
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



 

 
 
 
 
 

BaselinePCA: A Guide to DIY Inventory Setup 
 

Step 1 - Sign Up 
 

Go to https://www.baselinesystem.com/pages/signup 
 to create your free inventory within our system. 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



 

 
 

Step 2 - Filling out the Information 
 

Choose an account type (residential or business) and fill out your information. If you need to change this 
information at any point, it can be done from the user dashboard. When filling in the captcha, make sure you fill it 

out exactly how it looks on the screen. 
 

Once you're satisfied with information entered, click Signup. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 

 
 



 

 
 
 

The Home Inventory Control Center: 
 

The User Dashboard 
 

Once you're through the signup page, you will be taken into our Home Inventory Control Center. 
Within this user dashboard, you will have access to the entire site and software.  Start by familiarizing yourself 

with the tabs and tab functions. In the Inventory Control Center, you will have the ability to fully customize your 
inventory and change any user or account information as needed. 

 
 

 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 

The Inventorying Framework: 



 

 
1. Insurance Company Info 

 
 
 
 

 
First and foremost, find the Insurance Company Info tab on the right hand side of the dashboard. 

 
Open the tab and add your Insurance Company and Policy Information in the boxes. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 



 

The Inventorying Framework: 
 

2. Add Rooms 
 

Go to the “Add Room” tab on the left or right side of the User Dashboard. 
 

Add all the rooms that are specific to your structure. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
 
 
 
 
 
 
 
 
 
 
 

The Inventorying Framework: 



 

 
3. Add Categories 

 
After adding rooms, go to the “Add categories” tab on the left side of the page. 

Categorize the items that are both general and unique to your structure (ie. furniture & glassware). 
After adding categories, you will see a list of them at the bottom of the page. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

The Inventorying Framework: 
 

4. Add Items 



 

 
After creating rooms and categories, begin adding property. For each item you create you have the ability to add 

images, receipts, appraisals, descriptions, replacement values, and even more. 
Remember, the more information you archive on an item, the easier it would be for you during a claims process. 

 
The Inventorying Framework: 

 
5. Generate Reports 
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