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This is the first page you will see when you log in.  Each of the headings, when you 
move your cursor on them will give you the options for editing, new input, searching for 
incidents or reports. 
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Admin:  The administrator of the municipality’s tracking system has the option to add 
new users or edit present users.   
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When adding a new user/administrator, the first box to be selected is “Enabled”.  You 
must check this box for the new user to be able to get into the system.  Users will not 
have access to this feature, only those who have been designated as Administrators.    

Very Important:  When a user or administrator leaves your employment you must go 
into the system and uncheck this box.  This prevents this user/administrator future entry 
into the system. 

When all information has been entered click save and you will be sent to “Departments”. 
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Please click the box for access to each department this user will need and click save.  If 
the box is not checked the user/administrator will able to get into the tracking system but 
not into the department.   

 

 

 

 

 

 

 

 



6 
 

 

 

 

When your cursor is placed on the department your options are displayed. 
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To enter a new incident select “New” then select complaint, compliment or request. 
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Entering information for a new incident; the name, address, city, zip and telephone 
number have to be filled in, otherwise you will not be able to continue.  Once all 
information has been entered click continue. 
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You now are in the category section of the incident.  Select the appropriate complaint or 
request and if additional information is necessary it may be provided in the box below 
the complaint or request that has been selected.  When you have completed your 
selection click save. 
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This is the reply you will receive from the system confirming your complaint, compliment 
or request has been successfully entered into the system.  This message is also 
received by the resident or business owner that has entered their complaint, compliment 
or request from the municipality’s web page. 
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You have the ability to upload 2 pictures into an incident.  This operates the same as 
normal uploads of pictures from your computer.  Plug your camera into your computer 
or upload them onto your computer and then they may be uploaded into the system to 
the appropriate incident at any time. 
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Each incident has the ability to be shown on a map when “Map” is selected in the 
heading of the incident.  You have the ability to map up to 50 incidents at a time from 
the reports. 
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Clicking “History” will enable you to see who entered the incident, edited or closed out 
the incident. 
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Select Open Incidents to see all of the current outstanding complaints, compliments and 
requests. 
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Show Columns:  You may click any of the boxes to select exactly what you want or 
need to see on your screen.  Once you have done this the system will remember and 
will not change unless you unclick a selection or make an additional selection.  

Open Incidents:  This gives you a quick overview of all incidents which have not been 
closed, cancelled or resolved.  

To sort by any of the columns simply click on the column heading.    

You may select an individual incident by clicking on the case #. 

If you would like to review all of the incidents in detail without clicking each case # go to 
page 17 for detailed instructions. 
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To input additional information into this incident click on categories or enter your 
information into the comments box on this page and select save or save and go back 
which takes you back to open incidents.   

If this incident has been taken care of, select the arrow next to the blue “opened” box 
and choose closed, cancelled or resolved.  You may also enter your resolution 
information in the resolution box provided.  Select save or save and go back to take you 
back to open incidents to continue editing or updating the incidents.   
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To review open incidents without selecting each individual case #, please check the box 
at the top left of the screen “Show Details” and click on “Show” on the right of the 
screen. 

This view gives you a detailed view of all open incidents.  You may still access an 
individual incident by clicking on the case #. 
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Select “Search for Incidents” 
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You may run your report or search for particular incidents in various ways: 

You may also select “Show Details” on this report. 

You may run a report or a search by one (1) item such as their first name or last name 
or a combination of any of the information criteria.  You may also search by a date 
range or incident type which is accessed by the arrow next to “Select Type”. 
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When you select complaints an additional box with all the categories pops up.  If you 
want all of the complaints simply click “close” and then click search.  If you wish to limit 
your search to particular categories click the appropriate boxes, close the window and 
click search.  The same instructions apply to requests. 

If at any time you wish to see a detailed view simply click the box for “Show Details” and 
click search. 

At the top of the screen there is “Map Results” which you may click and it will display 
push pins for up to 50 addresses or incidents in your report. 
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When the “Requests” tab is selected, the additional box with the categories pops up.   If 
you want all of the requests simply click “close” and then click search.  If you wish to 
limit your search to particular categories click the appropriate boxes, close the window 
and click search.   
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Once again, you may view all of the information by clicking the “Show Details” box and 
click search.  You will be able to see all of the information for each incident without 
clicking on one at a time. 
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Summary Reports:  Place your cursor on reports and chose Summary of Reports. 
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The first thing you select is incident type, complaint or request. 

This report gives you a summary by the day, week, month or year.  You will notice as 
you select any one of these time frames the date range automatically changes for that 
particular time period.  You may also enter your own dates for your specific time 
periods. 
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All of your categories will be shown for complaints and requests with the number of 
incidents for the specific time period you selected. 
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The heading “Reports” which stands alone and is not part of any single department 
serves as a quick look at ALL departments.  
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When you select “Open Incidents” this will list each department within the Municipality 
and give the number of open incidents for ALL departments. 
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When you select “Summary of Incidents” your instructions are the same as on Pages 24 
and 25.  

 The first thing you select is incident type, complaint or request. 

This report gives you a summary by the day, week, month or year.  You will notice as 
you select any one of these time frames the date range automatically changes for that 
particular time period.  You may also enter your own dates for your specific time 
periods. 

This report gives you a summary of all incidents for whatever time period you have 
selected for ALL departments. 

 

 


