TeamMap Step-by-step guide - Version 2026-11-08 - TeamMap 3.0.54

Checkpoint reports, live incidents and
guards on post

Guards scan each checkpoint, write what they saw and attach a photo. You see every
checkpoint with its time, proof, description and photo, and can send it as a report. Incidents

reach your screen the moment they are sent. Required questions must be answered. If a
guard leaves the site, you are told.

Before you start

¢ An owner, admin, manager or dispatcher login. Sign in at app.teammap.co on a computer.
e Guards use the TeamMap app on their phone.

e The examples here are a demo site, Riverside Plaza, and one guard's night patrol.

At each checkpoint

The guard scans, writes what they saw, takes a photo

1. At the checkpoint, the guard scans its QR code or taps its NFC tag.
2. The app then asks what they saw. They cannot go on until they write it.
3. Then it asks for the photo. All of it goes with that checkpoint.

4. You choose this per checkpoint when you build the patrol.



S Side door check v X
ROUTE

X Not started
Map Details Chat Activity

@ 0 of 1 stops visited

1 Side door

O Not visited @

Side door X
Stop1 O Not visited

©

€) View on map </ Directions
Description
Next stop: Side door Check the side door is locked and the light above
it works.

Scan code,

= then photo of + Add to this route
the area = Scan code, then photo of the area

At the checkpoint, tap to scan. What to check here, then scan.




Side door Side door
Write what you saw here. The note goes with your Write what you saw here. The note goes with your
check-in. check-in.
What did you see? * What did you see? *
Doors locked, lights on, nobody around Side door locked. Light above it is out, told the
manager.

Cancel Cancel

Continue stays off until the guard writes. The guard writes what they saw.



Side door
Last step: a photo of the area around you

@ QR code scanned

(@) Take a photo of the area
& g
o:r

(©) Like this (®) Not this

Show the area around you. Don't take a photo of
the QR code.

{ Can't take a photo

This stop will show with no photo.

Then the photo.

Checkpoints scanned

e Every checkpoint on the patrol

1. Open the patrol: in the bar on the left, click Routes, then the patrol.
2. Each checkpoint has its own row, in the order the guard walks them.
3. Under the name is what the guard is asked to check there.

4. Each row shows how it was proven (QR code, NFC tag or photo) and the time the guard was
there.



Location
Route Night patrol Pad 2 Parker Lewis

@b Riverside Plaza

@ Details @ Done justnow %. by Parker Lewis

35 Alfields
40f 4 stops visited

. O chat Ar Activity

# General View conversation >

Reports 1
Completed
Nightly site check
today at 10:14 AM <7 Submitted

D) Parker Lewis

Stops 4 ® Stop visited

Front gate

Gheck the gate s chained

and the padlock Is closed.

© visited 933 4M (@) (22

Loading dock
Roll-up doors down and

locked. No pallets left outside. >
© Visited 9:41 AM (o)) (@

Main lobby
Lobby doors locked and the
alarm panel armed.

Visited 9:48 AM (@

Parking lot
Walk the lot. Note any car still
parked after hours.

@ Visited 9:56 AM (@) (22

Scanned by QR code: Front gate: the guard
scanned the QR sticker there, wrote what they
saw and took a photo. The time is when they
scanned it.

Photo only: Main lobby: this checkpoint asks
for a photo and a written description.

e Open a checkpoint

1. Click a checkpoint row.

[m}

Nomessages about this route yet

Only messages about this route show here.
Everyone on your team reads this chat.

+ Message

Tapped by NFC tag: Loading dock: the guard
held the phone to the NFC tag there, wrote what
they saw and took a photo.

Scanned by QR code: Parking lot: the guard
scanned the QR sticker there, wrote what they
saw and took a photo.

2. It opens beside the list: how it was proven, the time, what the guard wrote, and the photo they

took there.



Click a checkpoint.

2 gate is chained
adlock is closed.

9:33AM (@ )| 82

lock

oors down and

o pallets left outside.

Q41 AM (00 )| @

w
ors locked and the
el armed.

948 AM (B

today at 10:14 AM <7 Submitted

g Parker Lewis

® Stop visited
Stops 4

Front gate

Check the gate is chained
and the padlock is closed. >

@ Visited 9:33AM (@) (32

2 Loading dock
Roll-up doors down and
locked. No pallets left outside. >
(=) Visited 9:41 AM (00 || (2
3 Main lobby . .

§omlaless ddomen lnolomd ool dlan

@ Visited 32 QR code verified

Taken Nov 8 - 9:33 AM

Guard note

Gate chained and padlock closed. Lot lights on, nobody around.

S Front gate

@ Tasks 0

z=) Notasks ) + Add task
Mothing to tick off at this stop yet.

What the guard wrote at this checkpoint.

LITTLE
HELL GATE

A

No messages ¢

Only messages abo
Everyone on your



today at 10:14 AM <7 Submitted

':" Parker Lewis

Stops 4 @ Visited 2 QR code verified
, | Frontgate
Check the gate is chained
and the padlock is closed. >
© Visited 9:33AM (@) )| 22
PERETTIOTE—E AM
2 Loading dock Guard note
Roll-up doors down and Gate chained and padlock closed. Lot lights on, nobody around.
locked. No pallets left outside. ”
Visited 9:41 AM (i) | [ (8 S5 Front gate
3 | Main lobby © Tasks 0

The photo the guard took there.

See the photo full size

1. Click the photo. It opens full size.

2. Press Esc or click the X to close it.




The checkpoint report

Download the checkpoint report

1. Open the patrol's menu, then Export and reports, then the report.

2. The PDF lists every checkpoint in order: how it was proven, the time, what the guard was asked to
check, what they wrote, and the photo.

# General View conversation >

Open the patrol's menu.

# General View conversat
10 View on map
Lewis _ )
2= Assign task
(O Create incident
I —
&, Export and reports > & Exportdata
& Copy link B Route completion report

%2 Share link QR

57 Move to channel...

Click Export and reports.



2 Parker Lewis X [J Chat A Activity

# General View conversation >

D Vview on map

2= Assign task
(O Create incident

| p—
&, Export and reports > 4. Export data

& Copy link B Route completion report

a@

2 Share link QR

)

Move to channel...

Pick the report.

A report for your client

1. Open the client and click its patrol report tab, then pick the day.

2. Each round is listed with the guard, the time and the checkpoints done, with what the guard wrote
at each one.

3. The photos the guards took are with each round.

Details Den 5 Clients v > Riverside Properties v 7

B O

Locations

Hours @ Client details

© lo

Patrol report <2 Live view

A private live map of this client's sites while a guard is on duty. Only people on the client's
email list can open It.

Show shifts and hours
The client sees the next 7 days of shifts and the hours worked in the last 7 days. Guards show by first

Email it to
Type an email address

Each person gets an email with the link. NMew addresses also start getting this client’s patrol reports. Yor

Click the patrol report tab.



Guard on duty Parker
6:04 AM until now, still on duty
Clocked in at the property

Longest time between patrols 52m

Patrol log 6:33 - 6:56 AM - 4 of 4 stops - 4 photos - Done
NFC verified: Loading dock at 6:41 AM
Front gate at 6:33 AM: Gate chained and padlock closed. Lot lights on, nobody around.
Loading dock at 6:41 AM: Roll-up doors locked. Second window Left of the dock door is smashed, reported as an incident.
Main lobby at 6:48 AM: Doors locked. Alarm panel armed and showing no faults.
Parking lot at 6:56 AM: Two cars still In the lot after hours, plates noted. Nobody around them.

8. -8

Each round, with what the guard wrote at every checkpoint, and the photos.

Download it as a PDF

1. Click Download and pick the client copy.

2. You can also have the report emailed to the client after each shift or every day.

Riverside Properties ~ v

&, Download PDF v <7 Email the team owner 7 Add the client's email

The client has no email yet, so this goes to the team owne

perty

r
AM until now, still on duty
ed in at the property

Click Download.



Riverside Properties

&, Download PDF v <7 Email the team owner 7 Add the client"

The client has no email yet, so this goes to the te
Client copy

Owner copy, with breaks and times away

the property

Parker
6:04 AM until now, still on duty
Clocked in at the property

52m

Pick the client copy.

Real-time incident reports

Open Incidents

1. Click the grid button at the top left (Browse workspace) and click Incidents.

2. The list of incidents opens. Keep it open: new ones come in on their own.

Calgary

[IE] = -
- Winnipeg

Mot clocked in e Guard 1- today at 9:55 AM -

On shift now "._:‘. Parker Lewis - Riverside Plaza

2]
~ Get your team set up : Portland
- Hide 0
7 of 8 done
o= o) Turn on the features your
~ team uses i
5 Chi
(® Import your sweep file
& @ Add a location an hour ago
() Draw a perimeter around a location
(® Invite your team members

Click the grid button at the top left.



# Channels 5 >

M Incidents 18 + 5 ®
(,‘% Members 27 >
) S0S — Guard1 ® Resolved an hour ago
Operations W
S0S8 — Guard1 e Resolved an hour ago
%= Tasks 3open >
S0S8 — Guard1 e Resolved an hour ago
B Events 1live > ) >
S0S5 — Guard 1 ® Resolved an hour ago
A Incidents 18 > ?
S0S — Guard1 ® Resolved an hour ago
@ S0S >
505 — Guard 1 ® Resolved an hour ago 1 >
Fleld ¥ S0S8 — Guard1 e Resolved an hour ago 1 »
S Routes 3
SOS — Guard 1 ® Cancelled an hour ago 3 >
4 Sweeps ’ S0S — Guard 1 ® Resolved an hour ago 3 3
0.,
~ Visitors S0S — Guard1 ® Resolved an hour ago

Click Incidents.

e A guard reports it, you see it at once

1. The guard reports the incident in the TeamMap app: what happened, where, and photos.

2. It shows up in your list the moment it is sent, and a New incident reported note pops up. No need
to refresh.

3. Click it to read it.

mm\' Corp + X Alncidents 19 + § ® X Today

Q Search anything

Filter Incidents Get your teal
Q 7 of gg h e New incident reported
Quick create 4 SOS Broken window at the loadin
a Broken window at the just now ® Turn on the.
loading dock
2 Task Incident 2 Report ’
© & © 1200 Riverside Ave (@ 2 ® Unassigned © Import your sweep file
@ shift 88 More — Guard 1 ® Resolved W © Add a location
Core v S0OS — Guard 1 ® Resolved an hour ago (® Draw a perimeter around a location
# Channels 6 > S0OS — Guard 1 ® Resolved an hour ago @ Invite your team members
2 Members 27 > SOS — Guard 1 ® Resolved an hour ago O Set up arepeating shift
(© Set up aroute template
Operations v S0S — Guard1 ® Resolved an hour ago
(%) Add a client with an email
2= Tasks Jopen > 505 — Guard 1 ® Resolved an hour ago
i S0S — Guard1 ® Resolved an hour ago .
B Events 2 ¥ Z Active incidents

The new incident, a moment after the guard sent it.

@ Read the incident

1. The incident shows what the guard wrote, its type and priority, the site, a map, who reported it
and when.

2. Respond within shows how long is left to respond.



3. It is tied to the patrol it came from, at the top left.

Route
a ncidents > Broken window atthe loadingdock v Ty A Reported v (3 Ghat A Activity

SS Night patrol 4 General View conversation 3

Respond within 2h  (ZZRCREETE I — Priority: Medium

@ Details
& Files

Second window left of the dock door is smashed. Glass inside and
B reports out. Nobody in the area, the door Is still locked. Waiting at the

dock for the manager.
35 Alfields

Reports

Incident details e Submitted [m]
No messages about this incident yet

Only messages about this incident show here.
Everyone on your team reads this chat.

+ Message

See the incident photos

1. Click Files.
2. Every photo the guard added is there.

Route = : i
@Gh > ants v > Broken window at the loading dock v {}

Respond within 2h 2 Vandalism — Priority: Medium

S5 Night patrol

S+ Assign

() Details

Files

Second window left of the dock door is smashed. Glass inside and
@ Reports out. Nobody in the area, the door is still locked. Waiting at the

dock for the manager.
45 All fields

Click Files.



3= Allfields

Drop files here or click to browse
Images, video, audio, PDFs & Office docs - up to 50MB

0 loading-dock.jpg & W @ back-door.jpg
450 KB - 11/08/2026 529.9 KB - 11/08/2026

The photos from the guard.

A guard cannot send an incomplete incident

1. Build the report your company requires, and make it required on incidents.
2. With your team's incident rules on, the guard cannot go on without a photo.

3. The report opens inside the incident form. The guard cannot go past it until the required questions
are answered.

4. Supervisors and dispatchers logging an incident are not held to it.
5. The answers stay with the incident, under Reports.



& Create incident X A Create incident X

The basics Step 10of 3 Reports Step 2 of 3
I

‘Add a photo before you go on. )

Fill in what you know now. Anything left blank can be
added on the incident later.

53 Use a template
Incident details

Incident title *

) What happened, in full? *

( )

Photo of the scene *

CGate left open

Incident description Optional

Add a description
@ Add photo
® Incident type N
No type
Priority 5
Medium
o Assign to
~ >
Nobody yet
@) Draft saved justnow  Start over ®) Draft saved just now  Start over

No photo yet: the guard cannot go on. Your questions, inside the incident form.



& Create incident X

Reports Step 2 of 3

| Answer the required questions before you go on.

Fill in what you know now. Anything left blank can be
added on the incident later.

Incident details

What happened, in full? *

. J

Photo of the scene *

@ Add photo

6‘} Draft saved just now Start over

Required questions empty: still cannot go

on.

Route = : i
G > v > Brokenwindow atthe loadingdock ~ gy

Respond within 2h 2 Vandalism — Priority: Medium

S Might patrol

S+ Assign

Details

Files
Second window left of the dock door is smashed. Glass inside and
@ Reports out. Nobody in the area, the door is still locked. Waiting at the

dock for the manager.
4= All fields

1\

—

Drop files here or click to browse
Images, video, audio, PDFs & Office docs - up to 5C

Click Reports on the incident.



Second window left of the dock door is smashed. Glass inside and
@ Reports out. Nobody in the area, the door is still locked. Waiting at the
dock for the manager.

-

1
|

All fields

-

Reports 1

W PR

Incident details
today at 10:17 AM <7 Submitted

B Parker Lewis

The report the guard filled in.

Download the incident report

1. Open the incident's menu and pick the PDF.
2. The PDF has the description, the photos, the location, the timeline and the reports filed on it.

the loading dock {} / Reported ~ > start . x [J Chat A Activity

# General View conversation >

~ Priory: Medum -

. Glass inside and
Jaiting at the

+ Add v

Open the incident's menu.



[ Cchat Ar Activity

window at the loadingdock ~ ¥ A Reported v~ ves
~ Prorny: Medtum

# General View conversatic

Find it

10 View on map

Change of remove
is smashed. Glass inside and &, Export summary PDF

fill locked. Waiting at the
g [0 Duplicate

¢ Edit

@ Seen by

dd v

g Share »

59 Move to channel..

& Delete

Pick the PDF.

Custom reports

A report your team built

1. Build your own report templates with the questions you need: text, yes or no, choices, numbers,
dates, ratings, photos, videos, files and signatures.

2. A guard fills it in on their phone. Open it to see each question with the guard's answer and photo,
who filed it and when it was sent.

3. This one was filed on the night patrol, so it shows on that patrol too, under Reports.

Demo S > > Nightly site check v

2 Parker Lewis v § Vsumiced X

© Details & Attached D History

All doors locked?
Yes

What did you see?
All quiet apart from the broken dock window (see the incident). Two cars still in the lot after hours, plates noted.

Photo of anything you noted

Submitted

Nov 8, 2026 at 10:14 AM




An incomplete report cannot be sent

1. When you build a report, mark any question Required, including a photo question.

2. Until every required question is answered, the guard cannot submit. The app says how many are
left.

2] Nightly site check v X
REPORT

f:,'\ Parker Lewis Draft

.= 3answers left

~  Go to All doors locked? v Saved v

All doors locked? *
Yes No

Pick one

What did you see? *

Photo of anything you noted *

@ Add photo

Questions left to answer before it can be
sent.

Guards on post

See the guard on their shift

1. TeamMap tracks each guard's location while they are on shift.

2. Every site has a circle around it. Open the shift to see the guard and the site.



Details Today-9:04 AM - 5:04 PM

w

Patrol

Files £ Schedule

start End

Reports

| B Novg -9:04AM | | B Nova-s:04PM

X 8N scheduled

» Worked

01:13:26

—
6h 47m left

Post orders

No post orders for this site
Add the instructions a guard must read before working this site.

=]

[3) Pass-downlog ~ + Addnote

Notes for the next shift: safety issues, repairs, client requests.
© GPS tracking

€3 Where they clocked in

2 Parker Lewis

© Location and client

Location

Client

+ Create post order

If a guard leaves the site, you are told

@ Onshift v > start break JCH X

[3J chat Ar Activity

# General View conversation >

Riverside Plaza

Riverside Properties

[m}

No messages about this shift yet

Only messages about this shift show here.
Everyone on your team reads this chat.

Live tracking

an hour ago

@ View on map

+ Message

1. If the guard walks out of the site's circle during a shift, the shift shows it and an alert goes out.

2. You choose how long a guard can be away before the alert goes out.

# General v

K\ Turn on notifications

All 10w

Cttawa
@
Toronto
o

aminute ago

/A Broken window at the |

v

Chicago
Q

@
&

Washington
@

-
H‘
(]
&
‘?‘

Click the bell.

Messages

Members

E2E Guard Lane Dispatcher
EZ2E dispatch 241203726

Guard 1
EZE reply 268132c0d

E2E Guard Lane Dispatcher
EZE unread at t 146252ce6

Today

8:58 AM

8:58 AM

9:06 AM



Notifications

i s
80 unread < Mark all read »

All Safety 59  Shifts 3  Routes 4 Reports 4  Message >

Needs attention - 4

just now

@ L
Team member left post
Parker Lewis left Riverside Plaza while clocked in.
& a minute ago ~
New incident reported
Broken window at the loading dock
@ 17 minutes ago o
Not clocked in * & rImonit
Guard 1 has not clocked in. The shift began at 6:55 AM.
® an hour ago o
The guard left the site.
Good to know
How a checkpoint is proven You pick it per checkpoint when you build the patrol: scan a QR code,

tap an NFC tag, be there by GPS, or take a photo. You can ask for a
written note and a photo as well as a scan.

Your company's policies Put your rules in post orders and team rules, and guards confirm they
have read them. Make your own report required on incidents.

Your team's words Your team can rename things, so your screens may say Patrols for
Routes, Checkpoint for Stop, or Site or Property for Location.

Questions, or want TeamMap set up your way? Book a demo or contact us, and we
will customize your account.



https://cal.com/teammap
https://app.teammap.co/support

