
Tutorial Series
Add Resident Address and 

Associated Data



Starting On-Guard
• Option 1

• Start FileMaker by double clicking on the icon
• Go to the File option and navigate to the On-Guard icon and left 

click it.

• Option 2
• Find the On-Guard icon, highlight the icon and left double click it.

• In both cases sign in to On-Guard.



The Welcome Screen

Press the Continue 
button to proceed.



Administrative Dashboard Screen

Press the 
Residential 

Records button



Main Residential Screen

In this Tutorial you will 
learn how to add, edit 

and delete Resident 
Data.



Main Residential Screen

The principal that Residents come and 
go is a fact but the property address is 
constant.  Hence if the community is 

built out it is always advisable to 
change the Resident data for an 

address instead of deleting the address 
and with it the Resident data.



Main Residential Screen

In this instance the community is not 
fully built out and a new address is to 
be added to the Resident information.



Main Residential Screen

Adding a new Address and Resident 
information.



Main Residential Screen

To Add a new Address 
and then the associated 

data for the Resident 
press the Record Actions 

button 



Main Residential Screen

Please press the New 
Record button.



Main Residential Screen
You are now 

presented with a 
message asking if 

you wish to create a 
new resident record.  
Please press yes to 

continue.



Main Residential Screen

You are now presented 
with a new Property ID#. 



Main Residential Screen

Please note that the 
Default City, State and 
Zip code were entered 

automatically.



Main Residential Screen

The rest of the Resident 
information for this 

screen will be entered 
for you.



Main Residential Screen

All Resident Data has been 
entered and now you will 

start adding the rest of the 
information starting with 

the Resident Names.  
Please press Resident 

Names to begin.



Main Residential Screen
We will add a 

new Name, press 
yes to continue.



Main Residential Screen
We have typed in 

the following 
information and 
listed him as the 
Primary Resident 
via a drop down 

box



Main Residential Screen
In addition, we 
have added a 
picture of Ms. 

Croft. Click in the 
picture frame 
and paste the 

image.



Main Residential Screen

The new resident 
name has been 

added to the 
property record.



Main Residential Screen

Clicking on the 
picture icon will 

display the 
Resident’s picture



Main Residential Screen

Ms. Croft has been 
added to the 

Resident Screen.



Main Residential Screen

Adding other data is 
very similar to adding 

Resident Names.



Main Residential Screen

This ends the Tutorial on 
how to Add a Resident 

Address Record and 
associated Resident 

Data.
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