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QJA Electronic Logbook Documentation 
Updated 15/12/2019 

To connect to the QJA Logbook service go to:    logbook.qja.com.au 

This is the Login page; if you have already registered and been approved for access then you can enter your details 
and Sign In. If you have forgotten your password, click the Forgot Password? option 

 

If this is your first time you will need to register. Click on the Sign Up button to the top right and enter your details, 
then press Signup: 

 

https://logbook.qja.com.au/
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After you receive your approval email then you can log in and the first page displayed is the Home Page. 

 
 

This page contains the Notices and What’s New section highlighting changes made to the service. 

Under the Home Page menu button is a link to the QJA Members Portal which takes you to 
the Member Resources and Member Self Service website. 
 

DO THIS FIRST 

First thing you should do is add your Locations, select the My Locations menu option. To add a new Location, enter 
the Location Name and a Sort Order number and press Save. The “Sort Order” determines the order of Locations 
presented in the drop-down menus.  

 

You will notice that once you have entered your Locations you always have the option to come back and edit them 
later. 

NOTE, If you Edit or Delete a Location then that will change or remove that Location 
from all records previously saved.  
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DO THIS SECOND 

Next, you should add the ID’s that you are most likely to encounter, select the My ID’s menu option. To add a new 
ID, enter the ID Type description and Sort Order number and press Save. The “Sort Order” determines the order of 
ID’s presented in the drop-down menus. 

 

You will notice that once you have entered your ID’s you always have the option to come back and edit them later. 

NOTE: If you Edit or Delete an ID then that will change or remove that ID from all 
records previously saved. 

 

My Hours 

My Hours enables you to record the hours you volunteer at various Locations. It is not intended to be used as a 
calendar reminder or roster management system. Select the My Hours menu option. To add new volunteer hours, 
select the Location, Start Time and End Time, add any notes and press Save. The My Hours Table has pre-set filters 
to show different time periods and provides the ability to search and Export all or some of your data. 
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Profile 

At any time, you can change your email or password by going to the Profile page on the top right of the menu bar. 

 
 

Feedback 

You can tell us what features you would like added, if you have a problem, have a question, or you find a fault, by 
using the feedback option. 
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Filters 

Filters provide the opportunity to select 
the data to be displayed or exported 
using defined criteria.  

When you click Add Filter the following 
dialogue appears: 

 

 

 

This enables you to specify the Field to 
be selected and Conditions to be 
matched. 

When you click Apply only those records 
are selected and displayed 

 

 

 
 

 

Statistics 

The Statistics page is where you will find various statistics, charts, and detailed Form lists and export options.  

The first item under the Statistics menu is the Daily Summary 
which  shows the total number of Logbook clients seen and 
documents processed today, with pre-set date filters and the 
ability to search and add additional Filters. 
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Under the Statistics menu is an option to display the Charts page which has a number of bar 
charts showing usage by Logbook and Service Types, with pre-set filters to show different time 
periods. At the bottom of the page is a summary of the number of Forms recorded since you 
first registered with the service. 
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Also under the Statistics menu is the option to obtain a full detailed list of each Form 
type using the appropriate detailed Lists selection under the menu.  

These Lists provide a detailed view of all records saved with the ability to search, edit, 
delete, and add additional filters. 

This is also where you can Export some or all of the data for each Form type. If you 
have lots of records to export, be patient as it could take a few minutes to collect your 
data. 

It is recommended that you use the Export facility to backup your data periodically. 

Some examples of the detailed lists can be seen below, as the Form has many more fields than can be displayed 
across the screen a scroll bar is available at the bottom so you can see all the fields. 

This is a Logbook example 

 

An RSPCA example 

 

The format is the same for the other Forms. 

On these detailed Lists you are able to use the Search Field to limit the List to a specific Location. This can then be 
combined with the Filter field to restrict the output to, for example:  All records at “Home” Location in December 
2019. 

.  
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The main Logbook Form can be accessed from the top menu. 

 

The following fields are pre-set with defaults, but can each be overwritten: 

Date is today - Time is current time - Service Type is Certified Copes - Number of Docs is 1 

Where there are drop down or selection fields simply start typing to jump to the selected item. 

Some fields have “smarts” behind them based on certain conditions or selections: 

• Location: is a drop-down menu where you can select a Location you previously entered under My 
Locations. Click the “plus” sign and you can add a new Location without having to exit the Logbook Form. 

At this time the form cannot pre-fill the Location field using a default - but this is a new feature that has been 
requested. The Location by default is sorted in the sequence you specified using the “Sort Order” field 

• Primary ID (1) and Primary ID (2): are drop-down menus where you can select an ID you previously 
entered under My ID’s. Click the “plus” sign and you can add a new ID without having to exit the Logbook 
Form 

At this time the form cannot pre-fill the ID field using a default–- but this is a new feature that has been 
requested. The ID by default is sorted in the sequence you specified using the “Sort Order” field 
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• Police ID (1) and Police ID (2) are for when you have a Police Officers’ number you wish to record. 

• Service Type: is a drop-down menu with the most common service types listed;  

o If any of the following options are selected: “Statutory Declaration”, “Affidavit”, “Witness”, or 
“Judicial” then an additional selection list of sub-types is revealed: 

 

 

 

 
When you select the Judicial option Search Warrant, then when you save this Logbook entry 
the Search Warrant application Form will load which enables you to record your 
deliberations when determining the warrant.  
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o If Land Title is selected additional fields are displayed which enable you to record the new identity 
and document information, VOI ID Category, Lot, Plan, Title, and Docs Presented (which has a range 
of options to select from and you can select multiple entries),  
 
Additional ID fields Secondary ID (1) and Secondary ID (2) are also revealed allowing you to record in 
text form the extra ID’s sighted to enable compliance with the VOI. 

 
o If EPA or AHD is selected fields are presented where you can confirm the results of your capacity 

discussion with the customer. 

 
If you tick the box labelled Load Capacity Form, then when you save this logbook entry an additional 
Form will load which enables you to record your detailed discussions with the Client. 

If you choose not to load the Capacity Check Form, then indicate the outcome of your discussions 
using the Capacity Check Done field and use the Notes field to record your questions 

• If you tick the box labelled Tick if another service requested, then additional fields will be displayed 
enabling you to select another Service Type and Number of Docs (this enables up to three different 
services for each Client)  
 

 

 Other Forms 

When you select the Menu item Other Forms, 
additional Forms are available to use for specific 
document types.  

 

These Forms are shown on the following pages   
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