Location

- Max. length: 400 characters
- Comment on Condition

- Max. length: 400 characters
- Work Carried out

- Max. length: 400 characters
- Completion Date

- Mandatory field

- Max. No. of item can be add: 17



Preparer – Fill in certificate (Online 

submission form)
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Part 3

- FSI Code

- 1 to 35

- Type of FSI

- Max. length: 100 characters
- Location

- Max. length: 400 characters
- Outstanding Defects

- Max. length: 400 characters
- Comment on Defects

- Max. length: 400 characters
- If there is item in Part 1 / Part 2 which the 

Comment on Condition is “Comply with 

FSD Regulations (Defects)”, there must be 

at least 1 item in Part 3.

- Max. No. of item can be add: 17



Preparer – Fill in certificate (Online 

submission form)
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- Remarks

- Max. length: 500 characters
- Tel No.

- Max. length: 8 characters



Preparer – Fill in certificate (Online 

submission form)
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After the submission form is saved, you may choose to 

“Create New Certificate” / Process to “Saved Certificate”



Preparer – Fill in certificate (Online 

submission form)
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Saved FS251 certificate can be download.



Preparer – Fill in certificate ( Excel electronic 

submission form)
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Download the FS251 Excel 

template.  After fill in all details in 

the template, upload the template. 

Max.  of 20 template can be upload 

each time.



Preparer – Fill in certificate (Excel electronic 

submission form)
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The result of the uploaded certificate



Preparer – Fill in certificate (Excel electronic 

submission form)
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Preparer – Fill in certificate (Clone submitted 

certificate)
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Select one submitted certificate, then click “Clone to a New Certificate” button.



Preparer – Fill in certificate 

(Clone submitted certificate)
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Preparer – Fill in certificate
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Select certificate, then click 

“Proceed to “Pending Signature”” 

button to submit the certificate 

to approver.



Approver - Transfer Certificate
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Saved / Pending for signature certificate can 

be transfer to other account. Select the 

certificate and the target account, then 

click the “Transfer” button.



Approver

Create, sign and submit certificate of Fire Service 
Installation and Equipment (FS251)
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Approver - Home
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Certificate pending for signature

Signed certificate pending for submit



Approver – Sign certificate (Verification)
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Approver must verify the content of FS251 before sign it.



Approver – Sign certificate (Verification)
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After verify the certificate without 

any problem, tick the checkbox and 

click on “Update” button to confirm. 

Click on “Previous” / “Next” button 

to view other certificate.



Approver – Sign certificate (Verification)
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Approver – Sign certificate
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Select the digital 

certificate and 

enter the HKID 

number and PIN, 

then, click on “Sign 

with Digital 

Signature” button.



Approver – Submit certificate
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Pending for submit certificate 

must update its issue date 

before submit to Fire Services 

Department.



Approver – Submit certificate
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After updated its 

issue date, certificate 

can be submit to Fire 

Services Department



Approver – submit certificate
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Notification E-mail will be sent to register E-mail address after certificate submitted.



Approver – Submit certificate
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A TRN will be allocated to each submitted certificate.



Approver –Void certificate
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Select the target 

certificate, then click 

“Void Certificate” 

button.



Application for Hongkong Post e-

Cert

 https://www.hongkongpost.gov.hk/product/e
cert/type/personal/index.html

https://www.hongkongpost.gov.hk/product/ecert/type/personal/index.html


Select e-Cert (Personal) and e-Cert File USB


