SJS User Guide

Version 1.6 1/18/2013

Office of Justice Information Services

Enterprise Development

Spectrum Justice System
User Guide

Version: <0.5>

Status: < Final>
Last Modified: <1/18/13>

SJS User Guide Page i



SIS User Guide Version 1.6 1/18/2013

Revision History

Date Version Description Author
12/18/12 1.1 Initial Draft Lynn
Rosenzweig
12-18-2012 | 1.2 Screen Shots & Instructions Frank
DiMeo
1-03-2013 1.3 Edits Jeff Ellman
1/3/13- 1.4 Revisions Frank
1/8/13 DiMeo
1/17/13 1.5 Final Edits Linda Herb
1/17/13 1.6 Final Updates Frank
DiMeo

SJS User Guide Page 2




SIS User Guide Version 1.6 1/18/2013

Table of Contents
REVISION HISTORY ...ttt e e e e e e e et e e e e e e e e e e e e e e e e aeeeaannes 2
1. INTRODUCTION ..ottt e e e e e e e e e et e e e e et eeeeaaaa s 11
PU DO .ttt e et eeee e —eeeaREre et e e R b e tr e e nre e nrre s 11
Lol LT TR PP P PRSPPI 11
F NN Lo [ 1= o (oL OSSPSR 11
N KO 1€ 111 1 1K 11 1 U L U 11
3. USER ADMINISTRATION ...etttiiiiii ettt e e e e e e ee e e e e e e e e e eeennnnnnns 12
USEE ACCESS IMALIIX ...ttt ettt et e st e st e e esae e s teesaesbeeteentesseesteeneesreenreanneas 12
AN 0 - SO PSPPSR 12
Create Officers, Open Active Officers, and Link Active Officers ......ccovceiiieei e, 15
BT USEI ..ottt sttt et e b e s e e a e et e e R e e Re e teen b e ere e reenrenreenreenaeas 19
Edit Secretary and User Assignments (OptioNal) .....ccccveeeiiciiieiiiiiis et 19
=] (=] (R O U UR 20
4, CREATING AN INCIDENT ...uiiiiiii et e e e e e e e e e e e e e e eenans 21
Lo o =T o | ORI 21
N (=] S PP OUPRRPPPPIRPN 28
KA U L PP PS 35
ACCUSALONY INSITUMENT ..ottt e st e et e e e st e e e nsaeeansaeesnnee e 38
SUPPOITING DEPOSTTION ...ttt bbbt ne et b nre s 42
B, SEARCH . .. e e e 46
Lo o =T o | U PSO 46
N (=] RSOSSN 48
LA L1 =L | S PSP PPRTRI 50
N Eo T Tt 6o U PR 51
NAITALIVE SEAICN... ... i et e e ae e s e e s e nreas 53
ACCUSALONY INSTTUMENT.....eiiiiiieiiiie ittt e et e e srb et e e s bt e e e nbeeenneeean 53
SUPPOItING DEPOSITION ...ttt s e b s e e te e s reaesbeeanbe e raeenneens 54
B. REP O R TS L.ttt e e e e e e e e e e 54
O T (o PSSRSO 54
ATTEST REPOITS ...ttt e e nn e nn e ne s 95
IMPOTT/EXPOIT REPOITS ...ttt bbbttt b 58
INCIAeNt BASEd REPOITS ......ccuieiiiiie ettt ettt ne e sre et e neesteeneene e 59
NSOR REPOITS ...ttt bbbt e bt e st abe e r e e e e nbeeaneanne s 64
Warrant BaSed REPOIS ......cueiuiiuiiiiiiiiiieiieieie ettt bbbttt bbbt 65
A | = P 72

SJS User Guide Page 3



SIS User Guide Version 1.6 1/18/2013

PrOCESS IBR..... et e e e e e et e e e e e e e e e e e e a e e e nrraa s 72
PrOCESS REPOIT ...ttt e s sttt e sa e e bt e e nbb e e e bn e e e be e e nnnee s 72
Clear IBR TaBIES.......coiieiiecec et re e sba e b e e raeanna e 73
8. MAINTENANCE.......uuuttitiiiiitte e eaaeeeeasasasessssassssssssssssssssssnnnnssnnnnnnnns 74
CANQE PASSWOIT ......iiuiieitie ettt st et e e e e be e s s e e beesnreesbeeanbeenreeanneens 74
BUIK RE-SSIGNIMENT ...ttt nr b b ene s 75
Y S o] 110 [T F= L1 o o USSP 76
Person CoNSOIIALION ........oiiiiiie i e e et e e e e saeeanee 76
S o | 78
PrOGram HEID ....oceiccceeece ettt et a et et re e re e nnaenan 78
A o011 | SRR PRRO 78
INDEX ... 79

SJS User Guide Page 4



SIS User Guide Version 1.6 1/18/2013

Table of Figures

T8I R I =1 T ol ==Y o S 11
T8I0 A I =01 U PP 12
T8 S T V= 11 =T o= Lol ST of /== o P 13
FIUIE 4: A @ NEW USEI ereiiieeiiieccitiiie e e sttt e e e e s e ettt ee e e e e e e e s st teaeeeeeeesssanstaeeeeeaeeeesnnsteenseseseenannntnnneeeans 13
Figure 5: Add New User INformation ...t e e e e e e eee e e s 14
T U ol SR =] 1Yot Y =T Yool Y1 14
FIGUIE 7: CrEate USEI .oeiiiiiiiiiiieiiiiieteteteteteteeereeeeeeeaeseseee e et et e aeeeeeeeseeeaeeeeeeeeseeseseseeeeeeesesesesssesssesssnsssssssesnsnnns 15
FIGUIE 82 SAVE USI.ciiiiiiiiiiiiiiieitietereteeereeererereeeeereaerereeeeeee..—.....—.—.....—.—.......e.e.eeeeeaetetesneeenreserererernrernmnmes 15
=Vl B O TN LT @ i ol Y S 16
Figure 10: Officer INFOrMation ........ooociiiii e e et e e et e e e e aae e e e e araeeeesraeeeennnaees 16
Figure 11: Add & Remove Superior and Subordinate OffiCers .......cccooviiiiciiee e 17
Figure 12: Open ACtIVE OffiCer ..ttt e e e st e e s be e e s snbaeeesssaeesennaeeas 17
Figure 13: Link EXIStING OffiCr....uuiiiiiiie et e e st e s e e s s tb e e e e s araeesennnees 18
Figure 14: Search to Link EXiSting OffiCer......uiiiiiiiii ettt et e s e e saaae e e e aaaee s 18
= U T B T o L U LY =1 o 19
Figure 16: Secretary and USer ASSIZNMENTS ....ccccuiiiiiiciiiieieiiieeesireeeesireeesssteeessaseeessaseeessssseeesssssaeessssssees 20
Figure 17: Edit Secretary and UsSer ASSISNMENTS ....ccoccuiiiiiiiiiieiiiiieeesieeeessiee e ste e e s sreeesssreeessssraeesssneeees 20
Figure 18: Deactivate USEr BUTTON .......ciiiiii ittt e e e s e s siarere e e e e s s s s sanbaaaeeeee s 21
Figure 19: Deactivate User Warning IMESSAZE ....ccuuiiiiiiiuiiiiiieetieriiiiteeeeeeessirereeeeesssssinreaeeeesssssssnsaneeeessns 21
Figure 20: Create NEeW INCIAENT .....coi ittt e e st e e e st e e e saba e e e ssbaeeessraeessnraeeas 22
T U] A Y =Y Yot il [ g Yol o [T o 1Yo TS 22
T U I Y 1YL T ol o 1=Y o S 22
T U] I A H [ o Tl o [T o} A D =Y - 1 U 23
Figure 24: Add Weapon t0 INCIAENT ......coii it e e et e e e e e e e sanrr e e e e e e s e ennnreaneeaaens 23
TN I A T = [ Yot AV A=Y oo o TS 23
Figure 26: Add Offense 10 INCIAENT .......uiiiiiiiee e et e et e et e e e e are e e e eareeeeenraeeeenraeeas 24
Figure 27: Search for INCIdeNT OffENSE .....cc.uviii i et e e e e are e e e e sara e e e earaee s 24
Figure 28: Incident Offense WIthOUT IBR..........cccciiiiiiiiiie ettt e eae e e et e e e e are e e e e arae e e eanaee s 24
Figure 29: Incident Offense With IBR ........cccuuiiiiiiiiie ettt e et e et e e e abe e e e eatae e e eaaaee s 24
Figure 30: Add NYS LawW 10 OffENSE .....uviiiiiiie ettt e et e e et e e e e ate e e e e abe e e e entaeeeennaeeas 25
Figure 31: Search, Add, and Create NEW PEIrSON .......ccuiiiicciiie ittt sive et e e srae e e e araee s earaee s 25
= U T A Yo o I T 2 =T Yo Yo S 26

SJS User Guide Page 5



SIS User Guide Version 1.6 1/18/2013

Figure 33:
Figure 34:
Figure 35:
Figure 36:
Figure 37:
Figure 38:
Figure 39:
Figure 40:
Figure 41:
Figure 42:
Figure 43:
Figure 44:
Figure 45:
Figure 46:
Figure 47:
Figure 48:
Figure 49:
Figure 50:
Figure 51:
Figure 52:
Figure 53:
Figure 54:
Figure 55:
Figure 56:
Figure 57:
Figure 58:
Figure 59:
Figure 60:
Figure 61:
Figure 62:
Figure 63:
Figure 64:
Figure 65:

Add Vehicle tO INCIAENT...couiiiiiiieee et s 26
VENICIE DETAIIS ...ttt ettt b e sttt e b e n e 27
Fi¥o o I o oY= u nY A fo I [ ol o =T o | AR 27
o o1 nY A D<) =Y £ SPSR 27
Add Narrative t0 INCIAENT ....ccueiiiiiiieeee e et 28
NAITative DELAIIS ..c..eeeeieeeiee e e s 28
FiYe [o I T Y o T PP UR TP PRUPPRPR 28
ATTEST IMIESSAEE . eeiiiiiiiiiiiiiiieeeeeeeeeee ettt et e et et ettt et et et et et et et et et et eteeeeateeeeaeaeeeateeeeeeeeeeereeeeeeeees 29
Arrest AdAress & AlIAs ......eoiiiiiiie ettt st e e ar e e s re e aee 29
Add Phone and AlIas 10 ArTESt.....eeiueiiiieeiiee ettt ettt ettt e et e s e st e sbee e sareesneeenee 29
Arrest DesCription DELails .....uiiiiciieiiiiiee et e e s araee s 29
Arrest EVENT DETAIIS ....eeieieiiiieeie ettt st 30
F N T A g = T =T R PR 30
FaToi o [T o @ o F= T =TSSR 31
YT | AN 4 1] TSRO PR P URTOPROP 31
ST I AN = A 1 = =T SRR 31
ATTEST DETAIIS ..ot e e s ree e nes 32
Add INCIAENT PEIrSON 10 AITEST .. .eii ittt e s e e e s e e 32
Add Narrative and Incident Narrative t0 Arrest .......cccveveeriiienieeieeeee e e 33
Add InCident Narratives TO ArreSt......ooeiiiiieiiie et s e 33
Vo [0 o Lo oI (o 3 A o 1] TSP PP RO TRPPRO 33
07 ] FoT=To N =4 o Yo o T PSSR 33
[V TX Yo 1oV A=Y e KYor= 1 o FRTT TR 34
DA e e ettt h e b b e bt et et e E e e bt e ab et she e s ae e e r e e bt e be e beenneesaeeeaes 34
FiYe [ o 11 T e Tol QAN 4 =] OO TP TP PP PPOPRT 34
LOCK AFTEST WaININEG. ... vieieeeiieieeeitee ettt e et e e e e e e e vae e e stta e e e e abaaeeesabteeaesastaeessnsraeessnsteeesansens 35
Add / Edit ASSINMENT L0 AITEST ..eeiuviieiiieciee ettt ettt eetee e et e e e e sbeeetre e s tbeesabeeesabeesreeeanns 35
WiV o I AN Fd o T 01T Y A o 1Y o T AR 35
Create @ Warrant ... e e 35
Create @ Warrant Warning IMESSaZ.....couuuuiiiieiiiiiiiiieeee ettt e e e e s s esinree e e e e s s s sabrneeeeessessanns 36
Warrant Address & AlIAS.......eoiieieiie ittt ettt e et esb e s e e e s esaeeesareas 36
Add Phone and Alias 10 Warrant ........oceeeiieieiiieiiie ettt ettt e s e e esbee e 36
Warrant Description DEtails .........eeeeii it e e e e e e e e anns 36

SJS User Guide Page 6



SIS User Guide Version 1.6 1/18/2013

Figure 66:
Figure 67:
Figure 68:
Figure 69:
Figure 70:
Figure 71:
Figure 72:
Figure 73:
Figure 74:
Figure 75:
Figure 76:
Figure 77:
Figure 78:
Figure 79:
Figure 80:
Figure 81:
Figure 82:
Figure 83:
Figure 84:
Figure 85:
Figure 86:
Figure 87:
Figure 88:
Figure 89:
Figure 90:
Figure 91:
Figure 92:
Figure 93:
Figure 94:
Figure 95:
Figure 96:
Figure 97:
Figure 98:

WaArrant DELAIIS .....ceeueieieeieeee ettt st nre e 37
T = [0 A O g ¥ [ =T PRSP 37
Add Warrant ASSINMENT.......ccoiiiiieiiieeeecieee et e scree e e sre e e e stre e e e s aaeeeeesasaeeesssaeeesssaeeesnsseeens 37
Add @ CoNtaCt t0 @ Warrant .o.eeeeieeieiieeeerieesee ettt et s s 38
Add CONLACE DELAIIS . ..eoieeiieiiecie e e 38
Administrative / Warrant File INfOrmation ......oo.ueiviieiee ittt saae e s ssaaee s 38
Add AcCUSALOrY INSTIUMENT ..eiiiiiiee ettt e e e e et e e e e are e e e s ataeeessbaeeesnsaeeas 39
Create an Accusatory INStrument ... 39
Accusatory Instrument Incident and Charges........covcvviiiiiiiiiiiiiie e 40
Add INCident Defendant.........co i s 40
Add Supporting Deposition to Accusatory INStrUMEeNt........cceeeeeeciiiiieeeie i, 41
Search for SUPPOrting DEPOSITION ......ueiiiiiiiie ittt sree e e ssbaeeessnbeeeesans 41
Finalize Accusatory INSTrUMENT.......oii i e e e e e e 41
SUDMIT TO PCIMS .ttt st e st e s sme e sar e e be e e smreesneeesnneas 42
Add Supporting Deposition to INCIAENt ..........oviiiiiiiieceee e 42
Supporting Deposition DELailS .......cueeiiiieiciiiiiieee e e e e e e anns 43
Add an Existing Incident to Supporting Deposition ..........cccceeeeeeciiiiieee e 43
Deponent Information and Details .........eeeeeeiiicciiiiiiiec e e 44
Add Incident Defendant to Supporting DEPOSItION .........ccccueeiieciiieeciiiee e e 44
Add Associated Accusatory Instrument to INCident .........oeeeeiiiiiiciiee e 44
FaYe [0 I 1=T o Yo 1Y 1 o o T PP 45
Add FActual STatemMEeNT .....coouiiiiiieie e e e e 45
Finalize SUPPOIrting DEPOSITION ..ccii i e e e e e e e s e e s aaeaeees 45
Finalize Supporting Deposition Warning .........cceccuieeiiiiiee et ssree e svee e e re e e e nre e e e 46
INCIAENT SEAICH <.ttt st b e esae e s 46
INCIAENT SEAICH CritEITa. . .eeteetieriie et e 46
INCIAENt OFfENSE SEAICR ...ccueiiiieiee et 47
Incident Offense SEarch Crit@ria......cceviiirieerie ettt e e s 47
InCident VEhicle SEArCh ...t s e s bee e 47
Incident Vehicle SEarch Criteria.......ccccoiuiiniieniiieiee et 47
INCIAENt Property SEAICH ...o.eviiiiiee e e et e e e s re e e e s nae e e e nes 48
Incident Property SEArch Crit@ria. ...ttt ree e e e e e 48
AFTEST EVENT SCAICR .. .eeiiiiiiee ettt st e sate e s be e e sr e e s b e e sareesaneeenee 48

SJS User Guide Page 7



SIS User Guide Version 1.6 1/18/2013

Figure 100:
Figure 101:
Figure 102:
Figure 103:
Figure 104:
Figure 105:
Figure 106:
Figure 107:
Figure 108:
Figure 109:
Figure 110:
Figure 111:
Figure 112:
Figure 113:
Figure 114
Figure 115:
Figure 116:
Figure 117:
Figure 118:
Figure 119:
Figure 120:
Figure 121:
Figure 122:
Figure 123:
Figure 124
Figure 125:
Figure 126:
Figure 127:
Figure 128:
Figure 129:
Figure 130:

Figure 99: Arrest EVeNnt SEArch Crit@ria......ccuiiiiiciiiie ettt ettt e et e e e s e e e e s ara e e e s aaaeeeeannee s 49
Arrest Offense SEAICN .....cocuiiiieeee e s 49
Arrest Offense SEArCh Criteria .....ou it 49
Arrest Charges SEAICN .. ..o e e e e s ae e e s s bae e e e e aree e e eanees 49
Arrest Charge SEarch Criteria. .. ettt e e e e e bre e e s nae e e e s aree e e eanees 50
SEAIRA AITESt SEAICH ...t s 50
Sealed Arrest SEArch Criteria ... i it 50
WaAITANT SEAICR ...ttt et s et e r e s 51
Warrant SEArch Criteria . ..o i it s 51
NAME/PEISON SEAICH . .eveiiiieiiie ettt et e e st e s s s et e e e s s eab e e e s sbbe e e s senbeeessanes 51
Name/Person SEArch DELailS ......ccuvieiiiiiiii ettt e e e st e e s s erbe e e s sab e e e e snas 51
Arrest Defendant SEACH........co i 52
Arrest Defendant Search Details.......coouiiiiieiiiiieeee e 52
Warrant Defendant Search Details ........coceviiiieiiiieiee e e 52
Warrant ComplaiNant ......eeeee oo e e e e e e e e e e e e e e s 53
Warrant Complainant Details ........ueeeeiiiiieiiieeec e e e e 53
NArrative SEACH ...t 53
Accusatory INStrUMENT SEAICN........uiiiiie e e e e e e e e e e s enrrraeeeeee s 53
Accusatory Instrument Search DetailS.......ccc.uuvveeeiiiiiciiiiee e 54
SUPPOrting DEPOSILION SEAICI ....uviiiiiiiii e e e s e e e e e e s e nararreeeeee s 54
Supporting Deposition Search DetailS .....cccvuvieeeiiiiiiiiireee e 54
[ e 0T o N 20T o Yo o PSRRI 55
I o) Y =T d <Y o Yo o USRS 55
List Of Arrest REPOIT Filter......eii i et ara e e e 55
F N I o oV A ] ol g 2=T o o o USSR 55
Arrest by Officer REPOIt FIlLEIS .....viiiiiiie ittt re e e e e e aree e e anes 56
Defendants With WEAPONS ......cccuviiiiiiieie ettt te e et e e e e ae e e e s ara e e e 56
Defendants with Weapons Report FIlters.........cccviiiiiiiiii ittt 56
Arrestees/Suspects by Characteristics REPOIt.......ccvcviieiieeriieiiecie ettt cree e e re e 56
UCR SUMMArY OVEr 18 REPOIT ...euuiiiiiiiiiiiiiiiiiiiititiitieieretesereresssasssesesssssssssesssssssessssssssssssssrnrnrnnes 57
UCR Summary over 18 REPOrt Filter......uuii ettt 57
UCR SUMMary UNder 18 REPOIt .. .uuiiiiiiiiie it citee e ettee e esee e st e e s e sate e e e sate e e s sntee e s snbeeeeennes 58
List Of Charges REPOIt ... .uuiiiiiiiee ettt e e e e e e e cree e e e e e e e e s abt e e e e e e e s eesnssraeeeeeesesannssseees 58

Figure 131:

SJS User Guide Page 8



SIS User Guide Version 1.6 1/18/2013

Figure 132:
Figure 133:
Figure 134
Figure 135:
Figure 136:
Figure 137:
Figure 138:
Figure 139:
Figure 140:
Figure 141:
Figure 142:
Figure 143:
Figure 144:
Figure 145:
Figure 146:
Figure 147:
Figure 148:
Figure 149:
Figure 150:
Figure 151:
Figure 152:
Figure 153:
Figure 154
Figure 155:
Figure 156:
Figure 157:
Figure 158:
Figure 159:
Figure 160:
Figure 161:
Figure 162:
Figure 163:
Figure 164

List Of Charges REPOIT FIlLEI.......ccuiiii ettt et e e ate e e e e tee e e e abe e e e nes 58
NYPTI EXPOIT REPOIT coetittiitiiiititieiutttetetttetetetateeesasaeesaeeeeeesesseeeeseeeaeseaeaessesaesetesesesataseserenersreraranes 59
N N W oo 2 U=T o Yo ol o1 Y USSR 59
SIS Incident Type (Case Status) REPOIT......uiiiicciiiie ettt e erre e e s araee s 59
SIS Incident Type (Case Status) Report Filter.......oouieiiciiii e 60
[oTor=1 (o] W 3{=T o T o ST O OO R PP P P PO PR PPPRPRPPPRPRPRPRPRPRS 60
[ or= N o oI Y=Y o Yo fl i1 =T PSSP SR 60
(0] 1T o T I Y=o o OSSPSR 61
(0] 1T T I Y=Y o Yo T o1 =T PSPPSR 61
[ CeT o 1<) a VA X{=T oo ] SO TSP P PP RPO PR PRPRPRUPPRPRPRPRPPRE 61
Property REPOIT FIILEIS ..ouiiiiiiee ittt ettt s e e s st e e e s abe e e e sntee e e snteeeesanns 62
SYNOPSIS REPOIT ettt ettt e e e e s et e e e e e s e s bbbeteeeeeesesasnreaaeeeeess 62
Vg Le I R U=] oYYl o1 T PR 62
LY 2= Yol TS Y=Y o o o ST 63
RV A=Y Yol TR Y= o o o 1L =T SR 63
Within Time RaNGE REPOIT. ... ettt e e e e e et e e e e s s e s nntae e e e e e e eennnsrenneeeanas 63
With Time Range REPOIt FIlter .....uviieeeee e e e e e e e 64
IMported INCIAENtS REPOI.....coiii i e e e e e e e e e e e eee e e e e e e e e e esneneeees 64
Imported INCidents REPOIt FIltEr ......uuviiiiiiiiieee e e e e e 64
NN O 2 ol =T gl (=T o Yo o PSRRI 65
NSOR Tickler REPOIt FIlLEE ...vveieeiiiicciieeee e e et e e e e e s e e e e e e e e e s neeaeees 65
[N Y@ 13 =T o Yo T A PPOPRPRPRRS 65
NN 2 2 (=T o Yo o fl o1 =Y PSRRI 65
[ (oY A a1 To fl 20T oo o USSR 66
HOt ShEet REPOIT FIlteIS...cc it te e e e are e e e 66
Due Diligence ReVIEW LiSt REPOIT ....ccccuviiiiiciiie ettt sttt eee e et e e e e te e e e sare e e e 66
Due Diligence Review List Report FIltEI'S ........cciviiiieiiiiiie ettt e 67
By Lapsed Assignment Days REPOIT.......ciiiiciieeiiiiiiecciiee et sree e iee e e aee e s s abe e e e 67
By Lapsed Assignment Days REpOrt FIlters ........ocuiieieeiiii it 67
By AsSiZned OffiCer REPOIT ....ccii ittt ettt e e e s ate e e s s nbe e e s snteeeeenes 68
By Assigned Offer REPOIt FIlterS ....uiiiiiiii e 68
Listed By Street Address REPOIT .....coiiiiii ittt e sare e e e 68
Listed By Street Address REPOrt FIlterS. ...ttt e e e e 69

SJS User Guide Page 9



SIS User Guide Version 1.6 1/18/2013

Figure 165:
Figure 166:
Figure 167:
Figure 168:
Figure 169:
Figure 170:
Figure 171:
Figure 172:
Figure 173:
Figure 174:
Figure 175:
Figure 176:
Figure 177:
Figure 178:
Figure 179:
Figure 180:
Figure 181:
Figure 182:
Figure 183:
Figure 184
Figure 185:
Figure 186:
Figure 187:
Figure 188:
Figure 189:
Figure 190:
Figure 191:
Figure 192:
Figure 193:
Figure 194:
Figure 195:

Sorted By Officer Name and Rank REPOIT ....cccvvieiiiiiiiieieiieie ettt e e e e s 69
Sorted By Officer Name and Rank Report Filters.........ccoucuviiiiiiiieeciieee et 69
Surrender Letter Control List REPOIT ....cccvviiiieiiiie ettt e 70
Surrender Letter Control List REport FIlLErs .......eeviciiiiiiiiiie et 70
Print SUrrender List REPOIT ...uiii ittt sttt e e e et e e e e nte e e e e ntae e e ennes 70
Print Surrender Letter REPOrt FIlters ......oooiciiee i 71
Subject Not Responding to Surrender Letter REPOIt.......ccvevieciiieicciiie e 71
Subject Not Responding to Surrender List Report Filters ........coovvvvciieeicciieecccececceee e, 71
IBR = PrOCESS ...ttt st e e 72
IBR = PrOCESS FIltIS ..cneiieiieeiee ettt ettt ettt sttt et e s bt e e sabe e sbe e e sareesneeesaneas 72
IBR - PrOCESS REPOIT ...ttt te e e e st seeestststssebsessssssssssnsssssnsnsnnnnnnns 72
IBR - Process REPOIt FIlLEIS ....uiiiiiiiiiieiiiieeecieee e citee ettt e e s s ate e e e s are e e e snte e e s sntaeeeennes 73
IBR - Clear IBR Table — REVIEW ......coiiiiiiiieiie ettt ettt e 73
Clear IBR Table - REVIEW IMESSAEE .....c.uvvriiiieeeeeccitieere e e e e eecirtreee e e e e e s snbsaeeeeeeeeessanssaneeeeseennanns 73
IBR - Clear IBR Table — ProCeSS. .....ccoiuiiiieeiiie ettt 73
Clear IBR Table - ProCess IMESSAZE......ccuuriiiieeeeeeciittieeeee e e e esitrtreeeeeeeeesnbsaeeeeeseeessnsssaneeeeseennnnns 73
Clear IBR Table — Clear REPOIt .. .cuii ittt e et e e e e e e et e e e e e e e e s b eaee e e e e e eeanns 74
Clear IBR Table — Clear REPOrt MESSAZE ....uuuieiiiicceiiiiieee e e e eecitirere e e e e eecnrtte e e e e e e e e ssnrraeeeeeeeeenanns 74
ChaNGe PaSSWOId ....uuiiiiieiii ittt e e et e e e e e e st e e e s e e s s bt areeeeeee s s antsaaeeeeeeesannssnnnneeeseennnns 74
Change PassWOrd FIlUS......c.uuuiiiiieii et e e s e e ree e e e e s e s st rar e e e e e e e s s anbnaneeeeseennnns 74
BUIK RE-ASSIBNMENES ..ciiiiiiiiiieiee ettt e ettt e e e e s e e st r e e e e e e e s s sastaeeeeeessssnsstaneeeeesesnnnsssnnes 75
Bulk ReassignmeNnt - WarrantS......coccuiiiiiiie it e et re e e e e e e s tn e e e e e e e e s nenanees 75
MasS CONSOIIAATION ..ccueviiiiiiiiiie e s e 76
Mass Consolidation FrOM OF TO ....cocuieiieiieiiente ettt ettt st st nree 76
Person ConSONAATION ....cc.eeriiiiiiieieee ettt ettt et nree 77
Person Consolidation From BUTEON.........cueiieiiiiiiniieieeree et 77
Person Consolidation —To & From Search Criteria........ccocceveerierieriienieneenicseeeeeeeeeiens 77
Person Consolidation TO BULTON ......c..iiiiiiiiiieiiie ettt 77
Consolidate From one Person TO @nOther ..o iiiiiiiinieiiieeieccee e 78
o4 T a1 o 1= [ T PSPPSR 78
FA o o 11 SRS 78

SJS User Guide Page 10



SJS User Guide

1. Introduction

Purpose
The purpose of the SIS User Guide is to:

Version 1.6

1. Provide a central artifact which includes a high level SIS Component User Manual.
2. Provide a central artifact which includes application specific pointers and references.

Scope

The scope of this document will include the high level SIS Component User Manual.

Audience

This document is for SIS users.

2. Login/Logout

Below are the steps for a user to Login.

1/18/2013

Step | Description

1. | Open Spectrum Justice System (SJS)

Enter Username and Password and <Click> Login

2. NOTE: If a user does not have a username, the user must request one from their agencies

fields.

administrator. The Reset button resets information entered in the Username and Password

- Windows Internet Explorer-

[l hetp: dvwsbo7:080/sjs acegiogin. jsp =142 ][ | [ive search
View Favorites Tools Help
[f1535 Login | | 22 -6 - & - [y Page - @1

limited to,
on an 'as is' bY
modifications.

Copyright © Jan 2008 EN{ew Wk State:
Division of Criminal Justice Nic!

Spectrum

Justice System

damages Sh§ng out of the use of its saftware. its documentation, or any derivatives thereof, even i the state of New York has

imd warranties of merchantabilty. fitness for & particular purpose, and nonvinfringement. This software is provided
. Nhe State of New York has no obligation to provide

support, updates, or

SIS Version: 7.0.742
DB Version, /.7

Figure 1: Login Screen

Below is the step to Logout of SJS

SJS User Guide
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Step | Description

1. | <Click> Logout from the main SJS page or close the browser.

we ae o] - | [FEndex - omeo, FRamk ... x | [Z] INCIDENT - NYD162000 - CL... | |
File| Search | Reports | IBR | Maintenance Help|L0g«%
User: FRANK DIMEO \ | Select Agency:| TUPPER LAKE POLICE DEPARTMENT (NY0162000) =
Refresh List | \ Incident: Open NewI
Open Incidents \\ Arest]| Open |
o
pen Arrests
) Warrant: Open
Open Warrants —I
Open Accusatory Instruments R Open |
Open Supporting Depositions Supporting Deposition: Open |
NSOR: New

Open Windows: ||ncident_create 2

Figure 2: Logout
3. User Administration

User Access Matrix

Action / User Type User Role Administrator Role
Incidents X X (Only View Initial Incident)
Arrests X NA
Warrants X NA
Accusatory Instrument X NA
Supporting Depositions X NA
SJS Sex Offender Registry X NA
Search X X (Except Narrative Search)
Reports X

Add User

Below are the steps for adding a user with a User Administration Account.

NOTE: These steps do not detail all of the Administrator’s functionality. Please see the
Administrator’s Guide for further information on SJS Administration.

Step | Description

SJS User Guide
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Open SJS URL and Enter the Administrator’s Username and Password

1. | NOTE: Default Username is fixer7 and Password is nypti$123 and Agency Administrators can

change the fixer 7 password.

Scroll over the Maintenance tab and <Click> User Manager

NOTE: The administrator’s login screen displays administration tabs only.

.f:" Index - FIXERT, FIXERT - Windows Internet Explorer

So

- I http: fidwwsb07 : S050) sjsfindes. htrmla

File  Edit

Views  Favorites Toolls

Help

Us RF  [# Index - FIXERZ

XERTF

Filel Searchl Maintenancel Herl Lo-goutl

Figure 3: Maintenance Screen

3. From the User Manager screen, <Click> New

s ake 59| - | Eindex - Fixery, Fixers

isisiWEB-IMFfispfuserLis. .. >

EY=TEIT CATA COMNVERSION JADMIN MY 0152000 UPPER LARKE POLIGE DEPJactive
@ AMMEL L L asor A EL L MY 0162000 [ TUFFER LAKE FOLICE DEFPJActive

ARSEMALLT [THOMAS [TARSEMALIL MY 0152000 [TUPPER LAKE POLICE DEPJActive
= BEACH FAROT FEEAGH Fvo152000 |[TUPPER LAKE POLIGE DEP|Active
@ BEACH SR O ABEACH MY 0162000 [TUFFER LAKE POLICE DEFfinactive
@ BEACH AL E O, A FBEACH MY 0182000 [TUPPER LAaKE POLICE DEPJActive
= BOLSTER SLoAM SEoLSTER Fvo152000 |[TUPPER LAKE POLIGE DEP|Active
@ BOMBARD [ERITTAMNY | CEEREEEGIE] MY 0162000 [ TUFFER LAKE FOLICE DEFPJActive

CLEMEMTE FRUA FCLEMEMNTE MY 0182000 [TUPPER LAaKE POLICE DEPJActive
= CoOLE ROovoE RCOLE FvO0182000 |TUPPER LAKE POLICE DEP|Active
@ CORMIER N OSEPH P OoORMER MY 0162000 [ TUFFER LAKE FOLICE DEFPJActive
@ [EI=E] A DA ENST=N ] MY 0182000 [TUPPER LAaKE POLICE DEPJActive
= CEVIEST CEVIEST CEVTEST Fv0152000 |TUPPER LAKE POLICE DEPfActive
@ CIME O FRAMN K FDIMEC MY 0162000 [ TUFFER LAKE FOLICE DEFPJActive
@ TEC = |NFEFF [HEL L rarg MY 0182000 [TUPPER LAaKE POLICE DEPJActive
= FEE e [TFEE Fv0152000 |TUPPER LAKE POLICE DEPfActive
g FIHERT FIXERT FIXERT MY O0162000 I TUFPFFER LAKE FOLICE DEFPJACtive
@ FOTl FRUA FFOTI MY 0182000 [TUPPER LAaKE POLICE DEPJActive
= FoT FRATIK FFoTIA FvO0152000 |TUPPER LAKE POLICE DEP[inactive
B GRIFFIMN [ TROY [TSRIFFIMN MY O0162000 I TUFPFFER LAKE FOLICE DEFPJACtive
@ HERB LTI DA LHERB MY 0162 [TUPPER LAaKE POLICE DEPJActive
= OFF AT CoUGLAS CHOFFAAN MY pAG2000  |[TUPPER LAKE POLICE DEPfActive
B HOYT VWESLEY VHOY T YO152000 I TUFPFFER LAKE FOLICE DEFPJACtive
@ | OBBERT | OBBERT hoBBERT MY 0162000 TUFFER LAaKE FOLICE DEFJActive
= REATING CEIRDRE CHREATIN Fv0152000 |TUPPER LAKE POLICE DEPfActive
B FKORRAPATI FIH”\GYA B+ AP ATI MY O0162000 I TUFPFFER LAKE FOLICE DEFPJACtive
| e 1

Figure 4: Add a New User

4. Enter User Information at the top of the screen

5. Enter Last Name, First Name, User Name, and Select Agency ORI.

SJS User Guide
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User Management

Last N:? First NW
User Nafne Delete User | Reset Users Password |
Agency Q’ﬁl |NYD49EFI 00 - SENACA FALLS TOWN PD /vj Iv| Active [Ceactivate |

e e
Figure 5: Add New User Informatio

<Click> the Role Dropdown and Select the User Role, “sjs_user”.

Grant Appropriate Access under Master Names, Incidents, Warrants, Arrests, General. To
select all access, <Click> Select All

[ User Management

Last Name | First Name |
User Name| Delete User ResetlUsers Pass:

Agency ORI [NYD450100 - SENACA FALLS TOWN E, =1 | Active Deactivate

User Manager Quick jurnp: El Master Names|| |ncidenra'v\rarramsl arrests]| Generai| Agencies|
EI Ruoles /
Raole |slsfuser }

EI Master Mames
I~ Inquire
7 Delete
- Update
Select Al I Unselect All I

EI Incidents

I~ Inquire I Assign

I~ Add I~ Admin Lock
™ Update I IBR Revie

I~ Delete Select All I Unselect All I
EIWarrams /
I~ Inquire I Close
- Add I~ Assign
™ Update Select All UnselectAll |
- Delete
EIArrests
I Inquire I Juvenile I Supervisor Locl
— Add - Seal I~ Blank FP Car:
I~ Update I NYPTI Preliminary Report I’ Assign
I~ Delete I NYPTI Final Export Select Al Unselect All |
EI General
Maintain
- Dictionaries - Crime Mapping I~ Local Laws — AutoReplace
™ Maintain Security ™ NSOR ™ Import/Export — /Accusatory Instrument/Supporting

Deposition

Figure 6: Select User Access

<Click> Dropdown within Agencies, under Select Agency Group, and choose Default main
agency group;

NOTE: This Step is not required if agency groups are not set.

SJS User Guide
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E Agencies

On initial user creation you may select an agency group and the dsgr will be added to all of the contained

Agencies with view permission
Select Agency Group: | Default main agency groupA=|

A Create User Close

Figure 7: Create User

<Click> Create User to create the new user

9. | NOTE: These steps create a user and upon clicking on Create User, a new screen is displayed
allowing user to Add Additional Agencies and Agency Groups and for multi-agency
configurations.

10. | <Click> Save User

El Agencies

\ Add Agency Add/Delete Multiple Agencies Add/Delete Agencies By Agency Group
ave User I Open Active Officer | Create Officer | Link Existing Officer Close

Figure 8: Save User
Create Officers, Open Active Officers, and Link Active Officers

Create Officers

Once a user is created, an officer record needs to be created and linked to the user record. Below
are the steps to create an officer using a User Administration Account.

Step | Description

Once a user is created, the Administrator will scroll over the Maintenance tab and <Click> User
Manager

2. <Click> the Edit Button B next to the User you would like to Edit / Create

3. Scroll to the bottom and <Click> Create Officer

SJS User Guide Page 15
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Add/Delete Multiple Agencies

1/18/2013

Add/Delete Agencies By Agency Group

Save User I

Create Ofﬁcer‘/l

Open Active Officer |

Link Existing Officer | Close |

Figure 9: Create Officer

Enter Badge Information, Select Status as Active, and Choose Rank from the Drop Down.

4. NOTE: If the officer’s rank does not already exist within SJS, the agency’s administrator will need

to create a new rank. See Administration Guide & Boss Tree Configuration Map

Last Name [Dumnry

First Name [CRASHTEST

et

N

Bas 234 MNuml 321 External ID AR
ACTIVE = 135 — Di DISPATCHER
us SJs U 1D Display Rank PATROL
A | N'Y0162000 - TUPPER LAKE POLICE DEPARTMENT x| Officer Signature ;;ﬂ’l
| My#Aliperiors - SERGEANT
Available Officers LT
WARRANT CONTROL OFFICER
CHIEF
COUNSEL
>3
<<
|- My Subordinates
Awvailable Officers Reporting Officers

’IF Save Officer Close I

Figure 10: Officer Information

<Click> Save Officer

>. NOTE: Upon saving the Officer, a list of available officers appears, allowing the Administrator to

select the user’s superiors and subordinates.

Remove.

Select Superior and Subordinate Officers and <Click> the >> Arrow to Add and << Arrows to

NOTE: If Available Officers does not contain a Superior or Subordinate, then the administrator
user will need to create the Officer.

SJS User Guide
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Last Name |DUMMY First Name [CRASHTEST Rank | SERGEANT |
Badge |1234 Number |432‘I External ID |1v016 -8
Status | ACTIVE vl SJS User D |135 Display Rank |SERGEANT j

Agency | NY0162000 - TUPPER LAKE POLICE DEPARTMENT =] Oficer Signature | Automatic Assignments |
My Superiors

Available Officers Superior Officers
AMELL, JASON POLICE OFF j FOTI, FRANK CHIEF

BEACH, AARON SERGEANT

BEACH, ALEXA P02

BOLSTER, SLOAN POLICE OFF

>
DEAN, ADAM POLICE OFF

DEVTEST, DEVTEST SERGEANT

DIMEO, FRANK SERGEANT

ELLMAN, JEFF CHIEF

FEE. THOMAS CHIEF I

- My Subordinates

Available Officers Reporting Officers
ADMIN, DATA CONVERSION TEST ,ejI ARSENAULT, THOMAS DISPATCHER

AMELL. JASOM POLICE OFF
BEACH, AAROMN SERGEANT
BEACH, ALEXA P02

[BOLSTER. SLOAN POLICE OFF
BOMBARD. BRITTANY DISPATCHEF <<
COLE. ROYCE DISPATCHER

DEVTEST. DEVTEST SERGEANT

DIMEQ, FRANK SERGEANT

FOTI. FRANK SERGEANT =l

CORMIER. JOSEPH DISPATCHER
DEAN, ADAM POLICE OFF

Save Officer | Clcsel

Figure 11: Add & Remove Superior and Subordinate Officers

7. <Click> Save Officer and <Click> Close to leave screen or tab.

Open Active Officer

Below are the steps to Open an Active Officer to Edit an Officer or Assign new Superiors and
Subordinates.

Step | Description

1 Once a user is created by the Administrator, login as Administrator and scroll over the
) Maintenance tab and <Click> User Manager

3. | <Click> Open Active Officer

Save User I)y Open Active Officer Create Officer Link Existing Officer | Close |

Figure 12: Open Active Officer

4. Edit any information as necessary. See Figures 10 and 11

Link Existing Officer

Below are the steps to Link an Existing Officer in User Administration.

NOTES:
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e Linking an Existing Officer is only used when an Officer is promoted or demoted, i.e. Sergeant to
Chief, Chief to Sergeant, Or name changes; Or differences in names i.e. Michael vs. Mike

e Linking an Existing Officer will link all of the promoted or demoted officer’s old records to his
new officer records. Linking an officer will associate all officer records that a user might have so
that the user account can edit work done with a now inactive officer record. It tells SIS that user
A has officer “X’s” records.

e Take note of all of the open Incidents, open arrests, open warrants, open accusatory
instruments, and open supporting depositions as new promoted or demoted user will need to
search for the record to edit it. Make a hard copy list if necessary.

e Linking a record causes the prior officer’s role to become inactive, and all of the officer’s old
records will link to the new active officer role. See Boss Tree Configuration Map

e Linking an officer enables you to determine which officer record will be active, and which officer
records need to be linked.

Step | Description

If an Officer is promoted or demoted or name changes, <Click> Link Existing Officer to transfer
1. | editing rights of the inactive officer’s records.

NOTE: This is only used for a promotional requirement or name change.

Add Agency Add/Delete Multiple Agencies Add/Delete Agencies By Agency Group
Save User I Open Active Officer | Create Officer | Link Existing Officer BJ Close |
Figure 13: Link Existing Officer \

Enter the Search Criteria for the Officer you would like to Link and <Click> Search Again

NOTE: In the case of Michael vs. Mike, replace first name field with % and get all Michael’s

2. | records; you can do M% or variations too to get retrieve all Michael and Mike’s results. Always
use the Officer’s view to validate not seeing expected results here for things like Michael vs.
Mike.

Select officers to link to user DUMMY, CRASHTEST

Last Name | TEST

Search Again

First Name |CRASHTEST

el NYO162000 DEVTEST DEVTEST SERGEANT MY 016200
fal NYO162000 [TEST [TEST DISPATCHER] Y 016200
lel NY0490100 [TEST [TEST FO2 1049010
el NY0480100 [TEST [TSTME Fo2 NY049010
Il @ fal NYO162000 [TESTME [TESTH Fo2 MY 016200

0162000 |a321 |DUMMY |CRASHTEST |SERGEANT |1234 |Nvu1aznm1

lease note that ONLY ONE officer may be active at any fime.
Link Selectad Officers | Cancel |

Figure 14: Search to Link Existing Officer

3. | Select the Officers you would like to link and <Click> Link Selected Officers
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Edit User

Below are the steps for Editing a User within User Administration.

NOTE: These steps do not detail all of the Administrator’s functionality. Please see the
Administrator’s Guide and Boss Tree Configuration Map for further instruction on SJS
Administration.

Step | Description

Once a user is created by the Administrator, login as Administrator and scroll over the
Maintenance tab and <Click> User Manager

2. <Click> the Edit Button B next to the User you would like to Edit

MAPLEY MICHAEL MIMAPLEY MYO162000 UFPPER LAKE FOLICE DEFPJActive
MARCLUM SHAMMOM SMAROUMN MYO162000 |TUPPER LAKE POLICE DEPJActive
MARRIED FEMALE MFEM MY0162000 |TUPPER LAKE POLICE DEPJActive
MINER SHARROM MINER MY0162000 [TUPPER LAKE POLICE DEPJActive
MORTOM [ZACH [ZMORTOMN MYO0162000 |TUPPER LAKE POLICE DEPJActive
MOSELEY LEGRANDE LMOSELEY MY0162000 [TUPPER LAKE POLICE DEPJActive
Y ADMIM LY ADMIM MYO0162000 |TUPPER LAKE POLICE DEPJActive
PWMAN HUSTIMN PERRYMAM MYD162000 |TUPPER LAKE POLICE DEPJACtive
FROMO FROMO FROMO MY0162000 [TUPPER LAKE POLICE DEPJActive
Edit mer ROULX ERIC EPROULX NY0162000 [TUPPER LAKE POLICE DEPJActive
Figure 15: Edit User
3. Update any necessary user fields and user access. See Figures 5 and 6

Edit Secretary and User Assignments (Optional)
Below are the steps to Edit Secretary and User Assignments.

NOTE: A Boss Tree and User Assignment are used when a user requires another user to have access
to his records and acts as that user. A Secretary is who a user can choose to work as after signing
in.

Step | Description

Once a user is created by the Administrator, login as Administrator and scroll over the
Maintenance tab and <Click> User Manager

2. <Click> the Edit Button B next to the User you would like to Edit

3. | <Click> Secretary and User Assighments
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| User Management

Last Name [Dummy First Name [CRASHTEST
User Name |[CRASHTEST

Delete User ResetUsers Password |

Agency ORI INYD‘\ 62000 - TUPPER LAKE POLICE DEPARTMENT j v Active Deactivate
User Manager Quick jump: Rol Waster Nai Inciden Warran Arresi General] Agenci
=] Roles |
Dispatcher I™ User I Admin = Oracle Account ID |35
Secretary ™ | Secretary and User Assignments I

/ Figure 16: Secretary and User Assignments

5. Click the >> to Add and << to Remove Bosses who user wants to have access to his records.

6. | <Click> Select Agency to change the Agency only if multi-agency otherwise not needed.

<Click> Select Default to choose a Default User to have access to all records.

NOTE: The user should add them self and the people they’ll need to work as and select which
user to default to upon log in.

Secretary and User Relationship
Secretary |CRASHTEST DUMMY

| N'Y0162000- TUPPER LAKE POLICE DEPARTMENT = Select Agency “ |
Avallable Bosses User's Bosses Select Default |

AMELL, JASON
ARSENAULT, THOMAS
BEACH, AARON
BEACH, ALEXA
BOLSTER. SLOAN
BOMBARD, BRITTANY
CLEMEMTE. FRANK
COLE.ROYCE

CORMIER, JOSEPH ==
DEAN., ADAM
DEVTEST.DEVTEST

[

DUMMY, CRASHTEST
ELLMAN, JEFF

FEE. THOMAS

FOTI, FRANK

Save | Close | * indicates default superior

If no default boss is explicithy selected in an agency, the first boss in the User's Bosses' list will be designated as the default boss.

Figure 17: Edit Secretary and User Assignments

Delete User

Below are the steps for Deleting / Deactivating a User.

Step | Description

1 Once a user is created, login as Administrator and scroll over the Maintenance tab and <Click>
" | User Manager

<Click> the Edit Button [E next to the User you would like to Delete

<Click> Deactivate button

NOTE: A message will display asking the agency’s administrator if they are sure they want to

SJS User Guide Page 20




SIS User Guide Version 1.6 1/18/2013

deactivate the user.

| User Management |

Last Name [DUMMY First Name |CRASHTEST /

User Name |cRASHTEST Delete User ResetUsers Password

Agency ORI|NY0162000 - TUPPER LAKE POLICE DEPARTMENT = | * Aciive Deacuvate‘i

Figure 18: Deactivate User Button

Windows Internet Explorer x|
9

\_.(,‘ Do wou really want to deactivate this user?

Cancel |

Figure 19: Deactivate User Warning Message

<Click> OK on the message to deactivate the user.

4. | NOTE: Users cannot actually be deleted, but by Deactivating a user, the user can no longer
access SJS.
<Click> Save
5. NOTE: To re-Activate a user, follow the same steps above and <Click> Activate then Save and
ensure the user has an Active officer record and if re-activating, check linking/officer view before
creating a new officer.
4. Creating an Incident
Incident
Below are the steps for creating an Incident.
NOTE: A minimum of the Incident Type and Location Code are necessary to create an Incident.
NOTE: When creating an Incident, Arrest, Warrant, Accusatory Instrument, or Supporting
Deposition, it is always important to continuously SAVE your work.
Step | Description
1. <Click> New next to Incident to create a new Incident
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Select Agency:| TUPPER LAKE POLICE DEPARTMENT (NY0162000) =

1/18/2013

Refresh List

Select Officer:| FOTI, FRANK CHIEF = |

‘Open Incidents
Open Arrests
Open Warrants

Open Accusatory Instruments

Arrest:|

_Open | N

Warrant| ~ Open | \

‘Open Supporting Depositions

Aou;satoryhstlmnentl Open |

Supporting Deposition: Open |

NSOR: New

Figure 20: Create New Incident

<Click>The Incident Type dropdown within Initial tab and select an Incident Type.

NOTE: If Location Code is not defaulted, select a Location Code.

Oe B @ & Br

Incident

™ Hide

Incident # ||

Agency # ||NYD‘I 62000  |DiviPct ||

| |case# || Ref# |

= initial

Incidents E“CKjumD: Inmal Detau:l Offenﬁ Persunﬂ Verm:ﬁ F’rnpeﬂ Narratlvd Adm\mstratrvﬂ Ms\gnmenﬂ Impnj

|»

rIncident Type——

ACCIDENT-AIRCRAFT ACCIDENT
ACCIDENT-ATV ACC (EXW/NMV)
ACCIDENT-DROWNING
ACCIDENT-FATAL
ACCIDENT-HIT AND RUMN

treet

Apt
ACCIDENT-HUNTING 460
ACCIDENT-INJURY
ACCIDENT-NATURAL DISASTER
ACCIDEMT-NAVIGATION ACCIDENT

City
State
Zip

ACCIDENT-ORDER OF PROTECTION
ACCIDENT-OTHER ACCIDENT
ACCIDENT-PERSONAL INJURY
ACCIDENT-PROPERTY DAMAGE
ACCIDENT-SNOWMOEBILE ACC (NOT ¥
AID-AIDED CASE

rIncident Location
Business [

BNjlding #

Street 2 [

Caution [
Location Code |[TUPPER LAKE, VILLAGE - 1720

[
——
—

[TUPPER LAKE

MNEW YORK - I
12986-0000

AID-AMBULAMCE REQUEST

AID-ASSIST CITIZEN

AID-ASSIST OTHER LAW ENFORCEM
AID-ATTEMPT TO LOCATE PERSON
AID-COMMUMNITY SERVICE

AID-EMS

L AID-FUNERAL ESCORT

Dispatcher |
Officer [

Ll L]

| L]

AID-PAGE

| Close |

T|AID-REQUEST FOR TRAFFIC CONTR
AID-TEST
ALARM-BURGLARY ALARM
ALARM-FALSE ALARM (ANY TYPE)
ALARM-FIRE ALARM
ALARM-ROBBERY-BANK ALARM

il

Figure 21: Select Incident Type

Click> Save Document at the top to Save work.

3. | NOTE: Save prior to continuing or you will not be able to add additional information to the

Incident.

‘”D = W & [BR Incident

/

Figure 22: Save Incident

4. Enter all necessary information pertaining to the Incident and Incident Type.

Figures 29 and 30.

If adding a Reporting Person, <Click> Reporting Person Information and see steps 10-12 and
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<Click> Save Document at the top to Save work.

6. | NOTE: Save prior to continuing or you will not be able to add additional information to the
Incident.
7. | <Click> Details tab to enter Details or Scroll down to Details enter Details
O & @3 BR Incident i H
Incident# [ I Hige  |Agency# [NY0162000  |DivPet | =] [case# || Ref# [
Incidents |Quick jump: Intiai i offa Persons| Vehicl Proper Marrati Administrat Assignments]| Impor
= Details =
Occum’amb rOccurred To————————
Day:  |Thu Day: Victims l—
Date: [12/20/2012 = Date: = Suspects| |
Time: |10:02 Time:
Location Type [ = =
Figure 23: Incident Details
9. | <Click> Add Weapon to Add a Weapon to the Incident
Add Weapon
Figure 24: Add Weapon to Incident
<Click> Drop down to select weapon then <Click> Save then Close to return to main Incident
screen
10.
NOTE: Entering a Weapon on an Incident overrides all other weapon selections within other
tabs.
Incident # [16722
Weapon: | =
Save I_BLUNT OBJECT
| DRUG/MNARCOTICS/SLEEPING PILLS
EI)I;FI‘EI}ICI)NS&\I’EKEDIARY DEVICE
FIREARM (TYPE UNKNOWMN OR NOT STATED)
FULLY AUTOMATIC HANDGUNS AND SUBMACHINE GUNS
FULLY AUTOMATIC RIFLE OR MACHINE GUN
IMITATION (EG. TOY GUNS. STARTER PISTOL)
KNIFE/CUTTING INSTRUMENT
MOTOR VEHICLE (WHEN USED AS A WEAPON)
NONE/MNOT APPLICABLE
NOT REPORTED
OTHER WEAPOMN
PERSOMNAL WEAPOMNS (EG. HANDS. FEET. TEETH. ETC)
POISON (INCLUDES GAS)
REVOLVER. DERRINGER. OR SINGLE SHOT PISTOL. ANTIQUE FIREARM
SEMI AUTOMATIC HANDGUN
SEMI AUTOMATIC RIFLE
SHOTGUM (INCLUDES SAWED OFF SHOTGUNS)
SIMULATED FIREARM
SINGLE SHOT. PUMP ACTION. OR BOLT ACTION RIFLES
UINKMNOWN
Figure 25: Select Weapon
11. | <Click> Offenses tab to enter Offenses or Scroll down to Offenses enter Offenses
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Figure 26: Add Offense to Incident

12. | Enter Offense search criteria and <Click> Search to find the appropriate Offense

Clear Grid

Figure 27: Search for Incident Offense

13. | Select the Offense.

<Click> Save in the Offense screen

14. | NOTE: If the Offense is an Assault /Homicide, Larceny/Theft, or Burglary, additional fields will

become activated to enter the IBR Information. See Figure 29

Offense must allow for weapons

Figure 28: Incident Offense without IBR

Figure 29: Incident Offense with IBR
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15. | To change the NYS Law, <Click> Find NYS Law. See Figure 28

16. | Enter search criteria and <Click> Search

17. | <Click> Select to add a new NYS Law to the Offense and return to Offense screen

Description: |TEST

Title: =

Section:

earchl Clear Grid | New Search | Close H

AIIDS 6/ m i1 o USING IMPROPER FAT TEST EQUIP 902

by elect A0S 6-A/ [l al u DAIRY PROD TEST IRREGULARITY 902
Select IN/0305/ A 11 0 FAIL TESTIFY/PROD DOCUMENTS 007
Select LOCH 11111 A F o [TEST OMNE
Select PHL/0505-A/ [l al u IMPROPER PURCHASE: TEST ANIMAL 902
Select PHL2308/ W 11 0 OMITNG PREGNANCY BLOOD TESTVD 907
Select FHL2500-A/ m i1 o OMITTING PHEMYLKETONURIA TEST 902
Select PHLI34400 o NOT USING FUNERAL DEATH TEST 902

Figure 30: Add NYS Law to Offense

18. | <Click> Save then Close

19. | <Click> Person to search for existing Persons or to Create a New Person.

Enter any information to search for an existing Person and <Click> Search. If the Reporting

20. | Person is a New person, <Click> New Person on the bottom of the screen to create a new

Reporting Person.

21. | Click <Add to Add an existing Person

MName

Last| First| Middle | Suffix| x| Business|
|- Additional Search Criteria
Sex - Race | =l Ethnicity -
Person Type | = DOB ] Age -
SSN Weight l—lbs Tnlerancelﬁlbs Height l_ ﬂl_ n TnlerancelB_
Search I Clear Grid New Search | Close |
Ls]

Add |[PEVIEST [REFORTERT [FEMALEINOT APHO3(1111985 || Alias || Ped

Add ||PEVTEST REPORTING REPORT[I MALE  [WHITE 011011970 ||ﬁ Ahas| Ped

Add |ITEST REFORTER CDS [FEMALE[BLACK ||ﬂ }-\hasl Ped

Add ||TEST [SUSPECT MALE  [WHITE [01/0111970 ||ﬁ )'-'\hasl Ped

Add |[TEST TEST [TEST UNKNOYUNKNOY ||ﬂ m\as| Ped

dd [[rest [TEST 0 MALE  [WHITE [05/1911960 ||ﬁ Mas' Ped

Add J|rEST [TEST1 00201955 ||ﬁ )‘-‘d\asl Ped

Add |JTEST ICTIM [WALE [WHITE [o1/011980 [y ;mas| Ped

Add |JTEST WITNESS FEMALE [RSIAN 0017011950 ||ﬂ ;mas| Ped

Previous 5(

| MNext 50 | Mew Person

Figure 31: Search, Add, and Create New Person
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22.

If the Person is New, Enter Last Name or Business, Select Person Type, and <Click> Save, then
Close

NOTE: Scroll Down or click the General Information, Person Details, Employer/School, Photo,
SMT tabs to enter additional information.

ﬁﬂu ﬁmmm —

Last r Fist [ Middle r sufix [ =]
Business I— Person Type: [PERSONREPORTING =]
Ferson quick jump: omumw mﬁ M«mﬂ w w

~| General | I
Address

© Incident Address © Clear

Street [

Building # [ Apt#

Street 2 [

City [

State [ = ozie |

Location Code [ =l

Add Phone
DOB

Age =] _Recale | Age To

Race [ Ethnicity

Add Alias

[=] Person Details
Caution | =l Beard [ =l

SSN Moustache

Figure 32: Add a Person

23. | <Click> Vehicle tab or scroll down and <Click> Vehicle to add a Vehicle to the Incident
=l Vehicles =
Add Vehicle
Figure 33: Add Vehicle to Incident
24. | Enter any necessary information pertaining to the Vehicle and <Click> Save, then Close
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Figure 34: Vehicle Details

25. | <Click> Property tab or scroll down and <Click> Add Property to add a Property to the Incident

Figure 35: Add Property to Incident

25. | Enter Property information and <Click> Save, and Close to return to the Incident

Figure 36: Property Details

<Click> Narrative tab or scroll down and <Click> Add Narrative to add a Narrative to the

26. Incident
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Add Narrative

Figure 37: Add Narrative to Incident

26. | Enter Narrative details <Click> Save, and Close to return to the Incident
) Incident ID ‘Agency ORI

Narrative Feme fvoiezon

Officer ID Date of Action Date Wiitten

[DIMEG. FRANK (SERGEANT) =
=|
]|

Replace | with [ Replace | Clear

| save | spelicheck | close | |

Figure 38: Narrative Details
Arrest

Below are the steps for creating an Arrest. Arrests are made within the Persons tab, See Figured 31 and
32.

NOTE: When creating an Incident, Arrest, Warrant, Accusatory Instrument, or Supporting Deposition,
it is always important to continuously SAVE your work.

From an Open Incident within the Person’s Tab, <Click> on the icon Arrest Handcuffs %

e R

Figure 39: Add an Arrest

<Click> Ok on the message make an Arrest, or Cancel to not make an Arrest

NOTE: If an incident person is added without requirements for an arrest (pedigree: DOB, race,
ethnicity, sex) user will get a validation error and be required to go back to the incident person.
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Yindows Internet Explorer x|

N ? ) To arrest this person press "OK", otherwise press "Cancel”

Cancel |

Figure 40: Arrest Message

3. Enter Address and Alias Detail of the Arrested Person

Arrest # [4474 Agency #[NY0162000 | DiviPct| =] AmestRef#| Case#|
Last Name: | TEST First: [SUSPECT Midde: | suffic| =]
Address & Al Description| Event] Event (cont Chart Arrest Detail] Persor Narrati Photo] Live/Cardscal Admin| Assignment
=| Address & Alias =
Caution: | =l | |
INYSID #: [101495550 Bl #: [3046624D7 SJEID # |21226
Defendant's Addre:
Street |
Buiding#[ At
Street 2 [
City [
State [NEW YORK =l Zip|
Location Code [TUPPER LAKE, VILLAGE - 1720 =l

Figure 41: Arrest Address & Alias

4. | <Click> Phone to add a phone number and <Click> Alias to add an Alias

Add Phone

Figure 42: Add Phone and Alias to Arrest

5. | <Click> Description tab or Scroll down to Description section to add information about Arrest

Address & Al criptios Event] Event (cont. Chare Arrest Detaill Persor Marrati Phot Live/Cardscar Admir Assignment
=| Desgtion "
/SSN [ Race [WHITE =l
DOB W | Age lﬁ Recalc J
Marital | =] Glasses| =]
Sex[MAE 7] skn[
Heightls &[5 in Weight| Ibs
Ha|r|—;| Eyes l—;l
EthnichANlC;[ Religion l—;[
Occupation| |
Employed | =l
poB[usa =l
Staéﬁrf;lNEW YORK =
Us Gitizen[VES =] Buld [ =]
Citizen of [USA = .
i | >|_|

Figure 43: Arrest Description Details
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<Click> Event and Event (cont) tab or Scroll down to Event and Event (cont) sections to add

6. . .
Event information about Arrest
Arrest Date; i Arresting Officer [DIMEO, FRANK (SERGEANT) =l
Arrest Time: Assisting Officer | =l
Juvenile [N 5] Juvenile Release Status [NOT APPLICABLE =
Condition [ =l |
Arrest Location
 Incident Address  Defendant's Address  Station Address  Clear
Street [
Building # Apt#
Street 2 [
City [
State [NEW YORK | Zip
Location Code  [TUPPER LAKE. VILLAGE - 1720 =l
I=| Event (cont.)
- For Other Agency gl |
Figure 44: Arrest Event Details
7. | <Click> Add Weapon to Add a Weapon. See Figures 24 and 25
8. | <Click> Charges tab or Scroll down to Charges sections to add Event information about Arrest
9. | <Click> Add Incident Charges to provide details about the Charges
10. | <Click> Seal Arrest to Seal the Arrest on the Charges
11. | <Click> Seal Arrest to Seal Arrest Charges
Charges =
Add Incident Charges Seal Arrest Charges
Figure 45: Arrest Charges
Under Incident Charges, select the Search Filter to find the Incident Charge
12.

NOTE: Each Search Filter provides additional information that can be used in a Search
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=

NY0162000 - TUPPER LAKE POLICE DEPARTMENT =
5]

| =

s ]

Figure 46: Incident Charges

Under Seal Arrest, <Click> Narrative to add a Narrative (See Figures 37 and 38) and <Click> Seal

13. .
Arrest, then Exit
- N
Figure 47: Seal Arrest
14 Under Seal Arrest Charges, <Click> Narrative to add a Narrative and <Click> Seal Charges, then
" | Exit
S s
Figure 48: Seal Arrest Charges

15 <Click> Arrest Details tab or Scroll down to Arrest Details sections to add Arrest Details

information
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Adress & Als| Description] Evenj Event (cont ) Charﬁ Arrest Detai| Persnﬂ Narratve| anﬂ Live/Cardscan] ﬂ Admin| Assignmen

|=! Arrest Details

Statement =
Search Warrant b

Warrant [ Evidence
ID Procedure - Evidence -

SAFIS Latent ID - Pracessed By
Property - Disposition

CJTN #

Arrest Type | =

- Arraignment

Court [TUPPER LAKE VILLAGE COURT =]
Judge | =
Date | T Time |

Arraign Judge |

Figure 49: Arrest Details

1/18/2013

16. | <Click> Person tab or Scroll down to Person sections to add Person. (See Figures 31 and 32)

17. | <Click> Add Incident Persons to add an Incident Person

)
M Add Person

Address & Al Description] Event] Event(cont)] Char Arrest Detail rsol Narrati Photo] LiveiCardscar ﬂ Admi Aﬁ»gnmenll
oul ode d 4

Return Judge [ / =l
Date ETime]
Return Judge |

Add Incident Persons

18. | <Click> Action Checkbox and <Click> Add to Arrest to add Incident Person to Arrest

SUSPECT 00870 [TEST SUSPECT 15720

Addto Anest

Figure 50: Add Incident Person to Arrest

19.
9 to Arrest

<Click> Narrative tab or Scroll down to Narrative sections to add Narrative or Incident Narrative
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Add Incident Narratives

Figure 51: Add Narrative and Incident Narrative to Arrest

20. | <Click> Add Narrative and enter Narrative Information on Arrest (See Figure 36)
21. | <Click> Add Incident Narratives to add Incident Narratives to Arrest
22 <Click> Action checkbox to add Incident Narrative, then <Click> Add Incident Narratives
" | button, then <Click> Exit when complete
I i i
Add Incident Namatives | Exit |
Figure 52: Add Incident Narratives to Arrest
23. | <Click> Photo tab or scroll down to Photo section to upload a Photo
24. | <Click> Upload Photo to add a photo to Arrest
= Photo
Photo # Capture Date | = Time | Upload image Remove Photo
Figure 53: Add Photo to Arrest
25. | <Click> Browse to locate the photo, then <Click> Upload Photo, and Close when complete
Select File (not to exceed 100 KB) \
N | Browse...
\ Upload image | Close |
Figure 54: Upload Photo
25. | <Click> Livescan/Cardscan tab or scroll down to Livescan/Cardcan section to retrieve a

SJS User Guide Page 33




SIS User Guide Version 1.6 1/18/2013

Livescan/Cardscan

NOTE: Livescan/Cardscan must be integrated with SJS for this feature to work

26. | <Click> Transmit Data to IM to initialize the Livescan/Cardscan feature
Live/Cardscan
Transmit Data to IM Refresh IM Status
MNYS Identification Results
NYSID #
FBI#
CJTN #
Figure 55: Livescan/Cardscan
26. | <Click> DA tab or scroll down to DA section to submit Arrest to DA
27. | <Click> either Preliminary Export to DA or Final Export to DA button
28. | <Click> Transmit to DA
@ Preliminary Export to DA 0 T Eh /
f(‘ Final Export to DA e
Figure 56: DA
29. | <Click> Admin tab or scroll down to Administrative section to Lock Arrest.
Supervisor Lock |NO = Lock Arrest Locked/Unlocked By
ExportDatato Jail |
Figure 57: Admin - Lock Arrest
30. | <Click> Lock Arrest to Lock Arrest and <Click> Ok to Lock Arrest or Cancel to not Lock Arrest
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Windows Internet Explorer x|

\?) Do you really want ko lock this arrest?

Cancel |

Figure 58: Lock Arrest Warning

<Click> Add Assignment to Add Officer to Arrest o or <Click> |4l to edit the current Assignment

32. | NOTE: Assignment is automatically assigned to the person creating the Incident, Arrest, or
Warrant

Add Assignment

Figure 59: Add / Edit Assignment to Arrest

<Click> Officer drop down and Div/Precinct dropdown to Add Assignment, then <Click> Save,

33. then Close

Agency [NY0162000

Arrestld [+475
Officer | ME_—_—_——————— - Div/Precinct -
Save lose | /
//i /Figure 60: Add Assignment to Arrest /

Warrant

Below are the steps for creating a Warrant. Warrants are made within the Persons tab, See Figured 29
and 30.

NOTE: When creating an Incident, Arrest, Warrant, Accusatory Instrument, or Supporting Deposition,
it is always important to continuously SAVE your work.

1. From an Open Incident within the Person’s Tab, <Click> Warrant icon m

=RIwE

A i e R W /. ]

Figure 61: Create a Warrant

2. | <Click> OK on the warning message to Create a Warrant or Cancel to not Create a Warrant
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Windows Internet Explorer

\ ? ) To create a warrant for this person press "OK", otherwise press "Cancel

x|

Cancel |

Figure 62: Create a Warrant Warning Message

3. Enter Address and Alias Detail of the Warrant Person
Arrest # [4474 Agency # [Nv0162000 | Div/Pct | =] AmestRef#| Case #|
Last Name: | TEST First: |SUSPECT Middle: | suffic] =]
Address & Al Description] Event] Event (cont. Chart Arrest Detail] Persor Narrati Phote Live/Cardscar Admind Assignment
=] Address & Alias =
Caution: j |
NYSID #: [101435550 FBI # [304662A07 SJSID # [21226
Defendant's Address
Street |
Building # Apt #
Street 2 [
City |
State [NEW YORK =] Zip|
Location Code [TUPPER LAKE, VILLAGE - 1720 =l
Figure 63: Warrant Address & Alias
4. | <Click> Phone to add a phone number and <Click> Alias to add an Alias
Add Alias
Figure 64: Add Phone and Alias to Warrant
5. | <Click> Description tab or Scroll down to Description section to add Warrant information
Race [WHITE
DOB |01/01/1970 ™ Age |42 ~| Recalc J
Marital | =] Glasses -
Sex |MALE - Skin >
Height |6 ftfs in Weight Ibs
o | Eyes| ]
Ethnic |[NOT HISPANIC = Religion -
Occupation | =l
Employed | =l
POB [UsA =l
Stag;r?;lNEW YORK =l
US Citizen | YES hd Build 52
Citizen of [usa =l -
F — 1 »l"

Figure 65: Warrant Description Details
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<Click> Details or Details (cont) tabs or Scroll down to Details or Details (cont) section to add

6. o .
additional details about the Warrant
|—| Details
Compainafit
Last| First [ Middie | Suffix | =
el
Building#[ Apta[
Street 2 |
City [ zip |
State | =l
Location Code |
Figure 66: Warrant Details
<Click> Charges tab or Scroll down to Warrant Charges section to add charges to the Warrant
7. NOTE: If charges were previously added from the Incident or Arrest, then those charges will
show within the Warrant charges
8. | <Click> Add Incident Charges to add a new Incident Charge (See Figures 43 and 44)
Add Incident Charges
Figure 67: Warrant Charges
<Click> Add Assignment to Add Officer to Warrant or <Click> I€fl to edit the current Assignment
(See Figure 57)
9.
NOTE: Assignment is automatically assigned to the person creating the Incident, Arrest, or
Warrant
10 <Click> Officer drop down and Div/Precinct dropdown to Add Assignment, then <Click> Save
" | then Close
WarrantId [179 Agency|Nv0162000 |
Officer | k2 DiviPrecinct ;'
Save | Close /J
7 f Figure 68: Add Warrant Assignment
11. | <Click> Person tab or Scroll down to Person sections to add Person. (See Figures 29 and 30)
1 <Click> Narrative tab or Scroll down to Narrative sections to add Narrative or Incident Narrative

to Arrest (See Figures 49 and 50)
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13 <Click> Contact Status tab or scroll down to Contact Status and <Click> Contact to add a
" | Contact

= Contact Status

Add Contact

Figure 69: Add a Contact to a Warrant

Enter a Contact Date, <Click> Officer dropdown to select and Officer, and <Click> Contact Type
14. .
dropdown to select a Contact Type, then <Click> Save and Close

Contact Date Officer

Contact Type
i
> |

— — —

Replace | with | Replace | Clear |

T

15.

Figure 70: Add Contact Details

<Click> Admin tab or scroll down to Administrative section to add Warrant File Information

=| Administrative

Wanted File Information

NCIC #l WPR#l
OCA#l MKEl

Figure 71: Administrative / Warrant File Information

16.

<Click> Photo tab or scroll down to Photo section to upload a Photo (See Figure 51)

Accusatory Instrument

Below are the steps for adding an Accusatory Instrument. Accusatory Instruments are made within the
Persons tab, See Figured 29 and 30.

NOTE: When creating an Incident, Arrest, Warrant, Accusatory Instrument, or Supporting Deposition,
it is always important to continuously SAVE your work.

|
From an Open Incident within the Person’s Tab, <Click> Accusatory Instrument icon
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LA
£ T e S N - 31

Accusatory Instrument

Figure 72: Add Accusatory Instrument

|
2. From an Open Incident within the Person’s Tab, <Click> Accusatory Instrument icon

Select a Accusatory Instrument Type, Court, Charge, and Incident Person or Officer

3. | NOTE: If no Charge, Incident Person or Officer is selected, you cannot create an Accusatory
Instrument.

4. | <Click> Create Accusatory Instrument

Existing Accusatory Instruments for TEST.SUSPECT inIncident #16720 in Age

Creating Accusatory Instruments for TEST, SUSPECT. Select Charges from Incident #16720 in Agency NYD162000 .

I~ UNLESS vou check this box a separate Accusatory Instrument will be created for EACH charge
Acc. Inst. Type | FELONY COMPLAINT ,j Court Ori | TUPPER LAKE VILLAGE COURT |

Complainant
[ /  Incident Person: [ =] or ¢ Officer: [DIV/ED. FRANK (SERGI

Create Accusatory Instruments | Exit |

Figure 73: Create an Accusatory Instrument

Review Incident details and Charges and <Click> I if you’d like to Edit the Incident or Incident
Charges

6. | <Click> Charges tab or scroll to Incident and Charges sections to Add Incident Charges

7 <Click> Add Incident Charges to add additional Incident Charges (See Figure 44)
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Accusatory Instrument # | 1416 Agency # [NY0162000
Accusatory Instruments fouia jum. nedents| crarges] o { c | | suppor [ Finaizo]|

16720 NY01620412/13/2012 UPPER LAKE |ILLAGE 1 DOWNTOWN | BROADW

I=| Charges

5 PO 20p | | ooz e ms A oo usevect |

Add Incident Charges

Figure 74: Accusatory Instrument Incident and Charges

1/18/2013

8. | <Click> Defendants tab or scroll down to Defendants section to Add Incident Defendant
<Click> Add Incident Defendants to Add Incident Defendants
9. | NOTE: Adding an Incident Defendant will allow a user to add a user from any Incident and you
can search for an existing Incident number to add an Incident Defendant.
ccusalorylnsirumentslnm jumg: incidents] Charges| | q ives| Supporting ions] leiz«_al
FRRFUPECTEST oo o i o] |
Add Incident Defendants
Figure 75: Add Incident Defendant
10. | Review Complainant, Narrative, and Fatal Account for Selected Charges information
11. | <Click> Generate Change Language to change the Charge Language
ccusalorylnslrumer|15|o....,,....,_ incidents] Cmrﬁ { { narratives| suppor { rmu.z.:”
=I Complainant
kzz?;;ég?lgﬁﬂrggisﬁr((SERGEANT) ;[i
Complainant Name |SERGEANT FRANK DIMEQ
Complainant Address |TUF’PER LAKE POLICE DEPARTMENT
= Narratives
Generate Charge Language |
/ drge language for Selected Charges __Spell check
[ich intent o cause tne Geach of anothar person, caused the death of suoh person or of & L
=
Factual Account for Selected Charges M‘
[p11ece f.::‘zig::?ficianc to support every element of every charge against every defendant on =]
12. | <Click> Generate Change Language to change the Charge Language
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<Click> Add Supporting Deposition to Add a Supporting Deposition or <Click> Add Incident

13. Supporting Deposition to add a Supporting Deposition from another Incident.

| Supporting Depositions

Add Supporting Deposition Add Incident Supporting Deposition

Figure 76: Add Supporting Deposition to Accusatory Instrument

14. | Search for Supporting Deposition

- Select Search Filter | Search
@ Supparting Depasition # DiviPet| =l 7 Active
" Case# Agcy ORI| TUPPER LAKE POLICE DEPARTMENT =]
 Officer/Precinct ~Supporting Deposition #
 Incident # From
CA# To I
wElE D Final r
CNYSID#
C FBI#
¢ Deponent Name
Search Clear Grid | New Search | Close |

Figure 77: Search for Supporting Deposition

15. | Search for Supporting Deposition

16. | Review Complaint Type and Court ORI information

17. | Add Appearance Ticket and Notice Information

18. | <Click> Finalize Accusatory Instrument to test the validity of the Accusatory Instrument

Eccusaiory INStrUMents fouis jume: nciten] Charses] { c | marcatives| support tions] Finaice]|

Finalize =
Complaint Type Court ORI
[FELONY COMPLAINT =l [TUPPER LAKE VILLAGE COURT =l
Appearance Ticket Notice
Issued ™ Afimed =
Day Day
Date i Date
Time :
" Final
Pressing this button will test the validity of the accusatory instrument preventing further changes. If the
Accusatory Instrument is valid it will be finalized, otherwise a message will be displayed below.
Finalize Accusatory Instrument

Figure 78: Finalize Accusatory Instrument

19 <Click> Finalize Accusatory Instrument to test the validity of the Accusatory Instrument

NOTE: Once you <Click> Finalize Accusatory Instrument button, the Transmit Accusatory
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Instrument to PCMS button becomes active

Select either Preliminary or Final Export to DA button, then <Click> Transmit Accusatory
Instrument to PCMS

20. | NOTE: Unlike arrests, you can only select and transmit once. If preliminary, and sent, you
cannot resend as final. You have to generate a new one with the updated information and mark
that one final.

<Click> Submit to PCMS or Cancel on the warning message

21. | NOTE: When submit is complete, a message will appear stating that the data submitted
successfully

\ Co you really want to submit Al 1419 in Agency NY0162000 to PCMS7?

A submittoPcms [ Cancel |

Figure 79: Submit to PCMS

Supporting Deposition

Below are the steps for adding a Supporting Deposition. A Supporting Deposition is made within the
Persons tab, See Figured 31 and 32.

1. | From an Open Incident within the Person’s Tab, <Click> Supporting Deposition icon E

LA
A e O W - -

Supporting Deposition

Figure 80: Add Supporting Deposition to Incident

Add Supporting Deposition information, select Person Type, and <Click> Create Supporting
Deposition

NOTE: If a Supporting Deposition already exists, click 1 to Edit the existing Supporting
Deposition
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5] ition for SUSPECT TEST in Incident #16720 Agency NY0162000
Court ORI | TUPPER LAKE VILLAGE COURT =|
Daposition Address
Straet |
Bullding#| Apt#[
Street 2|
ciy| State[ v =]
Zpl Lacation Code | TUPPER LAKE, VILLAGE - 1720

Craate Supporting Daposition Close

Figure 81: Supporting Deposition Details

3. | <Click> Add Incident to Add an existing Incident to the Supporting Deposition

4. | Search for the existing Incident you would like to add by choosing Search Field

5. | Double Click the Incident number you would like to add to the Supporting Deposition

Select Search Filter . Search
& Incident Number DiviPct | =l @ Aciive
" Reported Date Agcy ORI|NY0162000 - TUPPER LAKE POLICE DEPARTMENT x|

¢ Offense Date Reported From | Hal

- :

e e e
LB “Incident Number Search

©* Case Number l—
" Officer From

¢ Incident Ref No i

 Import Data Type
¢ IBR Search
 Tracs D

/ Search | Clear Grid | New Search Close

1 04/04/1994 13:20 112 MAIN ST

04/04/1994 13:15  |BLDG. APT.

JROBEERY DELAIR, CHRISTORTUPPER LAKE, NY 12986-0000
JARREST - ADULINY0162000
2 04/04/1994 20:10 |7 MAIN ST

59999 03/01/1994 00:00 [BLDG. APT.

[THEFT OF SERV|CARMICHAEL, GEqTUPPER LAKE, NY 12986-0000
JARREST - ADULINY0162000
& 12/06/1998 03:50 MOQODY RD

12/06/1998 03:50 |BLDG. APT.

IDR\VING WHILE I[GRIFFIN, TROY (PQTUPPER LAKE, NY 12986-0000
IUNFOUNDED NY(0162000
|4 12/10/1999 11:44 [11 HEBERT LANE

Figure 82: Add an Existing Incident to Supporting Deposition

<Click> Deponent or Details tab or scroll to Deponent and Details section to verify Deponent
information and Details, and update if necessary
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upporting Depositions F\uujunp Incident pnnenl' ﬂ D : Y \nstrumenwl D :ﬂ|
— Deponent ;‘
Deponent Name |SU9§I§:T TEST
Deponent Address [NY
— Details
—Deposition Address
Street |
Bu\ld\ng#l— Apt#I—
Street 2
City|
State [NEW YORK =] nel
Location Code [TUPPER LAKE, VILLAGE - 1720 =l
Court ORI
| TUPPER LAKE VILLAGE COURT =l

Figure 83: Deponent Information and Details

1/18/2013

7. | Deposition

<Click> Defendant tab or scroll toDefendants section to Add Defendants to the Supporting

NOTE: This will allow user to add a person or defendant from another Incident (See Figure 80)

upporting Depositions IQuidjmp: Incidenwl D

{ oetai| o | A ted A ,Ins‘trumemsl Depns'rtinnl Finalizel|

B Defendants

Add Incident Defendants

Figure 84: Add Incident Defendant to Supporting Deposition

<Click> Associated Accusatory Instrument tab or scroll down to Associated Accusatory

8. | Instrument section to verify if there is an Associated Accusatory Instrument, or Edit the

Associated Accusatory Instrument if necessary.

upporting Depositions km.mm.p Incident Depurlenl' Detail De!enuamskqssucmmﬁ\ccusamry \nﬁtrumentsl Depusnuml Fmahzj‘

E Associated Accusatory Instruments

Figure 85: Add Associated Accusatory Instrument to Incident

9. | <Click> Deposition tab or scroll to Deposition section to add a Deposition
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Supperting DEUUEI|\UHS|Qu|m|ump incidgents| Deponent] Detml:l { Accusatory { | Fmanzfl
EI Deposition

Deponents Factual Statement __Spell check

[Enter sworn statement here]

Replace | with [ Replace | Clear

Figure 86: Add Deposition

10.

<Click> Apply Factual Statement button to add the default Factual Statement to the Deposition
and <Click> Save

‘ Apply Factual Statement

Figure 87: Add Factual Statement

11

<Click>the Finalize tab or scroll to the Finalize section to update information

12.

<Click> Finalize Supporting Deposition

NOTE: Signature date is required to Finalize a Supporting Deposition

supporting Depositions |oui¢;ump icidents| Deponent| Detais] Defendants| Associated Accusatory mstruments| Deposition]| Fina\izd‘

E

Replace | with | Replace | Clear |

If the Factual Account in the Accusatory Instrument Named the Deponent and Deponent has nothing mare ta
add click the following button Apply Factual Statement |Th\s will apply the following text to the Deponent's
Factual Statement: "That | have read the accusatory instrument filed with the Court in connection with the
above-captioned case and those facts set forth in said accusatory instrument which are attributed to me are
true upon my own personal knowledge."

[El Finalize
Statement Began Notice
( Date [12/28/2012 = @ [10:08 ‘

Signature Type | Afirmed -
Day
Date =

Statement Finished
’V Date | Hal

‘ I~ Final
Finalize Supporting Deposition |

Figure 88: Finalize Supporting Deposition

13.

<Click> Ok or Cancel on Finalize Supporting Deposition warning
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Windows Internet Explorer x|

\g/ ©nce a supporting deposition has been finalized no further changes can be made and it can no longer be deleted. Continue?

Cancel

Figure 89: Finalize Supporting Deposition Warning

5. Search

Below are the steps to search for an Incident, Arrest, Warrant, Name/Person, Narrative Search,
Accusatory Instrument, and Supporting Deposition.

Incident

Incident Search

1. <Click> Search > Incident >Incident Search to search for an Incident

File | Search| Reports |IBR | Maintenance | Help | Logout |

cident > [ Incident Search
{Arrest > D|offense search N\
Warrant iVeche Search

[ Property search

v

Name/Person

Narrative Search

Accusatory Instrument

Supporting Deposition

Figure 90: Incident Search

Select the Search Filter and add necessary information to search for an Incident and <Click>

2.
Search
Select Search Filter [ Search
& Incident Number Div/Pct [ - |~ Active
© Reported Date Agcy ORI NY0162000 - TUPPER LAKE POLICE DEPARTMENT =]
« Offense Date RepotedFrom[ el
" Offense Location Reported To ,73 @ l—

" Incident Type

rIncident Number Search
" Case Number ,—
 Officer From
 Incident RefNo 1
© Import Data Type
 IBR Search
 TracsID

Search | ClearGiid_| NewSearch | Close |
/ Figure 91: Incident Search Criteria

Incident Offense Search

1. <Click> Search > Incident >Offense Search to search for an Incident Offense
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File

| Search | Reports | IBR| Maimenance| Help|Logoul|

Incident kd Incident Search

YArrest Offense Search

Warrant ivehicle Search

'1 Property Search

W

Name/Person

AN

Narrative Search

Accusatory Instrument

Supporting Deposition

Figure 92: Incident Offense Search

1/18/2013

<Click> Search

Select the Search Filter and add necessary information to search for an Incident Offense and

Incident Vehicle Search

Select Search Filter

# Incident Number
 Charge
Title/Section/Sub
 Charge Class &
Category

 NCIC Code

No.

" Incident Reference

Search

Div/Pct [ || ¥ |Active:
Agcy ORI | NY0162000 - TUPPER LAKE POLICE DEPARTMENT j
Reported From| Hal
Reported To | Hal

| Incident Number Search
From
To

search |

Clear Grid |

NewSearch |

Close [

Figu

re 93: Incident Offense Search Criteria

<Click> Search > Incident >Vehicle Search to search for an Incident Vehicle

File |

Search | Reports | IBR | Maintenance| Helpl Logoul|

cident = | Incident Search

Arrest = )| Offense Search

Warrant Vehicle Search W&

= |

Name/Person

Property Search \

Narrative Search

Accusatory Instrument

+| ]+

Supporting Deposition

Figure 94: Incident Vehicle Search

<Click> Search

Select the Search Filter and add necessary information to search for an Incident Vehicle and

/

/

Incident Property Search

Eeled Search Fiter ~Search
= Vehicle Make and Model DiWPcﬂ j v | Active
© Vehicle Status Agcy ORI|NY0162000 - TUPPER LAKE POLICE DEPARTMENT =]
¢ License Plate Number Reported From [ Hal
-
Ca.se Number Reported To| i@l
© Incident Number
- Vehicle Make and Model
© Incident Reference Number
Make [ =l
Model | |
Year From
Year To
Search Clear Giid_| New Search | Close [
Figure 95: Incident Vehicle Search Criteria
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1. | <Click> Search > Incident >Property Search to search for an Incident Property
Fjle| Search | Reports | IBR|Majntenance| Her| Logoul|
Incident = I Incident Search
4 Arrest * )| Offense Search
Warrant iVehicJe Search
Name/Person Ed '1Prc»pert5I Search\
Narrative Search \\
Accusatory Instrument \
Supporting Deposition
Figure 96: Incident Property Search
) Select the Search Filter and add necessary information to search for an Incident Property and
" | <Click> Search
elect Search Filter || Search
& Property Type &0OR Diw‘Pcl| =l = |Active
Serial Number Agcy ORI[NY0162000 - TUPPER LAKE POLICE DEPARTMENT ]
' Feat Sy Reported From | Hl@l
 Case Number -
© Incident Number Reported To| Hel
 Incident Reference || ToPery Type &/OR Serial Numb
Number Maj°’|—;|
Category
o
i =]
Serial #
J’Search | Clear Grid | New Search | Closel | ‘
/ Figure 97: Incident Property Search Criteria
Arrest
Arrest Event
1. | <Click> Search > Arrest >Arrest Event Search to search for an Arrest Event
Fjle| Search | Reports | IBR| Majntenance| Help| Logout|
Incident b
JArrest = |Arrest Event Search E\
Warrant Arrest Offense Search \
Namer?erson =7 Arrest Charges Search [
Narrative Search M sealed Arrest Search ]
A
ccusatory Instrument
Supporting Deposition
Figure 98: Arrest Event Search
) Select the Search Filter and add necessary information to search for an Arrest Event and <Click>
" | Search
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Select Search Filter - Search
& Arrestee Div/Pct| | 7 Active
© Arest Date Agey ORI | NY0162000 - TUPPER LAKE POLICE DEPARTMENT -
 Arest Number Arrest Date From | Cl@]
e i .
ANy Qi Arrest Date To | Hal
 SJS ID Number —
 Precinct/Division s EE—
 Arrest Location First Name
 Arai Courtt & asiliene
Date Range
" Arrest Reference
Number
“ NYSID
Search | Clear Grid | New Search | Close |

/

Arrest Offense

Figure 99: Arrest Event Search Criteria

<Click> Search > Arrest >Arrest Offense Search to search for an Arrest Offense

File | Search | Reports | IBR| Maintenance | Help | Logout|

Incident =

Arrest = |Arrest Event Search

Warrant

Name/Person

Narrative Search

Accusatory Instrument

Supporting Deposition

Figure 100: Arrest Offense Search

Arrest Offense Search W
Arrest Charges Search \
E Sealed Arrest Search

<Click> Search

Select the Search Filter and add necessary information to search for an Arrest Offense and

Select Search Fil

. Search

DiviPct |

lter

| 7 Active

@ Arrest Case Number
" Incident Case Number
" Offense Date & Time

Agcy ORI| TUPPER LAKE POLICE DEPARTMENT x|
Hal

From |

" Offense Locati

Date & Time
" Photo Number

" Post-Arraignment Court,

To| Hal

on Arrest Case Number

From
To

—
—

Clea

’ Search |

r Grid | New Search | Clusel |

/

Arrest Charges

Figure 101: Arrest Offense Search Criteria

<Click> Search > Arrest >Arrest Charges Search to search for an Arrest Charge

File | Search | Reports | IBR | Maintenance| Help | Logout |

=

= |Arrest Event Search

Warrant Arrest Offense Search

[ Arrest Charges SearchW]

Name/Person

Narrative Search

E Sealed Arrest Search

Accusatory Instrument

Supporting Deposition

Figure 102: Arrest Charges Search

"\
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) Select the Search Filter and add necessary information to search for an Arrest Charge and <Click>

Search
IbSeled Search Fifter ~Search
@ Arrestee DiviPct| | & Active
/  Arrest Number Agcy ORI| TUPPER LAKE POLICE DEPARTMENT x|
 Incident Number Reported me| 3|
* Charge, Title, Sect. & o
Subssct Reported To | =l
 Charge Class & [ Arrestee
Category First Name
CNCIC Code Last Name
© CJTN Number
CSJSID
" Incident Ref No
J’Search | Clear Grid | New Search | Closel |
/ Figure 103: Arrest Charge Search Criteria

Sealed Arrest

<Click> Search > Arrest >Sealed Arrest Search to search for a Sealed Arrest

Fj]e| Search | Reports | IBR|Maintenance|Her‘ Logout|
Incident >
rrest = ‘Arrest Event Search
Warrant Arrest Offense Search
Name/Person > = Arrest Charges Search
Narrative Search B sealed Arrest Search
Accusatory Instrument
: :
Supporting Deposition

Figure 104: Sealed Arrest Search

Search

5 Select the Search Filter and add necessary information to search for a Sealed Arrest and <Click>

searched Sealed information

3 <Click> Sealed Arrest ,Sealed Modules, Sealed Charges, or Sealed Narratives tab to review

Sealed Amrest Records Search

Sealed Records Search

AN
AN
Last name \irslnamel SSNl

DOEI = Searchl Clear Grid | MNew Search | C\ose”

gure 105: Sealed Arrest Search Criteria

Warrant

1. <Click> Search > Warrant to search for a Warrant
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File | Search| Reports |IBR | Maintenance | Help | Logout

Incident =

g Arrest =

arrant fresh List |

Name/Person =

Narrative Search

Accusatory Instrument

]

Supporting Deposition

Figure 106: Warrant Search

1/18/2013

Select the Search Filter and add necessary information to search for a Warrant and <Click>

Search
Select Search Filter  Search
& Warrant # DiviPct] = 7 |Active
 Charge Title/Section Agey ORI TUPPER LAKE POLICE DEPARTMENT x|
 Charge Class/Category | Date Issued From | =l
 Officer/Precinct Date Issued To | |
© Incident # ~Warrant #
CSISID# From ——
CNYSID#
To
C FBI#
 Warrant Ref No
Search | Clear Grid | New Search | Close ‘
/ Figure 107: Warrant Search Criteria
Name/Person

General Name/Person

1. <Click> Search > Name/Person>General Name/Person to search for a Person

File | Search | Reports | IBR | Maintenance | Help | Logout |

Incident =
g Arrest =
Warrant P - |

llame/Person > [ General Name/Person

Marrative Search r Arrest Defendant

H Accusatory Instrument [;] Warrant Defendant
I

Supporting Deposition H Warrant Complainant

Figure 108: Name/Person Search

2. Enter necessary search information and <Click> Search

Lasl| First| Midde[  sufix| ~|Business| ]
|- Additional Search Criteria

sl 1 Race] B By o

PesonType] pog| O Al

SSN l_ Weight I_Ibs Tolerance Wlbs Height |_ ft |_ in Tolerance |5_

Arrest Defendant

£eavch Clear Grid NewSearch | Close
/7

Figure 109: Name/Person Search Details
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1. <Click> Search > Name/Person>Arrest Defendant to search for a Arrest Defendant

File| Search | Maintenance| Help| Lo-gom|

Incident »
Arrest »
Name/Person > | |General Name/Person

Ac&us atory Instrument Arrest Defendant w

;’daporﬁng Deposition Warrant Defendant ‘\

/ Warrant Complainant

Figure 110: Arrest Defendant Search

2. Enter necessary search information and <Click> Search

Last| First| Midde[  Sufix|] ~|Busimess| ]
| Additional Search Criteria

Sl Race 7l Etmictyl 7

Person Type I—;l DOB I—H Age I—;[

ssN[ Weight|Ibs Tolerance[10bs Heigh [ f[  inTolerances

,Seavch Clear Grid New Search M
/7

Figure 111: Arrest Defendant Search Details

Warrant Defendant

1. <Click> Search > Name/Person>Warrant Defendant to search for a Warrant Defendant

File| Search | Maintenance| Help| Logoul|

Incident »

Arrest >

ﬂameﬁperson =| | General Name/Person

/ Accusatory Instrument Arrest Defendant
Supporting Deposition | |\Warrant Defendant N

Warrant Complainant \

2. Enter necessary search information and <Click> Search

Last| First| Midde Suffx|  ~| Business ]
| Additional Search Criteria

Sex - Race| 7 Ethmicity v

Person Type M DOB i Age M

SN Weight| _ Ibs Tolerance [0 bs Heignt | &) inTolerancels

’Seavch Clear Grid New Search M
e

Figure 112: Warrant Defendant Search Details

Warrant Complainant

1. | <Click> Search > Name/Person>Warrant Complainant to search for a Warrant Complainant
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Fi]el Search | Majntenance| Help| Logoml

Incident =
Arrest =
yllame/Person > | | General Name/Person

Accusatory Instrument Arrest Defendant
/ Supporting Deposition Warrant Defendant

Warrant Complainant

Figure 113: Warrant Complainant

2. | Enter necessary search information and <Click> Search

Last] First] Midde| S| -lBuiness] |
I-Additional Search Criteria
Sexl—;l Race| 7 Elhniulyl—;,
Person Type i pos| Age -
SSN |— Weight I_Ibs Tolerance Wlbs Height |_ ft |_ In Tolerance |5—
ﬂl ClearGid | NewSearch | Cose |
/

Figure 114: Warrant Complainant Details

Narrative Search

1. <Click> Search > Narrative Search to search for a Narrative Search

File | Search | Reports [ 1BR | Ma

Incident =
Idq arrest =

WVWarramt

Hame/Person =

Harrative Search

Accusatory Instrument

P+

Supporting Deposition

Figure 115: Narrative Search

Accusatory Instrument

1. <Click> Search > Accusatory Instrument to search for an Accusatory Instrument

File | Search | Reports | IBR | Mai

Incident = |
€ Arrest =

Warrant

Hame/Person =

Harrative Search H

Accusatory Instrument H

B

Open Accusatory Instrume|
Il

Supporting Deposition

Figure 116: Accusatory Instrument Search

Select the Search Filter and add necessary information to search for an Accusatory Instrument
and <Click> Search
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’7 TUPPER LAKE POLICE DEPARTMENT =

L=

hd [ 4

Figure 117: Accusatory Instrument Search Details

Supporting Deposition

1. | <Click> Search > Accusatory Instrument to search for an Accusatory Instrument

Figure/118: Supporting Deposition Search

Select the Search Filter and add necessary information to search for a Supporting Deposition
and <Click> Search

s @@ e o0

Clear Grid

Figure 119: Supporting Deposition Search Details

6. Reports

Below are the steps for generating the following reports: FP Card, Arrest Reports, Import/Export
Reports, Incident Based reports, NSOR Reports, and Warrant Based Reports.

FP Card
Blank Fingerprint Card
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1. | <Click> Reports > FPCARD > Blank Fingerprint Card to generate a blank FP Card Report

File| Search|Repor19 ‘ IBR| Maintenance|HeIp| Logom|

PCARD =.]B|ank Fingerprint Card
|UsepAF f Arrest Reports >
Import/Export Reports = list |

Incident Based Reports =
Open |
NSOR Reports =

+
Open Arl yyarrant Based »
Open vy Reports

Figure 120: FP Card Report

Arrest Reports
Detailed Arrest Reports

List of Arrests

<Click> Reports > Arrest Reports >Detailed Arrest Reports > List of Arrest to generate a List of

1.
Arrests report
File| search| Reports | 1BR | Maintenance | Help | Logout
FPCARD > i
IUser: FagArrest Reports =| | Detailed Arrest > | | List of Arrests
ImportExport Reports > [] ReROrts [ Arrests by Officer \
Incident Based Reports » - “arge Reports * H befendants with
OpenIndy <or Reports » Weapons
Open Arl yarrant Based - Arrestees/Suspects by
Open W, Reports Characteristics
UCR § 18
Open Accusatory Instruments e 5:::::3:':; =
Figure 121: List of Arrests Report
5 Select a Starting and Ending Date filter, choose a Sort Option, and Verify the Agency, and then
" | <Click> Submit to generate the report
- Please Provide the Requested Arrest Report Information
List of Arrests / /
Starting Date ﬁnding Date _‘
| | s
Sort Options !/
(Arrest Location
ITUF’PER LAKE POLICE DEPARTMENTj Submit | Close
Figure 122: List of Arrest Report Filter
Arrests by Officer
1 <Click> Reports > Arrest Reports >Detailed Arrest Reports > Arrests by Officer to generate a

Arrests by Officer report

Figure 123: Arrests by Officer Report \
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) Select a Starting and Ending Date filter, Verify the Agency, Select and Officer, choose a Sort
" | Option, then <Click> Submit to generate the report

—Arrests By Officer
Starting Date 3\
Ending Date !\

Agency ORI | TUPPER LAKE POLICE DEPARTMENT g\

Officer | R Aclive
[Son Options N

[Date/Time o N

)Submitl Close | \

Figure 124: Arrest by Officer Report Filters

Defendants with Weapons

1 <Click> Reports > Arrest Reports > Detailed Arrest Reports > Defendants with Weapons to
" | generate a Defendants with Weapons report

F\Ie‘ Searcn|RepDr15 ‘ \BR|Ma\menance|Help| Logom|
FPCARD >
il
User: rrest Reports > | | Detailed Arrest =| | List of Arrests
ImportiExport Reports_» | RePorts | Arrests by Officer
Incident Based Reports > [ Charge Reports il Defendants with
Openindy; <or reports = Weapons
Open Ar| Warrant Based » Arrestees/Suspects by \\
Open wiReports Characteristics
UCR Summary over 18
Open Accusatory Instruments
e o UCR Summary under 18

Figure 125: Defendants with Weapons

) Select a Starting and Ending Date filter, and Verify the Agency, then <Click> Submit to generate
" | the report

Flease Provide the Requested Arrest Report Information
Arrest Defendants with Weapons————

Starting Date \_ Ending Date \_
| i |

Ll
[TUPPER LAKE POLICE DEPARTMENT ~| Submg| Close |

Figure 126: Defendants with Weapons Report Filters

Arrestees/Suspects by Characteristics

1 <Click> Reports > Arrest Reports > Detailed Arrest Reports > Arrestees/Suspects by
) Characteristics to generate a Arrestees/Suspects by Characteristics report

File | Search | Reports |IBR | Maintenance | Help | Logout |

FPCARD = AL
User: EMrest Reports >| | Detailed Arrest >| | List of Arrests
Import/Export Reports > [] RePOrs [ Arrests by Officer
— Incident Based Reports > [7 jEhmne Bepai= ~H af;:mfmls with
NSOR Reports = pons
Open Ar| Warrant Based - ArresteesiSuspects by ‘
Open W Reports Characteristics \

UCR Summary over 18

Open Accusatory Instruments

UCR Summary under 18

Figure 127: Arrestees/Suspects by Characteristics Report
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) Select a Sex, Race, Hair Color, and Eye Color, and enter Height Range, Weight Range, Age Range,
) and Scars Marks, and Tattoos Information, then <Click> Submit to generate the report

i~ Please Provide the Requested Arrest Report Information

~Arrest Arrestees/Suspects By Characteristics
~General

Sex Race
A |

Hair Color Eye Color K
| LIK | =]

~Height Range N .
From

[ &l  lin

~Weight Range
From

—

~Age Range
From

E—

- Scars, Marks, Tattoos

| =]
=]
\ Replace | with [ Replace | Clear |
S

Submit I Close |

UCR Summary over 18

1 <Click> Reports > Arrest Reports > Detailed Arrest Reports > UCR Summary over 18 to generate
) a UCR Summary over 18 report

Fiie| Search| Reports ‘ IBR ‘ I.'lamtenance| Help ‘ Logou1|

FPCARD =

List of Arrests

Detailed Arrest =
Import/Export Reports > [] Reports

[ Arrests by Officer

I'| Defendants with
Weapons

Incident Based Reports > [ Carge Reports -
NSOR Reporis »

Warrant Based =
Reports

ArresteesiSuspects by
Characteristics

UCR Summary over 18
Open Accusatory Instruments

UCR Summary under 18

Figure 128: UCR Summary over 18 Report

) Select a Arrest Start Date and Arrest End Date filter, and Verify the Agency, then <Click> Submit
" | to generate the report

- Arrest UCR Summary over 18

Arrest Start Date | 3}\
Arrest End Date | ol
Sort Options N
TUPPER LAKE POLICE DEPARTMENT »|| Su

N

it | Close

Figure 129: UCR Summary over 18 Report Filter
UCR Summary under 18

1 <Click> Reports > Arrest Reports > Detailed Arrest Reports > UCR Summary over 18 to generate
) a UCR Summary under 18 report
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File| Search | Reports| IBR | Maintenance | Help | Logout|

FPCARD = ar
Arrest Reports > | | Detailed Arrest = | | List of Arrests
ImportExport Reports > [] REPOrS [ Arrests by Officer
Incident Based Reports > [ Charge Repor(s *H Defendants with
MSOR Reports > Weapons
Warrant Based - Arrestees/Suspects by
Open W Reports Characteristics
Open Accusatory Instruments S ey uen (B
= UCR Summary under 18

Figure 130: UCR Summary under 18 Report \

Select a Arrest Start Date and Arrest End Date filter, and Verify the Agency, then <Click> Submit
to generate the report

—Arrest UCR Summary under 18
Arrest Start Date | 3\
Arrest End Date | 3\

Sort Options \\
TUPPER LAKE POLICE DEPARTMENTj Submit | Close

Charge Reports
List of Charges

<Click> Reports > Arrest Reports > Charges report > List of Charges to generate a List of Charges
report

File | Search| Reports | IBR | Maintenance | Help | Logout |

FPCARD >

Arrest Reports =| | Detailed Arrest = J Select Age
IMportExport Reports > ] RePOrts —

=

Incident Based Reports » [ -1arge Reports L| List of Charges
NSOR Reports > A

Warrant Based >
Reports

User:

Wal

Figure 131: List of Charges Report

Select a Starting and Ending Date filter, and Verify the Agency, then <Click> Submit to generate
the report

— Please Provide the Requested Arrest Report Information——
List of Charges
Starting Date Ending Date

SN

Agency | TUPPER LAKE POLICENDEPARTMENT j:\
Sort Options

’7|Charge Code vl
Submit ! Close |

Figure 1& List of Charges Report Filter

Import/Export Reports
Export Reports
NYPTI Export Report
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<Click> Reports > Import/Export Reports > Export Reports > NPTl Export Report to generate a

1.
NYPTI Export report
F\Ie|Search|Reports‘IBR|Mamlenance|HeIp|Logom‘
FPCARD
User; FHArrest Reports = | ”| Select Age|
ImportExport Reports > Hf Export Reports > TnveT Export Report
Incident Based Reports > L
NSOR Reports > An\
\:‘l’:pr;?tr;lﬂased > Warl
Figure 133: NYPTI Export Report
) Select a Starting and Ending Date filter, and Verify the Agency, then <Click> Submit to generate
" | the report
Flease Provide the Requested Arrest Report Information
NYPTI Export Report
Starting Date Ending Date

l W v
[ TUPPER LAKE POLICE DEPARENT ~||Subrgit | cio

Figure 134: NYPTI Export Report Filter

Incident Based Reports
SJS Incident Type (Case Status)

<Click> Reports > Incident Based Reports > SJS Incident Type (Case Status) to generate a SIS
Incident Type (Case Status) report

File| Search| Reports | IBR| Maintenance| Help| Logout|

FPCARD >
User: FHArrest Reports =
Import/Export Reports > | " |

Incident Based Reports > 7| SJ5 Incident Type (Case
Status)

OpepAilt 1 SoR Reports ~H
N Arl\warrant Based - || Location
Open Wi Reports Offense Report

Open A ¥ Instr OELILT T P
Synopsis Report

Open Supporting Dx

Vehicle Report
Within Time Range
Imported Incidents

Figure 135: SJS Incident Type (Case Status) Report

Select a Starting and Ending Date filter, Incident Category. Incident Type, Incident Status, Sort
Option, and Verify Agency, then <Click> Submit to generate the report
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| Please Provide the Requested Incident Report Information

~Incident Synopsis Repaort

911 REQUESTING ASSISTANCE
ABANDONED VEHICLE
. AGGRAVATED HARASSMENT
Incident Type ADED CASE
AIRCRAFT ACCIDENT
ALL OTHER
ALL OTHER
ALL TERRAIN VEHICLE COMPLAINT

Starting Date | @ |
Ending | W@
Incident Category || N\ I
90 DAY VERIFICATION SORA i’
911 HANG UP

Incident Status | j\

~Sort Options N
|| Date Incident Reported i

| TUPPER LAKE POLICE DEP;ﬁwENTd ﬂ‘id\fl‘ose |
Figure 136: SJS Incident Type (Case Status) Report Filter

<Click> Reports > Incident Based Reports > SJS Incident Type (Case Status) to generate a SIS
Incident Type (Case Status) report

File| Search | Reports | IBR| Maintenance | Help | Logout|

FPCARD >

User: FHArrest Reports E

Import/Export Reports > n I

OPSpAIC, SOR Reports » [ Status)

cident Based Reports > [7 SJ5 Incident Type (Case

0Open Ar yyarrant Based »||Location

AN

Offense Report

Open w4 Reports

Open Accusatory Instruments )

Synopsis Report

Open Supporting Depositions

Vehicle Report

Within Time Range

Imported Incidents

Figure 137: Location Report

Select a Starting and Ending Date filter, enter Street and City, Select Location Code and Type,
Verify Agency, and Choose a Sort Option, then <Click> Submit to generate the report

— Please Provide the Requested Incident Report Information

~Incident Location Report
Starting Date |
Ending Date | ]

Street |
City |

Location Code |

Location Type |

AU EhlaAE TUPPER LAKE POLICE DEPARTMENT

Sort Options
\ |[ Street Address i
Y N

Submitl Close |

Figure 138: Location Report Filter

SJS User Guide

Page 60




SJS User Guide Version 1.6

Offense Report

1. | <Click> Reports > Incident Based Reports > Offense Report to generate a Offense Report

File| Search‘ Reports ‘ IBR| Mainlenance| Help|Logout|

FPCARD =

User: FHArrest Reports =

ImportExport Reports > st |

ncident Based Reports >
NSOR Reports >

5JS Incident Type (Case
Status)

Warrant Based = | Location
Reports Offense Report =
y Instr it: Property Report
Synopsis Report
Open Supporting Depositions ynop: POl
Vehicle Report
Within Time Range

m@rled Incidents

Figure 139: Offense Report

Select a Starting and Ending Date, Report status, Title, Category, Section, Subsection, Verify
Agency, and Choose a Sort Option, then <Click> Submit to generate the report

— Please Provide the Requested Incident Report Information

—Incident Offense Report

Starting Date |

Ending Date |

Report Status |

Title |

Category |

Section |

Subsection |

Agency I TUFFER LAKE FOLICE DEFARTMENT LI

Sort Options

Incident Mumber =

Property

jQI close | N\_
Figure 140: Offense Report Filters

1. | <Click> Reports > Incident Based Reports >Property Report to generate a Property Report

File| Search | Reports | IBR| Maintenance| Help| Logoull

FPCARD =

User: FHArrest Reports =

Import/Export Reports >

ist_ |

Incident Based Reports >

NSOR Reports

|| Status)

5JS Incident Type {Case

Warrant Based =
Reports

Location

Offense Report

Open Accusatory Instruments

Property Report

Open Supporting Depositions

Synopsis Report

Vehicle Report

Within Time Range

Imported Incidents

Figure 141: Property Report

2. | Select a Starting and Ending Date, Report status, Property Status, Incident Category, Verify
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Agency, and Choose a Sort Option, then <Click> Submit to generate the report

— Please Provide the Requested Incident Report Information
—Incident Property Report
Starting Date |

Ending Date | i\
Report Status | \ -
Property Status | ~ K

—Incident Category |

| =
Incident Type

| Clear |

iI—Properry Type

|| TUPPER LAKE POLICE DEPARTMENT {

Sort Options
rlncldentNumber - \

&mit IEE RN
Figure 142: Property Report Filters

I
|
—Agency |
|

Synopsis
File| Search| Reports | IBR| Maintenance| He|p| Logout|
FPCARD >
User: FFArrest Reports s

Import/Export Reports > ist |

ncident Based Reports > [ SJS Incident Type (Case
NSOR Reports » [ Status)
Warrant Based >[I Location
Reports Offense Report
Open Accusatory Instr it [ppneieral
Open Supporting Depositions SYeonsi Renor v\
Vehicle Report \
Within Time Range
Imported Incidents |

Figure 143: Synopsis Report

Select a Starting and Ending Date, and Verify Agency, and Choose a Sort Option, then <Click>

2. .
Submit to generate the report
Flease Provide the Requested Incident Report Information
Incident Synopsis Report
Starting Date | 3@
Ending Date | :‘\@I\
Agency | NY0162000 - TUPPER LAKE RQLICE DEPARTMENT |
Submit | Close |
igure 144: Synopsis Report Filter
Vehicle

1. | <Click> Reports > Incident Based Reports >Vehicle Report to generate a Vehicle Report
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File | Seﬂrch| Reports | IBR| Majntenance| Help | Logom|

FPCARD =

User: FFArrest Reports >
Import/Export Reports > - I

Incident Based Reports > [7| SJS Incident Type (Case

NSOR Reports 1 Status)
Warrant Based - || Location
Open wy Reports Offense Report
Open A y Instr Property Report

Synopsis Report

Vehicle Report
Within Time Range
Imported Incidents

Figure 145: Vehicle Report

Open Supporting D

Select a Starting and Ending Date, Report Status, Vehicle Status, Vehicle Style, Vehicle Make,
Vehicle Model, Verify Agency, and Choose a Sort Option, then <Click> Submit to generate report

I~ Please Provide the Requested Incident Report Information

~Incident Vehicle Report

Starting Date
Ending Date l—'i\

Report Status | T

Vehicle Status | \*G\
Vehicle Style | SN\ ;\
Vehicle Make |

Vehicle Model | ‘\ \

Agency I TUPPER LAKE POLICE DEPARTMENT x,

Sort Options
IVMake Model - \
igmt{ I

~

Figure 146: Vehicle Report Filters

Within Time Range

<Click> Reports > Incident Based Reports >Within Time Range to generate a With Time Range

1.
Report
File | search| Reports | IBR | Maintenance | Help | Logout |
FPCARD >
User: FHArrest Reports =
ImportiExport Reports > [+ [
ncident Based Reports = [ SJS Incident Type (Case
NSOR Reports » || Status)
Warrant Based » | | Location
Reports Offense Report
y Instr Property Report
Open Supporting D Synopsis Report
Vehicle Report
Within Time Range Wg_
Imported Incidents ‘\
Figure 147: Within Time Range Report
2 Select a Starting and Ending Date, Verify Agency, and Choose a Sort Option, then <Click> Submit

to generate the report
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-~ Please Provide the Requested Incident Report Information

~Incident Within Time Range Report
Starting Date | 1@|
Ending Date | ZJ{@‘I\

N
Agency | TUPPER LAKE POLICE DEPARTMENT le\

Sort Options NS
’ilncidentl\lumber VL
Submit | Close | \

/ Figure 148: With Time Range Report Filter

Imported Incidents

<Click> Reports > Incident Based Reports >Imported Incidents to generate an Imported
Incidents report

File | search | Reports | IBR| Maintenance | Help | Logout |

FPCARD =
User: FHArrest Reports >
Import/Export Reports > | =t I

Incident Based Reports > [T 5J5 Incident Type (Case
OpgAdl Status)
NSOR Reports »H
Open Al \yarrant Based -~ [l Location
Open Wi Reports Offense Report
Open A y Instr fepperhiiepont
Synopsis Report
Vehicle Report
Within Time Range

Imported Incidents \
t

Figure 149: Imported Incidents Repor

Open Supporting Dy

Select a Starting and Ending Date, Verify Agency, and Choose a Sort Option, then <Click> Submit
to generate the report

Flease Provide the Requested Incident Report Information
Imported Incidents
Starting Date Ending Date

| ¥ _
Sort Options N
(Ofﬁcer ‘
N

[TUPPER LAKE POLICE DEPARTMENT ~] Subm'*| Close

Figure 150: Imported Incidents Report Filter

NSOR Reports
NSOR Tickler

1. | <Click> Reports > NSOR Reports >NSOR Tickler to generate a NSOR Tickler report
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File| Search| Reports |IBR Maintenance | Help | Logout |

FPCARD =
Arrest Reports =

User: FH

ImportExport Reports > [ |
Incident Based Reports >

ISOR Reports > HNSOR Tickler W
\Warrant Based >l NSOR Report \
n vy Reports

Figure 151: NSOR Tickler Report

2. | Select a Starting and Ending Date, and Verify Agency, , then <Click> Submit to generate report

~Please Provide the Requested MSOR Report Information —
NSOR Tickler - 90 Day Date Selection
Starting Date Ending Date

| 'y N
N\,

Agency | TUPPER LAKE POLICE DEPARTMENT v|

Subggit | close | NG

Figure152: NSOR Tickler Report Filter

NSOR Report

1. <Click> Reports > NSOR Reports > NSOR Report to generate a NSOR Report

File| search | Reports |IBR | Maintenance | Help | Logout|

FPCARD B
Arrest Reports >

User: FH

Import/Export Reports > o |
Incident Based Reporis >
SOR Reports > H NSOR Tickler

= Warrant Based * L NSOR Report
Ofen wi{Reports N

Figure 153: NSOR Report

N

2. | Select a Starting and Ending Date, and Verify Agency, , then <Click> Submit to generate report

— Please Provide the Requested NSOR Report Information. — |
NSOR Registrants - Registrants Date Selection
Starting Date Ending Date

| Z!Q Y
N\

Agency | TUPPER LAKE POLICE DEPARTMENT x|

Submit | Close |

igure 154: NSOR Report Filter

Warrant Based Reports
Hot Sheet

1. | <Click> Reports > Warrant Based Reports > Hot Sheet to generate a Hot Sheet report
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File | Search| Reports [IBR| Maintenance | Help | Logout|

By Lapsed Assignment
Days

By Assigned Officer
Listed By Street Address

Sorted By Officer Name
and Rank

Surrender Letter >

Open Supporting Depositions

Figure 155: Hot Sheet Report

FPCARD =

Arrest Reports Ed

Import/Export Reports > st |

Incident Based Reports >

NSOR Reporis >

arrant Based > Hot Sheet
HEpuE Due Diligence Review \
y Instruments List

1/18/2013

Select a Starting and Ending Date, Court, Officer, Verify Agency, and <Click> Felony Warrants to
select Felony Warrants, then <Click> Submit to generate report

Due Diligence Review List

| Please Provide the Requested Warrant Report Information

~Warrant Hot Sheet

Starting Date Ending Date

~Select Filter N N
Court|

Officer | ~| I~ Active
Agency | TUPPER LAKE POLICE DEPARTMENT 2
l'felony Warrants

X

jbm\nlﬁsal
Figure 156: Hot Sheet Report Filters

<Click> Reports > Warrant Based Reports > Due Diligence Review List to generate a Due
Diligence Review List report

|[Fite [ searcn| Reports [ 1BR | Maintenance | Help | Logout

FPCARD =

User: FRArrestReports >

ImportiExport Reports > £ |
Incident Based Reports >
NSOR Reports =
Warrant Based > 4 Hot Sheet

Due Diligence Review
List

By Assigned Officer
Listed By Street Address

Sorted By Officer Name
and Rank

Surrender Letter =

Figure 157: Due Diligence Review List Report

By Lapsed Assignment \
Days

Select a Starting and Ending Date, Court, Officer, Verify Agency, and <Click> Felony Warrants to
select Felony Warrants, then <Click> Submit to generate report
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| Please Provide the Requested Warrant Report Information
~Due Diligence Review List

Starting Date Ending Date
- Select Filter N N

Court | 4
Officer | ¥ Active \
Agency | TUPPER LAKE POLICE DEPARTMENT \
I elony Warrants \
nﬁs@ | _
~N

Figju&%: Due Diligence Review List Report Filters

By Lapsed Assignment Days

<Click> Reports > Warrant Based Reports > By Lapsed Assignment Days to generate a By
Lapsed Assignment Days report

File| Seamh‘Repﬂr{s | \BR‘ Ma\ntenancel He\p| Logou‘ll

FPCARD >
User: FRArrest Reports >
Import/Export Reports >
— Incident Based Reports >
NSOR Reports >

Open Afl yyarrant Based > Hot Sheet

Open SrEil Due Diligence Review

Opénocusatory Instruments st
By Lapsed Assignment
Days

By Assigned Officer \
Listed By Street Address

Sorted By Officer Name
and Rank

Surrender Letter =

Open Supporting De

Figure 159: By Lapsed Assignment Days Report

Select a Starting and Ending Date, Court, Officer, Verify Agency, and <Click> Felony Warrants to
select Felony Warrants, then <Click> Submit to generate report

| Please Provide the Requested Warrant Report Information
~Warrant Review By Lapsed Assignment Days
Starting Date Ending Date

- Select Filter N N\ 5

Court |

Officer| I Active \
Agency | TUPPER LAKE POLICE DEPARTMENT:\

"WEelony Warrants

Submit I Ch\l N
Fig::h’SO: By Lapsed Assignment Days Report Filters

By Assigned Officer

<Click> Reports > Warrant Based Reports > By Assigned Officer to generate a By Assigned
Officer report
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Fjle‘ Searc:h| Reports | IBR| Maintenance | Help | Logout|

FPCARD =
User: FRArrest Reports =
Import/Export Reports > st I
Incident Based Reports >
MNSOR Reports =
Warrant Based = Hot Sheet
Reports Due Diligence Review
¥ Instr List
. [B’;yl_sapsed Assignment

Sorted By Officer Name
and Rank

Surrender Letter =

Figure 161: By Assigned Officer Report

1/18/2013

By Assigned Officer
Listed By Street Address | "\

Select a Starting and Ending Date, Court, Officer, Verify Agency, and <Click> Felony Warrants to
select Felony Warrants, then <Click> Submit to generate report

Listed by Street Address

| Please Provide the Requested Warrant Report Information

- Warrant Review By Assigned Officer

Starting Date Ending Date
% I
- Select Filter NG N
Court |
Officer | W Active
Agency | TUPPER LAKE POLICE DEPARTMENT \
I'dfelony Warrants ‘K

3'\

Submit N | >

%me 162: By Assigned Offer Report Filters

<Click> Reports > Warrant Based Reports > Listed By Street Address to generate a Listed By
Street Address report

Fue|$earcn| Reports | \BR|Mamtenance|Help‘ Logout‘

FPCARD >

Arrest Reports >

Import/Export Reports > (- |
Incident Based Reports >
NSOR Reports >

Warrant Based =L Hot Sheet
ports

Due Diligence Review
List

By Lapsed Assignment
Days

By Assigned Officer

Surrender Letter >

Figure 163: Listed By Street Address Report

Listed By Street Addres:
Sorted By Officer Name
and Rank

Select a Starting and Ending Date, Court, Officer, Verify Agency, and <Click> Felony Warrants to
select Felony Warrants, then <Click> Submit to generate report
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- Please Provide the Requested Warrant Report Information

rListed By Street Address

Starting Date Ending Date
5 = <
- Select Filter N N
Court| %

Officer | W Active
Agen[:leUPF'ER LAKE POLICE DEPARTMENT
I~ Eelony Warrants &
Submltl&&(l =
~
FiguPe.164: Listed By Street Address Report Filters
Sorted by Officer Name and Rank

1 <Click> Reports > Warrant Based Reports > Sorted By Officer Name and Rank to generate a
" | Sorted By Officer Name and Rank report

F|Ie| Search|Reports ‘ \BR|Ma\menance‘ Help|Logout|

FPCARD =
Usﬁr: F A Arrest Reports >
Import/Export Reports > st |
e Incident Based Reports >
NSOR Reports >
Open AT yyarrant Based > H Hot Sheet
Open i Reports Due Diligence Review
Open A v List
Open Supporting Depositions g;yl_:psed Assignment

By Assigned Officer
Listed By Street Address

Sorted By Officer Name
and Rank

Surrender Letter >

Figure 165: Sorted By Officer Name and Rank Report

) Select a Starting and Ending Date, Court, Officer, Verify Agency, and <Click> Felony Warrants to
" | select Felony Warrants, then <Click> Submit to generate report

- Please Provide the Requested Warrant Report Information

~Warrants Executed or Closed - Sorted By Officer Name and Rank

Starting Date Ending Date
-~ Select Filter N N

N
Court| i
Officer [ ¥ Active \
Agency | TUPPER LAKE POLICE DEPARTMENTK

I'i?elony Warrants

bmit |?D§i| -
Figur?h\. Sorted By Officer Name and Rank Report Filters

Surrender Letter

Surrender Letter Control List

1 <Click> Reports > Warrant Based Reports > Surrender Letter > Surrender Letter Control List to
) generate a Surrender Letter Control List report
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F|Ie| Search ‘ Reports | IBR ‘ Maintenance ‘ Help ‘ Logout ‘

FPCARD >
User: FHArrest Reports > | Select Age|
Import/Export Reports >
Incident Based Reports >

0pen Iy SR Reports > Arl
0pen Aflyyarrant Based > H Hot Sheet H Warl
Open poits Due Diligence Review ||
0 ‘Accusatory Instruments (it { Accusatory Instrun|
N By Lapsed Assi —
Open Supporting Days 1 Supporting Deposil
By Assigned Officer N
Listed By Street Address
Sorted By Officer Name v
and Rank
Surrender Letter > | [ Surrender Letter Control

List A .
Print Surrender Letter \

Subj not Responding to
Surrender Letter

Figure 167: Surrender Letter Control List Report

Select a Starting and Ending Date, Court, Officer, Verify Agency, and <Click> Active Warrants
2. and/or Felony Warrants to select Active and/or Felony Warrants, then <Click> Submit to
generate report

- Please Provide the Requested Warrant Report Information
~Warrant Surrender Letter Control List

Starting Date Ending Date
BN w
- Select Filter N\ N\
Court|

Officer | ~g 7 Active \
Agency | TUPPER LAKE POLICE DEPARTMENT = A\
ctive Warrants _\
%Wﬂnﬂrﬂs
Cl

Submit I

Fig:re\ts: Surrender Letter Control List Report Filters

Print Surrender Letters

A

Click> Reports > Warrant Based Reports > Surrender Letter > Print Surrender Letter to
generate a Print Surrender Letter report

File| Search|Reports | IBR | Maintenance | Help | Logout

FPCARD >
User: FFArrest Reports = | Select Agq
ImportExport Reports > = | Incil
Incident Based Reports >
Open | Al
NSOR Reports >
Open Af yyqrrant Based >L{Hot Sheet H Wal
Open eports Due Diligence Review
o . List Accusatory Instrur
) . By Lapsed Assignment []
‘Open Supporting D Days Ll Supporting Depos
By Assigned Officer Wl
Listed By Street Address e
Sorted By Officer Name G
and Rank
Surrender Letter =| | Surrender Letter Control

List
Print Surrender Letter

Subj not Responding to

Surrender Letter

Figure 169: Print Surrender List Report
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Select a Starting and Ending Date, Court, Officer, Verify Agency, and <Click> Active Warrants

2. and/or Felony Warrants to select Active and/or Felony Warrants, then <Click> Submit to
generate report

-~ Please Provide the Requested Warrant Report Information
~Warrant Print Surrender Letter
Starting Date Ending Date
- A N\ N\
Select Filter N N\
Court| ¥
Officer | ~L | Active
Agency | NY0162000 - TUPPER LAKE POLICE DEPARTME
elony Warrants
W Civg Warrants

bmit I Chb\l
fig\ure 170: Print Surrender Letter Report Filters

Subject not Responding to Surrender Letter

1 <Click> Reports > Warrant Based Reports > Surrender Letter > Subject Not Responding to
" | Surrender Letter to generate a Subject Not Responding to Surrender Letter report

Fllel Search| Reports ‘ IBRl Ma\nlenanne‘ Help‘Logmn‘

FPCARD >
User: FFArmrest Reports > | Select Agq
ImportExport Reports > - | Incil
Incident Based Reports >
‘Open | Al
NSOR Reports >
Open Arl yyarrant Based > H Hot Sheet H Wa
Open Mepons Due Diligence Review
‘Opé€n Accusatory Instruments List || HEERE I
B - By Lapsed Assignment
‘Open Supporting Depositions Days ] Supporting Depos
By Assigned Officer W
Listed By Street Address —————
Sorted By Officer Name P
and Rank
Surrender Letter | | Surrender Letter Control
List
Print Surrender Letter
Subj not Responding to
Surrender Letter

Figure 171: Subject Not Responding to Surrender Lettskport

Select a Starting and Ending Date, Court, Officer, Verify Agency, and <Click> Active Warrants

2. and/or Felony Warrants to select Active and/or Felony Warrants, then <Click> Submit to
generate report

- Please Provide the Requested Warrant Report Information

~Warrant Subject Not Responding

Officer|

I Active
AQQHCYITUPPER LAKE POLICE DEPARTMENTi\

g Active Warrants
ny Warrants

Starting Date Ending Date
- Select Filter NG NG
Court| ;‘

RN

Submit | Ml

Figure 17d2:’§biect Not Responding to Surrender List Report Filters
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7. IBR

Below are the steps for IBR including the Process IBR, Process Report, and Clear IBR Tables

Process IBR

1. <Click> IBR > Process to Process IBR

File| Search| Reports | IBR| Maintenance| Help| Logout

rocess

\I User: FRA [ Process Report

Clear IBR Tables >

Figure 173: IBR - Process

2. | Verify the Agency, Select Start and End Date, then <Click> Export Process Report

IBR Process
AgencleuPPEFi LAKE POLICE DEPARTMENT
Start Date \
End Date K
|
-]
iponpmcess Report I Close |

Figure 174: IBR - Process Filters

Process Report

1. | <Click> IBR > Process Report to Process IBR Report

File | Search | Reports | IBR | Maintenance | Help | Logout

!Process
User: FRANK J#rocess Report
Clear IBR Tables »

Figure 175: IBR - Process Report

2. | Verify the Agency, Select Start and End Date, then <Click> View Process Report
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IBR Process Report

End Datel

View Process Report | Close |

Agency | TUPPER LAKE POLICE DEPARTMENT %
Start Datel :\

ﬁure 176: IBR - Process Report Filters

Clear IBR Tables

Clear Review

1/18/2013

1. <Click> IBR > Clear IBR Tables > Clear Review to Clear Review

F\Ie| Search| Reports | IBR| Maintenance|HeIp| Logoul|

Process

User: FRANK [Process Report L
lear IBR Tables = [ Clear Review
7 Clear Process

Clear Report

Figure 177: IBR - Clear IBR Table — Review

2. <Click> Close Window once IBR Review Table is Cleared

IBR Review tables were successfully cleared,

V\Close Window |

N\
Figure 178: Clear IBR Table - Review Message

Clear Process

1. <Click> IBR > Clear IBR Tables > Clear Review to Clear Review

F\Ie| Search‘ Reports | IBR | Mamtenﬁnce‘ Help‘ Logoul|

Process

User: FRANK [ Process Report | r

lear |BR Tables >| | Clear Review

Clear Process (

Figure 179: IBR - Clear IBR Table — Process

Clear Report \

2. <Click> Close Window once IBR Process Table is Cleared

IBR Process tables were successfully cleared.

Close Window*
Figure 180: Clear IBR Table - Process Message

Clear Report

1. | <Click> IBR > Clear IBR Tables > Clear Report to Clear the IBR Report
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File| Search| Reports | IBR| I."Iaimenance| Help| Logoul|
Process
User: FRANK [ Process Report | r
ilear IBR Tables = | | Clear Review
Clear Process
CITE
pen Inci S
- Clear Report \

Figure 181: Clear IBR Table — Clear Report

2. | <Click> Close Window once IBR Report is Cleared

IBR Process Report tables were successfully cleared.

Figure 182: Clear IBR Table — Clear Report Message

8. Maintenance

Below are the Maintenance steps including Change Password, Bulk Re-Assignment, Mass
Consolidation, and Person Consolidation

Change Password

1. | <Click> Maintenance > Change Password to Change Password

File| Search| Reports | IBR| F.ﬂaintenance| Help| Lo-gouﬂ

hange Password 4
User: FRAMNK 211V Bulk Re-assignment

Mass Consolidation

= Person Consolidation n|

Figure 183: Change Password

Enter the Current Password, New Password, and Repeat new password, then <Click> Change
Password to change the password

Note: Passwords must meet the following criteria

be a minimum of 8 characters long

contain at least one number

contain at least one of the following punction marks $ _ #
not contain any other punction mark

not be the same as or similar to the current password

Passwords should meet the following criteria

+ should not contain simple words such as 'welcome', 'database’, 'account, 'user', 'password’, 'oracle’, 'computer’, 'abed'
« should not be the same as or similar to the username

Exiting this screen without entering a new password will lock your account for 20 minutes.

Current password l—

MNew password l—\

Repeat new password l—\

ange Password | Cancel |
N Figure 184: Change Password Fields
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Bulk Re-assignment

1.

<Click> Maintenance > Bulk Re-assignment to Re-assign Warrants to a another officer

Mass Consolidation
Person Consolidation

Figure 185: Bulk Re-Assignments

2. | Select Officer and Precinct to Re-Assign

3. | Select Re-Assigned Officer and Precinct and select date to Re-Assign

a <Click> Get Warrants for Officer or Get Unassigned Warrants to find all assigned and unassigned
warrants

5. | Select Warrants or Unassigned Warrant to be Re-Assigned

6. | Select All to Re-Assign All or Select the Warrants or Unassigned Warrants to be Re-Assigned

7. | <Click> Re-Assign to Re-Assign the selected Warrants or Unassigned Warrants

DEVTEST, DEVTEST (SERGEANT) y DUMMY, CRASHTEST (SERGEANT) \
1 il 1
[Get Warrants for Officer] op Get Unassigned Warrants 0170172013 "N [1339

NY0162000 09/15/2011

V0162000 0911312011

Figure 186: Bulk Reassignment - Warrants
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Mass Consolidation

1. | <Click> Maintenance > Mass Consolidation to Mass Consolidate multiple Persons records

Change Password
User: FRANK DIIV| Bulk Re-assignment
ass Consolidation
| 7 iPersmCmsoidnﬁm

Figure 187: Mass Consolidation

Enter search information for multiple Persons records needed to be Mass Consolidated and
<Click> Search

Select the From or To button to choose whether to Mass Consolidate multiple Persons From or
To

4. | <Click> Consolidate to Consolidate all the records multiple Persons From or To

FEMALE|

REFORT] 1ALE Alias |

REFORTER FENALE Alizs |

SUSPECT i1ALE Alias |

Alizs
—
MALE  [WHITE [09/2011955 [P Alias

i1ALE  [WHITE [01/01/1960 |ﬂ Ahas|

[WITNESS FEMALE[2SIAN O[01/01/1950 i |

Figure 188: Mass Consolidation From or To

Person Consolidation

1. <Click> Maintenance > Person Consolidation for a one Person Consolidation
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F|Ie| Se.arch| Reports| IBR| Mainter\ance| Hel|:|| Logou1|
Change Password -
User: FRANK DIM Bulk Re-assignment
Mass Consolidation
) /J?erson Consolidation ]

Figure 189: Person Consolidation

1. <Click> Maintenance > Person Consolidation for a one Person Consolidation

2. <Click> From button

Person Consolidation: Select From and To persons and then press consolidate|

From Modules

Figure 190: Person Consolidation From Button

3. Enter Person search information and <Click> Search

4. | <Click> Sel button to add the person to the From section

L:;TTEST First | Middle [ Suffix] ] Business|
I~ Additional Search Criteria
sex| | Race | =l Ethnicity] <]
Person Type | = poB|] Age] -]
SSN l— Weight l_lbs Tolerance Wlbs Height l_ ft l_ in Tolerance |5_
Search Clear Grid New Search M

DEVTEST [REPORTING MALE  [WHITE [01/011970

[rEsT REFORTER pos IEEMALE BLACK |ﬁ Alias || Pe

= SUSFECT [IALE [WHITE [o7017870 |ﬂ Alias

[Ped]
Ped
[TEST TEST [resT [UNKNOYUNKNOY |ﬂ Alizs || Ped
[Ped]

[TEST [TEST1 [MALE  [WHITE |09/201955 ﬁ Alias e
[resT ICTIH [WALE [WHITE 0170171960 |ﬂ “ias || Ped

[rEsT WITHESS FENALE [siAn oo 7011950 |ﬁ Aias || Ped

Figure 191: Person Consolidation — To & From Search Criteria

5. <Click> To button

Person Consolidation: Select From and To persons and then press consolidate.

(21226) TEST, SUSPECT

From Modules

- {4474 [SUSPECT NY0162000 &
- |aa75 SUSFECT [ fivote2000 [pey|
[5D-DEP {1101 [12/28/2012 [SUSPECT NY0162000 |ﬂl_|
pre|

To Modules

Ao Moaise

Figure 192: Person Consolidation To Button
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6. Enter Person search information and <Click> Search

7. | <Click> Sel button to add the person to the To section (See Figure 191)

8. <Click> Consolidate to consolidate the From one Person To another Person

Person Consalidation: Select From and To persons and then press consolidate.
From (21226) TEST, SUSPECT

From Modules

Mvo152000 [y -
A- 4475 SUSPECT 5 MY0D162000 ﬂ
SD-DEP [1101 [12/28/2012 SUSPECT 5 NY0162000 ||ﬂ .
(21056) DEVTEST, REPORTER1

A- 4453 SUSPECT 11 STREET APT 2 BLD 1 ALINY0162000 |ﬁ -
4 4454 SUSPECT [1 STREET APT 2 BLD 1 ALINY0162000 ||ﬂ
W-BENCH WARR]174 [12(12/2011  |OPEN SUSPECT [1 STREET APT 2 BLD 1 ALINY0162000 ||ﬂ .

Consolidate | Clusel

Figure 193: Consolidate From one Person To another

9. Help

Below are the steps to access the Program Help user guide and About to view the SIS version

Program Help

1. | <Click> Help > Program Help to view the SJS User Guide

File | Search| Maintenance | Help | Logout|

rogram Help
About

7

Figure 194: Program Help

About

1. | <Click> Help > About to view the SJS Version

File| Search| Mainlename| He\p| Logout|

Program Help
About

0 515 AboUL —- Webp (0% Dialog [o<]

Eﬂ Spectrum Justice System

WVersion 7.0 7r612
DB Version: 7.0.7

Spectrum Justice System provides law enforcement
with the ability to capture and record information
relating to incidents. arrests. warrants, accusatory

! A e

Copyright August 2006 by New York State Division
of Criminal Justice Services

Wit ffehvisbin?: 8080/ sisiok 84 Local intranet [

Figure 195: About
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Index
About, 4, 11, 82 DA, 6, 36, 44
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Add Assignment, 6, 37, 39, 40
Add Incident, 35, 42
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Arrest, 3, 6, 8, 23, 30, 31, 32, 33, 34, 35, 36, 37,
39, 40, 41, 48, 51, 52, 53, 54, 55, 57, 58, 59,
60, 61

Arrest Event, 51
Arrest Offense, 51
Arrest Search, 53

Arrestees/Suspects by Characteristics Report,
9,60

Arrests, 8, 13, 15, 30, 58, 59

Available Officers, 17

Blank Fingerprint Card, 58

Bulk Re-assignment, 4, 78

By Assigned Officer, 71

By Lapsed Assignment Days Report, 10, 71
Change Password, 4, 10, 77, 78

Charges, 6, 7, 8, 9, 32, 33, 39, 42, 43,52, 53, 61,
62

Complaint Type, 44
Contact Status, 40
Create Officer, 5, 16, 17
Create User, 5, 16

Creating an Incident, 3, 23

Deactivate, 5, 22

Default main agency group, 15
Defendants, 9, 42, 46, 59
Delete User, 3, 22

Deponent, 7, 46

Deposition, 7, 43, 45, 47

Description, 2, 6,7, 12, 13, 14, 16, 18, 19, 20,
21, 22, 23,31, 38, 39

Details, 5, 6, 7, 8, 24, 27, 28, 29, 30, 31, 32, 33,
34, 39, 40, 45, 46, 54, 55, 56, 57

Due Diligence Review List Report, 10, 70
Edit User, 3, 5, 20

Event, 6, 8, 31, 32, 51

FP Card, 3, 8, 57, 58

Generate Change Language, 43

Hot Sheet Report, 9, 69, 70

IBR, 4, 5, 10, 26, 75, 76, 77
Import/Export Reports, 57, 62

Imported Incidents, 67

Incident, 3,5, 6,7, 8,9, 13, 23, 24, 25, 26, 28,
29, 30, 32, 33, 34, 35, 37, 39, 40, 41, 42, 43,
45, 46, 47, 48, 49, 50, 51, 57, 62, 63, 64, 65,
66, 67

Incident Charge, 32, 39

Incident Offense, 49

Incident Property, 50

Incident Search, 48

Incidents, 9, 13, 15, 19, 67, 68

Link Existing Officer, 19

List of Arrests Report, 58

List of Charges Report, 61

Listed By Street Address Report, 10, 72

Livescan/Cardscan, 6, 36

SJS User Guide

Page 79



SJS User Guide

Location Report, 9, 63, 64
Lock Arrest, 37

Login, 3,5, 12
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