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1. Dispatcher Resources Reporting  
1.1. Reports that are Automatically 

Generated by Beacon 

1.1.1. Incident Reports

©2024 Trek Medics International | USPTO: 10,171,980

To view and download incident reports:

1. Click the Incidents tab in the profile menu
2. Download an incident report by clicking 

the Incident Report hyperlink
3. If the Incident Report doesn’t download 

automatically as an excel spreadsheet, click 
Generate Incident Report, which will 
open up a new screen

4. Enter the Incident Number
5. Click the Generate Report button

1
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1. Dispatcher Resources Reporting  
1.1. Reports that are Automatically 

Generated by Beacon 

1.1.2. Summary Reports
Summary Reports provide a summary of all incidents in a data center over a given period of time. Summary reports are 
emailed as an Excel spreadsheet that can be manipulated and filtered to query the available data. Summary reports are 
emailed from info@trekmedics.org, you should add this address to your safe senders list.

1

2

STATUS:  BEACON TRAINING_2021-12-01_2021-12-31.xlsx will be emailed to you.

3 4 5

6

BEACON

To generate and download a summary report:

1. Click the Incidents Tab in the profile menu
2. Click on the New Summary Report 

button
3. Enter the Start and End Dates you want to 

include in the Summary Report
4. Confirm/edit email address
5. Click the Create Summary Report
6. Confirmation that your report is being 

generated and will be emailed to you
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1. Dispatcher Resources Reporting  
1.2. Documentation that is Manually 

Added by Responders 

1.2.1. Incident Notes
Beacon allows Responders to submit notes for incidents that they were assigned to by SMS. These 
notes are collected and displayed in the Incident Report. This page details how Web Dispatchers can 
retrieve and update the Incident Reports in order to view the Incident Notes submitted.

Incident Notes are stored in the Incident Report. To 
retrieve and view the Incident Report:

1. First, go to the Incidents tab in the Profile Menu
2. Find the Incident you are looking for and click 

the Incident Report link to download the report 
in an excel spreadsheet. The Incident Notes can 
be found at the bottom of the Incident Report

A couple other things to keep in mind regarding Incident 
Notes:

• Incident Reports are accessible via the Incidents page only 
for the past 30 days. To retrieve and view Incident Reports 
that are older than 30 days, simply enter this link in your web 
browser with the correct Incident ID Number at the end.
◦ For example, if you wanted to retrieve the report for 

Incident 7736, you would enter this url in your web 
browser: https://beacon.trekmedics.org/incident/7736

• Only Responders who have been assigned to an incident can 
submit notes (Read how to Submit Incidents Notes by 
SMS)
◦ Dispatchers can’t submit notes via SMS; they are able to 

do so through the Comments section on the Incident 
Details page

• Notes can be submitted via SMS or when completing the 
response to the incident on the mobile app

• Responders can submit notes as many times as they wish, but 
they can’t be erased

• Notes can be submitted at any point after the Responder has 
been assigned to an incident – i.e., while the incident is still 
active or after it’s been completed

1

2

https://docs.trekmedics.org/documentation/responder-resources/mobile-app-interface/response-workflows/submit-incident-notes-mobile-app/
https://docs.trekmedics.org/documentation/responder-resources/sms-interface/submit-incident-notes-sms/
https://docs.trekmedics.org/documentation/responder-resources/sms-interface/submit-incident-notes-sms/
https://docs.trekmedics.org/documentation/dispatcher-resources/key-functions/monitoring-incidents/#incident-details-page
https://docs.trekmedics.org/documentation/dispatcher-resources/key-functions/monitoring-incidents/#incident-details-page
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1. Dispatcher Resources Reporting  
1.2. Documentation that is Manually 

Added by Responders 

1.2.2. Case Reports 
1.2.2.1. User Registry

Responders who will be creating Case Reports through the mobile app need 
to be added to this Registry beforehand, otherwise they will not be able to 
access the feature on their devices.

Beacon Web Users with the Manager role can 
add, edit or delete users to grant access to Case 
Reports 

To access the User Registry: 

1. From the Beacon Dashboard, navigate to the 
profile menu and select Settings 

2. Navigate to the Reports menu and click the “View” 
button for the Case Reports User List and it will 
open the interface where you can add users or 
manage current ones 

3. Fill this form to create a new Case Report User. 
Please confirm the email address is correct before 
clicking create. 

4.  Users List — Displays the current users that are 
able to create, amend and view Case Reports 

A.  Reset Password — will send the specific user 
an email containing a reset password link 

B.  Action Buttons —  allow you to edit information 
or delete the user form the Beacon database

1

josue.r01@trekmedics.orgDiaz Response-01                Josue

3

4
BA*** Additional Notes:  

• Email and password will always be required for users each time 
they access the Case Reports or Audit Log interfaces

2Case Reports User List
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1. Dispatcher Resources Reporting  
1.2. Documentation that is Manually 

Added by Responders 

1.2.2. Case Reports 
1.2.2.2.Web User Access

Beacon Web Users with the Manager role can edit other web users to  
grant access to Case Reports

Access the web user creation interface: 

1. From the Beacon Dashboard, navigate to the 
profile menu and select Settings 

2. Navigate to the Resource List menu and click the 
“View” button for the Web App Users List and it 
will open the interface where you can create new 
users or manage current ones 

To grant Case Report access to a Web App User: 

3. Scroll down if needed to display the users list.  
Locate the user you would like to grant access to 
and, under Actions, use the Edit icon 

4. The user information will display on the above 
form. Select which access you will grant this user: 

A.  Case Report Access — Gives the user access 
to view and download Case Reports 

B.  Audit Log Access — Gives the user the ability 
to monitor historical activity related to Case 
Reports on their agency account. This access 
does not include Case Report viewing or 
downloading capabilities.

2

B

3

A

web.dispatcher00

web.dispatcher@trekm…

4

1

*** Additional Notes:  

• Email and password will always be required for users each time 
they access the Case Reports or Audit Log interfaces



©2024 Trek Medics International | USPTO: 10,171,980

1. Dispatcher Resources Reporting  
1.2. Documentation that is Manually 

Added by Responders 

1.2.2. Case Reports 
1.2.2.3.Custom Documentation

Beacon Web Users with the Manager role can add Custom Documents that will 
be available for Responders to use in the Documents section of the Case Reports

To upload a Custom Document: 

1. From the Beacon Dashboard, navigate to the 
profile menu and select Settings 

2. Navigate to the Reports menu and click the 
“Upload” button next to the Custom Document 
Upload title. 

3. The Custom Documentation Upload window will 
pop up. Click Choose File to select a file from your 
computer then click save to complete the upload 

4.  Saved Documents — A list of uploaded files will 
be displayed here. Any file on this list will be 
available for mobile app users when creating a 
Case Report. 

5. You can delete a specific file by clicking on the 
Trash icon. Deleted files will no longer be available 
for mobile app users when creating a Case Report

NOTE: Beacon allows agencies to upload 
Custom Documents, but you will have to 
use a separate software to edit them. 

1

2

File Name

3

4
5

Case Reports User List
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1. Dispatcher Resources Reporting  
1.2. Documentation that is Manually 

Added by Responders 

1.2.2. Case Reports 
1.2.2.4.Downloading Case Reports

Web App users with the correct permission can download Case Reports.

To download a Case Report (only possible via the 
Beacon Web Application) 

1. From the Beacon Dashboard, navigate to the profile 
menu and select Case Reports.  

2. On the list, locate the Case Report you are looking for 
and click the Download Icon.  

3. The Case Report will be compiled and download as 
an .xlsx file 

4. Click the View Icon to show the Revision History of a 
Case Report 

a.  ID — this number pertains to the revision created 
for the case report. If the case report was never 
amended this list will only display one revision 

1

12

14

13

1a

14

*** Additional Notes:  

• Username and password will always be required 
for users each time they access the Case Reports 
or Audit Log interfaces
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1. Dispatcher Resources Reporting  
1.2. Documentation that is Manually 

Added by Responders 

1.2.2. Case Reports 
1.2.2.5.Accessing the Audit Log

Web App users with the correct permissions can monitor and download Case 
Reports activity.

1

To access the Audit Log: 

1. From the Beacon Dashboard, navigate to the profile 
menu and select Audit Log 

2. The Audit Log History will show a list of all activity 
related to Case Reports. You can use a Start / End 
Date range or Incident Number to Filter Activity 

3. Generate Report — Use this button to compile an 
Audit Report that will be delivered to the user’s 
registered email as a .csv file. The report will be 
generated with the activity according to the filters 
applied to the list.

manager.training

manager.training

Beacon Manager

Beacon Manager

2

3*** Additional Notes:  

• Username and password will always be required 
for users each time they access the Case Reports 
or Audit Log interfaces
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2. Responder Resources Reporting - Documentation 
2.1. Submit Incident Notes

About Incident Notes for Responders
Beacon makes it possible for responders to submit and store notes for incidents to which they were 
assigned up to thirty (30) days after the incident. Mobile dispatchers are also able to add incident 
notes for incidents that they dispatched from their mobile device.

Privacy Disclaimer
The Incident Notes feature is not for the collection and storage of personally identifiable information (PII) or personal health 
information (PHI). It is against our policy for any PII/PHI to be submitted here. PII/PHI includes, but is not limited to, full name, 
government identification numbers, driver’s license number, bank account number, passport number, date and/or place of birth, 
bio-metric records et al. This feature is only intended for information which would not be considered PII/PHI.
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2. Responder Resources Reporting - Documentation 
2.1. Submit Incident Notes 

2.1.1. Through the Mobile App

The Response Times Summary is 
sent to responders whenever their 
involvement in an incident ends.

You can choose to Add Notes by 
pressing the button here and the 
incident notes interface will open for 
that specific incident. You can also add 
notes later using the Incident History.

3

Incident 75 Complete
Response to Incident # 75 complete.

3

3

1

2 4

A couple other things to keep in mind regarding Incident Notes:
• Only Responders who have been assigned to an incident can submit notes
• Responders can submit notes as many times as they wish, but they can’t be erased
• Incident History only displays incidents attended or dispatched in the previous thirty days

• Notes can be submitted at any point after the Responder has been assigned to an incident – 
i.e., while the incident is still active or after it’s been completed

• Notes are stored in the Incident Report (click here to read how to retrieve and view notes 
in the Incident Report)

To Submit Incident Notes using the Incident History:

1. Go to the Settings Screen 
2. Scroll down to the Incident History button 

3. Locate the incident number for which you wish 
to add notes and click on the Add Notes button

4. Enter your notes and click Submit to save

* Be aware that Incident Notes are permanent and cannot be edited or deleted from the incident record.

Case Reports is an Add-On Feature of the 
Beacon Platform and is not enabled by default. 
Send an email to info@trekmedics.org to talk 
with a Support Team member about the Case 
Reports feature for your agency account.

https://docs.trekmedics.org/documentation/dispatcher-resources/reporting/view-incident-notes/
https://docs.trekmedics.org/documentation/dispatcher-resources/reporting/view-incident-notes/
mailto:info@trekmedics.org
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2. Responder Resources Reporting - Documentation 
2.1. Submit Incident Notes 

2.1.1. Through the Mobile App

A couple other things to keep in mind regarding Incident Notes:
• Only Responders who have been assigned to an incident can submit notes
• Responders can submit notes as many times as they wish, but they can’t be erased
• Incident History only displays incidents attended or dispatched in the previous thirty days

• Notes can be submitted at any point after the Responder has been assigned to an incident – 
i.e., while the incident is still active or after it’s been completed

• Notes are stored in the Incident Report (click here to read how to retrieve and view notes 
in the Incident Report)

The Incident Notes feature can also be accessed through the sidebar while an incident is active.

A couple other things to keep in mind regarding Incident Notes:
• Only Responders who have been assigned to an incident can submit notes
• Responders can submit notes as many times as they wish, but they can’t be erased
• Incident History only displays incidents attended or dispatched in the previous thirty days

• Notes can be submitted at any point after the Responder has been assigned to an incident – 
i.e., while the incident is still active or after it’s been completed

• Notes are stored in the Incident Report (click here to read how to retrieve and view notes 
in the Incident Report)

* Be aware that Incident Notes are permanent and cannot be edited or deleted from the incident record.

To add notes using the sidebar:

1. From the Home Screen, press the 
sidebar icon (not shown)

2. Locate the active incident you would 
want to add notes to and press the + Add 
button

3. From the list select + Add Notes to 
access the incident notes interface

2

3

https://docs.trekmedics.org/documentation/dispatcher-resources/reporting/view-incident-notes/
https://docs.trekmedics.org/documentation/dispatcher-resources/reporting/view-incident-notes/
https://docs.trekmedics.org/documentation/dispatcher-resources/reporting/view-incident-notes/
https://docs.trekmedics.org/documentation/dispatcher-resources/reporting/view-incident-notes/
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2. Responder Resources Reporting - Documentation 
2.1. Submit Incident Notes 

2.1.2. Through SMS
About Incident Notes for Responders
Beacon makes it possible for responders to submit and stores notes for incidents that they were assigned 
to. Submitting incident notes via SMS is possible. These instructions will show you how to do it.

To Submit Incident Notes through SMS

1.To submit Incident Notes, the Responder must first know the ID of the 
incident that they were assigned to 

2.When the Responder is ready to submit their notes, they will start a new 
SMS message that contains the Incident ID inside a parentheses, like 
this: (67922) 

• There should be no spaces before or after the Incident ID 
• Once the Responder has written their notes, they will send the 

message to Beacon, just like any other SMS they send to Beacon 
3.When the notes have been received Beacon will send back a 

confirmation explaining the same
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2. Responder Resources Reporting - Documentation 
2.2. Case Reports 

2.2.1.Accessing Case Reports Interface Mobile app users can access the Case Report interface 
through the mobile app in different ways.

A. When a responder is currently assigned 
to an active incident: 

1. Form the Home Screen, open the 
Sidebar 

2. Locate the incident you are assigned to 
and press  

3. Press   Add Case Report from the list

   Add+

*** Additional Notes:  
• Users can only create Case Reports for incidents they have 

been assigned to 

• Email and password will always be required for mobile app 
users each time they create, amend or view a Case Report

A. When Currently Assigned to an Active incident

2

11

3
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2. Responder Resources Reporting - Documentation 
2.2. Case Reports 

2.2.1. Accessing Case Reports Interface
C. Through the Incident HistoryB. When an Incident is Completed

B. When the responder 
completes the incident they 
will get the Incident Summary: 

1. Scroll down if needed and 
press  Add Case Report 
from the options

1

C. The Case Reports feature will always 
be accessible through the Incident 
History: 

1. Press the Settings icon on the 
bottom navigation bar 

2. Scroll to the bottom and press on 
Incident History 

3. Locate the specific incident and 
press   Add Case Report button

1

2

3

*** Additional Notes:  
• Users can only create Case Reports for incidents they have been assigned to 

• Email and password will always be required for mobile app users each time 
they create, amend or view a Case Report
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2. Responder Resources Reporting - Documentation 
2.2. Case Reports 

2.2.2. Creating Case Reports  

To add, edit or view a Case Report, mobile app users 
first verify their identify through the Log In interface: 

1. Log In using the email and password that was 
registered. 

2. Forget Password — Use this feature to send a 
password reset link to the user registered email. 
The correct email must be entered on the email 
field in order for the process to complete 

3. After a successful Log In press the Create new    
button that will be displayed 

4. This is how the Case Report form will look initially 
before completion.

11

14

2

josue.r01@trekmedics.org

3

Mobile app users can create Case Reports through the mobile app 
for incidents that they have been assigned to.

*** Additional Notes:  
• Users can only create Case Reports for incidents they have been assigned to 

• Email and password will always be required for mobile app users each time they 
create, amend or view a Case Report 

• In compliance with HIPAA privacy standards, no patient data is stored on mobile 
devices. Exiting the Case Report will clear all fields so users should be sure to 
Submit a Case Report before exiting the feature
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2. Responder Resources Reporting - Documentation 
2.2. Case Reports 

2.2.2. Creating Case Reports  

*** Additional Notes:  
• Users can only create Case Reports for incidents they have been assigned to 

• Email and password will always be required for mobile app users each time they 
create, amend or view a Case Report 

• Some of the information automatically included by Beacon will be editable 

• In compliance with HIPAA privacy standards, no patient data is stored on mobile 
devices. Exiting the Case Report will clear all fields so users should be sure to 
Submit a Case Report before exiting the feature

V

The Case Report form has ten ( 10 ) main sections to 
capture information including a signature requirement: 

1. Incident Info — This section includes: Responder Name, 
Incident Address, Location Type and Severity. It includes 
automatically captured information from the Incident 
Details 

2. Personal Info — Here you can add Personally Identifiable 
Information (PII) details about the person a responder is 
providing services to 

3. History Info — An open text field which allows users to 
document the history of the incident and/or patient 

4. Assessment — includes Signs & Symptoms and 
Psychological Presentation subsections to document vital 
signs and other common observable assessment findings 
along with some guided open text fields to continue PHI 
capture 

5. Treatment — Use this to document medical interventions 
(mostly applicable to EMS) 

6. Transport — Includes automatically captured information 
from the Incident Details if a transport incident workflow 
has been completed. Manual input is also possible 

7. Outcome — Includes guided open text fields: Referral, 
Disposition, Safety Plan

1

Mobile app users can create Case Reports through the mobile app 
for incidents that they have been assigned to.

2
3
4
5
6
7
8
9
10

11
12

13 14 8. Documents — Custom Documents uploaded through 
the Web App will be available here for responders to 
access and download 

9. Attachments — image and file attachments can be 
uploaded and saved here 

10. Signature — A signature will always be required in order 
to submit a Case Report. Press on the field to Sign and 
Save. The signature will be added to the attachments 
section when successfully captured 

11. Submit — This button will activate when all Required 
Fields are complete. Please submit a Case Report before 
leaving the interface as this will save the information and 
allow the user to come back to Amend Case Report   

12. Cancel — Closes the Case Report and information 
entered on the form related to the session will be lost if 
not submitted — this is to prevent unauthorized access 
and storage on devices 

13. Back — Use this button to go back. Note that all 
information will be lost if the user goes out of the Case 
Report interface without a successful submit 

14. Expand / Collapse All — Pressing this button will expand 
or collapse all sections at once
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2. Responder Resources Reporting - Documentation 
2.2. Case Reports 

2.2.3. Amending Case Reports  

*** Additional Notes:  
• Users can only create Case Reports for incidents they have been assigned to 

• Email and password will always be required for mobile app users each time they 
create, amend or view a Case Report 

• Once a Case Report has been submitted the information cannot be deleted 

• The Amend Case Report    feature can be used as many times needed 

• A Signature is required for each Case Report or Amendment submission  

• In compliance with HIPAA privacy standards, no patient data is stored on mobile 
devices. Exiting the Case Report will clear all fields so users should be sure to 
Submit a Case Report before exiting the feature

Once a Case Report has been submitted a responder can submit 
Amendments to add or correct information from the previous 
submission. 

To Amend A Case Report: 

1. Locate the incident and press   Add Case Report. Log In 
using the email and password that was registered. 

2. Press the Amend Case Report    button that will be 
displayed 

3. Expand the menu to show the revisions. If multiple 
Amended Case Reports    have been submitted a Revision 
will be displayed for each 

4. Select the Revision you would like to Amend  

11

josue.r01@trekmedics.org

2

Mobile app users can Amend Case Reports  through the mobile app. 
This option will only be available for incidents that already have a 

submitted Case Report by the specific responder.

1

4
3IMPORTANT: Amending a Case Report does not overwrite the 

original submission. Amending a Case Report allows you to  add 
information or make corrections, but previously submitted 
information will not be deleted. Amendments can be made as 
many times needed and will be displayed along with the original 
submission in the Case Report printout file, along with User 
names and timestamps. Make sure to Submit the Case Report.
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2. Responder Resources Reporting - Documentation 
2.2. Case Reports 

2.2.4. Documents & Attachments

When the agency has uploaded custom documents they will 
be available under the Documents Section: 

1. Locate the Documents section and expand to display the 
list of documents 

2. Press on the desired document to view the options 
available 

3. Press the Eye icon to show a pre-view screen of the 
document 

4. Open in Third Party Application — press this button to 
open the document on any installed application that will 
allow you to edit / fill the document 

5. A disclaimer message will appear. Agreeing by checking 
the box is required to continue 
 
*** IMPORTANT *** 
Beacon is not Responsible for the security of data shared 
with Third Party Applications 

6. Once the document is complete, it will need to be 
retrieved as a file attachment from the device. 

Continue to the next page to learn about Adding Attachments

11

Custom Documents uploaded through the Web App will be available 
for Responders to use when creating a Case Report  

4

2
1

5

3
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2. Responder Resources Reporting - Documentation 
2.2. Case Reports 

2.2.4. Documents & Attachments

*** Additional Notes:  

• Attachments will be appended to the Case Report and 
available to download from the Beacon Web application by 
authorized users.

Responders can manually upload attachments to be 
included with the Case Repot: 

1. Locate the Attachments section and expand 

2. Press the add attachments button to display 
options available: 

a. Use Camera — Allows the camera to capture an 
image without the need to go out of the app 
(permission to use the camera should be 
granted) 

b. Gallery — Allows user to select an existing image 
from the device gallery 

c. Files — allows to browse and select files located 
on the device.  
If using the Custom Documentation feature with 
a Third Party App as described on the previous 
page, this step is needed to locate the file and 
upload it into the Case Report

Responders can include attachments when creating a Case Report  

11

2

1

a
b
c


