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Parklane Systems - All Rights Reserved 

No part of this publication may be reproduced, transmitted, transcribed, or translated into any language in any 

form or by any means; electronic, mechanical, manual or otherwise, without prior written permission from 

Parklane Systems, London, Ontario. 

This document is strictly proprietary to, and for the sole use of, the person(s) as determined by Parklane Systems. It 

is against the law to transfer this document or any associated document for any purpose without prior written 

permission of Parklane Systems. 

While reasonable efforts have been taken in the preparation of this guide to assure its accuracy, Parklane Systems 

assumes no liability from any errors or omissions from the use of the information contained herein. 
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Overview  

Violence & Harassment Reporting  

 

Online Workplace Violence and Harassment is a dynamic 

webform designed to assist your organization in collecting key 

details of incidents involving violence and harassment in the 

workplace.  

 

This online form allows employees to report sensitive issues 

directly to specified recipients without requiring a supervisor’s 

input/notice. This method of reporting is used to help ensure 

employees experience less fear of reporting these types of 

incidents; thereby assisting in the effort to reduce violence 

and harassment in the workplace. 

 

This document will describe:  

 How to set up your Violence and Harassment Report Webform 

 Customizing features 

 The webform process/sample screenshots 
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System Set Up Required 

The Violence & Harassment application must be installed on a 

compatible web server.  

The web service can run on both Windows and Linux platforms. 

The Parklane application and web server can reside on the same 

or separate servers. Some options must also be set up in 

Parklane’s Incident Reporting Module.  

Web Menu 

Access to the Violence & Harassment Report main menus are via a short cut on the desktop, or through a 

‘favourite’ in a web browser. There is no other set up required by the user. All set up procedures are done on the 

web server. Contact Parklane for installation instructions. 

 

 

 

 

Under Settings, a company logo may be added which will appear on the Violence & Harassment Form.  Contact 

Parklane Support for detailed assistance. 
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Options 

Prior to any data being received by Parklane, the setup of the Supervisors/Employee Options must be completed in 

the Parklane Incident Reporting Module. From Incident Reporting Main Menu, select More> Options> 

Supervisor/Employee Report Options/Form Options. 

Form Options 

 

 

 

 

 

 

 

 

 

 

Under Employee’s Report and Violence & Harassment, select the option by which the employee is able to search 

for their name. All other options on this panel are related to the online Employee and Supervisor Incident Reporting 

web forms. 
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Violence & Harassment Email Recipients 

 

 

 

 

 

 

 

To generate email notifications, recipients must be specifically identified. Go to More /Options /Supervisor 

/Employee Report Options/Violence, Harrassment Email Recipients.  

If a Parklane User is to be notified, the ID must be entered exactly as it appears in Security.  Click the F1 button and 

select the User from the list provided.  If the recipient is not a Parklane User, click the Check box, press tab and 

enter the email address of that individual.  
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Violence & Harassment Report 

Reporting A Violence or Harassment Incident  

The employee will access the Violence and Harassment Report via a short cut on the company intranet. 

 

 

 

 

 

 

 

The employee will be asked a question to confirming this is a violence and harassment incident.  Depending on the 

Form Options setup, the employee will have one of two Lookup options.  Either by entering their First Name, Last 

Name and Birth Date or by entering their Employee ID and Birth Date. 
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Once the employee’s name appears to the right of the entry fields, they will click on their name to open the blank 

reporting record. 

 

 

 

 

 

 

 

Employee Details 

The employee will see their name in the Lookup field and see additional demographic information below (as 

defined in Options). 

 

 

 

 

 

 

Incident Description 

 

The employee will begin by entering the Date of Incident and Time. 
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Incident Details 

Once confirmed, the form will expand to allow entry of the incident details.  A drop down is provided for the 

Location of the incident.  The Location table is pre-defined in the Options area of the Incident Reporting module.  A 

series of free-text question fields are provided, allowing the employee to describe details of the incident.  

 

 

 

 

 

 

 

 

 

 

Violence, Harassment Details 

Next, a number of detailed questions are provided which, depending on the response, will open additional panels 

for completion.  
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Each corresponding panel to an affirmatively answered question is displayed below. 
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Witness Details 

Multiple witnesses can be added. If entered in error, a witness may be deleted. 

 

 

 

 

 

Reporting Information 
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Form Submission 
 

Upon completion, click the Submit button. If any fields are incomplete, the employee will 

receive a warning and the missed information field will be highlighted. 

 

 

 

 

 

Once the submission is successful, the 

employee will see a confirmation panel which 

includes a submission ID number and options to 

print the report, start a new report or return to 

the Home page of the form. 

 

 

A successful submission will generate an email to the specified email recipients. An attachment is included which 

provides additional detail. 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
An incident is created in Incident Reporting. 
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10-521 Nottinghill Road 

London, ON N6K 4L4 

Canada 

519.657.3386 

ContactUs@parklanesys.com 

 

 

 

 

Access the Parklane web site for more details about Parklane products 

 

www.parklanesys.com 

http://www.parklanesys.com/
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