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ActivitySuite.com
Quick Start Tutorial

Overview

Thank you for taking time to check out ActivitySuite.com — a “fully-integrated
network solution” for private patrol operators. We strive to provide a complete set
of daily activity reporting and management tools — and everything being 100%
browser-compatible*

ActivitySuite is very easy to use. But like any tool with even a modest depth of
sophistication, it takes a minimal effort to set up and configure. As you work
through this tutorial, you will accomplish the following:

Configure some important Company Settings

Create a sample Client Site and a few Incident Types
Create a site Bulletin

Enter a couple of Activity Logs

Generate a PDF Report and email it to your sample client

Before starting this tutorial, you must first create an account on the ActivitySuite
web site. If you do not have an account, go to http://www.activitysuite.com and
click the “Begin Free Evaluation” link under Resource Links. Fill out the form and
click “Create Account”. You will be guided through the registration process.

When your account is initially created, you are assigned “Administrator” privileges.
It gives you access to all areas of the ActivitySuite web site. When you are ready
to deploy ActivitySuite within your organization, you will add users to your
Company and choose their roles (levels of access). But for now, you will explore
the capabilities of the web site as an administrator.

If you have not already done so,
log in to the ActivitySuite site.

There is a link on the home page r—
that will take you to the login ActivitySuite

A fully-integrated network solution for Private Patrol Operators (PPO)
screen. Saehons St ik Lugln oo e s

Resource Links

it More information

v Records incidents, parking and code violations
» Manages your user accounts and privileges 58
v+ Generates PDF reports for immediate downioad

yiddh Tutonials

ActivitySuite helps you realize these benefits: Frachure =1

» Puts your company on the cutting edge of software technology. ST

v Simplifies ing b k process R

’ uces r t! ting

v Increases L aware of actions at their properties. ‘ Featured Clents

¢ Reduces training costs and standardizes procedures

v Decreases administrative time and costs Samole Rapert Bayside |
Patrol

! GPS and other hardware-related options may require supporting software to be installed on the user’s local
computer
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On the login screen, enter your User Name,
Password and click the Login button.

If you bookmark pages on the site, you can return

to those pages without having to login by checking

“Remember me next time”.

After logging in successfully, a menu bar will
appear providing access to the major areas of the
ActivitySuite site. Hover the mouse over the
Admin > Company menu item to see company-
related menu commands.
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Account Login

User Name

|hp0tter

Password

|00000

CJRemember me next time

Forgot Password

Log into the Web Site

Maintenance

Dispatch  Field Reports [Admin | Reuting
Chat Room |
Company 4 Alarms
Database Tools L4 Beats
GPS Trail Company Seftings

Fleet Vehicles

Parking 4 Incident Types
Fayments Logins
Resources P Phane List
Sites > Users

Task List |

Administrator’'s Menu Commands

This is a thumbnail of the Company Settings
screen. The settings we are concerned with in
this tutorial are the Email Settings (highlighted).
Before emails can be sent from your Company,
you must provide a “From” email address and
“Display Name”.

The From email address must be a legitimate
email address for your company. The Display
Name can be any text string and will appear as
the sender’s name in emails received by your
clients.

After you enter a From email and Display
Name, click the Submit button to save your
settings.

For this tutorial, we
need to configure
some of the
Company settings to
successfully produce
crisp, professional
client reports. Move
the mouse cursor
over Company
Settings and left-
click.

Company Name: [ZIE0

FEl

Crwmar:
Davn Lisbarmnan

Contact:
Michas! Amald

fmad:
actityduileRcomputer-m

Strast:
4424 Techoslogy On

Susite:

Fromont

State: Zip:
Calfamia 94538

[Phaona:

Site Name Format Opteons:
10 Faams (-1 The Vo

o0ds) v

[Wab Paga Hoader Logo:
[Physic_Header,pog

Show Last:
3~ Hours

Highiight For:
30~ Minutes

Fa: Call:

Upload Logos
POF Report Header Logo:
Phyzie Rsparts.png

Refresh Every:
120 ~ | Seconds

[Z]Require Selection of Incident Typas

[ZlRequire Log Ttems to be Reviewed

[] Allerw users to check “Shew All in Beat® Dfault Setting for "Show Al in Beat® Checked -

These settings establish addresses and content for emailing reparts

FROM Address (required):
actnilysule@oomputer-methads com

FROM Display Hame (requred):
Physis Security

<= <4==

CC (Carbon Copy) Addresses:

Separate addresses with ~;

[BEC [Blind Carbon Copy) Addresses:

|Separate addresses with *;

1 you hatve any quéstioes raparding the amached reparts, plaase contact oo office
ot 10824 0252

[]Inchuda thes content in the body af Bmails

Thank yeu.

Company Settings Screen
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Dispsten Meld Reperte W:]h;;u::]ri The next step is to create a
TETET v client site. Move the mouse
Database Toals  * cursor over the Admin > Sites
GPS Trail > Settings menu item and
Maintenance left-click.
Parking 4
Fayments
Resources 4
Sites L4 Assign Clients
Task List Seftings =
Resource Files

Site Management Menu Commands

]

MNew Site

Your database will not have any sites. No sites have been created
Click the New Site button and enter a
shorthand notation and full name for
your site. Click the Add Site button to
continue.

Tip: You can control the way Site IDs and
Site Names are displayed to users on the
Company Settings screen.

Adding a New Site

[ Lipdate ” Cancel ]

To:

properctymanager@grimmerbuscenter . com;
hoaboard@grimmerbuscenter . com

(Separate multiple addresses with ;")

CC: BCC:

Report Email Settings Snippet from the Site Settings Screen

A configuration screen with a variety of site settings will appear. Find the section
titled, “Report Email Settings”. You must provide at least one email address in
the “To” address section. This is the email address of the client that will receive

the report. You can place multiple addresses in the box by separating them with
the “;” character.

You can also specify email addresses for the Carbon Copy (CC) and Blind Carbon
Copy (BCC) fields. A recipient in the BCC field will receive the email but their
address will not appear in the email itself. When you are finished, click the Update
button to save your settings in the database.
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Dispatch Field Reports |Admin | Routing

The next step is to create a few
Chat Room | incident types. Incident types
Comeaey ' Harms help you categorize you activity
Database Tools 4 Beats .
ps Tral Company Settings logs and are important for
Waintenance Flect Vehidles statistical reporting. Move the
Parking > ncidentTipes ~ 4mmm | MOUSE cursor over the Admin
Payments Logins > Company > Incident
Resources ’ Phone List Types menu item and left-
Sites Users C“Ck.
Task List

Incident Types Menu Command

The Incident Types screen shows you a list of the currently defined incident types. Create
a new type by clicking the Add New button.

- Add Mew Print

Points are only used for tabulating Company Statistics

Client
Incident Types Portal Points

_, Trespassing

Enter a short description (100 charactsrs MAX]

List of Currently Defined Incident Types

Add Incident Type

|F'arked in Fire Lang|

Company Statistics

Client Statistics Paoint Value

[#]view in Client Portal

b 1] [Corcs ]

Defining a New Incident Type

Enter a description of the incident type
and click the Add button. The other
settings are not important for now and
can be configured at a later time.

Tip: You can control how incident types
are tabulated for statistical reports.

You can also hide company-related
incident types from being viewed by
clients.

Next, we will create a |pispatch | Field Reports

bulletin (BOL). BOLs are
managed from the dispatch

Admin  Routing

Alarm Cards

menu. Click on BOL: <
Dispatch > BOLs. Chat Room

Field Interviews
Incidents

Log

Farking

Site Info

Misc




This screen
displays the site
BOLs in effect for
the indicated date
range. To add a
new BOL, click the
icon.

Click the Icon to Add a BOL

Set the date range for period when your
BOL should be active. Type in the text
of your bulletin into the text area and
click Submit.

Tip: The priority you assign to a BOL
controls its color and the order in which it is
presented to Field users.

Tip: Don’t forget to use the ABC Spell
Check button!

A-001: Alpha Commons -

site: Priority: Elinclude in report [lPermanent
T — T X i T ) XL
T 9o - aBmE e x EE|A-H-Bs 1 EEEEET

Management reports that suspicious persons were in the swimming pool parking lot last night. Client requesls‘ increased patrols
in the pool parking lot areas.

B —

Entering a New Bulletin (BOL)

Custom v | From GH [2/11/2011 |23 ~|[:50 ~| vo B [2112/2011 |23 ~|[:58 ~| (™)

g

Show all in Beat: [

Elevated A-001 Ma ment reports that suspicicus persons were in the swimmi
patrols in the pool parking lot areas.

| parking lot last night. Client requests increased 02/12/11 00:00 - Sat

02/19/11 23:59 - Sat

4, 5

The BOL has been added for the site.

Dispatch | Field Reports  Admin
Alarm Cards

BOLs
Chat Room
Field Interviews

Routing

Incidents
Log
Farking
Site Info
Misc r

=

The next step is to add log
items to the site. Logs can be
added from either the
Dispatcher or Field menus.
Move the mouse cursor over
the Dispatch = Log menu
item and left-click.

Selecting the Log Menu Command
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Beat:| ALL ~ Alpha Commons
Site: A-001: Alpha Commons -
Last 24 Hrs ~| From G To M = - Add Log Show all in Beat: []

Drag a column header and drop it here to group by that celumn

02/12/11 21:48, Sat Dave Lieberman A-001 Added BOL #173: Management reports that suspicious persons were in the swimming pool parking lot last night. Client
requests increased patrols in the pool parking lot areas.

Adding a Log Item

Click the Add Log button to add an item to the daily activity log.

Select an incident type
User: |David Liebetrnan (dieberrar V| Date: ﬁ|?;"10f’2010 ||19 v||:12 v| USing the dropdown

Type: = M list. Type in the text of

Site: |ALA-001: Grimmer Bu.. v
| | your log content and
I encountered a group of teenagers in the swimming pool parking lot. They are

not residents. I advised them that only members are allowed in the pool. The CIICk the Smelt
group departed without incident. buttOI’l

Tip: Don’t forget to use
the Spell Check button!

Tip: You can make a log
item private by un-

@] checking Public Item.
20 | e s [4B5 spell check | mm) [ Submit | [Close || Private items are not

included in client reports.

Entering the Content for a Log Item

Beat: ALL - Alpha Commons

Site: A-001: Alpha Commons -

Last 48 Hrs ¥ | From 4 To ®) Add Log | Show all in Beat: [

Drag a column header and drop it here to group by that column

Content

02/12/11 22:00, Sat Dave Lieberman 4-001  Suspicious Person: I encountered a group of teenagers in the swimming pool parking lot. They are not residents. I advised ey 'EJ'
the group that only residents are allowed in the pool. The group dep..

02/12/11 21:48, Sat Dave Lieberman  A-001  Added BOL #173: Management reports that suspicious persons were in the swimrming pocl parking lot last night. Client
requests increased patrols in the pool parking lot areas.

The log item has been added to the site. Note that the creation of the BOL was
also logged.
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Dispatch  Field |Repors | Admin

Routing

Review

Assemble 4mmm

Distribute
View
Guard Wand

The next step is to build a
client report. Move the mouse
cursor over the Reports >
Assemble menu item and left-
click.

Selecting the Assemble Menu Command

Report options provide
the administrator with
control over the content
in reports. Verify that
the options on your
screen match those
highlighted in the screen
snapshot. Then click
Build to create the

report.

Status of Report Build

Reports Processed:

ALA-001.pdf

eporsGeneration

ompany |

([ Last 24 Hrs 2 From 1 [78:2010 To H [7ri02010 =
|

General Options

Picture Width: | 250px v

OL Section Options

Build Reports For These Sites

Uncheck Check All Ttems

enarata Reports For Sites With No Activity LA-OOl (Grimmer Business Center)
[ Report Only Items That Have Been Reviewed

Section Title: ‘BOLE Currently In Effect

Activity Log Section Options

mlt section if there is nothing to report

Section Title: ‘Aclwly Log Report

Fhow Logged Activity

&>

[J Show BOL Acknowledgements

how Newly Created BOLs

[] Show Incidents

[J Show Statistics

[] Show Maps of GPS Hits
[] Show Guard Wand Events

[ Incident Section Options

mlt section if there is nothing to report

[ Show BOL Acknowledgement Resets

Section Title: ‘Iﬂc\dem Report

Date Filter: | Current Date Range
Incident Status:  Open and Closed v

[] parking Section Options

Activity Report Title: ‘Parkmg Activity Report

[ Show Vehicles Eligible for Tow

Tow Report Title: ‘Vehiclea Eligible for Tow

Settings to Build a Client Report

Time elapsed 00:02

Errors:

Cancel
|

Report Generation Progress Screen

During the build process, a status
screen will update the progress of
the reports being created. Any
problems are reported in the
Errors section. If all of the
reports are created successfully,
the Reports Distribution will
appear.
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E( ALA-001.pdf ALA-001: Grimmer Business Center

To separate adresses use ;

TO: dliebermenfconputer-methods. con =

Report Distribution Screen

Client reports are created in PDF file format. Click on the report file link to preview
the client report. You can email the report to the addresses in the “TO:” box by
clicking the Send button.

2 AdiitySulie Rapars B 2 e}
BOLs Currently In Effect
ALA-00L: Grimmer Basiness Center lTJ’lDIlII{Bi}I l]'J'JILI‘IﬂIZ&Dﬂ' th:.i_-ulmc-.r mm.rmou-m CI'I'.I'IIJ'Iﬂu.lD
ATITAN IS Elevaiad 2Mﬂmp—-hmpﬂhhh*m rr'anwu l-l-_ m&ﬁ—-m;;’?whhn“*r
& &
Q
B - 4
»c» Fw
CD N
é‘ YA
&5 SRS
Q‘O MY ¢
?’ QO g QO
éﬂ.} é@"’
Prinbad 07112040 14:17 ?:ﬁ‘ﬂﬂfﬂﬂ&ﬁd‘sh Paga 1 ol 1 Printesd 077112070 14: '?:ﬁ%ﬁhw.mﬁ PrgoZell
Page 1 of Client Report Page 2 of Client Report

Tip: The Trial Mode watermark does not appear when you are an active subscriber to
ActivitySuite.com

Tip: You can add additional email addresses in the TO, CC or BCC address boxes
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Email Distribution Progress

Progress: 100 % completed

’ Return to Reports ]

Reports Completed:
Email sent for ALA-001 at 07/11/10 16:03

While sending emails, a status
screen shows the progress of
email distribution and lists the
site reports that have been
successfully transmitted by the
server.

This is a screen snapshot of
an email inbox that has
received the Client Activity
report. Note the display name
you configured in the
Company Settings screen
appears in the From address
field. The report is attached
in PDF file format.

3 Inbox |

A= Subject Spam| Received Ca...

il Physio Security Dispatch ) Report for Grimmer Business Center (07/10/10.. 1% Sun 7/11/2010 4:04 ...

Report for Grimmer Business Center (07/10/10 08:00 - 07/11/10 08:00)

Physio Security Dispatch [dispatch@computer-methods.com]
t5un7/11/2010 4:03 PM

dlieberman @computer-methad
— oML

4 Messag@rimmer Business Center 07-11-10_1603 . pdf (45 KB}

attached please find your activity report for Grimmer Business Center.

»

Note: The attached document may contain multiple pages. Please be sure to
review all pages of the report.

Congratulations! You have completed the ActivitySuite
Quick Start Tutorial.

If you have questions about ActivitySuite or would like to
schedule a training session, please call David Lieberman
at 866 625 9091.



