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Security	
  Officer	
  Login	
  
	
  
1. Click	
  the	
  OfficerReports.com	
  icon	
  on	
  your	
  device	
  to	
  open	
  the	
  app	
  

	
  
2. Enter	
  your	
  User	
  Name	
  and	
  password	
  into	
  the	
  appropriate	
  fields	
  and	
  click	
  

submit.	
  

	
  
	
  

3. If	
  you	
  get	
  the	
  message	
  “http://officerreports.net”	
  Would	
  Like	
  To	
  Use	
  Your	
  
Current	
  Location	
  click	
  “OK”.	
  (Note:	
  If	
  you	
  receive	
  an	
  error	
  that	
  says	
  contact	
  
your	
  system	
  administrator	
  click	
  ok	
  then	
  submit	
  again”	
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4. Choose	
  the	
  site	
  that	
  you	
  are	
  currently	
  working	
  at	
  by	
  clicking	
  “Select	
  This	
  

Site”.	
  

	
  
	
  	
  

5. You	
  have	
  now	
  logged	
  into	
  the	
  Security	
  Guard	
  Reporting	
  App	
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Security	
  Guard	
  Reporting	
  App	
  Overview	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
   	
  

Record	
  what	
  happened	
  
during	
  your	
  shift	
  

Submit	
  an	
  incident	
  
report	
  for	
  review	
  by	
  
your	
  client	
  and	
  
supervisor	
  

See	
  what	
  you	
  should	
  do	
  
if	
  there	
  is	
  an	
  incident	
  on	
  

site	
  

Submit	
  a	
  report	
  for	
  a	
  
maintenance	
  issue	
  like	
  
lights	
  out,	
  leaking	
  water,	
  

etc.	
  

Report	
  parking	
  
violations	
  on	
  your	
  site	
  

Pass	
  on	
  info	
  to	
  other	
  
officers	
  such	
  as	
  suspicious	
  
activity	
  that	
  you	
  noticed,	
  
instructions	
  from	
  your	
  

client,	
  etc.	
  

Record	
  what	
  happened	
  
during	
  your	
  shift	
  

Record	
  what	
  happened	
  
during	
  your	
  shift	
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Review	
  the	
  Post	
  Orders	
  
for	
  your	
  site.	
  

Submit	
  equipment	
  
temperatures	
  that	
  you	
  
are	
  responsible	
  for	
  

recording	
  

Record	
  inbound	
  truck	
  
information	
  

Check	
  out	
  truck	
  that	
  you	
  
have	
  checked	
  in	
  to	
  your	
  

property.	
  

Submit	
  vacation	
  
requests	
  for	
  approval	
  to	
  

your	
  supervisor	
  

Collect	
  information	
  for	
  
visitors	
  that	
  arrive	
  at	
  

your	
  site	
  

Check	
  out	
  visitors	
  that	
  
you	
  have	
  signed	
  in	
  at	
  

your	
  site.	
  

Sign	
  out	
  of	
  the	
  
application	
  

Review	
  the	
  status	
  of	
  any	
  
vacation	
  requests	
  that	
  

you	
  have	
  made.	
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Daily	
  Activity	
  Report	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
   	
  

1.	
  Current	
  Officer	
  and	
  
Site	
  Information	
  

2.	
  Enter	
  your	
  shift	
  and	
  
post	
  name	
  

3.	
  If	
  there	
  are	
  special	
  instructions	
  
given	
  prior	
  to	
  shift	
  note	
  them	
  here.	
  

4.	
  Indicate	
  which	
  items	
  you	
  received	
  
at	
  the	
  beginning	
  of	
  your	
  shift.	
  

5.	
  Add	
  a	
  general	
  
observation	
  or	
  other	
  
type	
  of	
  note.	
  while	
  you	
  
are	
  on	
  duty.	
  

6.	
  Add	
  information	
  to	
  
describe	
  what	
  you	
  are	
  
noting.	
  on	
  duty.	
  7.	
  Add	
  pictures,	
  audio,	
  

or	
  video	
  if	
  necessary.	
  on	
  
duty.	
  

8.	
  Indicate	
  the	
  relieving	
  
officer.	
  

Select	
  Other	
  Reports	
  

9.	
  Submit	
  your	
  report.	
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Incident	
  Report	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
   	
  

1.	
  Current	
  Officer	
  and	
  
Site	
  Information	
  

2.	
  Enter	
  an	
  Incident	
  
Report	
  Number	
  

3.	
  Enter	
  the	
  date	
  and	
  time	
  of	
  the	
  
incident.	
  

4.	
  Select	
  the	
  incident	
  type	
  from	
  the	
  
customized	
  list.	
  	
  

4.	
  If	
  you	
  selected	
  “Other”	
  for	
  the	
  incident	
  
type,	
  indicate	
  the	
  type	
  of	
  incident.	
  	
  

5.	
  Enter	
  the	
  victim’s	
  name,	
  enter	
  
multiple	
  names	
  if	
  necessary.	
  

5.	
  Enter	
  the	
  suspect’s	
  name,	
  enter	
  
multiple	
  names	
  if	
  necessary.	
  

6.	
  Enter	
  the	
  location	
  of	
  the	
  incident.	
  

7.	
  Enter	
  a	
  brief	
  description	
  of	
  the	
  
incident.	
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8.	
  Indicate	
  if	
  the	
  police	
  were	
  called	
  for	
  
this	
  incident	
  .	
  

9.	
  If	
  the	
  police	
  were	
  not	
  called	
  
indicate	
  why.	
  

10.	
  Enter	
  information	
  for	
  the	
  
responding	
  officers:	
  Name,	
  badge,	
  etc.	
  

11.	
  	
  If	
  the	
  fire	
  department	
  was	
  present	
  
for	
  the	
  incident	
  enter	
  the	
  truck	
  number.	
  

12.	
  	
  If	
  an	
  ambulance	
  was	
  present	
  for	
  
the	
  incident	
  enter	
  the	
  number.	
  
	
  

13.	
  Take	
  time	
  to	
  note	
  all	
  possible	
  facts	
  
about	
  the	
  incident.	
  	
  Limit	
  the	
  
description	
  to	
  what	
  is	
  a	
  fact.	
  Detail	
  	
  
who,	
  what,	
  when,	
  where,	
  why,	
  how.	
  	
  

14.	
  Attach	
  photos,	
  video,	
  or	
  audio	
  as	
  
necessary.	
  

15.	
  Describe	
  the	
  actions	
  that	
  you	
  took	
  
as	
  an	
  officer.	
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Maintenance	
  Request	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
   	
  

2.	
  Enter	
  the	
  maintenance	
  type	
  from	
  
the	
  customizable	
  list.	
  

3.	
  If	
  you	
  chose	
  Other	
  indicate	
  the	
  
maintenance	
  type.	
  

4.	
  Provide	
  a	
  description	
  of	
  the	
  
maintenance	
  issue.	
  
	
  

5.	
  Indicate	
  who	
  has	
  been	
  notified	
  
about	
  the	
  maintenance	
  issue.	
  

6.	
  Select	
  whether	
  or	
  not	
  the	
  client	
  
should	
  be	
  emailed	
  about	
  this	
  request.	
  

7.	
  Attach	
  photos,	
  or	
  video	
  as	
  
necessary.	
  

1.	
  Current	
  Officer	
  and	
  
Site	
  Information	
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Incident	
  Checklist	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
   	
  

2.	
  Instruction	
  that	
  the	
  officer	
  should	
  
follow	
  in	
  the	
  event	
  of	
  an	
  incident.	
  

1.	
  Current	
  Officer	
  and	
  
Site	
  Information	
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Write	
  POL	
  (Pass	
  On	
  Log)	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
   	
  

2.	
  Enter	
  in	
  your	
  post	
  and	
  shift.	
  

1.	
  Current	
  Officer	
  and	
  
Site	
  Information	
  

3.	
  Enter	
  in	
  any	
  pertinent	
  information	
  
for	
  officers	
  on	
  other	
  shifts.	
  	
  The	
  client	
  
cannot	
  see	
  this	
  record.	
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READ	
  POL	
  (Pass	
  On	
  Log)	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
   	
  

2.	
  	
  Click	
  “Mark	
  as	
  
Read”	
  after	
  reading	
  
the	
  message.	
  

1.	
  A	
  list	
  of	
  all	
  messages	
  
for	
  your	
  site.	
  Click	
  any	
  
message	
  to	
  see	
  the	
  
details.	
  

3.	
  	
  Your	
  unread	
  messages	
  are	
  marked.	
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Parking	
  Violation	
  Log	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
   	
  

1.	
  Current	
  Officer	
  and	
  
Site	
  Information	
  

2.	
  Enter	
  violator’s	
  first	
  
name	
  if	
  available.	
  

3.	
  Enter	
  violator’s	
  last	
  name	
  if	
  
available.	
  
	
  

4.	
  Enter	
  vehicle	
  information:	
  
Make,	
  Model,	
  License	
  Plate	
  #,	
  
Color.	
  

5.	
  Choose	
  Violation	
  Type	
  from	
  the	
  
customizable	
  list.	
  

6.	
  If	
  you	
  chose	
  Other,	
  indicate	
  the	
  type	
  
of	
  violation.	
  

7.	
  Enter	
  the	
  location	
  of	
  the	
  incident.	
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8.	
  Enter	
  any	
  relevant	
  details	
  for	
  the	
  
parking	
  violation.	
  

9.	
  Attach	
  photos,	
  videos,	
  and	
  audio	
  as	
  
necessary.	
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Equipment	
  Temperature	
  Log	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
   	
  

2.	
  Choose	
  the	
  equipment	
  type	
  from	
  
the	
  customizable	
  list.	
  

3.	
  If	
  you	
  chose	
  Other	
  indicate	
  the	
  
equipment	
  type.	
  

4.	
  Provide	
  an	
  equipment	
  ID	
  #,	
  name,	
  
or	
  other	
  description.	
  
	
  

6.	
  If	
  applicable	
  indicate	
  the	
  fuel	
  level.	
  

1.	
  Current	
  Officer	
  and	
  
Site	
  Information	
  

5.	
  Indicate	
  the	
  equipment	
  
temperature.	
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Truck	
  Check	
  In	
  Log	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
   	
  

2.	
  Enter	
  the	
  driver	
  company	
  name.	
  

5.	
  Enter	
  trailer	
  number	
  if	
  applicable.	
  
	
  

6.	
  Enter	
  the	
  seal	
  number	
  if	
  applicable.	
  
	
  

8.	
  Attach	
  photos	
  or	
  videos	
  if	
  
necessary.	
  

1.	
  Current	
  Officer	
  and	
  
Site	
  Information	
  

7.	
  Enter	
  any	
  additional	
  notes	
  if	
  
necessary.	
  
	
  

4.	
  Enter	
  the	
  tractor	
  number.	
  
	
  

3.	
  Enter	
  the	
  driver’s	
  name.	
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Truck	
  Check	
  Out	
  Log	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  

	
  
	
  
	
   	
  

2.	
  Change	
  the	
  
outbound	
  driver	
  if	
  
necessary.	
  

1.	
  A	
  list	
  of	
  all	
  trucks	
  currently	
  on	
  
site.	
  Click	
  the	
  appropriate	
  truck	
  
to	
  check	
  it	
  out.	
  

6.	
  Click	
  Check	
  Out	
  
to	
  check	
  the	
  truck	
  
out.	
  

3.	
  Input	
  the	
  
outbound	
  trailer	
  
number.	
  

4.	
  Enter	
  the	
  seal	
  
number	
  is	
  
necessary.	
  

5.	
  Add	
  notes	
  if	
  
necessary.	
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Post	
  Orders	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
   	
  

1.	
  Current	
  Officer	
  and	
  Site	
  
Information	
  

4.	
  Clickable	
  link	
  to	
  download	
  
full	
  post	
  orders.	
  

2.	
  Site	
  information	
  including:	
  	
  
-­‐Client	
  
-­‐Maintenance	
  
-­‐Police	
  	
  
-­‐Towing	
  company	
  

3.	
  General	
  comments	
  about	
  the	
  
sites.	
  



	
  

OfficerReports.com	
   Copyright	
  2013	
   20	
  

Visitor	
  Check	
  In	
  Log	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  

	
  
	
  
	
  
	
  
	
  
	
  

	
  
	
  
	
  

	
   	
  

2.	
  Enter	
  the	
  visitor’s	
  name.	
  

5.	
  If	
  you	
  selected	
  other	
  indicate	
  the	
  ID	
  
type.	
  
	
  

6.	
  If	
  the	
  visitor	
  is	
  with	
  a	
  company	
  
indicate	
  their	
  company	
  name.	
  
	
  

8.	
  Attach	
  photos	
  or	
  videos	
  if	
  
necessary.	
  

1.	
  Current	
  Officer	
  and	
  
Site	
  Information	
  

7.	
  Enter	
  any	
  additional	
  notes	
  if	
  
necessary.	
  
	
  

4.	
  Enter	
  the	
  type	
  of	
  ID	
  used	
  to	
  verify	
  
identity.	
  
	
  

3.	
  Indicate	
  where	
  the	
  visitor	
  is	
  going.	
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Visitor	
  Check	
  Out	
  Log	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
   	
  

1.	
  A	
  list	
  of	
  all	
  visitors	
  currently	
  
on	
  site.	
  Click	
  the	
  appropriate	
  
visitor	
  to	
  check	
  them	
  out.	
  

6.	
  Click	
  Check	
  Out	
  
to	
  check	
  the	
  
visitor	
  out.	
  

5.	
  Add	
  notes	
  if	
  
necessary.	
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Vacation	
  Request	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  

	
  
	
  
	
  
	
   	
  

2.	
  Enter	
  in	
  your	
  phone	
  number	
  

5.	
  Enter	
  the	
  date	
  that	
  your	
  vacation	
  
will	
  end.	
  
	
  

6.	
  Enter	
  the	
  reason	
  for	
  your	
  vacation	
  
request.	
  
	
  

1.	
  Current	
  Officer	
  and	
  
Site	
  Information	
  

4.	
  Enter	
  the	
  date	
  that	
  you	
  would	
  like	
  
to	
  start	
  your	
  vacation.	
  
	
  

3.	
  Enter	
  you	
  email	
  if	
  applicable	
  to	
  be	
  
notified	
  by	
  email	
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Vacation	
  Review	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
   	
  

2.	
  The	
  status	
  of	
  the	
  request	
  is	
  
determined	
  easily.	
  

1.	
  Each	
  officer	
  can	
  see	
  their	
  active	
  
vacation	
  requests	
  in	
  the	
  app.	
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If	
  you	
  have	
  questions,	
  please	
  feel	
  free	
  to	
  
contact	
  us	
  

	
  
Phone:	
  (888)	
  511	
  -­‐9811	
  

Email:	
  Support@officerreports.com	
  
	
  


