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The purpose of this quick reference manual is to be an assistance to the most basic users of 
the Tracker system.  It is not intended to be a all encompassing manual used by system 
administrators.  If you are tasked with training users with limited add only access or you are a 
person using the system to add items and print basic forms then this is the manual for you!  
Please visit www.TrackerProducts.com/support_files/ for more detailed information.

Important! Because of the Tracker customization that is available to your agency, the screen 
shots and explanations covered in this guide may not be exactly what you will see when using 
your system. We did not design this guide to cover a specific user but to help all users.  With 
this in mind the guide you are reading, in its current format, should be a great resource for 
assisting you in learning the system.
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Accessing Your Site
To access your Tracker software you will need to first open a browser of your choice (Internet 
Explorer, Firefox, Chrome, Safari, Opera) and type in the following URL...

! ! Your Agency Site: http://www.youragency.com__________________

If correctly entered you will see a login screen like this.  If you see anything other than this 
login screen then you will need to contact your system administrator for further assistance.
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Logging In
Your system administrator should provide you with a username and password.  Once you have 
the login and temporary password you can proceed.

If this is your first login with the temporary password you will be prompted to enter a more 
secure finalized password.  Please review the password guidelines on the set password page.
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If you enter a incorrect password you will see a warning about the incorrect login.  Three 
consecutive invalid logins and your account will be disable.  See your system admin for 
assistance on logging back in if you fail your account.

If you correctly enter a valid username and password you will be allowed to login and you will 
be placed in the Quick Menu.
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Creating a new (Case / Incident / Matter / Asset Category)
Client specific: The term Case is typically used by police agencies.  This wording can be 
changed to a variety of terms like incident, matter, asset category, etc.  This option will be set 
by the system administrator.  For the purpose of this guide we will use the term Case.

Important: The case is very much like a folder that will contain other information.  Once a case 
is created you will enter persons, items, notes, docs, pics, etc into that case.  The case is 
foundation to everything else you do.

Client Specific: There are some users that donʼt need to enter caseʼs because all you are 
tracking is items (ie Asset Tracking).  In this scenario we can turn off the case feature entirely 
and you will just enter items, pics, docs and notes.  

One of the very first steps upon your login is to begin the process of creating new information 
in the system.  For most this will start with creating a new Case.

Click the New Case button on the Quick Menu.
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Enter your case number and click submit.  You will notice as you begin to type your case 
number that it will begin to search the system for like case numbers.  The system will not allow 
you to duplicate case numbers.

If you attempt to create a case that is already there you will see this message.  If you want you 
can click the link to add items to this case if you want.

Tracker Products LLC                                      - 6 -                                        www.TrackerProducts.com



If your case number is not a duplicate you will be directed to the case information entry screen.

Note: This screen shows our template for options specific to a police agency. 

Options on this page
Location & Submitted For: Add item only users you will not have the option to change these 
variables.  You should see your name in the lower box and that means you are entering items 
into your own case.  Only a power user or greater can manipulate this info.  If you should have 
the option to change either variable you would do set to set the owner of the case.  Not only 
are you setting the owner but permissions to this case will be based on the user selected.
 
Permissions Link
If you see this option then your system admin has allowed you to set permissions to the case.  
This would be used to give other users in the system access to this case.  Since permissions 
might block some users access to this case, you can use this option to open access to this one 
specific case.

Citation, Other, Offense, Offense Desc, Offense Date and Offense Location Fields:
These are standard data entry fields and should be filled out as applicable.  

Important: Fields with the blue tinted background are required fields and a value must be 
supplied.  Your system admin will control requirements on all fields.

Button Options
Save & Add Person - Saves all info provided and goes to the Add Person entry screen.

Save & Add Item - Saves all info provided and goes the Add Item entry screen.

Save & Go To Quick Menu - Saves all info provided and goes to the Quick Menu.
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Cancel - This will cancel this screen out and take you back to the Quick Menu.

Persons
Most users will click the Save & Add person button to move on to the person entry screen.

On this screen you will enter the first person that belongs to this case.

Note: There are only two required fields on this screen.  It is recommended that you enter all 
information you have although it is not required.

Buttons
Save & Create New Person - Saves all info provided and goes to a blank screen to enter 
another person.

Save & Duplicate To New Person - Saves all info provided and duplicates all info to a new 
person screen.  Note: This is particularly helpful when adding persons with a lot of duplicate 
information.

Save & Go to Quick Menu - Saves all info provided and goes to the Quick Menu.

Save & Print Forms - Saves all info provided and goes to the Print Forms Screen.

Save & Add Items - Saves all info provided and goes to the Item Entry page.
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Items
If you do not have any other users to enter then you will most likely click the Save & Add Items 
button.

Important: The item entry section is the most important of the entry screen.  The true purpose 
of the Tracker system is to track items.  There is where you supply the information that will be 
tracked in the software. 

Options on this page
Misc Fields - In this example the fields Category to Item Status are standard template fields.  
You system admin will adjust these fields as necessary.  Just like the the case and personʼs 
screen you will fill out required information as available.

Temporary Location - If your system is using temporary lockers you will see a list of temporary 
locker options provided by your system admin.  You will select a storage option for each item 
entered.  Note: The (*) star next to a temporary locker means that locker has had items 
entered to it.  You can still select it but it does notify you of potential use.
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Items Belongs To - This list will show all the persons entered to this case.  If this item you are 
entering does belong to one of the persons in the list then select that person. If not then just 
leave it with the case selection.

Send To Lab - If your agency has a lab form built in to the system you will see this option.  By 
selecting this option you are indicating that you want this item to show on the lab submission 
form.  See your system admin for more details.

Buttons
Save & Create New - Saves the current entry and takes you to a new item entry screen.

Save & Duplicate To New Item - Saves the current entry and duplicates all info to a new item.

Save & Go To Print Forms - Saves the current entry and takes you to the Print Forms page.

Save & Go To Quick Menu - Saves the current entry and takes you to the Quick Menu.

Cancel - Will cancel the current entry and take you back to the Quick Menu.

Using the View Tab
Once you have created all of your information in the system you will want to use the View Tab 
to complete most other necessary functions.

From the Quick Menu click the View tab.  Enter the case you want to work with and click 
submit.
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The View Tab is a overview of an entire case.  From this page you can see the Case 
information, persons involved in the case and all of your items.  This page contains quick links 
to most of the options you need to complete your work.  From this page you can...

Add a new person, item, note, picture or document to the case.

Click on a person name to see more detailed information on that person.

View any existing documents, pictures or notes.
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View all your items.

View more detailed information or update any item you have access too.

Use the bucket list.

Important Information: This is one of the most important areas of the system because it is the 
only area that allows you to complete over a dozen system options with just one click of the 
mouse.  While you can complete every one of these options in a different area of the system, 
this is the one that is the quickest.

Bucket List
The bucket list was designed to allow users to quickly complete common transactions from any  
place in the system.  The bucket list has a lot of options in the menu but add items only users 
will focus on a couple of them.

In the very bottom right of your browser is a icon menu titled ʻBucketʼ with a picture of a bucket.
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Click anywhere on the bucket and it will bring up the list of options. 

To use any of the bucket options you must first select one or more items from a list of items, 
like the ones you might see when viewing the items in the View Tab.  Simply select your items, 
open the bucket menu and complete the task.

The remainder of this guide will walk you through using some of the bucket feature.

Printing labels, reports and lab forms
The very first Bucket link allows a user to print a label to be placed on a item.  From the View 
Tab select a case, check the items you want to print a label for and then use the Bucket to 
Print labels with selected items.  This should allow you to print a label to the selected printer.
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Checking items back in to the temporary locker
Add only users are not allowed to change custody on a item except for the one instance where 
a item needs to go back in to the temporary locker.  This scenario is best described in a 
situation where a item is checked out from property to go to court and when the item comes 
back it needs to go to the temporary locker.

 

To complete this task follow these steps.

1. Go to the View Tab.
2. Open the Case you want to work with.
3. Go to the Items section and select the items you want to check in to the temp locker.
! Note: You can only check in a item that is already checked out. (Items 2 & 4)
4.  Open your bucket list.
5. Click the Perform Transaction link.
6. Select the option Check in Selected Items and click okay.

7. Click Check-In Available Items
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8. Complete all the options on this page and click Check-In Items
9. Place the items in the temporary locker you selected.

Recent Case #
The Recent Case feature that is on the far left side of your screen allows for immediate 
movement to the View Tab with that case open.  As you begin to work with cases in the 
system, you will notice that the case name is populating the list under the ʻRecent Caseʼ.  All 
you have to do is click on any of the cases and you will see that it open the case directly in the 
View Tab.

 

Note: You will not see this option when you first login to the site.  This option does not begin to 
populate until you start working with a case(s).  

Adding Notes or Pics / Docs
Adding a note, pic or document to a case is very easy.  
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Go to the View Tab... Select a case you want to work with... and you will see the links under 
the case # to add a note or add a pic / doc.  The software will walk you right through this 
process.

Once you have added a any of these options you will see a link at the very bottom of the case 
section which allows you to view any of the pics / docs / notes.
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Updating Information
Add only users are able to update items that have not yet been checked into permanent 
storage.  Once the item has been accepted into permanent storage it is not longer able to be 
updated.

The above list shows a set of items in the View Tab.  Next to each item is a update icon 
Click this icon to enter the update screen.

Note: While you might see the update icon on every item, you will be presented with a 
message if you arenʼt able to update the item you selected.

Tickets
The Tickets option allows you to communicate with other system users via the Tracker system.  
Instead of sending an email or making a call, you can now generate a ticket “to do or work 
order” directly from the system.  This would be especially helpful when requesting status or 
access to an item.

Important: You might notice a Ticket Tab on the Quick Menu.  This option will allow a user to 
create a new ticket but it is more importantly used to view tickets assigned to you or by you.  If 
you want to create a new ticket it is highly recommend that you use the Ticket option on the 
Bucket List.

In this example we are going to bring up a case on the View Tab and generate a ticket to 
request access to items.
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In this screen shot I have selected items #3 and #5.  Next I will click the Bucket List and then 
Add Items to New Ticket.

This is the New Ticket entry screen.  At the bottom are the items you selected to be a part of 
this ticket.  Make sure you select all the items that need to be  part of this ticket as the person 
receiving the ticket will be able to use these items selected for other system functions.  Donʼt 
just create a new ticket and in the Message field type “I need access to items #3 & #5 of case 
TestNewCase.  

Options
Assignee: Select the person that is going to receive the ticket.

Status: Keep as New for a new ticket.

Subject: Just like an email what is your subject

Message: Type your message here.
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Submit: When you click submit the ticket will be generated and the Assignee should get an 
email with the ticket info.

Note: Once the assignee responds to the ticket you will receive an email with further 
information.  You can respond if you want or close the ticket.

To update a ticket and change the status to closed you will go to the Ticket Tab on the Quick 
Menu, select your ticket, and change the status to closed.

My Items Tab
The My Items tab will show you a list of all items that you have entered with a option to sort by 
date range.

    Changing Your Password
If you need to change your current password for any reason just click the Change Password 
icon on the Quick Menu.

Ending your session
At any point you can log off the system by closing your browser entirely or by clicking the Log 
Off option at the top of your screen.

Note: There is a count down clock next to the Log Off button that will automatically log the 
system off should it hit 0:00.  As you move around the system it will constantly refresh so if you 
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are working in the system you donʼt have to worry about this.  It is a security feature to prevent 
the system from staying logged in, unused, for a long period of time.
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