
 

fountain quick reference 

If you witness an incident… 
If you witness an incident, submit a First Report of Incident (First Report). On the 

First Report, enter basic information about the incident. After you submit the First 

Report, Fountain – Incident Tracking automatically sends an email to the proper 

people to tell them that an incident has occurred. 

Submit a First Report 

1 On the Track menu, click 

Add First Report. 

2 In each field, enter as 

much information as 

possible about the incident. 

3 Click Submit. 

After you submit a First 

Report, the application 

automatically sends an 

email to other people, to tell 

them that an incident has 

occurred. Those people will 

collect more information. 

 


	If you witness an incident…
	Submit a First Report

