
How to guide – recording an event in Vault 

I f  you are  unable to  locate the pe rson,  reporting & /  or involved please  use “Third 
Party/Visitor.”  

Recording an event 

1.  Click  on the type of  event  you are reporting 
(example is  “Report  Incident”)  

2.  Click  on “Person Reporting ” 
3.  S earche d and unable to f ind pe rson 
4.  Click  on “Third Party/Visitor ”  

 
5.  Click “Add Third  Party ”  
6.  S elect  the “Site”  
7.  Enter the “Site,” “First  Name” and “Last Name” 

 
8.  Click “Save” 
9.  Click “Person Involved” 

10.  S earche d and unable to f ind pe rson 



11.  Click  on “Third Party/Visitor ”  
12.  S elect  the “Site”  
13.  Enter the “Site,” “First  Name,” “Last Name” 
14.  Click “Save” 

 
15.  Enter details  in  the “Accountable Site”  
16.  Enter the “Location of  Event”  
17.  Record the “Event Date” 
18.  Record the “Event T ime” 
19.  Enter the “Subje ct”  
20.  Record “ What Happened” 
21.  Enter the names of  “Who Else Was Involved (Including names of  witnesses,  i f  

any)”  
22.  Record the  details  of  “What  Ini t ial  Actions /  Corre ctions Were Taken” 
23.  Click “Save” 
24.  Before saving – i f  you have  any photos  or  event f i les add these before saving 

 

 


