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Entering an Incident into BlueTeam 

This manual will provide instructions on how to enter, complete, and forward an        

incident in the BlueTeam program.  

Sign into BlueTeam by entering your identification number and BlueTeam password. 
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Select “Add New Incident.” 

Select the incident type you want to enter from the “Incident Type” from the dropdown menu. Enter 

the appropriate information in the information boxes provided. When completed, select “Next.” 
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Enter the incident summary. The user can cut and paste, or copy and paste, a summary into the text 

box provided. A spell checker is also provided in the bottom left corner of page, next to the “Save 

Changes” button. Once completed, select “Next.” 
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Enter the “Use of Force Details.” The dropdown menus with a red asterisk next to them are mandatory 

fields and must be entered. Select “Next” when finished. 

Enter the involved citizen information by entering the citizens last name, and select “Search.” 
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If the involved citizen has been entered into either IAPro, or BlueTeam, in the past, their information 

will be available when entering a citizen.  If the involved citizen is listed, click “Select,” and the infor-

mation will transfer to the incident. If the citizen is not listed, select “No Match” from the bottom left. 

If you need to change, or enter, either the address, or telephone number, select the appropriate link to 

change this information. Select “Finished” when completed. NOTE: If you change the existing ad-

dress, or phone number, the old information will save in IAPro for future use. 
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The involved citizens information will fill into the incident. Next add the involved officer by selecting 

either “Add Officer,” or “Add Me.” if you are entering your own incident and were involved. 
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The involved citizen and involved officer is now entered into the incident. You can add additional by 

selecting the appropriate button, or add witnesses by selecting those buttons. 
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Select the hyper link for each of the sub-categories under the involved citizen.  
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Select the resistance types offered by the citizen. You can select as many from the dropdown which 

apply. Select injury types, and pinpoint on the body where the injuries occurred. Select charges, you 

can check all that apply. NOTE: At the end of selecting each, click the “Return to Incident” link in the 

upper left hand corner. 

If there were no injuries, you can select the checkbox next to “No injuries were noted or visible,” and 

select “Apply. 
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Select the hyper link for each of the sub-categories under the involved officer.  
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Select the types of force utilized by the officer. You can select as many from the dropdown which ap-

ply. If you are set-up for less lethal force types, you can also enter specific information for a electronic 

control device. Select the type of force used, and pinpoint on the body where that force was used. Se-

lect charges, you can check all that apply. NOTE: At the end of selecting each, click the “Return to In-

cident” link in the upper left hand corner. 

If there were no injuries, you can select the checkbox next to “No injuries were noted or visible,” and 

select “Apply. 
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Once completed, the incident will have the information entered filled into the Use of Force Blue-

Team incident. You can edit the information, or select “Next.” 
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You will next be allowed to attach any type of electronic file to the BlueTeam incident. This includes, 

but is not limited to, audio, video, photographs, Word documents, PDF documents, etc. There is a 

size limit of 80mb per individual electronic document.  

To attach an electronic file, select “Choose File,” and select the file from where you have it stored 

on your computer. Once attached, enter a description for the file, select a folder to store the file in, 

and select “Attach File.” You can attach as many files as you want using this process.  When you 

are finished attaching files, select “Next.” 
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You will now be able to view the incident you just entered one more time to make and changes, addi-

tions, or deletions. Once completed with your check, select “Forward Incident.” 

To forward the incident, select “Add Recipient,” and select the person you want to forward the inci-

dent to. You can also select to send a copy (read only) to someone else (if this has been activated 

for your agency). You must enter instructions for the recipient (mandatory), and then select 

“Forward.” 
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You will next see a printable copy of the incident you just entered for review. You can print a copy 

by selecting “Print this Incident” in the upper left hand corner. 
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If you need to duplicate this incident (i.e.: a Use of Force also involves a Vehicle Pursuit, etc.) you 

can select “Duplicate this Incident” from the upper left hand corner . 

Once you select to duplicate the incident, you will be allowed to select the type of incident you want 

to duplicate it as, and accept, or change, the received date. You will also be asked to verify you want 

to duplicate the incident. You will be able to access the duplicated incident from your main Blue-

Team page, under “Incidents you authored available for edit.” 
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RESETTING YOUR BLUETEAM PASSWORD 

If you have forgotten your BlueTeam password, you can reset it yourself from the BlueTeam site. 

Once you open the BlueTeam site, select the link titled, “Forgot my Password.” You will be asked to 

enter in your agency email address. Once this is completed, you will receive an email in your agen-

cies email system. The email will provide you a link to enter and then reset your BlueTeam pass-

word 
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VEHICLE PURSUIT 
When entering a Vehicle Pursuit, the basic information is entered the same as any other incident 

(i.e.: dates, time, location, narrative, officer and citizen name, etc.). The difference will be a page 

specific to a vehicle pursuit investigation.  
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VEHICLE ACCIDENT 
When entering a Vehicle Accident, the basic information is entered the same as any other incident 

(i.e.: dates, time, location, narrative, officer and citizen name, etc.). The difference will be a page 

specific to a vehicle accident investigation.  


