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1. Creating an account 
 

To create an account please send an email with the subject C8 ONLINE PORTAL - ACCOUNT 

CREATION REQUEST to FAMSMNGT@chubb.com.au with the following information: 

• Organisation:  

• First Name: 

• Surname: 

• Email Address (This will be your username): 

• Contact Number:  

An account will be set up and details emailed to your address within 48 business hours 

 

2. C8 Creation 
 

The online C8 portal works best with Google Chrome 

 

Go to https://portal.firealarmmonitoringservices.com.au  

Enter your username / password to access the portal 

On entering the website, you will come to the dashboard page, this is where you can create new 

C8’s and view/manage all existing submissions 

mailto:FAMSMNGT@chubb.com.au
https://portal.firealarmmonitoringservices.com.au/
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2.1 How to create a new C8 
 

Click the Begin button on the Dashboard, this takes you through to the first stage (Scope) of the 

C8 creation process 
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2.1.1 Scope 
 

This is the Scope section of the C8 creation process 

 

 

Enter a description of the works in the scope of works text box.  Please use as much detail as 

possible as DFES will use this to differentiate between major / minor works 

Enter an intended practical completion date for the works 

Enter an intended compliance submission date – this is for all completion documents 

Click Save & Continue to move to the next section (Property Details) 
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2.1.2 Property Details Section 
 

This is the property details section of the C8 creation process 

 

Enter the DBA number for the site in question, if you are unsure please contact the Customer 

Service Centre on 1300 793 722 to confirm the DBA # with the details you currently have. 

Enter the Address, Suburb & Post Code of the site  

Enter the Lot & Plan details 
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Enter the Local Government / AHJ for the site if unsure this can be looked up by either clicking 

the link under the data entry field or going to https://walga.asn.au/home 

 

Enter the building description classification, you can look up the classification list by clicking the 

link below the heading or going to https://www.commerce.wa.gov.au/building-and-

energy/building-classes 

Click save & continue to go to the Reference section of the C8 creation process 

2.1.3 Reference Section 
 

This is the reference section of the C8 creation process 

 

This is where you can upload all relevant reference documentation – please ensure any 

documents listed in the scope of works are uploaded here 

Please enter the Building Certifier and Permit number 

Click Save & Continue to go the Agent Details section of the C8 creation process 

https://walga.asn.au/home
https://www.commerce.wa.gov.au/building-and-energy/building-classes
https://www.commerce.wa.gov.au/building-and-energy/building-classes
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2.1.4 Agent Details Section 
 

This is the agent details section of the C8 creation process – this is the last section of the 

process 

 

These details are pre-filled from your profile – if any of these are incorrect please send an email 

to FAMSMNGT@CHUBB.COM.AU 

If all details are entered correctly and you are not submitting the form on behalf of someone else 

in the organisation check the box for “I confirm that all the details provided in this form are 

correct” and click the submit button 

You will get a pop up stating the C8 has been submitted for approval 
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2.2 Submitting on behalf of someone else 
 

If you are submitting the form on behalf of someone else within the organisation please check 

the box for I am submitting this form on behalf of someone else – once you have checked the 

box an additional section will appear (Their Details Section) 

 

 

 

 

Click the select user box, this will drop down a list of users within your organisation, select the 

user you are submitting the form on behalf of;  

Alternatively, you can enter their full name and email address in the section below 

Once you have done that and ensured the details are correct, select the check box to confirm 

that all the details provided in this form are correct and click submit 

You will now get a pop up stating the C8 has been submitted for approval 
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2.3 Post Submission Dashboard 
 

Once you have submitted a C8 you will now have an entry in the Dashboard section of the 

portal 

 

From here you can see the current status of your C8 submissions, view the submission by 

clicking the view button and search your current listing. 

2.4 Filtering the Dashboard 
 

You are able to filter the dashboard by your entries and by all C8’s listed against your 

organisation.  To do this select the filter from My Entries and select your organisation from the 

list 

 

 

2.5 Deleting a C8 submission prior to approval 
 

To do this go to your dashboard and click the view button next to the C8 you want to delete, this 

will take you into the C8 
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At the top of the screen there is a delete button (next to view history) click this, you will be asked 

to confirm you want to delete the C8 entry 

 

Click ok 

An alert will now appear to confirm that the entry has been deleted 
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When you click okay you will be taken back to the dashboard and the relevant C8 will have 

been removed 

3. Approval Process 
 

3.1 Document flow 
 

The C8 approval process is as per the below: 

3.1.1 Awaiting Approval (FAMS): 
 

Once the C8 is submitted Fire Alarm Monitoring Services will go over the C8 from an 

administrative standpoint, ensuring that the details in the C8 match those in the system I.e. 

address details, DBA number etc  Once FAMS are satisfied that the C8 is correct they will 

approve it and DFES will be notified of the C8 submission for review, if the details are 

incorrect FAMS will reject the C8 back to the Fire Agent 

3.1.1A Submission Rejection 
 

If the submission is rejected there will be a message for the rejection reason, you can find 

this by going to your dashboard and clicking view, the status will read “Amendment 

Required” - you will also receive an email stating the submission has been rejected along 

with the reason, 
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Once you have amended the C8 as requested go through the save process and submit as 

you would a new C8.  You will receive an alert stating your record has been resubmitted 

 

3.1.2 Awaiting Approval (DFES): 
 

Once FAMS have approved the C8, DFES will be notified of the submission.  DFES will go 

through the C8 submission to ensure the technical details are correct, scope of works 

attached documentation etc.  DFES will then either approve or reject the C8 for more details 

3.1.3 C8 Approved by DFES 
 

On approval the C8 will be approved as either major or minor works based on the scope of 

works. 

3.1.3A DFES approved minor works 
 

You will receive a notification from DFES to your nominated email address and your 

dashboard will also reflect the approval  

  



 
 

Online C8 System - Fire Agent User Guide V 1.0 

The email looks like: 

 

The dashboard will update to reflect the approval as per the below: 

 

To view C8 close out requirements, click on the view button of the corresponding case #, this 

will bring up the following screen that displays the required documentation.  On completion you 

will need to tick the relevant check boxes to confirm you have provided the documents to 

building owner, operator or customer responsible for the work. 

 



 
 

Online C8 System - Fire Agent User Guide V 1.0 

 

You will need to add in the TCA1 provider and / or the Third Party Details on by entering their 

name and license number then clicking the add button 
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3.1.3B. DFES approved major works 
 

You will receive a notification from DFES to your nominated email address and your dashboard 

will also reflect the approval. 
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The email looks like:

 

The dashboard will update to reflect the approval as per the below: 

 

To view the documentation that is required at close out, click on the view button of the 

corresponding case #, this will bring up the following screen that displays the required 

documentation.  On completion you will need to upload all the relevant documentation for review 

by DFES. 
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4. Completing a C8 
 

4.1 Minor Works Completion 
 

To close out a minor works C8 – first click on the view button on the dashboard of the C8 that 

you wish to close (the status will be set as Completion Required) 

 

Once you click view this takes you to the completion section for the C8 

To complete a minor C8 you will need to confirm the documents have been completed and 

provided the documents to building owner, operator or customer responsible for the work. 

  

You will then need to add the TCA 1 & Third Party Details to do this enter the Name and 

License details in the fields for the TCA 1 and click add 

 

Then enter the Name and Certificate details in the Third Party Details and click add 
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Once you have completed the entries click on the resubmit button to send to DFES for close off 

 

4.1.1 Completion Documents rejected by DFES (Minor Work) 
 

If you have not supplied all the correct documentation or DFES require further documentation 

they will reject the completion submission.  You will receive an email detailing what DFES 

require for completion 

 

Once you have the required documents go into the dashboard and upload the document(s) as 

previously outlined 

4.1.2 Completion Approval (Minor Work) 
 

When DFES have reviewed all required documentation and completion has been satisfied they 

will approve the completion submission.  Once done you will receive a completion email 
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The status of the case in the dashboard will now show “completed” you can still view the 

submission if required by clicking “view” 

 

Minor work example 
 

If you have not supplied all the correct documentation or DFES require further documentation 

they will reject the completion submission.  You will receive an email detailing what DFES 

require for completion 

 

Once you have the required documents go into the dashboard and upload the document(s) as 

previously outlined 

 

 

4.2 Major Works Completion 
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To close out a major works C8 – first click on the view button on the dashboard of the C8 that 

you wish to close (the status will be set as Completion Required) 

 

Once you click view this takes you to the completion section for the C8 

To view the required documents to close out the C8 scroll to the top of the completion section, 

where a list of required documents will be displayed 

 

To complete a major works C8 you will need to upload the required documents and then submit 

to DFES.  To do this either click in the upload document field and navigate to the document you 

wish to upload and click ok – then click the add button, repeat this for each document as 

required.  Alternatively, you can enter a URL for the document then click add, again repeat this 

as necessary. 

 

Once you have uploaded all the documents as required click on the resubmit button to send 

these to DFES for review. 
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4.2.1 Completion Documents rejected by DFES (Major Work) 
 

If you have not supplied all the correct documentation or DFES require further documentation 

they will reject the completion submission.  You will receive an email detailing what DFES 

require for completion 

 

Once you have the required documents go into the dashboard and upload the document(s) as 

previously outlined 

 

4.2.2 Completion Approval (Major Work) 
 

When DFES have reviewed all required documentation and completion has been satisfied they 

will approve the completion submission.  Once done you will receive a completion email 

 

The status of the case in the dashboard will now show “completed” you can still view the 

submission if required by clicking “view” 
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5. Maintaining your profile 
 

5.1 Update Profile Information 
 

To update your profile, click on the dropdown menu at the top right of the dashboard screen 
(welcome back,) 
 

 
This will dropdown a list of options, My Profile or Logout.  Click on My Profile 

 
This will bring up your profile screen and list of details held in the system 
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You can update all the fields barring Username and Organisation, once you have made your 
necessary edits click the update button to save, a message will appear near the top of the 
profile page to state this has been successful. If the organisation field is blank please send an 
email to FAMSMNGT@chubb.com.au and advise of the organisation your profile should be 
added to.  
 

mailto:FAMSMNGT@chubb.com.au
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6. Exiting the system 
 

6.1 Logout process 
 

To logout of the portal click on the dropdown menu at the top right of the dashboard screen 
(welcome back,) and click logout.  This will take you back to the login screen and end your 
current session 

7. Passwords 
 

7.1 How to Reset your Password 
 

If you have forgotten your password to login to the system, go to the login screen then press 

forgot your password 

 

This will bring up the forgot password dialog box 
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Enter your username and click the send reset email button, a message will appear stating that 

an email has been sent, if you have not got the email you can click the send reset email button 

again 

 

Go to your email system for the address you entered and an email containing a reset link will be 

there 

 

Click on the reset password link within the email, this will take you to the C8 portal  
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This will take you the reset password screen on the portal, enter your desired password in both 

the New Password and Confirm Password and then click reset password 

The password must comply with the below requirements: 

 

If the passwords do not match a red notification will appear above the reset password button 

 

Once you have entered in a password the meets the requirements in both fields click the reset 

password button to set this as your new password 

You will receive an email confirming that your password has been changed successfully 
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7.2 How to update your password 
 

If you have not forgotten your login password but wish to change it you can do so through the 

My Profile are.  To access this please refer to the section on maintaining your profile 
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8. Appendix 
 

8.1 Contact List 
 

New Accounts & General Enquiries – FAMSMNGT@CHUBB.COM.AU 

Completion Document Queries – DBA@DFES.WA.GOV.AU 

DBA # Queries – 1300 793 722 (option 1) or WACSC@CHUBB.COM.AU 

 

8.2 List of status 
 

Awaiting Approval (FAMS) 

Awaiting Approval (DFES) 

Amendment Required (FAMS) 

Amendment Required (DFES) 

Awaiting PC Extension Approval (DFES) 

Approved 

Completion Required 

Completed 

 

mailto:FAMSMNGT@CHUBB.COM.AU
mailto:DBA@DFES.WA.GOV.AU
mailto:1300
mailto:WACSC@CHUBB.COM.AU

