How to Set Up the
Ideal Reporting
Process for Your
Client
The step-by-step process to deliver
maximum value to your clients using
Silvertrac.

1.

What We’ll Cover
Today

2.

Setting Up The Basis
a.

Daily Activity Report

b.

Incident Reports

Proving Maximum Value
a.

Property Profile Reports to
Guide Notifications

b.

Supervisor Visits

c.

Summary Reports

d.

Coordinating Facility
Maintenance

e.

Additional Inspections
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1.

THE BASICS
DARs and
Incidents

3

2 Categories of Information that Most Sites Require
in Reporting

Setting Up
the Basics
Routine
Preventative
Items

1. ROUTINE & PREVENTATIVE

2. NON RECURRING ISSUES

A huge part of your reporting process
should consist of documenting the
routine and preventative measures
you’re taking on site.

These include cautionary items like lights out
or doors left open and high level issues like
vandalism and theft.

If it’s not in the report

These are your incident reports.

IT DIDN’T HAPPEN.
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Setting Up
the Basics
Routine
Preventative
Items

1. ARRIVALS & DEPARTURES

2. INCLUDE POST ORDERS

Officers should manually mark their
arrival and departure from the site.

Make sure you include short bullet point
list that directly addresses the most
important requirements of the site.

Tool Tip: Use the task feature to make
sure that cold starts happen on time.

Tool Tip: Occasionally use the task
feature as post order requirements.

3. CHECKPOINTS THAT REDUCE WRITING
1.

Checkpoints should account for the guards time when they aren’t handling
issues or unusual items.
a.
Door checks
b.
Routine patrols of high risk areas
c.
High value assets, etc.

2.

If it something that happens everyday, or multiple times throughout the shift,
there should be a checkpoint or task setup.
a.
Opening/Closing duties

3.

Make sure the checkpoint notes address risk and liability and that the
instructions directly tell the officer what is required
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NON RECURRING ISSUES OR INCIDENTS

Setting Up
the Basics

1.

Setup Issue Types that match the terminology common in your client’s
industry.
a.
Residential Property Management vs. Construction Sites

2.

Do NOT have any unnecessary issue types showing on the property profile or
in the handheld for the officer.

3.

Track both emergency level items and cautionary issues
a.
Positive and negative contacts with patrons or tenants
b.
Doors found open that were supposed to be closed
c.
Drive throughs or visitors on site after hours
d.
Janitorial visits
e.
Picking Up Trash

4.

Set Up Emergency Contacts for individuals sites and your operation as a whole.
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2.

Providing
Maximum
Value
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Providing
Maximum
Value

1. SETUP NOTIFICATIONS

2. DOCUMENT SUPERVISOR VISITS

After you setup the basics of the
property, try pulling a property profile
report and having your client highlight
the issues they want to know about
right away.

Anytime you have a supervisor stopping by
the site it should be documented by the
supervisor on the DAR.
Future Webinar on this subject.

Identify what reports your client wants
to see and setup automated reports to
fit that criteria.

3. PLAN FOR THE SUMMARY

4. FACILITY MAINTENANCE

Be sure to discuss the type of information
that will be most valuable for your client
ahead of time.

Discuss how maintenance issues should be
reported and offer to provide the
maintenance team with a dashboard for
issues you discover.

Example: Unit/Suite History, Address History,
If you’re going to rely on notifications, make
Issue Specifics, etc.
sure the guards are trained on how to
properly submit maintenance items.
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5. ADDITIONAL INSPECTIONS

Providing
Maximum
Value

-

Fire extinguishers
Lighting
Community Code Violations
Street Sweepers
Landscaping
Slip Trip & Fall
Electrical/Sump Rooms
Equipment
Lost & Found

6. PARKING MANAGEMENT
Discuss the ability to provide basic to
advanced parking management services.
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3.

Summary
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THE SUMMARY

Step-by-Step
Thought
Process

1.

Cover the basics of your routine items by covering
a.
Arrivals and departures
b.
Post Order Requirements
c.
Checkpoints that Save Time and Prove Value

2.

Make sure Incident tracking is setup to deliver data your customer cares about
a.
Use industry specific terminology
b.
Track both cautionary and emergency level issues
c.
Identify emergency contact phone numbers
d.
Offer address, tenant, suite, or unit tracking for summary reports

3.

Ways to go the extra mile
a.
Setup custom notifications and reports with the property profile report
b.
Document all supervisor visits
c.
Make sure summary reports are actionable
d.
Coordinate with the maintenance team
e.
Include any additional inspections
f.
Explore the potential for parking management
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4.

What Comes
Next?
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Join us again on

What Comes
Next?

Thursday, September 14th at 10am Pacific for

Next Webinar:
Using Silvertrac to Manage Supervisor
Patrols and Post Inspections
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