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SECTION 1: PEOPLESAFE PORTAL
WELCOME TO THE PEOPLESAFE PORTAL

This secure online portal will enable you to add user details so that if an alarm is 
activated, Peoplesafe’s 24/7 Alarm Receiving Centre (ARC) will know they are getting 
the right help, to the right person, at the right location.

Below shows a screen shot of our home page, from this page you can navigate 
around the portal, using either the icons or the left hand side navigation bar.

To start using the portal you will need your login details. You will find these in your 
welcome letter or email. If you have not received an email from us or a welcome letter 
containing login details, please click the ‘Forgot your login details’ button.
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SECTION 2: WHY DO WE USE THE 
PEOPLESAFE PORTAL?
Populating user information on the Peoplesafe Portal is an essential procedure 
customers must follow in order for Peoplesafe to maintain effective alarm 
management for each individual user. 

These details can be amended 24 hours a day to correspond with the procedures 
you want our Controllers to follow when an alarm is activated, and who you would like 
us to contact. Without this information, we will not be able to effectively assist the 
user in an emergency activation.

All personal information is fully protected and stored in such a way that Controllers at 
the Alarm Receiving Centre have no access until an alarm is activated. It is important 
that the information on the Peoplesafe Portal is kept up to date at all times.
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SECTION 3: ACCESSING THE 
PEOPLESAFE PORTAL

3.1. HOW TO LOGIN
To access the Peoplesafe Portal, visit Peoplesafe’s website at www.peoplesafe.co.uk 
and click on the acount icon button found at the top right hand side of the page. 

The Peoplesafe Portal login page will load, as shown. 
Use the relevant details sent to you in your welcome pack to log in, which will then 
take you to the Peoplesafe Portal Welcome home page.

3.2. FORGOTTEN PORTAL LOGIN USER ID
If you have forgotten your portal login user ID, first, click on the “Forgot your login 
details?” link. This will take you to a window that will allow you to enter your Portal 
Login ID or the email assigned to your Portal Login ID. When these details have been 
entered you will receive an email confirming your Portal Login ID and a link to set 
your new password. If you do not know your Portal Login ID or the email assigned to 
your login details, please contact your account administrator.

3.3. CHANGING THE PASSWORD
It is recommended you change the default password supplied by Peoplesafe.  To 
change your account password, navigate to the home page, click manage account 
then click account preferences.  The my account preferences screen will load, simply 
follow the instructions on screen and click the tick button.
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Depending on your access rights, you may be able to change logins/users for the 
account.

To change Users passwords, navigate to the home page, click manage account then 
click login management.  The Login management screen will load.  Click on the login 
you wish to update the password for. A pop up box will appear on screen.  Please be 
aware that we require a capital letter, digit, special character and at least 8 characters 
for a password. Once you have made the changes required, remember to click Save. 

3.4. FORGOTTEN PASSWORD

If you have forgotten your password, visit https://portal.peoplesafe.co.uk/Login.
aspx?ReturnUrl=/&origin=IDS and click ‘Forgot your login details’ on the login page 
of the portal.

3.5. LOGIN ATTEMPTS EXCEEDED

If you exceed the number of login attempts (defaulted to 5) then you will be 
prompted by a message to contact your account administrator or use ‘Forgot your 
login details?’ from the login page.
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SECTION 4: ESCALATION 
INFORMATION 
IMPORTANT INFORMATION ABOUT USER ESCALATION 
INSTRUCTIONS

user escalation instructions are free-form so you can include as much or as little 
information as you believe to be necessary. Although we ask that you keep them 
simple; be brief and straightforward, bearing in mind that Controllers may be required 
to read it in the middle of a complicated alarm situation. user escalation instructions 
may also be more complex than account escalation instructions. 

user escalation instructions should include the following:

A. Instructions on an agreed course of action in the event of specific events. These 
should give contact details of people in your organisation to call as part of the post-
incident follow-up actions. (see part D. below)

B. More complex situations may include the use of Unique Reference Numbers 
(URN’s)  or code words, (special numbers to call and indications of risk). 

C. Important (Red Flag) information; the first item a Controller looks at and which 
governs their initial response to the incident. It should contain any information 
relating to actions such as sending or not sending a ‘beep’ to show they are listening, 
restraints on talking to the user and medical information which may include:

 1. A condition which might be the cause of the alarm, e.g. a heart condition, nut  
  allergy, diabetes
 2. A condition or medication which might, if known, affect the way in which a  
  paramedic might give treatment following an accident
 3. Any allergies to medication, e.g. Penicillin
 4. Duress code
 5. Code words

D. A person that Peoplesafe can contact at any time, 24/7.  This may be a control  
 room, your call centre or an individual. All we ask is that you provide a number,  
 or series of numbers, to call at any time for information dealing with unexpected  
 problems. 
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They should have access within your organisation to enable; 

 1. finding location information from colleagues or family when device location  
  information may be unavailable or out of date
 2. local contact information for other locations and managers
 3. receiving and disseminating serious incident information 

It should be a fail-safe number, or series of numbers, which will always be answered

E. The user’s mobile phone number should be available in the user details

F. Known locations with phone number for use in helping the Controller resolving an  
 alarm.  e.g. being able to call another person in the building or confirmation of a  
 known location.

It may be that one set of user escalation instructions will suit all of your Users. 
However, it is quite possible that in larger organisations there are different 
instructions depending on the individual or group’s role.

1. SAFE TO TALK - Some situations may be so sensitive that the customer 
does not wish the Controller to talk under any circumstances or only under certain 
circumstances. If so, please enter this as the first item in the ‘Important Instructions’ 
field; remember that  Controllers will not talk anyway unless they are sure it is safe 
to do so. The Controller will signify when they are going to talk by emitting a ‘beep’ 
noise through the device.

2. URN - For some Users, especially when the police are directly involved, there 
will be a specific URN or reference number to be quoted to the police. If so, please 
put this in the ‘Important Instructions’ field. 

3. LETTING A USER KNOW A CONTROLLER IS LISTENING- 
It is standard procedure for the Controller to let the user know when the call is 
connected and they are listening in to assess whether it is safe to talk. When the call 
has been connected, the device will discreetly vibrate once to let the user know that 
a Controller is listening in and monitoring the situation.
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SECTION 5: MANAGING YOUR 
PEOPLESAFE PORTAL
This section allows you to create, edit and manage your Peoplesafe Portal account. 
It provides information that is consistent for ALL your user’s details, such as central 
contact locations and company-wide emergency escalation instructions. 

The information provided in this section will be available to our Controllers in the 
event of an incident. So, when the alarm is raised, we’ll know who the user is, their 
personal details and who to contact in an emergency.  Please note that personal 
details entered here are securely kept and are only displayed to our Controllers when 
the alarm is raised.

The Peoplesafe Portal portal has multiple levels of access, so it is important to make 
sure you have the correct permission level/login access.

5.1. CHECKING YOUR PERMISSION LEVEL 
To view which permission level you have, from the home page, click on manage 
account then login management.  Your current permission level will be displayed 
under the role column.

5.1.1. PERMISSION LEVELS 
In order to fully manage the Peoplesafe Portal portal you will need to have the 
correct permission level; a login with a group admin permission level. 

If you would like a user to have no access to the reporting functions, please select a 
permission level that has restricted reports access (RR). 

 A) GROUP ADMIN - Full profile access. 
 B) GROUP ADMIN RR - as (a) can view event, but mapping report is restricted.
 C) ACCOUNT ADMIN - Access limited to one account.
 D) ACCOUNT ADMIN RR - as (c) can view event, but mapping report is   
  restricted.
 E) user - own profile access - as (a) but just for their own profile, can link and  
  delink devices. 
 F) user RR - as (e) but no access to the reporting information.
 External User/Controller/Consumer should not be used.
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You can also restrict any user by setting them with a read only access, from the home 
page, click on manage account then login management.  Select the user, a pop up 
box edit login will appear, simply click the is read only user box and then click save. 

5.2. CREATING A NEW ACCOUNT
This will only be possible if the user has been set a GROUP ADMIN role login.
From the home page, click on manage account then create account, the add a new 
account page will load (image below). 

STEP 1. ACCOUNT DETAILS  please complete all of the fields as necessary, 
fields marked with an * are mandatory.  Click next (escalation instructions).

TIP: The Account Name that you create, is used when you need to view the account, 
simply type the Name in the set account as box, top right hand of the screen. This will 
then load your chosen account.

STEP 2. ESCALATION INSTRUCTIONS page will load, in the event of 
an emergency, our Controllers will follow specific instructions as to who to contact 
and what course of action to take. Please note the information provided here covers 
the entire account and will be used in the event of an emergency, unless other 
escalation instructions are uploaded to an individual user’s Account.  Here, you 
can list contacts (such as colleagues, friends and family or carers) and their phone 
numbers and other courses of action to take.  Examples can be viewed by clicking in 
the escalation details box. Or refer to SECTION 7 - ESCALATION INFORMATION. 
You can also add a location. Enter the postcode and select the address. The name, 
address and contact details for this location can also be manually added. Click next 
to confirm.
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STEP 3. CONFIRM NEW ACCOUNT  Check and confirm all the details 
are correct, to amend any details, simply click back, but if you are happy click the 
save and finish icon. Your new Account has been successfully created. On clicking 
Save, a pop up box will appear, here you can return to the home page or Add a user 
to the Account you just created.  Adding a user can also be done at a later stage, see 
the next section.

5.3. CREATING A NEW USER
Setting up a user is similar to setting up an Account.  From the home page, click on 
manage users then click on add a new user, STEP 1. PERSONAL DETAILS page will 
load, see below, simply complete the on-screen instructions. Fields marked with an * 
are mandatory. 

TIP: If the unit is to be shared between more than one user, insert a generic title 
in the user details name box. For example: ‘Night Shift Workers’ or ‘District Nurses’. 
(please note that both the Name and Surname field will need to be completed). 
You can upload a photo to help Peoplesafe’s Controllers better identify the user in 
the event of an emergency. (you can do this later, see section 5.6.2.). 

In the description box, enter vital information such as physical appearance, 
distinguishing features or any other useful information.  Vital information can be 
entered into the important information box such as medical conditions, medications 
or even a Duress code, which Peoplesafe’s Controllers will listen out for if the user is 
in trouble but doesn’t wish to alert an aggressor that help has been requested.  Click 
the next icon to continue. 
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STEP 2. ESCALATION INSTRUCTIONS
In the event of an emergency, our Controllers can follow specific instructions as to 
who to contact and what course of action to take. Here, you can list contacts (such as 
colleagues, friends and family or carers) and their phone numbers and other courses 
of action to take.

Examples can be viewed by clicking in the Escalation Details box. You can also add a 
location to the user’s details if they are regularly based in one place, such as an office 
or home address. Enter the postcode and select the address. The name, address and 
contact details for this location can also be manually added. For more information on 
Escalation Information, please refer to SECTION 4: ESCALATION INFORMATION of 
this document.  Click next to continue.

STEP 3. CREATE LOGIN - Here, you can create a Login ID for the user, 
should they need to use the Peoplesafe Portal.  Enter an ID, password and a 
permission level* of use. If the user is never required to login, then check the skip 
login creation box. Click next to continue. *See Section 5.1.1 permission levels for 
advice on what level to apply.

STEP 4. CONFIRM NEW USER - Check and confirm all details are correct 
before saving. To amend any details, simply click back. Your new user has been 
successfully created and added to your main Account.  On clicking save and finish 
icon, a pop up box will appear, here you can return to the home page or add a unit to 
this user. This action can also be done at a later stage, see section 6.3. ASSIGNING A 
UNIT TO A USER.

5.4. SEND APP REGISTRATION DETAILS
Account Administrators can send Peoplesafe App registration details to the app user 
from the User Profile page in the Peoplesafe Portal. This sends the User ID and User 
Token to the app user via email.

Administrators also have the ability to do this for multiple users at the same time. 
In the Manage Users section, select Bulk Send App Registration Details and emails 
containing the app user’s User ID and User Token will be sent to multiple users.

When the page is first opened only app users will be visible in the list, and only those 
with an email can be selected to send out the app registration details.
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5.5. UNDERSTANDING SUB ACCOUNTS
A sub account is one or more sub-category accounts that are linked to one central 
parent account. Examples of sub accounts can be regional divisions or departments 
within an organisation. Each sub account can be administered and controlled 
separately. These accounts are all ‘owned’ by the main parent account.

In the example, above, we can see four sub accounts linked to one parent account. 
There is no limit to the number of sub accounts that can be created. However, a 
maximum of 5 tier levels can be created.

5.5.1. CREATING A SUB ACCOUNT
To create a sub account, from the home page, click on manage account then create 
account and complete the required fields. Please ensure you select the parent 
account that you wish to associate the new sub account to. (Please note you can 
only create a sub account if you have a group admin login/role).

Once the sub account has been created, logins for the account will need to be 
created.  To do this, ensure you are in the created sub account and follow the 
instructions in SECTION 5: MANAGING YOUR PEOPLESAFE PORTAL

5.6. EDITING DATA 
5.6.1. MOVING ACCOUNT / SUB ACCOUNT / USER
From the home page, click on manage account then existing accounts. 
To view the users in the accounts, click the plus symbol to the left of the account 
name. 

Select the sub account you wish to move by using your mouse, place the cursor to 
the left of the account name until you see a four-way arrow cursor. Now, you can drag 
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and drop the sub account to another account. You can undo any changes by clicking 
the undo button or by moving the user back via the same method as described.

5.6.2. EDIT AN ACCOUNT / SUB ACCOUNT / USER
From the home page, click on manage users then existing users. Click on the user 
you wish to edit. A pop-up box will appear with the user’s overview. By clicking on the 
edit button/icon, you can make changes to the user’s personal information, location 
and escalation details.  Remember to save any changes by clicking the save icon.

5.6.3. DELETE AN ACCOUNT / SUB ACCOUNT / USER
You can only delete Accounts or sub accounts if you have group admin permission.  
From the home page, click on manage account then existing accounts. Remove the 
account / sub account or user by clicking on the red X symbol. 

Please note that all users within the deleted sub account will be deleted. If there is an 
Account which is assigned to the deleted sub account, this account will remain intact 
and become a sub account.

Please note that once a user has been deleted, all historical data will be lost. DO 
NOT delete a user if you wish to keep their information relating to alarm activations, 
manual positions and all other data intact.

5.7. BRANDING YOUR PEOPLESAFE PORTAL
5.7.1. ADDING YOUR COMPANY LOGO TO YOUR ACCOUNT
To do this you must have group admin or account admin login.  From the home page, 
click on manage account then account preferences, simply click choose file browse 
to select an image from your computer and click save.  Please ensure each image 
size is less than 200k and are in the following file formats: (.jpg,.jpeg, .png, .gif or 
.bmp).

5.7.2. ADDING A USER IMAGE 
From the home page, click on manage users then existing user details. Click on the 
user you wish to edit. A pop-up box will appear with the user’s personal details, click 
edit to make and then follow the instructions to upload your image, click save Icon 
once updated.
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SECTION 6: MANAGING YOUR 
DEVICES (UNITS)
6.1. WHAT IS A UNIT?
A unit is a term used for either a Personal Safety Device (such as the MicroGuard), a 
Peoplesafe app or a Standard Mobile phone subscription.

6.2. ADDING A UNIT
All personal safety devices and standard mobile subscriptions will be automatically 
added to your Peoplesafe Portal Account. This is a default action that happens 
before any devices are shipped or standard mobile subscriptions are activated. 
Smartphone applications will be added to the account upon download and 
activation.

6.3. ASSIGNING A UNIT TO A USER
From the ‘Home’ page, select ‘Manage Units’, then select ‘Existing Units’. Locate the 
unit serial number from the list provided.

Click on the man with a mobile phone icon, a drop down menu will appear - locate 
the user you wish to assign, click on the user name to complete the process.

From here you can link and delink users to the units. Simply click on the link/delink 
user icons to action. 

Please note that you are not able to link a unit which has been linked already.

6.4. NAMING UNITS
There is an option for you to name particular units within your account. However, the 
serial number displayed on the back of your personal safety device can be also used 
as a reference for each unit.  You can name the unit by selecting it. A pop-up box will 
appear which enables you to edit and save. 
Please note that naming a device does not mean that the device is linked.

6.5. MOVING A UNIT
This can only be done by someone who has group admin login.  Units can be moved 
in between accounts or re-allocated to other users if a device is being shared 
between several departments for example.
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On the home page, click on manage units then existing units. Select the unit you wish 
to move.  Using the mouse, place the cursor to the left of the unit name until you see 
a four-way arrow cursor. Now, you can drag and drop the unit to another account or 
sub account.

Please note you can only move a unit that is NOT assigned to a user. If you need to 
move a unit already assigned to a user, then follow the instructions on how to delink 
a unit as per the previous instructions.

It’s worth noting that if you move a user who has a linked unit to another account, the 
unit will move with the user. 

6.6. ALIASING
Our aliasing feature allows users to be assigned multiple devices.

6.7. MANAGE LICENCES
This can only be done by someone who has a group admin login. Licences can be 
allocated between accounts.

On the home page, click on manage account then manage licences.

Useful help guides are avilable on the right hand side of of the ‘Mangers Users’ 
secion. All of our Portal help guides are available here. 

NEED HELP?
We have a number of helpful articles on our Helpcentre to answer FAQs
• How do I link a Unit to a User?
• What if the Unit serial number does not appear when trying to link? Or the 

‘Link’ option does not appear?
• Can I assign a Unit to multiple Users?
• How can I tell if my Users are not using the device?
• How do I view the Audit History for a Unit/Device?
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SECTION 7: MANAGING YOUR 
USERS
7.1. MANAGE LOCATIONS
This section allows you to view, add, edit and delete your user address details.

7.2. TRIP PROFILE (add on, more details available on request)
This section allows you to view, add, and delete trip profile. 

7.3. USER ACTIVITY MANAGEMENT

This section allows you to search for an individual user, helpful for reporting 
purposes. Make sure you have your account loaded, i.e set account as: top right of 
home page.  Then start typing the user name in the search bar, found in the middle of 
the header panel, a list of names will start to appear, on selecting the name, the user 
Activity management screen will load.  This page is separated into 3 sections:

7.3.1. USER SUMMARY
The top left of the user activity management page, shows the users name and the 
account they are under.  

TIP: If you have administrator rights to this user, you can edit the Users details here, 
simply click on the user, and the personal details box will pop up.  Click edit, when 
you have made the changes click save.  You can also edit the account profile here, 
simply click account, the account profile will populate on the screen, click edit make 
your changes and click save. 
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7.3.2. ASSIGNED UNITS 
To the right of the user summary section, under the assigned units section, shows all 
the units that are assigned to the user.  If you click on the unit serial number, a box 
will populate with unit details.

7.3.3. USER ACTIVITIES 
If the administrator selects one of activities in the left hand box, more detail about 
that event will appear in the right hand side box. Different activities will present 
different information to the administrator, such as if the user verified or cancelled the 
activity.

7.3.3.1. ACTIVITIES - Active -If the user has an active activity, the administrator will be 
able to view the protocol. 

Useful help guides are available on the right hand side of the ‘Manage Users’ section. 
All our Portal help guides are available here.

NEED HELP?
We have a number of helpful articles on our Helpcentre to answer FAQs
• How do I create/add a new User?
• How do I change/amend existing User details?
• Escalation information
• How do I link a Unit to a User?
• How do I switch Units/Devices between Users?
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SECTION 8: DASHBOARD
Peoplesafe’s Peoplesafe Portal dashboard allows you to quickly analyse your 
accounts and sub accounts. From the left hand navigation menu, click dashboard, the 
page will load. 

8.1. GRAPHS 
The left hand side of the page shows four graphs, Click on any of the graphs view 
report to toggle between looking at the data in graphs or table format, see above 
image.

8.2. LAST 24 HOUR STATUS 
The right hand side of the page shows the last 24 hour status of all users.

8.2.1. SHOW LAST KNOWN POSITION
If you click on the show last known position text, this will launch a map for you to 
view the last position of users. You can export the data to Excel or you can export the 
map.  However, not all devices will have a map location and they may not appear on 
this map, so best to check the reports section - activity mapping, you can click the 
customer activity report link to view this.

8.2.2. LIVE ACCOUNTS SUMMARY
If you click on the live accounts summary text, this will launch a live overview of all 
the users within the account, sub accounts and their current status. Click the refresh 
icon to update the page. 

20 - PEOPLESAFE PORTAL USER GUIDE



8.3. ACCOUNT SUMMARY & REPORTS
Account summary shows your account name, number of users, users linked to units, 
units and unassigned units.  It also show your group summary, sub accounts and 
users.

Reports section, this is a quick link to customer activity reports (Activity Mapping) 
and welfare check reports, (VMT summary report). Click view and it will take you to 
the relevant page.
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SECTION 9: REPORTS
This section empowers you with access to a full suite of activity reports which can 
be exported for further analysis. A visual representation of user activity, satellite 
and street maps can be generated showing the locations, dates and times of alarms, 
manual positions, and battery low warnings. All reports can be fully customised by 
date range, account, user, and alarm type.  All reports are formatted in the same 
manner, selecting your desired date range, user and specific report.

We recommend running monthly reports to ensure effective use of the system 
implemented. The reports section is split into the following parts:

• 9.1. ACTIVITY
 9.1.1. ACTIVITY MAPPING REPORT 
 9.1.2. COMPREHENSIVE ACTIVITY REPORT 
 9.1.3. ACTIVITY SUMMARY REPORT 
 9.1.4. LAST KNOWN LOCATION REPORT 
  9.1.4.1. LAST KNOWN LOCATION MAP VIEW
  9.1.4.2. LAST KNOWN LOCATION MAP TOOL  
 9.1.5. VOICE MEMO REPORT
 9.1.6. LOG ACTIVITY REPORT

• 9.2. MANAGEMENT 
 9.2.1. ACTIVE ACCOUNTS 
 9.2.2. UNIT/USER REPORT 
 9.2.3. ACTIVE & INACTIVE UNITS
 9.2.4. ROAMING VS STANDARD SIMS
 9.2.5. ACCOUNT SUMMARY
 9.2.6. USER SPECIFIC REPORTS
  9.2.6.1. NEW USERS 
  9.2.6.2. DELETED USERS 
  9.2.6.3. ACTIVE & INACTIVE USERS 
  9.2.6.4. INCOMPLETE USER PROFILES 
  9.2.6.5. USER LOGIN 
  9.2.6.6. GENUINE VS FALSE ALERTS 
  9.2.6.7. MOBILE LICENCES
  9.2.6.8. APPLICATION USER VERIFICATION
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• 9.3. USAGE/NON-USAGE
 9.3.1. INCIDENT USAGE
  9.3.1.1. USAGE 
  9.3.1.2. NON-USAGE 
  9.3.1.3. ACCOUNT USAGE 
 9.3.2. TRACKED USAGE
  9.3.2.1. USAGE 
  9.3.2.2. NON-USAGE 
  9.3.2.3. DEVICE UPTIME
 9.3.3. ACTIVITY USAGE
  9.3.3.1. FIRST ACTIVITY REPORT
  9.3.3.2. LAST ACTIVITY REPORT

• 9.4. IDENTICOM
  9.4.1. STATUS
  9.4.2. STATUS CHECK

• 9.5. SCHEDULED REPORT

All reports can be exported to an Excel spreadsheet, printed and even scheduled to 
be delivered directly to the account administrator’s email address.
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9.1. ACTIVITY  
9.1.1. ACTIVITY MAPPING REPORT
An overview of user Activity as viewable on a map.  Reporting options include low 
battery, alarm, fall detection alarms, automatic position reports and manual position 
reports.  To access this report, go via the home page click reports, then click on 
mapping report; the activity aapping page will load, see below. 
To view your accounts user’s activity on the on-screen map, first, specify the date 
range for which you want the report to show. (remember to select the include sub 
accounts to include all users). Then select the report events, that you want to appear 
on your report. The report automatically selects all types of events as the default. 
Finally, check the users (found to the left of the map) that you wish to view. Click 
generate report.

Providing there are events logged for the specified Users within the date range, the 
map will display the exact locations and a ‘snail trail’ for each user. For clear and 
concise use, it is recommended that only one user at a time is viewed on the map.

The map has all of the functionality of Google Maps, including satellite and street 
views. You can navigate by clicking and dragging on the map. You can enlarge the 
map by clicking the magnify button found directly below. Full screen is also available,.

A summary of the events can be found both to the right of the map and below. You 
can also schedule, print and export to Excel.  

Please note You can only search up to 60 days at any one time.
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9.1.2. COMPREHENSIVE ACTIVITY REPORT
Comprehensive activity report works in the same way as the mapping report, but 
does not include the map view.  Simply select your specified date range, report 
events and users and click generate report.  You can also view the information on a 
bar chart by clicking the show bar chart icon.

9.1.3. ACTIVITY SUMMARY REPORT
Activity summary report works in the same way as the mapping report and will 
summarise the results per event. Simply select your specified date range, report 
events and users and click generate report. 

9.1.4. LAST KNOWN LOCATION REPORT
The last known location report list’s your Account’s user’s last recorded GPS location 
by date and time.  You can include sub accounts by ticking the box.  Simply select 
your user(s) and click generate report. 

9.1.4.1. LAST KNOWN LOCATION MAP VIEW
Once the report has generated a map icon will appear on the screen, click the icon 
and a map will appear displaying your selected user(s), they will be represented on 
the map with pins.

 •  A list of all users/ devices will also appear on panel on the left and you can  
  filter by device holder name or device type:
 •  You can toggle between the pins showing the account devices or users 
 •  If you select users the list will appear in alphabetical order (First Name) with  
  the devices grouped together
 • An arrow will appear next to users with multiple devices. When the arrow is  

PEOPLESAFE PORTAL USER GUIDE - 25



  clicked the row will expand and show devices assigned to this particular user  
  with a date of the last known location
 •  If the end user selects devices (instead of users), a list of users will appear in  
  alphabetical order (First Name).  If a user is assigned to multiple devices their  
  name will appear multiple times on the list with the various devices they are  
  holding. 
 •  A pin on the map represents a plotted user/device location. Details of that  
  device or user will appear, when you click on top of the plotted pin. See  
  image below.

9.1.4.2. LAST KNOWN LOCATION MAP TOOL 
Enables the user to mark a circle of a predefined radius on the map, see image below. 
If you would like to select a predefined radius (eg. 1, 3, 5, 10 miles etc), simply click 
the Map Icon, that appeared when you generated the Last Known Location report, 
this will open a new page, type a postcode or town in the Postcode box, then click 
Mark. Your selection will be plotted in the centre of the circle, see image below.
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9.1.5. VOICE MEMO REPORT
A summary of Voice Memos recorded by user and account. 
Simply select your specified date range, select users and click generate report.  

9.1.6. LOG ACTIVITY REPORT
A summary showing all historical and current activities within the account for a given 
period of time. 

9.2. MANAGEMENT 
These reports are printable, can be exported to Excel and you can schedule this 
report to be automatically emailed to the account administrator’s inbox.

9.2.1. ACTIVE ACCOUNTS
This report lists your Accounts and their associated information. From the reports 
page, click management, active accounts, this will load the active accounts report 
page.  To include sub accounts, check the box at the top of the report. 

9.2.2. UNIT / USER REPORT
A comprehensive report of all user’s information and Units assigned within your 
account. From the reports page, click management, unit / user report, this will load 
the user units report page. To include sub accounts, check the box at the top of the 
report, click generate report to generate the report. 
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9.2.3. ACTIVE & INACTIVE UNITS
Select units by last recorded activity and inactivity and those with no user linked. 
From the reports page, click management, active & inactive, this will load the Active & 
Dormant Reports page. Select from the drop downs, to include sub accounts, check 
the box at the top of the report, click generate report to generate the report. 

9.2.4. ROAMING VS STANDARD SIMS
Lists all devices with SIMS and what the SIM status is. From the reports page, click 
management, roaming vs standard SIMS, this will load the roaming vs standard SIMS 
reports page. To include sub accounts, check the box at the top of the report, click 
generate report to generate the report. 

9.2.5. ACCOUNTS SUMMARY
A live overview of all the users within the account, sub accounts and their current 
status. 

9.2.6. USER SPECIFIC REPORTS
9.2.6.1. NEW USERS
This report lists users who have been added to the Peoplesafe Portal within a 
specified date range. From the reports page, click management, new users, this will 
load the user subscriptions report page. To include sub accounts, check the box at 
the top of the report, click generate report to generate the report. 

9.2.6.2. DELETED USERS
This report lists Users who have been removed from the Peoplesafe Portal within a 
specified date range. 

From the reports page, click management, deleted users, this will load the user 
Deletion report page. Select you date range, to include sub accounts, check the box 
at the top of the report, click generate report to generate the report. 

9.2.6.3. ACTIVE & INACTIVE USERS
This report allows you to select users by their last recorded activity, inactivity and 
those with no unit linked. From the reports page, click management, then active 
& inactive users, this will load the active & dormant reports page. Select from the 
search by drop list for the type of report to run, to include sub accounts, check the 
box at the top of the report, click generate report to generate the report. 
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9.2.6.4. INCOMPLETE USER PROFILES
This lists all of your Account’s Users whose profiles are incomplete (i.e. missing 
information in their user profile). From the reports page, click management, then 
Incomplete user profiles, this will load the incomplete user details page. Select from 
the filter by drop list for the type of report to run, to include sub accounts, check the 
box at the top of the report. 

9.2.6.5. USER LOGIN
This lists Peoplesafe Portal logins. From the reports page, click management, then 
user login, this will load the user login report page. Simply select your specified 
date range, to include sub accounts, check the box at the top of the report and click 
generate report. 

9.2.6.6. GENUINE VS FALSE ALERTS
Number or genuine incidents raised compared to false alarms.  From the reports 
page, click management, then genuine vs false alerts, this will load the Genuine vs 
False Alerts report page. Simply select your specified date range, to include sub 
accounts, check the box at the top of the report and click generate report.

9.2.6.7. MOBILE LICENCES
Lists the number of licences in your account(s) by product type. From the reports 
page, click management, then mobile licences, this will load the mobile licences 
report page. Simply select your account, you can print or export this report to Excel. 

9.3.6.8. APPLICATION USER VERIFICATION
Shows successful application verifications in your account(s). From the reports page, 
click management, then application user verification, this will load the application 
user verification report page. Simply select/deselect your requirements and click 
generate to run your report. This report can be scheduled, printed, exported as a 
PDF or to Excel.

9.3. USAGE/NON-USAGE
This section is divided into three sub-sections. incident usage, tracked usage and 
activity usage.  These reports are printable, can be exported to Excel and you can 
schedule this report to be automatically emailed to the account administrator’s inbox. 
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9.3.1. INCIDENT USAGE
9.3.1.1. USAGE REPORT
Lists users that have activated an alarm (Including Fall Detection) or performed a test 
call within a specified date range.  From the reports page, click management, then 
usage report, this will load the activity & incident usage report page. Simply select 
your specified date range, to include sub accounts, check the box at the top of the 
report, select at least one user and click generate report. 

9.3.1.2. NON-USAGE REPORT
Lists users that have NOT activated an alarm (Including Fall Detection) or performed 
a test call within a specified date range. From the reports page, click management, 
then non-usage report, this will load the activity & incident usage report page. Simply 
select your specified date range, to include sub accounts, check the box at the top of 
the report and click generate report. 

9.3.1.3. ACCOUNT USAGE REPORT
Lists the number of log activities per account and sub accounts.  From the reports 
page, click management, then account usage report, this will load the Account Usage 
report page. You can also view this information, by clicking the show chart icon, a bar 
chart will appear. 

9.3.2. TRACKED USAGE
9.3.2.1. USAGE REPORT
Lists users whose units have transmitted automatic/manual position reports with 
a specified date range.  From the reports page, click usage/non-usage, then click 
usage report, this will load the tracked usage report page. Simply select your 
specified date range, to include sub accounts, check the box at the top of the report, 
select at least one user and click generate report. A graphical summary will also 
appear to the right of the data in the form of a pie chart. 

9.3.2.2. NON-USAGE REPORT
Lists users whose units have NOT transmitted automatic/manual position reports 
with a specified date range. From the reports page, click usage/non-usage, then click 
non-usage report, this will load the tracked non-usage report page. Simply select 
your specified date range, to include sub accounts, check the box at the top of the 
report, select at least one user and click generate report. A graphical Summary will 
also appear to the right of the data in the form of a pie chart. 
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9.3.2.3. DEVICE UPTIME REPORT
Lists the total number of days a user’s device has been active within a specified date 
range. Please note this report does not include Voice memo usage. From the reports 
page, click usage/non-usage, then click device uptime report, this will load the 
Device Uptime report page. Simply select your specified date range, to include sub 
accounts, check the box at the top of the report, select at least one user and click 
generate report. A graphical Summary will also appear to the right of the data in the 
form of a pie chart. 

9.3.3. ACTIVITY USAGE
9.3.3.1. FIRST ACTIVITY REPORT 
Lists the first activity for users within a specified date range. From the reports page, 
click usage/non-usage, then click first activity report, this will load the First Activity 
report page. Simply select your specified date range, to include sub accounts, check 
the box at the top of the report, select at least one user and click generate report. 

9.3.3.2. LAST ACTIVITY REPORT 
As above 9.3.3.1 but lists the last activity for users within a specified date range. 

9.4. IDENTICOM
9.4.1. STATUS 
This report is for users with Identicom devices for a set date range.

9.4.2. STATUS CHECK 
This report shows how many times the user has checked in on their Identicom device 
over a weekly or monthly period. 

9.5. SCHEDULED REPORTS
This section allows you to manage all of your scheduled reports from one place. To 
schedule a report, click scheduled reports in the menu. Next, click new schedule and 
select the desired report. You will be shown a new window where you can select the 
users, events and the time. If you select daily you can specify if you would like the 
report run once or twice a day, as well as the time the report is run. Lastly, enter the 
email address you would like the report to be sent to and then click schedule report. 

To cancel a scheduled report, simply click the ‘X’ next to one you would like to cancel 
in the list. You will be asked if you would like to cancel the report, click ‘Yes’ and a 
message will pop-up confirming the scheduled report has been cancelled.
Please Note your scheduled reports will need to be refreshed whenever you add a 
new user that may need to be included in an existing scheduled report.
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SECTION 10: ACTIVITY OVERVIEW
The activity overview allows you to view all of your account’s user activities within the 
last 24 hours and all ‘open’ activities, including incidents.

Login to your account.  Click the activity overview ? located in the top header bar, 
the activity overview page will load. Click on a user and wait for the user activity 
management page to load. This section displays a specific user’s information and 
incidents within the past 72 hours. 

A legend displayed on the page will indicate the status of the user’s activity and 
alarm:

 = Alarm active
 = Alarm queued
 = Alarm no audio
 = Overrun activity queued
 = Overrun activity active

 
SECTION 11: SUPPORT
All of Peoplesafe’s products and service guides are available to download and view in 
pdf format. The dedicated Support section on the Peoplesafe Portal will direct you to 
our online Help Centre.

SECTION 12: CONTACT US
If you cannot find the help you are looking for, leave us a message using the Contact 
Us tab on the left-hand menu. Here, you can send us any question relating to Peo-

plesafe’s service. Alternatively, Call Customer Support on 0800 990 3562 (Monday 
- Friday 8am - 6.30pm) or email your query to customer.support@peoplesafe.co.uk.
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