
 Vehicle Accident 
 

From Registers / P&E Vehicle / Accident click +ADD NEW. 

 
 

1. Select the Staff member driving the company vehicle. 
2. If required select the Supervisor for this staff member. 
3. Select the date of the accident. 
4. Type in the Location of the accident. 
5. Type in a description of what happened. 
6. The Vehicle will auto populate with the vehicle assigned to this staff member.  

If another vehicle was being used then select the appropriate one from the list. 
7. Complete the vehicle damage details  

 

 
 
 

8. If NO other vehicle was involved leave the tick box blank. 
Otherwise tick & complete “Vehicles Involved” as per below  

 
a. Click +ADD    

 
b. Complete the details as required. 

 
c. Click SAVE . 

 
 
 

9. Tick the boxes required for Driver Injured, Insurance Notified, and Ambulance Attended. 
10. When you tick the box for Police Attended a box will open to fill in a Report No. 
 

 

Contd/… 

  



 

11. Click +ADD for any Corrective Actions that may be required. 
12. Click +ADD to enter the details of the Other Driver. 
13. Click +ADD to enter the details of any Witnesses. 

 
 
 

14. Click +ADD FILE to include any other documents. 

 
 
 

15. Return to the top of the screen and click  SAVE. 
16. When you reopen the record you can generate a report by clicking CREATE PDF. 

 

 
 

 
 

To record an incident on the mobile app fromn the Main Menu select Report Issues Suggetions/Vehicle Accidents  
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