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Overview

Topics covered in this chapter:

Logging in to PLIMS
Dashboard screen

Using barcodes in PLIMS
Entering information in PLIMS
Viewing records in PLIMS

Logging In
Double click the PLIMS icon on your desktop. The Login screen will display in your web browser. Enter your

code number in the Code # field and your password in the Password field. Make sure the correct database is
selected, and then click the Log In button.

NOTE| You can reset your password at any time from the Login screen. See the next page for instructions on
changing your password.

Figure 1: PLIMS Login screen

User Name
Database

Version

Barcode

Code # * MIKE
 Password ¥ eees

Database CMPD_DEV il

PLIMS

Property & Laboratory Information Management system

Please enter the User ID and Password
Crime Fighter B.E.A.5.T. © 1995, 2014 Porter Lee Corporation.
All rights reserved

Prepared by Porter Lee Corporation 6



Users Guide Logging In

Reset Password

1. Click the Reset Pwd button on the PLIMS Login screen. The Change Password screen will display.

User Name
Database
Version

Barcode

Code # * MIKE
| Password *

Database CMPD_DEV ¥

PLIMS

Property & Laboratory Information Management system

2. Enter your Code number in the Code # field and your Current Password. Then enter a New
Password, and retype it in the Verify New Password field.

User Name
Database
Version

Barcode

T o Change Password
Code #: MIKE
Current Password: ~ eese
New Password:  essess

Verify New Password: okatcdal

PLIMS

Property & Laboratory Information Management system

3. Click OK. You will return to the Login screen if the change was successful.

Prepared by Porter Lee Corporation 7



Users Guide

Logging In

Forgot Your Password

If you forget your password, enter your code number in the Code # field and click the Forgot your

password? hyperlink on the PLIMS login screen.
Figure 2: Forgot your password? hyperlink

Code # * SIM
¥ Password *

Database CMPD_DEV >,

Forgot your password?

PLIMS

Property & Laboratory Information Management system

User Name
Database
Version

Barcode

Once you click the link, a Forgot Password dialog box will display. Click OK. You will receive an email with

further instructions.

Figure 3: Forgot Password dialog box

Forgot Password

Please check your email for
instruction.

Prepared by Porter Lee Corporation



Users Guide Logging In

You will receive an email with a Reset Password hyperlink. Click on the hyperlink.

r — T 1
=N av@al= FW: Forget Password - Message (HTML) @Eﬂ

Message @ e

Sent:  Thu 2/12/2015 3:35 PM

From: Adam Herman <aherman @porterlee.com:
Subject: FW: Forget Password

i)

From: PLIMS Notification Account [mailto: plims-notification@cmpd.org]
Sent: Thursday, February 12, 2015 3:30 PM

To: aherman@porterlee.com

Subject: Forget Password

To: Sarah Mikolajezyk

Click this link to reset password: Reset Password
This password reset link is valid until Feb 12 2015 5:29PM.

The Change Password screen will display in your internet browser. Enter a New Password, and retype it in
the Verify New Password field. Then click OK.

User Name
Database

wersion
Barcade

Cocke #: E A
New Password:  |eees
erify Mew Fassword:  |wews|

PLIMS — e

Praperty & Laboratory Information Management System

You will receive the message, "Your password has been successfully changed."

Forgot Password
Your password has been
successfully changed.

Prepared by Porter Lee Corporation



Users Guide

Dashboard

Dashboard

After you log in to PLIMS, the Dashboard screen will display. You can access most of the features in PLIMS
from the Dashboard screen. This section describes the different parts of the Dashboard screen and explains
how they are used to access features in PLIMS.

Figure 4: Dashboard screen

s Darme Mikis Evans

Database PLIMS_DEV

Wersion  CMPD Budd 1.9179-NET4.0.30319 .

Barcode .
lRashboard Logout
# MENU % Quiek Find
Unit / Agency b
Complaint#
Bulk Contaner Control #
Service Request v ———
i | Cear || Search
Inventory L3
LAM
Admin 3
Reports. 3
S10N 13000034
Documents
ol, Tobacco, Frearms & Explostvas  13-000004
bisrind B rr EST CAsE Charotie Park Polce 14-000041 -
DNA Bl 0060401140702 O1-CENTRAL BIVISION 13000103
Instrument b | 2006040105200 U1-CENTRAL DIVISION 130000891
2060315000000 01-CENTRAL D ] 13-000001
ot MIKE 001 Ak et
Alcohol Law et 14000044
Logout 2006040101 3802 ULLCENTRAL DIVISION 13400027
12345 Hickory Palcs Dap: 14-000045
2323 Diavidsun Polcs De 13000080
% My Assignments
3 Action Items
% Notifications

Quick Find is used to search for cases based on the case number. To run a search, enter the case number into

the search field and click Search (you can also search by a partial case number). The case will load

automatically if there is only one search result. If there are multiple results, the cases will display below the
Search button. Clicking on a case in the search results to will open the case record.

Figure 5: Quick Find

141 Quick Find

Complaint# 2012

Control #

UNIT / AGENCY
01-CENTRAL DIVISION

01-CENTRAL DIVISION
01-CENTRAL DIVISION

unit / Agency 01-CENTRAL DIVISION

01-CENTRAL DIVISION

[

COMPLAINT#

20121011182505
20121025002901
20121207111099
20121215220401

Prepared by Porter Lee Corporation
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Users Guide Dashboard

Recent Cases

Recent Cases displays the cases you accessed most recently. Cases are ordered based on the date they were
last opened. The last case you've viewed will appear at the top of the list. Clicking on a case will open the
case record.

Figure 6: Recent Cases

% Recent Cases

COMPLAINT# | AGENCY CASE# UNIT [ AGENCY LAB # LAST OPENE |l
9999 Alcohol, Tobacco, Firearms & Explosives  13-000004 03/21/2014
20060315000000 01-CENTRAL DIVISION 13-000001 03/21/2014
MIKE-001 Alcohol Law Enforcement 14-000044 03/21/2014 |E
20060401013802 01-CENTRAL DIVISION 13-000027 03/20/2014
20060401033600 01-CENTRAL DIVISION 13-000034 03/20/2014
20060401140702 01-CENTRAL DIVISION 13-000103 03/19/2014 —
12345 Hickory Police Department 14-000045 03/19/2014
2323 Davidson Police Department 13-000090 03/10/2014
20120925154800 61-CRIME LAB BUREAU 13-000026 03/03/2014
20060401105200 01-CENTRAL DIVISION 13-000091 02/27/2014 ~

Action Items

Action Items alert you to tasks that you need to perform, such as a retention review or status change approval.
The number following each action item indicates how many cases or items there are for that specific task
type. You can view the individual case or item records for an Action Item by clicking on the hyperlink on the
Dashboard screen.

Figure 7: Action Items

2] Action Items

Reviewer disagreed with your review request. 1
Retention Review. 1

Cases needing my retention review/status change approval 5

My Quality Programs. 3

Clicking on the hyperlink displays the individual case or item records on the Action Item screen. Clicking a
record will take you to that lab case.

Figure 8: Action Items screen

User Nama  Mikcs lvans.

Datahase  PLIMS_DEY

Verson CMPD Build 1.9179-NET.0,3001%
Barcode 1
Dashboord LooOai

ER TESLCASE (ackate Fack Poice o

Prepared by Porter Lee Corporation 1



Users Guide Dashboard

When you access a case from the Action Items screen, you'll see an Action Items hyperlink on the upper right
corner or the screen once the case loads. Clicking the link will return you to the Action Items screen.

Figure 9: Case accessed from Action Items

E CHMPD Busd 1.9179-NET4.0.30319, PLIMS_DEV, Mike Evans, 01-CENTRAL DIVISION — BARCODE
& mREST CASE Caction 1tom=) Dastboard | Logout

CASEINFO  SUBMISSION  NAMES m CUSTODY  SERVICE REQUESTS  ASSIGNMENTS  REPORTS

Item & Dis Container Cateqory  Packagng IEem Type 1Eem Location
1 Evidence  10XL] Envelops Bicyde CMPD Personnel Sarah Mikolajcryk
2 Endence  10X13 Emvlope  Bologal Other CMAD Persormel Sarh Mkolsci

[ A Custiody Location: CMPD Persisnnet-Sarah Mikolsicryk

fem # il qaty 1 e Attribute Hames
Category  * [Evdence ¥ Make e
Packagng (1013 Envelope - e e
fem Type  * W w ) E
e =
Destrgion Speed
t Serial Numbes
Colected = [Aaron C Browder v afepol4m *os:00
Lecaton [street, cty, DC, 45645 v Address
Status 36 Manths Dispose b
DNz g I .
[Coadd__ ][ _Ede_] _ Deete |
Notifications

Notifications alert you to events such as item status changes or item list requests. The number following each
notification indicates how many case records there are for that specific notification type. You can view the
individual case records for a Notification by clicking the hyperlink on the Dashboard screen.

Figure 10: Notifications on Dashboard

2 Notifications

Assignments Routed To Me. 2
Item Movement Notification. 1
Item Movement Notification 1
Denied Service Request(s) 7
Assignments Ready for Review. 9
Worklists Routed to Me 1

Prepared by Porter Lee Corporation 12
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Dashboard

The individual case records will display on the Notification screen. Clicking a case on the Notifications screen

will take you to that case record.

Figure 11: Notifications screen

Version  CMPD Build 1.5179-NET4.0.30319 .
Barcode .
Lashboard LogUut
LR o 13000004 MIKE BID 12/02/2013
| Service Request b 13000042 1922 @ 12f05/2013
I T » | 1300005 1922 o 1271172013
| e > dtina ﬂ 0
——- 14000022 1922 oD 01/13/2014
Adumn B 1eon003s 5076 BIO 01/2372014
= 14000035 S BIO 2f17/2a04
: 13000070 KRIS A 02/25/2014
e 5 13000034 MIKE 30 03/03/2014
Setup B
DA r
I Institirment 3
i w Dack Lo Dashboand
Lagout

Litetst Mawmics Mikie: Evari .
Database PLIMS_DEV .

When you access a case from the Notifications screen, you'll see a Notifications hyperlink on the upper right
corner or the screen once the case loads. Clicking the link will take you back to the Notifications screen.

Figure 12: Case accessed from Notifications

[B] 0 buitd 1.9179-1574.0.303.19, PLIMS._DEV, Mike Evans, 01-CENTRAL DIVISION
£ 20060401033600
CASEINFO  SUBMISSION =~ MAMES  TTEMS  CUSTODY  SFRVICE RFQUESTS
Aavabyst Assinned csigried  Slatus Deraft Daste: Analyss |
a0 Ready For Rev. |
3 i) Sarah Mikeczyk 3 12/11/2013 7 =
1 810 Saral Miokicevk 122722 1
3 ] 1230/2013 ] =
€ ] David € Schukz o204 1 Do Ryt |
7 w 01162014 0 [senvce Request|
8 i) By Roas a1/23f2m4 1 QM5 |
E mac Mk Cvans 12062003 1 -
Detak  Tasks  Routing
Lab Code * [roperty and Bvdence v Mems  Names I
e | EEE— i e
- - |
Date Assqgned 12/08/2013 T 1 W1 KR 1
Anahyst Assigned - 11 DWIKR 1
Anahyst Date = 7 DWT K 1
Prioety “ |Normal L 3 DAWI KR 1 =
Status [0 Assgned to Secion. ~ i = E
Report Type | - & 0
Peport Format w
Grant It -
T = . o Delete, | [ Manoge.

Prepared by Porter Lee Corporation
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Users Guide Dashboard

Dashboard Menu

Most of the features in PLIMS can be accessed from the Dashboard Menu on the left side of the screen. The
options that appear in the menu will vary depending upon your individual permission settings. Table 1 below
describes the Dashboard Menu options that are available to most users.

Figure 13: Dashboard Menu

User Name Mike Evans

=N :
'!: II Database PLIMS DEV ;
'k’.HF Version  CMPD Buld 1.9179-NET4.0,20319 .

F CHARLOTTE-MECKLENBURG FPOLICE DEPARTMENT Barcode

Dashioard Logout

|2 Quick Find

v Casier Unit [ Agency

Bulk Container
Service Request b
Inventory *
LAM
Admin L3
Reports » LAST OPENE)
01-CENTRAL DIVISEH n3/24/2014
Documents : RE
Alcohol, Tobacco, Freamms & Explosives
e L Charkotte Park Polce 14-000041 -
LY L O1-CENTRAL DIVISION 13000102
o » O1-CENTRAL DIVISIIN 13000091
20060315000000 OL-CENTRAL DIVESION 13000001
ks MIKEI01 Al it 14 4
Lagout 200641 01 Z807 O1-CENTRAL DEVESHN 13 7
I 12345 Hickary Polce Departmant 14-000045
2323 Davidsan Pobce Department 13000090 -

TABLE 1: DASHBOARD MENU OPTIONS

Prompt Description

Dashboard Returns you to the Dashboard

New Case Displays Create a Case screen, used to book new cases in PLIMS

Search Displays Search options

Case The Case Search is used to search for cases by case info, case names, references, item
attributes, and addresses

Location Location Search is used to search an evidence location

Custody Custody inquiry is used to search for items based on item information such as item
type, date received, custody, status, etc.

Inventory Displays the Inventory options

Location Inventory Used to inventory items in one or more custody locations

Admin Displays Admin options

Get Signature Get Signature is used to capture and store your electronic signature

Reports Displays Report options

Custom Reports Custom reports defined for your agency, such as statistical reports, inventories, and
documents used in business processes

Pull List Used to print list of items pending transfer or item list requests

Activity Log Activity Log is used to record the time spent on activities that are not case related

Documents Displays documents for your agency

Setup Displays setup options

User Preferences Allows you to select the default state for different sections of the Dashboard

Workstation Setup

Logout Ends your current session

Prepared by Porter Lee Corporation 14



Users Guide Barcodes

Barcodes

Scanning a barcode is the quickest way to locate case information in PLIMS. For example, scanning a case
file barcode instantly displays the case on your screen. Barcodes can also be used to automate procedures like
custody transfers or assigning tasks for a lab case assignment. The different kinds of barcode labels used in
PLIMS are listed in the table below.

TABLE 2: BARCODE LABELS

Label Type Description

Case File Case labels can be placed on case folders, reports, and other paperwork you would like
to label with the case number. Scanning a case label will take you to the Case Info tab.

Item Item labels are placed on the outer packaging of evidence to identify the case and item
record. Scanning an item label will display the item on the Items tab.

Custody Location Custody location barcodes are used to update chain of custody. Scanning a custody
location label will initiate a custody transfer to that location.

Task Type Used to assign tasks for lab assignments

Information Fields

This section explains how to enter information into the different types of fields in PLIMS.

Required

Required fields are identified by a red asterisk. Information must be entered in every required field on the
current screen in order to save changes.

Figure 14: Required field

Charge * v

Flex Box

“Flex box” refers to a field that contains a dropdown menu. You must select an option from the dropdown
menu in order to enter information into this type of field. Some dropdown menus may display hundreds of
results. To locate your choice quickly, begin typing the option into the field. The list of results will narrow to
options that contain the exact value entered into the field. Then click on the option once it appears in the
dropdown menu.

Figure 15: Flex box

Charge * or -
(34 - Murder -
098 - Neghgent Manshughter
120 - Robbery

23E - Theft from Coin-Operated Machine or Device

23H - Al Other Thefts

250 - Countgrfeting/Forgery

268 - Credit Card/Teler Fraud 3
26C - Impersonation

280 - Stolen Property Offenses

290 - Damage/Vandalsm Of Property

370 - Pornography/Obscene Material

39A - Betting/Waagring

390 - Sports Tampering

You can use the forward |2 Bribery

and backward buttons |~ "5sna Person
Overdose

to view more results. = n =
5 - F e Riin (Pronerty Ok
T<<I[& ™ 1-20 of 27 resuks:
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Date

Dates must be entered in mm/dd/yyyy format. For example, April 7, 1987 must be entered into a date field as
04/07/1987. (You do not need to enter in the backslashes. They will fill in automatically.)

You can also select a date from the calendar by clicking on the calendar icon that appears next to each date
field. Once you click on the calendar icon, a calendar will display above or below the date field. To select a
date, click it on the calendar. The date will then populate the field.

Figure 16: Date field

Incident Report Date *|10/08/2013 [ Ty —
< October, 2013 y _— view another month
on the calendar
Su Mo Tu We Th Fr Sa
230 12 345

6 73]

Today: October 8, 2013

Memo

Memo fields are freeform fields. They can be several lines in length and can contain any sequence of
characters, letters, or numbers.

Figure 17: Memo field

This is a memo field.

Comment

Multi Pick

"Multi Pick" fields are identified by a question mark icon. Information is entered into multi-pick fields by
clicking the icon and selecting one or more options from the pick menu.

Figure 18: Multi Pick field

Ttem Type(s) DRUG, DRUGP 21 Drugs, Drug
Paraphernalia

Figure 19: Pick menu

tem Type(s)

["IBiological Sample
["]Documents

Drugs

?:Drug Paraphernalia
T OWNT Kit

mo»

[ ok | [ cancel

Prepared by Porter Lee Corporation
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Users Guide Sorting and Viewing Grid Columns

Sorting and Viewing Grid Columns

"Grid columns" refer to a sortable list of records like the ones that display on the case tabs or in the search
results. The records displayed in the grid columns can be sorted by clicking on the column headings. Clicking
on a heading once will sort the records based on the information in that column in ascending order. Clicking a
on a heading a second time will sort the records in descending order. Clicking the heading a third time will
remove the column from the sort order.

A “1” will appear next to the first column heading you click, a “2” will appear next to the second heading, and
so on. These numbers indicate the order the records are sorted in. In Figure 20 below, the search results are
sorted by Agency in ascending order first, then by Charge, and then Case Date descending order.

Figure 20: Sort order applied to results from Case Search

cage Date Agency 1 DeptCase LabCase /o lent Charge 2 |7
4/2/2006 1211 01-CENTRAL DIV] 20060402031400 13-000062 CMPD Officer 4/2/2006 12:1 Aggravated Assault M
10/29/2012 1 01-CENTRAL DIV] 20121029002901 13-000089 CMPD Officer 10/29/2012 1 All Other Offenses

4/2/2006 12:1 01-CENTRAL DIV] 20060402032602 13-000078 CMPD Officer 4/2/2006 12:1 All Other Offenses

4/1/2006 1231 01-CENTRAL DIV 20060401001301 13-000006 CMPD Officer 4/1/2006 1231 Arson

4/1/2006 12:1 01-CENTRAL DIV] 20060401135500 12-000084 CMPD Officer 4/1/2006 12:1 Arson

4/1/2006 1211 01-CENTRAL DIV 20060401141200 13-000105 CMPD Officer 4/1/2006 121 Arson

4/2/2006 1211 01-CENTRAL DIV] 20060402180701 13-000038 CMPD Officer 4/2/2006 12: Burglary/B & E

3/15/2006 12 01-CENTRAL DIV] 20060315000000 13-000001 Sarah Mikolajc 3/15/2006 12 Burglary/B & E

4/2/2006 1221 01-CENTRAL DIVI 20060402033600 13-000082 CMPD Officer 4/2/2006 12: Damage/Vandalism Of Prop

4/1/2006 1211 01-CENTRAL DIV] 20060401002001 13-000014 CMPD Officer 4/1/2006 12: Drivina Under The Influenc 52

Prepared by Porter Lee Corporation 17



Booking Cases

Cases can be booked using a Complaint Number or an Agency Case Number. Users must belong to a User
Group with the permission "Add New Lab Cases" (ADDCASE) in order to access this screen.

RMS (KBCOPS) PLIMS Interface Procedure

1. Click New Case in the Dashboard menu. The Create a Case screen will display.

s Namie Mikis Eviing
Database PLIMS_DEV

Verson CMPD Build 1.9179-NET4.0.30219 .
CHARLOTTE-NECKLENBURG POLICE DEPARTMENT

Barcode .
Rashboand LeaOus
“ MENU # Quick Find
Dashboard
New Case unet / Agency b
Complaint &
Control #
[
= Recent Cases
Reports v :
DI-CENTRAL DIVISION 14-000045
Documents
D1-CENTRAL BIVISION 13000034
b k B1-CENTRAL DIVISION 13-000065
DA B 2014060145371 01-LENTRAL DIVISION 13000070
InEtramanE » | 2o060antidnzon 01.CENTRAL DIVISTON 13000103
s 01142014003 Akohol, Tobacca, Freams & Explosves  14-000026
20060401013802 01-CENTRAL DIVISION 13-000027 03/24/2014
Logaut 12345 ar 14000045 naf4ar2004
DAL Chariotte Fre Department 14-000442 u3f242014

o539 Aloohol, Tobacco, Freams & Explosves  13-000004 03/24/2014
% My Assignments.
%' Action ltems

% Notifications

2. Enter the Complaint Number and click search

NOTE| The system is smart enough to search both with and without dashes. The incident report on this
complaint number must be at least working status to be found.

Example: 20991019234802
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3. If the Complaint number does NOT exist or the incident report is not working status, you will receive
the following message.

& O Pl
EGMPD M <%

v:unnanz-lnuillun POLICE DEPARTMENT

EEETNCreate a Case

& Craate Case Lsar

" Create Case L

Complant # 20951019235802 wars not

L found I KBCOPS. Please make sure that
- F— e incident repart (£ at heast Waorking'
srahus and venfy Hhat vou have entered
» e correct Complant Numbsar,

4. Complaint Number DOES exist in RMS, but not yet in PLIMS

— ) User Name Sarah MEolajceyk >
r Database  PLIMG_UAT i
| GCMPD \ersion  CMPD Build 1,0600-NET4.0,90319 .

‘\’,.CN.ﬂ’.LE‘TTi-“EEHLENH'JT.'J POLICE DEPARTMENT Barcodo .
Raghboard Logout
EETI Create 2 Case

1 Create Cate Ung Compianty

Coumplant# *[oraioiazzneng]

serch |

* | Create Case Lsng thutskde Agency Case Mumber
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5. The RMS case information will display. Click OK.

o

User Nama Sarah Mikolajczyl;
Database PLIMEUAT v
Yargion  CMPG BUIl 1 BRER-NET4.0, 30319

‘CJ CHARLOTTE-MECKLENBURG POLICE DEPARTMENT CUETY
Nashiboard Loaous
4 MENU Create a Case

Diashboard = Crivate Cise Lking Complants

Naw Cagn Complants * 13101520902

Sty )

Search

Bulk Container

5 »

TR 0 Create Case Lking Outside Agerecy Case Mamber

tnventaty v i

Lam 7

Complant# 1 20131013 2204-02
L) d ['r;‘r:w REPOT . Joy1aya013 22:04:00
FREports v )
—— \acitiis . B30 MIGHTINGALE LN CHARLGTTE NC
Documents -
Sntup ¥ wictm { HUGGING, YSANTE
SLEpect © Mo infarmaton avalabis N KECOFRS,

oHA % Charge : Burglr y/BSE

Instrument v

o R S

Logout

6. Click Create New Case.

= User Hame Sarsh Mikolayerk

i Database PLIMS_UAT :
‘E_’I“'“ Wersion  CMPD Build 1 09B8-NET4.0,30319
\'[‘-:Hp.ru.-:.-TE-n.E-:-:u.nauns FPOLICE DEFARTHMENT AR :

Dashbard Loatut

ON& b | |charge ¥lz20-Burgarve 4
Inétrumant b || canegery * Fetory
oM Incident Report Date "‘|m.n'(9..fm!3 |
Logaut Create bew Case | cancel |

Prepared by Porter Lee Corporation
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7. The electronic case file opens directly to the Names tab. This is all the name information loaded from
the interface import. Click on the Items tab.

NOTE]| Notice the Address Book link on the right side of the screen. This accesses a central address list
for the entire case that is brought in from conversion, RMS, etc. This address book can be accessed
from the Case Info tab, Submissions tab, Names tab, and Items tab.

......... S s i e ey s s

Ise LostName st Name tiddle Name  DOB
Victim HUGGINS YSANTE

JE| ]

Name Type * W ¥ Busness Name |
Lasthame *fGams. Address [ [6301 MIGHTINGALE LN, CHARLGTTE, NC, 2 . adcfess Book. ||
First Name [\'SANTE— Home Phone
mddemame [ el Phone 704-907-3440
Gender Femae — ~ workphone [
Race [Back/Afican American Emal Address  [lasha_huggns@yahoo.com
caeoforth [ @ arresthomber [
=
Comments
. E
Add | Edit | Save | Cancel | Delete |

Clicking on the hyperlink will open up the address book for entry.

Address Book .

Complaint#

EHARLOTTE

A L]

Sreat Address  [B301 NIGHTINGALE LN

ary [ereaieTE

State iorth Carcina -
Tp Code [
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RMS (KBCOPS) PLIMS Interface Procedure

8.

9.

Click on the Items tab to begin entry of items submitted to Property.

20131019220402 Dashboard | Legout
&

CASEINFD  SUBMISSION  NAMES m CUSTODY | SERVICE REQUESTS  ASSIGNMENTS  RIPORTS

Ioem # | Qty ol # Atrbnte | Cirron Narrs
ctegery [ 10 oyt v busen defred for ths itom type

packagng  *[ i
remType | -

Desonpoon
=
Cotected  * [ o} B |
Locatin  * [ ¥ Address Bock b=
Statue [ =
futiny N u
. = = O = |

Clicking on the Case Info tab will display the information imported from RMS.

NOTE| The Investigator will be auto-populated from RMS as changes are made. This update is

currently happening every 10 seconds.

I8 i i 1 e 1ET4.0,30218, PLIMS_UAT, Sarah Mikolaiceyk, 01-CENTRAL DIVISION AARCODE
& 20131019220402 Dashbuard | Logaut
SUBMISSION | NAMES  ITEMS  CUSTODY | SERVICEREQUESTS | ASSIGNMENTS  REPORTS

uritagency « I-CENTRAL DIVISION -

compiant#/Oepte  * [O30I9e2002

Investgangunt  * [I1-CENTRAL DIVISION v

il fear . o

Alrernative v | -

Charge * [220-Burgary BB E N

Catiegory * Freorty 3

Incident Repert Date * [10719/2013 =

Offense Address 901 MIGHTINGALE LN, CHIRLOTTE, NC, 75226 | Aiddress Book

Bk Sava ] LA | Delete

Prepared by Porter Lee Corporation
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RMS (KBCOPS) PLIMS Interface Procedure

10. Enter a Complaint Number that already exists in PLIMS.

NOTE| Notice that it says “Case Found!” and the button at the bottom says Edit Case. Clicking the Edit
Case button opens the electronic case file, and additional information, evidence, etc. can be added to

the case.

CHARLOTTE-NECKLENBURG POLICE DEPARTMENT

o MEMNU reate a Case

Dashboard @ Creats Ca J SO

MNew Case - amplant ’7
search l; e

Bk Container —

Servicn Requist B -

Invantany: k

i |

Admin k ek - - ) ,—
Reepiorts L Erek L

Docufments i

setup L

Bk P -CEMTRAL [IVISION Case Found! 20131019220407
Irustruiment b | e ot

o Category -

e Incickent Report Date ,7

EdtCae | cowel |

User Name Sarah Mikolapceyk
Datahasa PLIMS_LWAT 4
\iersion CMPD Build 1 0088-NET4.0.30319 |

Rarcada !

Dazhbeard Loaut

Prepared by Porter Lee Corporation

23



Case Tabs

The case tabs are used to manage information for individual lab cases. This chapter discusses the different

case tabs as well as attachments, which can be accessed from all of the case tabs.

In this chapter:

Case Attachments
Case Info tab
Names tab

Items tab
Custody tab

Attachments

Attachments can be accessed from any of the case tabs by clicking on the paperclip icon in the upper left

corner of the screen.

Viewing Attachments

Attachments are associated with a specific record, such as an item or an assignment. The appearance of the

attachments icon will change once files are attached to the case. Figure 21, below, shows the attachments icon
when files are attached for the case. You can view the attachments for a record by selecting it on the case tab

and then clicking the attachments icon.

Figure 21: Icon when files are attached to the case

B CMPD Build 1.10005-NET4.0.3031%, CMPD_DEV, Mike Evans, 01-CENTRAL DIVISION

140512082138
TNFO SURMISSTON HAMES TTEMS CUSTODY SERVICE REQUESTS ASSIGNMENTS

REPORTS

_. H"d Custody Location; CMPD Personnel-Mie Evans

Rem # B oy i ote | Altribite
Category * [E¥ence E Ty Weapon * [Kife il
Packagng  * |Tagged -
emType * |Weapon L
e

Description
Colected  * [Mike Evans * s cfosEs
Locaton  * [1234 Street Name, CHARLOTTE, NG, |~ pddress Book
Status 36 Months Depose. >
DA? * [ v

atd | Ede | Deete |
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Attachments

If there are files attached to the case, the Thumbnail screen will display. You can preview all of the attached
images for the case on this screen. Click on the thumbnail to view a file. A File Download dialog box will
appear. Select Open to open the attached file in the default program for that file type. Select Save to save a

copy of the file to your computer.

Clicking the Details button next to a thumbnail will display the file info on the Attachments screen. Clicking
the Back to Attachments button will take you to the Attachments screen. From there you can attach

additional files to the case and edit the file info.

Figure 22: Thumbnails screen

« O EmTTTE

apaTid? O - 6 X || B BEAST Elecaronic Case File

[ copo Buid 1.10005-NET4.0.20315, CHPD_DEV, Mike Evens, 01-CENTRAL DIVISION
& 20140512082130

Back 1o Altachments

File 920
Content Type :
image/pjpeq
File Source :
ITEM

Description

Fila Name :

c:\labsave\beast lab
headshot.tif e
File Size : 1260 )
Content Type :

image;/tiff

File Source : ITEM

Description :

m Hle Namme :
ci\labsave\Porter [
Sglect 1 aa e rlor O8N

Stanus Doy pen or save <_labsave. ¥E} from 192.168.1.137

Open || Gme = Gance
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Attachments

The files attached to the case are list in the top half of the Attachments screen. All the attachments for the case
appear by default. You can view the attachments for the selected case record or all similar case records by
choosing a different option under Select Documents on the right side of the screen.

Selecting a file will display the details in the lower half of the screen. You can make changes to the file info
by clicking the Edit button. Clicking Delete will delete the selected file. Clicking the View Selected button

will open the selected file. Clicking View All will take you back to the Thumbnails screen.

NOTE| Not all users will be able to edit or delete files. The ability to edit and delete files depends on their

User Group permissions.
Figure 23: Attachments screen

E €MPD Build 1.10005-NET4.0.30319, CMED_DEV, Mike Evans, 01-CENTRAL DIVISION
& Attachments for 20140512082138

BARCUODE
Dashboard | Lopout

CASE INFO SUBMISSION NAMES CUSTODY SERVICE REQUESTS ASSIGNMENTS REPORTS

Image of Item #3

Data Type T

Description [image of item #3

Fename [Clabsavebeast polcejng
Content Type  [magelpipeg

Mtached By [MkeEvans ¥
Attached Date  [08/25/2014 7

Restricted

Edt | ) | bekte | [ Amach |

‘Select Documents
A

For flems

For Them #3

e
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Attachments

Attaching Files to a Case

The following procedure shows how to attach files to a case record.

1. Files are attached to a specific case record, like an item or assignment. Select the record you that want
to attach the file to and click the Attachments icon. The Attachments screen will display.

‘Master Build 1.8635-NET4.0.30319, PLIMS_DEV, Mike Evans, 01-CENTRAL DIVISION
& 01312290001

CASE INFO SUBMISSTON NAMES m CUsTODY SERVICE REGUESTS ASSIGNMENTS REPORTS

Igme  pie Containgr Category  Padkaging Iem Typa Iiem Losation

1 Endence  Bon Weapon CHPD Personnel Mie Evans

2 Buidence  Box Container CMBO Porsonnal Mie Evans

3 Evidence  Box Personal CHPD Personnel Mike Evans

Find | custody Location: CMPD Personng Mike Evans

2. Click the Attach button on the bottom of the Attachments screen.

& Atachments for 201312290001

pashboard | Logout

CASE INFO | SUBMISSION — NAMES ITEMS CUSTONY  SERVICE
Thare ara no attachmants hare. Sriect Deaments
el
For Items
Forlsem =3
Data Type
Description |
Fiename [
Content Type |
Attached By |
Artached Date m
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Attachments

3. The Scan/Attach Files screen will display. From here, you can scan a hard copy of a document or select
a file saved to your computer to attach it to the case.

To scan a document, load it in the scanner and then click the Scan button. Once the scan is complete, a
preview of the image will display in the top half of the screen.

NOTE| The first time you connect to a scanner from a workstation, you must select the scanner driver.
To select the driver, click the Select Source button. A Select Source dialog box will appear. Select the
source in the dialog box and click the Select button. Your selection will be saved for the workstation.

\

Set Scanner Path

CALABSAYEASCANMERMONITORY

I~ Delete Files Aher Upload 1

Image List

Option:

Document

Description

CoALABSAVENSCANNERMONITOR \beast |ab headshot if

Scanned Image

Soan

Attach File

Wiew Full Screen
Delete

X Cancel

4. To attach a file from your computer, click the Attach File button on Scan/Attach Files screen.

5. Navigate to the file location in the browser window. Select the file(s) you want to attach for the case.
You can select multiple files by holding the [Ctrl] key as you click on each file. Then click Open to
attach the selected files.

-] @ rm-
Date moddied Type
205221200 P Adobe
3672002 100 PR EMPF
GALDFESIPM  GIF Fil
VEN2SEPM  PGFi
NEWIZITPM POFILE
AR/ 115 AM IPGFI
926/07 135 M IPGFil
1019221055 Micros
TSI AM  Micros

1310315 PM__ Micror

™
B Hame
AP - Poner Lee Comporstion pdf
& brast lab brachshat brp

- = beast labi g

Doskdon i beast lab hesdshotjpg
T B beast b IPG

vl i beast police headshot jpg
Lbranes © beast police pg

.& Z]Porter Lee Corporstion.ds
+ EPoner Lee Corporation e
Compter (Y Porter Lee Corporation.d
@ E]Porer Lee Comporation.docs
[Pl 5 beast lab headshot g

& beast sk headshot tif
F il

WA 0 . Micros
/2001 100 PM PRG R
BAT2012 1102 AWM TIFFile ™

Objectgame:  [Poter Loe Comomtondor” bestpcbeaten] | Opm |

Ctiecteof trpe.  [image Vit Scpponnd Fies

=l Cocel | [P Wimwmn R
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Attachments

6.

Once all the files are added to the Image List, click Save to upload them to the case.

Set Scanner Path | CALABSAVENSCANNERMONITORY

5. Scan/Attach Files - Version: 104,173 [

Image Li:

Document

Description

CoALABSAVEVSCANNERMOMNITOR \beast |ab headshaot i

ScannedImage

cabsavelbeast police headshot 0.jpg

Attached image for ltem #3

c:\absave\besst police. jpg

[l

I~ Delte Files After Upioard 1
ption:

Select Source |

|

Attach File |

I

“Wiew Full Sereen

c:\absave\Porter Lee Corporation-0.doc

Delete

X Cancel
B

Restricted Images

If image is restricted, user without the User Group permission "Allow access to Restricted Images" cannot
view, edit, or open the file. If you have the User Group permission "Allow access to Restricted Images," a
Restricted check box will appear on the Scan/Attach Files screen. Checking that box will designate the image
as restricted.

Ut \kory\Daakaoph SCAN_MOMITORY

Image Litt

Searnes Monkor i e,

Wihen docutsk 1cAnvin s OIS PSS 18

Diocument Deserphen

& \labaavellboad b eadshol pg

R

Dptions
Atach Fie

View Pl Semen
Diedein

o G

X Corerd
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Attachments

Once you upload the file, users without the permission will be unable to view or open the image from the

thumbnails screen.

Figure 24: Restricted image on Thumbnails screen

& 20141018090316

NAMES ITEMS  CUSTODY

B CMPD Build 1.10E94-NET4.0,3031%, CMPD_DEV, CMPD Officer, 01-CENTRAL DIVISION

SERVICE REQUESTS

BARCUDE
14-000075  Dashboard | Logoul

Back Lo Attachments

RESTRICTED!
ACCESS

File Info

Description :

File Name :
c:\labsave\beast

lab headshot.jpg
File Size : 511

Content Type :
Image/pjpeg

File Source : CASE

They will be prevented from deleting the image or editing the information on the Attachments screen. Users
will also be prevented from viewing the image on this screen. The View Selected button will not appear when

they select a restricted image.

& for 20

B CMPD Build 1.10E94-NET4.0,3031%, CMPD_DEV, CMPD Officer, 01-CENTRAL DIVISION

BARCUDE
14-000075  Dashboard | Logout

artached Date  [10j07/2014 13

c\labsave\beast lab headshot.apg
oatype  [RET
Description |
Flename [estabsavebeast b headshot jpg
Content Type  [image/pjpeg
Antached By Mk Evans. -
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Scanner Monitor

This section explains how to configure and use the scan monitor feature. The scan monitor can be used with

any document scanner and provides for support of vendor programmable scanners/scanner macros that are
only available outside of the PLIMS application.

Configure the OneTouch Button

1. Once the scanner driver is installed, the one OneTouch icon will appear in your computer's taskbar.

Click the OneTouch icon to display the OneTouch Button Panel.

n 216 PM
DY OEC Gy

2. Right-click on the Scan button in the OneTouch Button Panel. The Properties window will display.

) © > visioneer Fatriot 650 [x]

|cE 5 03 3¢

Scan PDF Print eMail Fax

3. Click the New button in the OneTouch Properties window.

s o
OneTouch 4.6 Properties for Visioneer Patriot 680‘ [
Multi Function | Options
- - S Select format:
. can -
- I E E 3 X
Select destination: =
“ Transfer to Storage EMP TIFF JFG PDF  noOCR
m [ create single image files
@ Burm to CO-ROM D: Select configuration:
] Wy Qusity US Legal [Duples] a5~
@ SharePoint Wy LS Letter e
= Wy 44 Document &
Send To Application .
& Quslity Color Document &
E B Tiatiedicr o Color Phato for Email [B#4] (1]
o Color Document o)
@ Open Scanned Document(s) W Guslity LS Letter & .
[ Refresh | [ Propertes... | [Mew.. | [copy...] [[Edit. ] [ Dokt
[ok [ coned J[ ooy [[ e |
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5.

4. The Scan Configuration Properties window will display. Enter a name for the new configuration on the

Scan Settings tab. The name you enter will be used to identify this configuration on the OneTouch

Button Panel.

B
Scan Confgusion Propeties SN (el
| Advanced Settings I Redaction Settings ‘
Scan Settings Page Settings Storage Options
B
Mode Resolution
) @ Blackawhite 100 200 400 600
d () Grayscale L u 200 dpi
& © Color
Brightness: b U 50 %
Contrast:
Cancel toply Help

Select the Storage Options tab. In the Storage location field, enter the location where scanned images

should be saved, or click Browse and select the folder in Windows Explorer. Then click OK.

NOTE| You can create a new folder by typing the path directly into the Storage location field, or by
clicking Browse and then Make New Folder in the Windows Explorer. The new folder will be added as

a subfolder to the selected directory.

| Advanced Settings | Redaction Settings

Scan Settings | Page Settings ‘ Storage Options
Select folder and transfer options

@ Storage layout
O Al documents are in the root
Q) Documents are put in folders by month
Q) Documents are put in folders by week
& Documents are putin folders by type

Storage location

Ct\LabSave\SCANNERMONITOR

|| Open storage folder when scan is complete

ok (oo ) oy [
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6. You will return to the OneTouch Properties window. The new configuration will automatically be
selected on the Multi Function tab. Click OK to return to the OneTouch Button Panel.

N
OneTouch 456 Properties for Visioneer Patriot 6_ [ =)

Mult Functien | Options
- Select format:
e B
——— P Al =
Select destination: &J =
Translor o Storage BMP  TIFF  JPG | PDF  noOCH
[t] [F] create single image fies
@ Bum to CD-ROM D select configuration:
e Conligure Before Gean 8 |«
@ SharePoint o Coior Magazine 3
- CMPD
7y Send To ppicaton by
Wy Bank Check a
E TR Tt o8 Ouaity Color Pheto (Exd) 8~
o Color Magazine [Duplex) =
@ Open Scanned Document(s) W5 Quaity US Letter [Duplex] 8
[ ok ][ cConcel ][ ooy [ He |

Set Scanner Path in the LIMS

1. In the Dashboard menu, select the Workstation Setup option under Setup. The Client Configuration
Parameters screen will display.

Uger Nama Mike Evans
Database  CMPD_DEV
Version CMPD Build 1.10294-NET4.0.30310
. Barcode
=y
Lashbosrd Loathst
= Quick Find
unt / Agency =
Complaint®
Control #
LaM
“ Recent Cases
Admin 3
Reparts U | COMPLAINTS | AGENCY CASES ARILL [ AGENGY LAN &
e 2014101809316 01-CENTRAL DIVISION 14000075
Actraty Log : 3
wauq Alcohol Tobacco, Freams R Bxplotives E
bl 2006031500000 O1-CENTRAL DIVISION
Satup. P | User Prefarences 01-CENTRAL DIVISION 14-000055 10/06/2014
DA » 01-CENTRAL DIVISION 13-000105 10/02/2014
= o Alcohal Law Enforcement 14-000068 39-'2:-:20:4
S S 2006040105601 01-CENTRAL DIVISION 13-000092 0%/25/2014

2. Click the Edit button on the Client Configuration Parameters screen.
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3. Enter the Scanner Monitor Path in the field.

N

« MENU

Remote [P Address

| Bar Code Command
Bar Code Printer Name

p |Receipt Printer Name

Dashboard

New Case

Search

Bulk Container
Inventory

LAM

Adiman

Reports

Activity Log Bar Code Printer Name 1
Documenks

Bar Code Printer Name 2

L —

Bar Code Frinter Name 4

Ona
Trstrument: Bar Codé Printer Name 5
M3 | Bar Code Printer Name 6
Lagaue Instview Tokenini Name
Scanner Monkor Path

Alewe Duplcate Tasks
Delete Scanner Montor Fles

User Name Mie Evans
Databage CMPD_DEV
Verson CMPD Build 1.10294-NET4.0,30319

Barcode

Client Configuration Parameters

Cient ID; 16-03-73-DE-TA-AD

192.168.1.135
[=acrosat
[Weketimo_sC

[Cxwsers\iwomy]\Desktop|SCAN_MONITOR
Yes =

e

Doy Word Report Processing
Dedxy Word Repoet After Save

[ashboard LogQut

4. It is not required, but it is recommended you enter a "T" in the Delete Scanner Monitor Files ficld.
This ensures that once the file is attached and saved, it will be removed from your local scan monitor
folder. If you do not do this, the files will remain in the folder and may cause gradual slowness of this
feature as files build up in this folder over time.

5. Click Save once you are done.

Prepared by Porter Lee Corporation

34



Users Guide Attachments

Using the Scanner Monitor

1. To use the scan monitor, open the case you want to attach the document to. Then click the paperclip
icon in the upper left hand corner of the screen. The Attachments will display. Here you will see any
documents previously attached to the case.

[ raster Build 1.8751-8ET4.0.30319, PLIMS_DEV, Mika Evans, 01-CENTRAL DIVISION BARCODE
& Attachments for 201212200001 Dashboard | Logout

SUBMISSION NAMES ITCMS CUSTODY SERVICE LE3

There are no attackments b, Select Documents
L]
) For Case Infu

petaType [
Descrighion |
Filename |
Content Type |
Atached By [T -
Atached Date [T &

|LcAtteh- |

2. Click the Attach button. The Scan/Attach Files screen will appear. At this point the scan monitor will
be in monitoring mode. You will now use the Visioneer macro buttons to scan in your document using
the presets previously defined. As documents are scanned into the monitor folder they will be auto
attached to the Image List.

If you hit Cancel before the documents in the Image List are saved, they will have to be

manually attached using the Attach File button the next time the application is loaded. The unsaved
documents will not be automatically deleted, and they will not be automatically attached by the scan
monitor the next time the Scan/Attach file screen displays.

51 ScaniAttach Fies

A senrnsomg Dk ioph S CAN_MONITORY Soarne Monlor i sohip.

e, cacamers Scarrare) i OISR PHRE L.
g Lise Optors:

Discument Dirsergann Etach Fle
| . e . 1 inww Full Scaman
L

|
_ Xomed |
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3.

You can scan multiple documents into this folder at one time using your scanner. Once you have
scanned all of the documents, the documents will appear in the Image List as shown below. You can
add descriptions for each document in the Description field and then click Save.

s oo D eskdop S CAN_MONITORY,

Image Lise

Scanver Monior i seh.

- w

e, cacamers Scarrare) i OISR PHRE L.

Opiers

Document Descriion

B I AN_MOKETOR

Atach Fie

Wi Fu Sctman
[Dieie

o G

X cancel

Once you click save you will return to the Attachment screen where you will see all of the

attachments for the case.

[ 90 uitd 110208 NET4.0.30319, CHMPD_DEV, CHPD Officer, 01-CENTRAL DIVISION
& 20141018090316

'mimgw:mm:

14-000075 Dashboard | Logout

Back to Attachments
Image File Info

Description :

File Name :

c:\|labsave\beast [ab
headshot.jpg Detaily
File Size : 511

Content Type :

image/pjpeg
File Source : CASE

Description :
File Name :
C:\Users\kwoznyj'

Lea

Corporation,pdf
File Size : 1007

Content Type :
application/pdf
Fila Source : CASE
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Case Info Tab

The Case Info tab displays general case information. You can change this information at any time by clicking

the Edit button.
Figure 25: Case Info tab

& 201403340831 / 01-CENTRAL DIVISION

CASE INFO SUBMISSION MAMES ITEMS CusToDY

SERVICE REQUESTS  ASSIGNMENTS  REPORTS

Dashboard | Logout

Unt/Agency * [b1-CENTRAL DIVISION
Complant#/Depts  * 201403240831

Investijating Unk  * [G1-CENTRAL DIVISION

Investigator [cmPD Officer

Aremative Iny [

Charge * [520 - Weapon Law Vioaons
Category * [Felony:

Tncident Report Date * [03/17/2014° 2

Offense Address 12345 MAIN 5T, CHARLOTTE, NC,

_ Ek | _ Deete |

Case Label

) (G [ =

| Agddress Book

Case labels can be placed on case folders, reports, and other paperwork you want to label with the case
number. Scanning a case label will display the Case Info tab for that case. You can print a case label by
clicking the Case Label button on the Case Info tab. This will print a label for the current lab case.

Case Jacket

The Case Jacket report displays general information, names, items, pending lab assignments, and approved
reports for the case. You can print this report by clicking the Case Jacket button on the Case Info tab. The

report is generated for the current case.

Figure 26: Case Jacket report

& etp132 168 L LNENPE DIV
i —

3]

CHARLOTTE-MECKLENBURG

Charlotte-Mecklenburg Folice Department
Case Jacket for 20140512082138

e

T|

Case lufo

Offense Address

Unit/Agency 01-CENTRAL DIVISION
Lab Number 14-000073

Tuvestigating Unit 01-CENTRAL DIVISION
Charge Justifiable Homicide
Category Felony

Incident Report Date 08232014

Submission Info

Envelope

BL50 5 1100 in
e

Sub # Received Submitted By Comments.
1 082572014
Case Info
Kame Tvpe Last Name Middle Xame Sex Race DoB
5 Guy w
v Timm M w OB08/1968
Item Iufo
Tems Dl Category Subembision 8('5)

Packagi
1 Evidence 10X13 rah Mikolagezyk 1
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Case Cross Reference/Master Case

You can work with the case references by clicking the Reference button on the Case Info tab.

E CMPD Build 1.9179-NET4.0.30319, PLIMS_DEVY, Kris Delarba, 61-CRIME LAS BUREA
& 201403740831 / 01-CENTRAL DIVISION

Dashboard | Logoul

CASE INFO SUBMISSION NAMES | ITEMS ~ CUSTODY  SERVICE

une/agency " f01-CENTRAL DIVISION

ComplantsjDepts  * lz_mauszcnsn

Investigatng Unit ~ * En-cm‘mwm

Investigatar bqu Officer

ARernative Inv |

Charge * [520 - Weapon Law Viotations.

Category * [Feony

modent Report Date = [03717/2014 3

Offense Address (12345 MAIN ST, CHARLOTTE, NC, | address Book
B | s ¢ | Do

Clicking the Reference button displays the Case Reference screen. There are two ways to add a case
reference. The Search and Add button is used to reference the Complaint Number or the Agency Number for
another case in PLIMS. The Add button is used to enter a reference other than a Complaint Number or

Agency Number.
Figure 27: Case Reference screen

& case Reference for 201403240831 / 01-CENTRAL DIVISION

CASEINFO  SUBMISSION  NAMES  TTEMS  CUSTODY  SERVICE

Raferonce
01 CINTRAL DIVISION 14-00UGG
D-Complaint# / Agent 01-CENTRAL DIVISION 30324

14000046

Reference Type * || ah Case -
Reference * [14-000046
add ][ Ese | saue tonce | pekte | [ searchandasd Back to Case
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Clicking the Search and Add button displays the Case Search screen. Use the By Case, By Name/Soundex,
or By Reference tab to search for the case you want to reference (see page 86 for more information on using
the Case Search) and then click on the case in the search results.

Figure 28: Case Search screen

By case VTS X  B8Y RENCE
[Gear |

Agency O1-CENTRAL DIVISEIN “|  Casevew

Comphint# | Agency Cased Trwestigator CMPD Officer ]
Charge Pl

Incident Rpt Date From o1/01/z012 B Incdent Rpt Date To  03/24/2014

Lab Case #

Lab Carse Type -

Hl] Casts |

10/11/2012 1} 01-CENTRAL DIVE 20121011182505 13-000040 OMPD Officer  10/11/2012 12 Other Unisted Hon-Crimingl
10/29/2012 11 01-CENTRAL DIVI' 20121025002901 11000085 CHPD Officer 1 012 10 Al Other Offerses

L4013 12 DIAENTRAL OINE 0121 ekt L0313

12/15/2012 10 O1.CENTRAL DIVE 20121215220401 13000065 CHPD Officer 012 1 Robbery

3/24/2014 12 D1CENTRAL DIVE 201403240831 14-000046 OMPD Officer  3/17/2014 122 Weapon Law Vielations

The Complaint Number or the Agency Number will be added as a reference. If there are any Complaint
Numbers or Agency Numbers that reference the selected case, they will be added as well.

Figure 29: References added using Search and Add button

& Case Reference for 2014032406831 / 01 CENTRAL DIVISION Dashboard | Logout

CASEINFO  SUBMISSION  NAMES  ITEMS  CUSTODY  SERVICE

Feference Type Department Hame Reference Lab Case Local Case Refersnce
LLab Case 01-CENTRAL DIVISION ] + 14-000046 Ho
D-Complints | Agenc UT-LERTRAL DIVISIDN 140324 14-000045 o
L Lab Casa 01-CENTRAL DIVISION 14 000046 Yes
'
Reference Type * imm -

Reference * |14-000027

[ add ] ede | s ol | pekte | | seschandadd || escktocass |

To add a reference other than a Complaint Number or Agency Number, click the Add button. Select the
Reference Type and enter the Reference, then click Save.

4 Case Reference for 201403240831 / 01 CENTRAL DIVISION

sehbosrd )| Logont

CASE TN SR IaTON HNEMES TTEHS CUSTODY, SERVICEREQUESTS . | ASSIGNMENTS

Refurence
L-43h Casa O1-CENTRAL DIVES + 14-000046 Mo
D-Complent® | Agenc 01-CENTRAL DR 14-000046 Ho
01-CENTRAL DIVISTON

Ruderenoe Type ® Coroner Case Nurmber >

Reference * |2014-0001

" Save | Camel |
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Case Correspondence

The Case Correspondence feature is used to log communications regarding the case, such as phone
conversations and emails. The following steps show how to add a correspondence record.

Figure 30: Case Correspondence screen

E CMPD Bulld 1.9179-NET4.0.30319, PLIMS_DEV, Kris DelBarba, 61-CRIME LAB BUREAU BARCODE
(' Case Correap. lor 201403240831 / 01-CENTRAL DIVISTON Dashboard | Logoul
CASE INFO SUBMISSION ~ NAMES ITEMS CUSTODY  SERVICE REQUESTS ASSIGNMENTS ~ REPORTS
——

e -
Type w | Show Mine
Hours Cal Ink By -

Date « [afzaanna. M Time: * [13:45

Phone Number

Coaw With |

Alffations [

case olficer to check speling ol viclim's name -

Cranment.

[ add Bt | s e | Delete | summary
1. Click the Case Corresp. button on the Case Info tab.

& 201403240031 / 01 CENTRAL DIVISION

Dashboard | Logout

Unefagency * [o1-CENTRAL DIVISION

Complnte/Depts  * W

Investigatng Unt  * [G1-CENTRAL DIVISION

Investigator [CHPD Officer

Aernative Inv I

Charge * [520 - Weapon Law Vitons,

Category * [Felony

Incident Report Date * [03N7/2014 T

offense Address [12345 MAIN 5T, CHARLGITTE, NC, ¥ pddress ook

Relerence |
Case Coresp,
| Retention Review |

| tockcs |

Prepared by Porter Lee Corporation

40



Users Guide

Case Info Tab

2,

3.

4.

Click the Add button on the Case Correspondence screen.

' Case Corresp. for 201403240831 / 01-CENTRAL DIVISION
I | NAMES I

Type =

Type o | -

Hours [ cal Int By =i
Date g o Tme -
Phone Mumber |
Cony With I
Afftations |
Comment
Select the Type of event.
Type * Phone Log | User * Krs Delbarba v
Hours Cal ink By ¥
Date * [of2q/2014 10 Tme * 1345
Phone Number
Conv With |
Alfations |
Comment
Save | Cancel

Type * Phone Log ¥
Hours ,—

Date = [oarzer2014 @

Phone Number ,7

Conv With I

Alffations I

Called case Cfficer to Check speing of Victim's name

Comment

| sae | canca |

Enter any additional information, and then click Save.

User * Kris DetBarba oo
Cal Int By %
Timwe - 113:45
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Case Confidentiality and Teams
There are two permissions for accessing locked cases:

e Access Agency Locked Cases—the logged on user can accessed locked case if their Department
Code matches the Investigating Unit
e Access All Locked Cases—logged on user can access all locked cases

If you are the Investigator or Alternative Inv for the case, you can access a locked case regardless of the above
permissions being set for your security group.

The ability to lock and unlock a case, manage case team members, and superlock a case is limited to the
Investigator and Alternative Inv and users with the User Group permission "Access Superlock Cases."

e Access Superlock Cases—the logged on user can access all locked and superlocked cases. Allows
user to manage team members for any case and to lock, unlock, and superlock any case, even if the
user is not the Investigator or Alternative Investigator.

The following steps show how to lock a case and manage team members.

1. Login to PLIMS as a user without the permission "Access Agency Locked Cases," "Access All
Locked Cases," or "Access Superlock Cases." Navigate to a case from the Dashboard screen.

2. You will not see the Lock Case or Team button on the Case Info tab unless you are the Investigator or
the Alternative Inv for the case. The current user is not the Investigator for case 20060401141000
shown below.

E CMPD Rudld 1.9033-NET4,0.30319, PLIMS_DEV, Sarah Milcolajcryvk, 01-CENTRAL DOVISION BARCODE
A 0060401141000 17-000104 Dashbonrd | Logout
CASE INFO NAMES ITEMS CUSTODY SERVICE REQUESTS
unifAgency * [01-CENTRAL DIVISION % E__f'"PE"E“S_I
Compante/Depte  * [20060401 141000 Case Jacket
Investigatng Unt* [FTCENTRAL DIVEION v e e
Investigator [GwD of = Rederence
Aremative Inv [ -
Charge * [35A - Drug/Marcone vicatons -
Category * [Fesony »
Incident Report Date * (0410172006 =2
Offense Address. 2301 CENTRAL AV, CHARLOTTE, NC, 28205 | Acldress Bock
3. Tolock a case, log in as the case Investigator.
User Name
Database
Version
ARLOTTE-MECKLENBURG POLICE DEPARTMENT
Barcode
* MIKE
" anee
PLIMS_DEV -
P L! S [ togin | [ ResetPwd
Property & Laboratory Information Management system
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4. The logged in user, Mike Evans, is the Investigator for case 20060401105200. Since Mike is the
Investigator, Lock Case and Team buttons are visible for him.

Ewo Buid 1.9023-NET4.0.3031%, PLIMS_DEV, Mice Evans, 01-CENTRAL DIVISION BARCODE
4 20060401105300 13-000091 Dashboard | Logout

SUBMISSION MAMES TTEMS CusTODY SERVICE REQUESTS ASSIGNMENTS REPORTS

UntjAgency * [G1-CENTRAL DIVISION ~ Suppements |
Complints/Depts  * [20060401105200 |issiCase cket
Investgating Unt  * [D1-CENTRAL DIVISION. - G,
Investgates [CHPD officer 3 Reference
Akermative Inv [M oy 3 Retention Review
Charge * [a00 - Deiving Under The Influence - e
Category * [Felony -

Incident Report Date * [04/01/2006. =1
Offersse Address [5715 OAKCREST GREEN DR, CHARLOTTE, NC, 26217

5. Clicking the Lock Case button will lock the case. You will see the message "Case is locked" in a red
font at the top of the Case Info tab.

m CMPD Bud 1.9023-NET4.0.30319, PLIMS_DEV, Mike Evans, 01-CENTRAL DIVISION BARCODE
&4 0060401105200 13-000031 Dashboard | Logout

m SUBMISSION HAMES 1TEMS LusToDY SERVICE REQUESTS ASSIGNMENTS REPORTS

;  [D1-CENTRAL DIVISION ~ Supplemints
Compant#/Depts  * (2006040110520 | case Jacket
Investigating Unkt * [GT-CENTRAL DIVISION - [LCaeiobd
Investigator [CMPD Officer - Reference. |
AverTatve Inv ke Evare - -B-ew'z:“m"m
Charge * 90D - Driving Under The Influence v T
Category * [Felony M

Incident Report Date * 04/01/2006 23
Offense Address /5715 OAKCREST GAEEN DR, CHARLOTTE, NC, 38217 ~ Addoss Bock

6. Logout of PLIMS. Log back in as a user without the permissions "Access Agency Locked Cases,"
"Access All Locked Cases," or "Access Superlock Cases."

User Nama
Database
Version
Barcode

User Name * SIM

™ Password  * .ncnc
Database  PLIMS_DEV -

PLIMS

Property & Laboratory Information Management system
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7. Try to access the locked case. You will receive the message "This case is locked" since you don’t have
permission to access locked cases. The logged in user, SIM, can access the case the following ways:
1. Adding the User Group permission “Access All Locked Cases”
2. Ifthe Investigator or Alternative Inv adds the user as a case team member

8. To add the user as a case team member, log back in as the case Investigator.

9. Go to the case and click the Team button. The Case Team screen will display.

B OMPO Build 1.9023-NET4.0.30319, PLIMS_DEV, Mikia Evant, 01-CENTRAL DIVISION
& 0060401105200

PN - siission | wANES | ITENS | GLSTODY | SHAVICE REGUESTS | AGSIGNMENTS | REPORTS

Case & locked.
UnifAgency * [o1-cenTrAL DIVISION 3
Complaint#Depts  * [J0060A01105200

Investigating Unt.* [GI-CENTRAL DIVESION

Investigator w0 offcer >
Arermatve Inv Wm -
Charge * (60 - Driving Under The Infsence -
Category * [Feiomy 3

Inodent Report Date * [04/01/2006 2
Offense Address: E—'ns OAKCREST GREEN DR, CHARLOTTE, WC, 28217~ Address Book

Edit 2 CE Deete

hitp//182.165.1. 33/ CMPO/TARL Case.anpn |

Prepared by Porter Lee Corporation 44



Users Guide Case Info Tab

10. You can search and add an Individual, a group, or part of a group to the Case Access Team. Enter the
name of the user you want to add to the team in the Individual field and hit the Filter button.

EGW Build 1.9023-NET4.0.30319, PLIMS_DEV, Mika Evang, 01-CENTRAL DIVISION

BARCODE
& Team for Case 0060401105200

13-000091  Dashbosrd | Logout

Indwvidual sarah m

Superiock
Groups ]
e
Avallable Personnel Case Access Team

Aaron B Skipper (06-EASTWAY DIVISION)

Aanon C Browder (17-INDEPENDENCE DIVISIGH) =
Ason 1 Deroba (11-HORTH DIVISION)

Aaron 1 Partrdge (14-UNIVERSITY CITY DIVISION)
I

Aaron M LEte (11-NORTH DIVISION)
Aaron S Appieman (01-CENTRAL DIVISION)

Abraham H Kim (01-CENTRAL DIVISION)
Aby G Moeykens (61-CRIME LAB BUREALY)

Adam B Jones (21-STEELE CREEK DIVISION)
Adam B Crvercash (S9-CANINE)

| swe || ssktocame |

11. Select the user on the left side of the screen and click the right arrow button to add the user to the Case
Access Team.

& Team for Case 20060401105200

ﬁd: to Team
k Ad o Toncs )

[ save || BackioCase |
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12. Click the Save button to save changes to the

Case Access Team.

‘mmm 20060401105200

13-000001  Dashboard | Logout

Inavidual sarah m
Groups v
L ]

Avallabsle Personnel

(+1+]

Superheck

Case Access Team
‘Sarah Mkolajczyk (01-CENTRAL DIVISION)

savea, | Save | BacktoCase |

13. Now, log out of PLIMS. Log in again as the user who was just added to the case team.

14. Go to the locked case. Since the user was added as a team member, they are able to access this case.

! CHED Basld 1.5003-NET4.0.30319, PLIMS_DEV, Sarah Miiolajervk, 01-CENTRAL DIVISION BARCODE

£ I0060A0LLO5200

13-000091  Uaskboard | Logout

Case & locked.

UnitfAgency * Jor-cenTrRaL DvESION
O e

Invesagatng Ut * [GT-CENTRAL DRISION

Investigator oo offices

ARerrative v [Mikz Evars

Charge * [90D - Driving Under The influence
Category * [Felomy:

Incident Report Date * (0410172006 =

& | |

Offenss Address [S715 OAKCREST GREEN DR, CHARLOTTE, NC, 26217

(=T

| Acidress Book
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15. Now login as the case Investigator and go to the locked case. Click the Team button and remove the
user from the team by selecting their name and clicking the left arrow button.

u CMPO Build 1.9023-NET4.0.30319, PLIMS_DEV, Mke Evans, 01-CENTRAL DIVISION BARCODE
& Team for Case 20060401105200 13-000091  Dashboard | Logout

Indhvidual Superlock
Groups *

Avalable Personnel

Aaron B Skipper (05-EASTWAY DIVISION) -

Aaron C Browder (17-INDEPENDENCE DIVISION) '

Aaron J Dercba (11-NORTH DIVISION)
Aaron ) Partridge (14-UNIVERSITY CITY DIVISION)

Aaron M Lte (1 1-NORTH DIVISION) °
Aaron M Posted (50-RECRUITMENT) °
Aaron N Bubans (06-EASTWAY DIVISION)

Aaron S Appleman (01-CENTRAL DIVISION) [Remnove from Team |

Abeaham H Kim (01-CENTRAL DIVISION)
Alby G Moeykens (61-CRIME LAB BUREAL)

Adam B Jones (21-STEELE CREEK DIVISION)
| Adam B Crvercash (53-CANINE) X

Back to Case |

| Save

16. Click the Save button. Now the user does not have the permission to access the case since they were
removed from the Case Access Team.

l Team for Case 20060401105200 13-000091  Dashboard | Logout

Individusl Superiock
Groups -
Chs ]
Avalable Personned Case Access Team
1]
o
(+]
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17. Another way to access the case is to grant the user the permission "Access All Locked Cases."
Navigate to the Users tab in Configuration and set the above permission for their User Group. This will
allow group members to access any locked case.

CODES ‘ DEPARTMENTS ‘ DEFANITS ‘

COCATIONS

REPORTS WEBSENINGS

ADMIN
CMPDO
CMPDS
csup
CTECH
EXTU
ITsp
LMGT
LTECH

C1,FIC1,HOS1,LAB,NART, PN

< i

| 3

\CMPDO

Group Code

Group Description |CMPD Officer

Comments

Group Options
search locked cases @
(3 Program Access
(5 PRELIMS
5 Web

= [ Access All Locked Cases (ALLLOCK)

%3 [T Access Agency Locked Cases (AGENLOCK)

Add

sove

Back

18. Now login as the user with permission "Access All Locked Cases" and go to the locked case. The user

will be able to access the case even though they are not a member of the Case Access Team.

B CMED Basld 1.9023-NETA.0.30319, PLIMS_DEV, Sarah Milolageryk, 01-CENTRAL DIVISION

& 20060401 105200

BARCODE
13-000091  Uaskboard | Logout

CASE INFO - S - —
Case & ocked.
UnitfAgency [ "
Complint#Depte  * |— T
Investgang Une * [T CENTRAL DIVISIOH g )
Investigaton DNISIOH .
Arerratve Inv F-'h :
Charge * 190D - Driving Undsr The Infiuence d
Category * -
estent Report Date * [D801/2006 =
Olfense Address [S715 OAKCREST GREEN DR, CHARLOTTE, NC, 28217~ Addliess ook
[ e
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19. Accessing Agency Locked Cases

If the Booking Agency is different from the Investigating Unit (example 01-CENTRAL DIVISION
case assigned to 02-METRO DIVISION as the Investigating Unit), then the Booking Agency will not
have access to those cases that are locked by the Investigating Unit. To access the Agency locked cases
you need one of the following permissions:

1. If you have the user permission "Access Agency Locked Cases" and your Department code matches
the Investigating Unit

2. If you have the user permission "Access All Locked Cases"
3. If you are a member of the Case Access Team for the locked case

20. Login as the Investigator and go to the locked case. Click the Edit button on the Case Info tab and
change the Investigating Unit to a different unit from the booking agency.

Ecnm Bubd 1.0023-NET4.0.30319, PLIMS_DEV, Me Evans, 01-CENTRAL DIVISION BARCODE

& 20060401 105200 13-000091 £ I

CASE INFO

Case & locked.
un/agency * 01-CENTRAL DIVISION -
Complaint#/Depts  * [20060401105200

Investgatng UnE  * o2-METRO DIVISION

Investigates [cMPD officer ~

Aremative Inv [Mike Evans ~

Charge * 900 - Driving Under The Infuence i

Category " Felony 4

Incident Report Date * [04/01/2006 2

Offense Address 5715 QAKCREST GREEN DR, CHARLOTTE, NC, 28217 | Arkivess Biook
T T
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21. Navigate to the Users tab in Configuration and grant the permission "Access Agency Locked Cases"

for SIM's User Group.

- CODES ‘ DEPARTMENTS DEFAULTS LOCATIONS REPORTS WEB'SENINGS

User Groups

CMPDOD
CMPDS
csup
CTECH
EXTU
ITsp
LMGT
LTECH

C1,FIC1,HOS1,LAB,NAR1, P!

enl I

Group Code CMPDO

Group Description  [CMPD Officer

Comments

Group Options

Search locked cases @

(23 Program Access
(&3 PRELIMS
= Web
€3 [V Access Agency Locked Cases (AGENLOCK)

€3 [[]Access All Locked Cases (ALLLOCK)

Add Edit Delete

Back
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22.

23.

24.

Set the user's Department Code as the same agency as the Investigating Unit for the locked case, "02-
METRO DIVISION." Now the user can access locked cases for the selected agency.

2
Department v
FndUser  Sarah Mkoljeryk v
Set Pasgword
BRALYST  TANE TME USER_PES BACKLOG — GECTION  DEPT CODE Farce Pwd Chal
M Saralh Mikulnjors Forter Lee 5 oL Sections
DA Profie
User 100 G
Account Disabied
Hame [Savah Mikclajrryk
THie [Parter e
Dagree [
Lab Code Froperly and Evdence ¥
User Group fempPoo 2l cMPD Officer
EMAIL Adiress [pomathe @poneree.com
Actess i Rlaws
Custody CHPD Personned 4
Fhone # 1
Aocess Time [ xl
Card Barcode List i
Departrnent Coude 02-METRO DIVISION ~
Assigniment F'.*H‘_
Region Code i —m
Full Access Report Groups | m
Document Groug [ 2
Save Cancel

Superlock Check Box

The Superlock check box is used for highly confidential cases. Check the Superlock check box on the
Case Team screen (accessed by clicking the Team button).

Checking Superlock immediately clears anyone previously added to the team, with the exception of the
Investigator or Alternative Inv. They will still have access once the case is superlocked. After the case
is superlocked, the Investigator or Alternative Inv can add new members to the Case Access Team,
who can access the superlocked case.

Unchecking the Superlock box will allow the default personnel (those with User Group permission
"Access Agency Locked Cases" or "Access All Locked Cases") to access the case once again.

Access Superlock Cases

"Access Superlock Cases" is a User Group permission that is superior to "Access Agency
Locked Cases" and "Access All Locked Cases." If a user belongs to a group with this
permission, they can access any locked or superlocked cases. They can also lock, unlock,
superlock, and manage team members for any case even, if they are not the case Investigator or
Alternative Investigator.
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SIM's User Group.

CODES ‘ DEPARTMENTS DEFADINS COCATIONS REPORIS WEBSENINGS

User Groups

ADMIN his group s fi tors C1,FIC1,HOS1,LAB,NARL,PI
CMPDD CHPD OFf

CMPDS
csup
CTECH
EXTU
msp
LMGT
LTECH Lab

o 0 ] v

Group Code CMPDO

Group Description |CMPD Officer

Comments

Group Options

search lock @

(= Program Access
3 PRELIMS
& Web
W3 [T Access Agency Locked Cases (AGENLOCK)
€2 [)Access All Locked Cases (ALLLOCK)

T Fl Access Superlock Cases (SUPERLOCK)
& uMs

%3 [ Can Delete Locked Records (DELLOCKS)
(23 Evidence Receiving
%3 [ Lock or Unlock Cases (CASELOCK)
%3 [ override Assignment Lab Code Lock (ALCLOVER)
43 [7JRemove DA Case Restriction (DELDALOCK)

Add Edit Save

25. Navigate to the Users tab in Configuration and grant the permission "Access Superlock Cases" for

26. Go to the locked case, 20060401105200. Even though the user is not the Investigator and does not have

the permission "Access Agency Locked Cases" or "Access All Locked Cases," they can still lock and

unlock the case as well as manage the Case Access Team members.

B CHED Basld 1.5003-NET4.0.30319, PLIMS_DEV, Sarah Miiolajervk, 01-CENTRAL DIVISION
& 20060401 105200 13-000091

FEST  naMES  ITEMS  CUSTODY | SERVICE REQUESTS

BARCODE
Uashboard | Logoul

Case & locked.

Investigator oo offices ~
ARerrative v [Mikz Evars -
Charge * [90D - Driving Under The influence v

Category * [Felomy
Incident Report Date * [D4/01/2006 =
Offenss Address [S715 OAKCREST GREEN DR, CHARLOTTE, NC, 28217~ Addliess ook
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Names Tab

The Names tab is used to manage information regarding the individuals associated with a case. Case name
information can be edited at any time by selecting the name on the Names tab and then clicking the Edit

button. The following steps how to add a case name.

Figure 31: Names tab

—! CMPD Build 1.10005-NET4.0.30319, CMPD_DEV, Mike Evans, 01-CENTRAL DIVISION
& 20140512002138

BARCODE
Dashboard | Logout

Muldhe Rame  DOB PID/SID/FBI®
Unkrown 07/07/1977
Victim Tmm Vic 0404/ 1964 ho
Detale  uny  Referenoe
Name Type  * [Guspect - Busness Name |
Lasttame  * [y address [1234 Street Name, CHARLOTTE, NC, | Address ook
First Name E Home Phone E}lﬁ.
Middie Name m Cel Phone ﬁm@
Gender Maie ™ work Phone k|
Race [WhteiCacason Emal Address [
pateofenth  [07/07/1977 3 Arrest Number
Juvenle PIDYSID/FELS
Comments 1
Add Edn Dekete
1. Locate the case in PLIMS and select the Names tab.
2. Click the Add button at the bottom of the Names tab.
Detols  Doms  Beferenge
Name Type * - Busness Name |
Lasthiame  *| address [ | Address fiook
First Name Home Phone [
Middie Name Cell Phone
Gender 2 Wark Phone
Race & Emal Address. |
Date Of Rirth ic | Aerest Humber
Juvente PIDJSID/FRIS
‘Comments
Asd
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3. Select the Name Type.

Business Name |

Adddress . Adress E’ﬂk
HomeFhone |

Cel Phone: 17

Werk Phone |

Emad Address |

Arrest Humber 1

PojsoFee [

Gender ¥
Race 4
Date Of Bath B
Juvenie
Comments
e

4. Enter the individual’s Last Name.

Detaks

Wame Type * Subject {uvenie) >
usthame oy
Frsthame  [mad
Mde Narre |

Genrler ¥
PRace |
Date Of Bath 3
Juvenile
Comments
save Cancel |

Address | addr

Emal Address |

Arrest Number

PID/SID/FBI#

5. Enter the Date of Birth. If an Offense Date was entered for the case, the individual's age will be
calculated once you tab out of the Date of Birth field. If the individual is a Juvenile, the box will be

checked automatically.

Detaks

Mame Type  * Subgect (Juvenie) o'
wstiame  Jeay
Frsthame  [@ad
MddeName |
Gender v
Race v
Date Of Brth  [01/01/1999 2

Juvenk:

COMMEnts

Save || Cancel |

Business hame |

Adddress | Address Book
HomePnone |

Cell Phone ﬁ

Werk Phone |

Emad Address.

At Humiber

PojsFEE [

6. Enter any additional information and click Save.
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Linking Names to Case Items

Names can be associated with any of the items entered on the Items tab. To link a name with a case item,
select the name on the Names tab. Then click the Items hyperlink on the bottom half of the tab and click Edit.

Figure 32: Item hyperlink

E CMPD Build 1.10005-NET4.0.30319, CMPD_DEV, Mike Evans, U1-CENTRAL DIVISION BARCUDE
& I0TAD51I08I 138

CASETNFO | SUBMISSION m TEMS | CUSTODY | SCRVICEREQUESTS | ASSIGNMENTS  REPORTS

Dashboard | Logout

1vpe lastMame  Hiost Name tddle tame 1O luyenie O [ Lemer |
Mo

Suspact Guy Bad Unknown 04/04/1974

Select the item(s) you want to link to the name by checking the box to the left of the item. You can

check/unchecked all of the items by clicking Select All or Unselect All. Then select a Relation for each item

you checked and click Save.

Tt Desscriplion Attributn Rekation
] Latent Frgemnnt i
1 Submissions (None)
Cothes Slody shay Type Clathng: SHIKT - Shat/gouss (None) =
3 Waapon Knfe Typa Waapon: KNIFE - Knfa (Hone) +
(] 4 Frearm Shotgun Type Frearme SHOTG - Shotgun -
Select Al n Al Save Cancel
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Name References

To record a name reference, such as a Social Security number or an additional arrest number, select the
individual's name on the Names tab, and then click the Reference hyperlink.

Figure 33: Reference hyperlink

# 0140512082138

Dashboard | Logout
CASEINFO  SUBMISSION m ITEMS  CUSTODY  SERVICE ; ;
Suspact Guy Bad unknown 04/04/1974

Detols  Nems

Mo Recards found.

]

Click the Add button. Select the Reference Type and enter the Reference. Then click Save.

Reference

Rizlervricn Ty Relerenon

|Driver's License v W 123-9876-5678
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Items Tab

The Items tab is used to manage individual case item information. The following steps show how to add a
case item.

Figure 34: Items tab

& fon
Container  Cateqory Packedng Liem Tyme Dupe
Evidence  6X9 Dnvelope  Drugs Sampie
F Evdence Moo Frearm Admn Kis Dellarba K
Contaner
| Memist |
Evidence Fage
Transder
Labei |
W n + | Status Change |
[LPnd | custody Location: Admin-krs Dearba
Ttem & 1 oy II Di#e Attribute TNy m
Category  * [Evidence - Type Drug - [PayTabers +
Packegng  * [EX8 Envelope " Suspected Drug  * [SUspected Pharmaceutca. v
remType * [Brogs > coswegt B =
5 pk tablets . | rocs weght unis * T B
Colected  * |CMPD Officer «| [T oo
tocation  * [12345 MAIN ST, CHARLOTTE, NC, | Aazess Book
Slatus 12 Months Dspos: ]
DA o -
1. Click the Add button on the Items tab.
& 201903240831 / 01-CENTRAL DIVISION Dashboard | Logout
e T s o mcuroe e N T B G RAET
tem # Qy Di= .mm .Nlmll_.
Category  * > o aktritwtes have been defined for this fem type.

Pacagng [T .
RemType * >

| acdeess Book
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2. Select the item Category and Packaging.

Ttem # fi csie Qy 1 LRN Attrte | Currensy | Homes |

Category * Evidence - No attributes have been defined for this item type.

Packaging * Envelope 4

Ttemn Type . ™ s

Description

Colected By *| Date m

Booked By ELA EPC - ELA ¥ Date [10/07/2013 T

Status I -

‘Seized for DNA identty? * ¥ -
[sve ][ conca |

3. Select the Item Type.

fem # il ay i bie sutous IR

Category  * Evidence b Type Drug * -

Packagng  * gx9 Envelope A Suspected Drug ~ * -

m * Drugs v e .

2 Gross Wesght Unis * -

Destrgion

Colected ¥ K e T

Locaton | Adaress Book

Status ,—v

oA? . -

[ swe || Gons |

4. Select the user that Collected the item and enter the date and time that the item was collected.

Ttem # il Qy 1 e Atnbuge | | Names

Category  * Evidence - Type Drug . -

Fackagng  * ax9 Envelope % Suspected Drug -

fem Tvge  * Drugs - Y E
2 Gross Weight Links * -

Description

Colected  * CMPD Officer » fezazoa® oo

»| Airess Book
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5. Enter the Location that the item was collected from.

Tem & 1 ey [i Dre Atribute /| Mames

Citegory " Evidence: ~ Type Drug . -

Fackaging  * £x9 Envelope > Suspected Drug~ * -

LemTax  * Drugs - Gossweght <[ .
- Gross Weight Units * ~

Description

Colected  * CMPD Officer ¥ foypazoram fiooo

LOGHIR " 12345 MAIN ST, CHARLOTTE, NC, | dddress Book

Status -

AP . -

save | Cancel |

6. Ifthere is a felony charge for the case, the DNA? field will appear. Select "Yes" or "No" from the
dropdown menu in the DNA field.

Rem & 1 ay i o# Attribte | £ Narmes

Category  * Evidence b Type Drug ' -

Packagng  * sxg Envelope » Suspected Drug * -

MEMTvmE  * Drugs - cosweght <[ £

= Gross Weight Unas *

Description i i

Colected  * CMPD Officer ¥ foazazoE 1000

Locaton 12345 MAIN 5T, CHARLOTTE, NC, | Address Bosk

Status -

[T " ho v Iz
swe || cancel

7. Enter any required attributes on the Attributes tab. Enter any additional information and click Save.

Label

To print an item label, click the Label button on the Items tab.
Figure 35: Label button on Items tab

HMM 1.5179-NETA.0.30319, PLIMS_DEV, Kns Dellarba, 51-CRIME LAR BUREALI
o 201403240831 / D1-CENTRAL DIVISION

o P e i TR

Eadence  Mone Frearm CHPD Person

Evdenca  Mana Freamn CMED Personnal CMPD Officar

| Fnd | custody Location: Chermistry-Buk Storage Rm 4108
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The Print Label(s) screen will appear. Check the items you want to print a label for on the screen and then
click Print.

Figure 36: Print Label(s) screen

Print Label(s)

1
Ttem # CS Ttem # Description

<]

1 Drugs 5 pink tablets
2 Firearm
3 Firearm
Print | | Cose

Find

If a case has a large number of items, you can use the Find feature to find an item record and select it on the
Items tab.

Figure 37: Find button on Items tab

4 20140801453711 / 01-CENTRAL DIVISION 14-000046  Dashboard | Logoaul
CASE INFO SUBMISSION NAMES. m CUSTODY SERVICE

Fackaging Iem. Type Ttem Location
10X13 Envelops Clothes Disposed from CHMPD Rebsased to Clark of Co
Evedence 10X13 Envelope  Clothes Diposed from CMPD Destroved

Evdence  10X13 Envelops Drugs Daposed from CMPD Relase to DEA

o Dsposed from COMPD Released to Oerk of Court

Evidence L0X13 Envelop

Evdence  10X13 Envelope  Drug Paraphemnaka Deposed from CMPD Released to School Board
Fvdance 10013 Envelope  Alcohol M0 Pacsonnel Mkikola F Marngton
Evdence Box Fream Dsposed from CMPD Gun Destruction

Hox Fream Denosed from CHPD Relvasod to Sch

Clicking Find displays the Find Item screen. You can search for an item by Item Number, Item Type, and
Container Description. Enter one or more search criteria and click Find Items. Possible matches will display
on the screen. Clicking on one of the results will select the record on the Items tab.

Figure 38: Find Item window

Find Item

Them Humber Ciear

Nem Type  Frearm bl
Container:
Fnd liems. |

g Ty ocalion -
+ eleased to Cierk of 1
Clothes - glves Aot .
1 2 1 Clothes - shirt Destroyed
1 3 1 Drugs - cocant powder FRelease to DEA
to Clork of
1 4 1 Drugs - manuana in bag :<::-:u-1 to Cork of
1 8 1 Drug Paraphemaly - brge ghes bong Released to School Baxd
1 L] 12 Alcohol - case of wine Mickols E Harrington
1 2 1 Fraanm . far rlar hi M wih 3 FAmNGes i Mha sk Fiin Nastnictinn =
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Linking Items to Case Names

Items can be associated with any of the names entered on the Names tab. To link an item with a case name,

select the item record on the Items tab and click Edit.

Select the Names tab in the bottom half of the screen. All of the names that have been entered for the case
will appear on the Names tab. Select the name(s) you want to link to the item by checking the box to the left

of the name. Then select the Relation for each name you checked and click Save.

Figure 39: Case names linked to item record

& 2014032400831 / 01-CENTRAL DIVISION

Tiesn & ol & o Cuteptry  Packeging Toesm Typsee Teem Lestation

Admin ¥ris DelBorbi

Custody Location: AdmnKres Delarba

fem # £] aty i o Attribute Hames.
Cotegory * Evence v
Packaging * None v 71 (5) Guy, Bad m =
Bum Type = Frearm b V) Term, vic {None) =
Description
Colected  * CMPD Officer ¥ *losfzafz004 28 *[r0:00
Location  * 12345 MAIN 5T, CHARLOTTE, NC, ¥ Address Book
Status 12 Months Dsposs |
Dha? ¥ No b
(Lseve | Cmcsl |
Attributes

Attributes are characteristics about items of evidence that the laboratory wishes to track for future statistical
or investigative purposes. Attributes are assigned to item types to further document the characteristics of the
item. For example, the Firearm Item Type could have attributes for Make, Model, Serial Number, and
Caliber. Required attributes are entered when the item is added. Additional attributes can be entered by

editing the item record.
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Evidence Page

To print the Evidence Page for a case, click the Evidence Page button on the Items tab.
E CMPD Budd 1.10005-NET4.0.30319, CMPD_DEV, Mike Evans, 01-CENTRAL DIVISION BARCODE

CASE INFO SUBMISSION NAMES m CUSTODY SERVICE REQUESTS ASSIGNMENTS REPORTS

& F0130512082138 Dashboard | Logout

Item & DLe Container Calegory  Packauing Rem Tyoe Item Location
10%13 Envelopa  Latent Fingerpeint Submissions CMPD P

1 Bvidance

Sarsh Mkobjcryk

Largs Faper Bag

e Tgoed n:

2
3
4

Custody Location: CMPD Personnek-Mike Evans

4 Evidence  Tagoed Hrearm CHIPD Persannel Milke Evans

Select the report you want to print from the dropdown at the bottom of the screen. You can print four reports

from this screen:

e Evidence Page

e ATF Form—printed for firearm submissions

e Inventory History—shows item's location inventory history
e Status Change History

You can filter the items that appear on the screen using the Collect By and Booked By ficlds. Check the
items that you want to include in the report and click Print Evidence Page. The Evidence Page will display

in the PDF Viewer.

Figure 40: Evidence Page screen

Evidence Page

Item # Collected By DI # Item Description

1 MIKE Smith & Wesson model 36 38 Specil caliber

2 MIKE

3 MIKE

] »
Collected By ]

Booked By ~
I Search I I Clear ]
Evidence Page - [ Print Report ] [ Cancel

Prepared by Porter Lee Corporation

62



Users Guide Items Tab

Dupe

The Dupe button creates a new item record based off an existing item record. The specific fields that are
copied depend upon your lab's configuration settings. To duplicate an existing item record, select the item on
the Items tab, and then click the Dupe button.

Figure 41: Dupe button on Items tab

o 201403240831 / D1-CENTRAL DIVISION Dashboard | Logout

Container Category  Padaing Item Type Item Lomition

Euidance 69 Frvalope  Drugs Chamistry fulk Storgs Rm 4108
2 Bwdence  Mone Frearm CHRD Personnel CMPG Officer
32 Ewdence  hone Frearm CHPD Personnel CMPD Officer

Find | custody Location: Chemistry-Bus Storage fim 4108

Nem & !I. a1 Di# f Abtribute ercy | Hesnes
Categary  * [Evidence b Type Drug - [Peabes
packagry * (B3 Enveope ¥ Suspected Drug  * [Suspected Pharmaceuticals.
nem e R il Gosweght  <[ET &l
pinik tablets - -|_—"—.,
X r Gross Weight Unts * [Blls
Colected  * [CHPD Offcer S T E e A T
tocaton (12345 MAIN ST, CHARLOTTE, NC, | Address Book
Status 12 Months Dispose 4
DhA? e - n

Add Bk | sa 3 Delete

A new item record will be created based off the selected record. Enter any required information that was not
copied and make any changes needed. Then click Save.

Figure 42: New item record created by clicking Dupe button

o 201303240831 { 01-CENTRAL DIVISION Dneftionrd /1o

ARG | ST ESTON | RS ‘E CHCTONY, | SR e | ARSI s | o

ot fum 4108

Custody Location: Chermistry-guk Storage Rm 4108

e # F oty !1 Dl# Altsibute i Momes

Cawgory  * Evidence » Type Drug . -

Packagng  * fx Envelope - Suspected Drug— * -

BenLType * Drugs ¥ Gross Weght o =
S ik tablets. - Gross. hit Links * -

Description e

Colected  * CMPD Cifficer *  clod242014 *{10:00

Location ® 12345 MAIN ST, CHARLOTTE, NC, | Addres Book

Status <

DNA? * Mo - B

Save Cancel
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Kits

The Kit button creates item records for individual components within a defined kit. A kit is associated with a
specific item type within the Configuration area. For example, a sexual assault kit (as an item) typically
contains certain standard components that are representative of that type of kit, such as vaginal swabs, oral

swabs, underwear, etc. Click on the Kit button to add items from a kit.

Figure 43: Kit button on Items tab

CASE INFO SURMISSION HNAMES TTEMS CUSTODY SERVICE REQUESTS ASSTCHNMENTS REPORTS

Bwdence 69 Envelspe  Asmuniion Freame Refirence 3

Evdence 649 Envelope e
Evidence  Bax Sexisal Acsesaust, WL

Freaims Ry 0 3
CHPD Personnel Mile Evans

-

| | custody Locaton: CMPD Personnel-Mie: Evans

Ttem & ﬁ oy 1 Di# Altribute Kames
Category  * [Evidenee v 5 sttributes have been defined for this fem type.
Packagng " [Bax "
Tem Type * [Senusl Assaun Kt ]
Description
Colected  * [Mike Evans » fowsmolam e
Locaion  * [1901 Main Street, CHARLOTTE, NC, | Adrizss Book
status [36 Months Dispose.
DNA? " E v
Add Edt

Itam & oLw Contains Category  Packaging Item Type Itam Locatson 1
1 Fwdence  Tagged Fraarm CMPD Parsonnel Crme Lab Usar =

 Transfer

= _sums _-

The Add Items From Kit screen will display. Select the items you want to create and click OK.

Figure 44: Add Items From Kit screen

Add Items From Kit

1. Known Cheek Scraping : Known Cheek Scraping

2. Vaginal Smear Slide : Vaginal Smear Side

[¥]3. vaginal Swab(s) : Vaginal Swab(s)

[[]4. Anal Smear Siide : Anal Smear Slide

[715. Anal Swab(s) : Anal Swab(s)

[[]6. Oral Smear Side : Oral Smear Slide

[717. Oral Swab(s) : Oral Swab(s)

[7]8. External Genitalia or Penie Swab(s) : External Genitalia or Penile Swab(s)
[T]9. Other Biological Sample Swab(s) : Other Biological Sample Swab(s)
[7110. Underpants : Underpants

[C]11. Tampon or sanitary pad : Tampon or sanitary pad

[7112. Left Hand Fingernail Swabs : Left Hand Fingernail Swabs

[C]13. Right Hand Fingernai Swabs : Right Hand Fingernail Swabs
[7]14. Pubic Hair Combings : Pubic Halr Combings

[C]15. Trace Materials : Trace Materials

[T]16. Biological Other : Other Sample

1Pt o
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Sample

The Sample button is used to create an item record for a portion of an existing item. For example, an analyst

can create a cutting for a shirt that was previously collected. Using the Sample button to create an item record
establishes a parent-child relationship between the two items. To sample an item, select the item on the Items
tab and click the Sample button.

Figure 45: Sample button on Items tab

CASEINFO  SUBMISSION Msﬂumm SERVICE HEQUESTS  ASSIGNMENTS  REPORTS

Fackauing Tem Ty

09 Envedope  Dnsgs Chemistry Bulk Stormon ftm 4106
Fwdance  None Fraam CMPD Parsonnsl CMFD Officer

3 Fwdancs  Moms Feaam CHPD Pamsannsl CMPD Officer

Ttem # 1 ay U (1 Arbute + | Mames
Category  * [Evidenos e Type Drug * |Pis/Tabiete =
Packaging  * (643 Ervelope A Susperted Drug  * [SUspected Pharmacesica.
Iem Ture  * [Brogs - Gross Weight g

. 5 pirik tabiets * Grass Weight Uns * [Pl &
Colected  * [CMPD OffEer ¥ fammaE oo
wocation  * [12345 MARN ST, CHARLOTTE, NC, ¥ Acliress Book
St 12 Mok Depese. |
o o -

P Em Deete

If this is the first sample taken from this item, then the lab item number of the sample will be the lab item
number of the parent item followed by “.1.” Make any changes to the item information and enter any required
information that wasn't copied from the parent. Then click Save.

The sample item's Status is assigned automatically by the system. It is not based on the parent's Status. The
sample is placed in your custody by default. It will be linked to its parent if the parent item is also in your
custody.

e Corathiier Cutsgory  Puthiging Ftn Tk Tresn Lotuticn
Evidenos G608 Envelote  Drons Chmistry Bull: Storste fm 4108

Custody Locabon; Chemestry-fulk Storge fm 4108

Dem # ey i o [ Altribute Yoaman
Category  * Bwdence - Type Drug . -
Packaghg  * g Envelope ” Suspected D * -
BEm TS0 * Drugs 4 Grons Wght o

5 pink tablets. - Gross Weaght Unis = -
Description
Colected = CHMPD Officer * mpyes® cfooe
Location  * 12345 MAIN 5T, CHARLOTTE, NC, | Adilress Book
Status
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Adding Items to Pull Lists

1.

2,

Click the Item List button on the Items tab.

[ cmeo suic 1 8ome-NETs.0.30319, PLIMS _UAT, Sarsh Mikolsiczyk, 01-CENTRAL DIVISION asrcoDE|
 20130430170704 13-400796 Dashboard | Logaut
CASEINFO  SUBMISSION | NAMES CUSTODY  SERVICEREQUESTS  ASSIGNMENTS  REPORTS |
Item Location Cupe
1 Property ARS040 Sample
2 201312993-2 Bag -2(201312993) Quart Can Trace Property ARSD40 |
3 2013129933 Bag-3(201312993) Quart Can Trace Property ARSOH0 [ Ttem List
4 2013129934 Bag -4(201312993) Quart Can Trace Property ARSD40
t L 2013129935 Bag -5(201212993) 10X13 Erwelope  Persona Property LBS46 [
L] 201312993-201  Bag -1(201312993) Quart Can Fre Debrs Property ARSD40 | ansfer
T 201312093-202 Bag -2(201312993) Quart Cn Fre Debris Property ARS040 - Label
8 201312993-203 Bag -3(201312993) Quart Can Fire Debres Property ARSD40 = Status Change
i| - o - . - 7| o . o LI_
Find | custody Location: Property-ARS040
=
Item # Ty [T civ [20131299 attrbute | Clrercy | Names
category  ~[Endeee 0~ TypeTrace * [T
Packagng  * Wcm )
item Type  * [f¥ace -
=|
Descrpton TED) CLEAR PLASTIC CLP FROM LIVING ROOM FLOOR _|
< GALLON CAN =l
Colected  # | ~| *papomiz@m firor
Locaton  * [B14 CANTWELL STREET , GHARLOTTE, NG, | Address Bock. iii
Status 36 Months Dispose b
D e =
| add | Eat | swe | covd | pelete |

Select the items for delivery by checking the box to the left of the items. Enter the details of list type,

requested by (Deliver For will default), and any comments. Click Save.

4 20130430170704 13-400796  Dashboard | Logout

ITEMS

REQUEST

1tem & 1bam Statuc

Trage - YDEGRES MELTED CLEAR PLASTIC CLP FROM LIVING :

ROCHM FLOOR TTMMAKDSS: GALLON CAN TTMONTGTY: 1 7oRerty - RS040 Coben ol

Trace - YDEBRES MULTILE PIECES OF CHERRED NOTEBDOD

PAFER FROM LIVING ROCHM [TMMARLSC: GALLON CAN Proparty - ARS40 36 Months Dpose

ITMCNTQTY: 1

Trae - YDEBRIS TWO GAZE PADS WITH LIGUID RESIDUE

3 FROM TARLE [N LIVING ROOM ITMMAKDSS: QUIBRT CAN Peogarty - ARSOHMO 36 Monthe Do

FTMCNTQTY: 1

Trace - YLEEAIS ONE PLASTIC BLACK VFH TAPE FACM TALLE

TN LIVING ROOM ITMMAKDSC: GALLON CAN ITMENTQTY: 1

Porsorl - PLIGHTE EVIDENCE BNVELOPE- RED PLASTIC BIC

CIGARET TE LIGHTER 1TMMAKLISC: BIC ITMCNTQTT: 1

Fire Dekbes - YICARDOH SAMPLE ARCHIVE FACM [TEM #1, i e

PACKAGED WITH THE ORIGINAL EVIDENCE. ITMONTQTY; 1 Proearty - ARS040 A6 Mot Dy
Fre Deiorts - TLARBON SAMELE ARCHIVE FROM [TEM# 2, . o

7 PACKAGED WITH THE CRIGINAL EVIDENCE. ITMCNTGTY: 1 Prowsrhy - AR3D40 LG D

F1e Detes - YCARGON SAMPLE ARCHIVE FROM [TEM# 3, iz b

PACKAGED WITH THE CRIGINAL EVIDENCE. TTMCHTTY: 1 Froearty - ARSD40 A HEDRR P

Fre Defort - TLARECN SAMELE ARCHIVE FROM [TEM #4 . -

E

Kl
[

Progeaty - BRSO0 36 Months Do

Property - LBO4G 36 Months Depose

O o0l O &
o

h

List Type « [Devery Request
Requested Hy E 3 Mibcdayeryk
Dodbver For EL CENTRAL DIVISION 2|

reqﬂx-m these marms| =]
Comments

58

ek |
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3. Click OK.

CASE INFO SURMISSION MNAMES m cusTonyY SERVICE REQUESTS ASSIGNMENTS REFORTS

Route lems

4. The request is now available on the “view” tab.

NOTE| Notice that the current location of these items is in a property storage location. Items will NOT
appear on the property pull list unless they are currently in a property location.

& 20130430170704 796  Dashboard | Logout

VIEW

Comments

Entered By Remaested By Reauest Date  List Tyoe List SLalus
s vk 5 v 2 10/2014 Ddviry Rt Agpwovix tst
siarah Mikolajcryk 02/10/2014  Delvery Request Approved nend 1o analyze thess items

Siarah Mikolapryk

YOERRIS MEL TED CLEAR PLASTIC CLIP FROM
LIVING ROCM FLOOR TTMMAKDGE: GALLON CaN Progety - ARSDM0
ITMCNTOTY: 1

Trace - YDEERIS MULTIFLE PIECES OF CHARRED

H HNOTEBCCD PAPER FROM LIVING ROOM ITMMAKDSC: Property - ARSO4O 36 Months Disposer
GALLON CAN ITMONTQTY: 1
Trace - YDEBRIS TWO GAZE PADS WITH LIQUID

3 RESIDUE FROM TAELE TN LIVING ROOM TTMMANDEC: Property - ARS040 3 Months Depoge

CUART CaM ITMCNTOTY: L

|
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5. Login as a Property Technician. Select the Pull List option under Reports in the Dashboard menu.

Version
Barcodi

« MENU = Quick Find

Lint / Agercy ] -
Comptarty [

Contral #

=aarch

o |
Custom Reparts

6. Click Run.

NOTE| Notice that the select location of Property Control Bureau reflects where the evidence

currently is. (This can be setup so that multi-sites can run pull lists.)

",i-

= ¢ T : URG P CE DEPART
\ILNK‘IL'.“YE-IEEI.L(hHJKI- POLICE DEPARTMENT Garcode

Pull List Reports

Staff Request Pull List
|54-FROPERTY COMTROL BUREAL -

]

User Name Property Tethnitan
Database PLIMS_LUAT 2
CMPD Budd 1.8800-NET4.0,30318 ,

Rashboard LogOut

User Name Property Technician

= .
= Database PLIMS AT g
',[:Hpn Vorsion  CMPD Build 1,8888-NET4.0.30319

) :
Lazhbosrd Logout

7. The Property Technician will now see all property that needs to be pulled. Note the one from this

example.

[& indaows Internet Liplores

Charlotte-Meckenberg Pobos Department
Stalt Reguast Pull List k¢ $4-PROPERTY CONTROL IUREAY

C.,

Pul for - Dedvery Roquost continued

D Privect G20 pm

Fospey
i [ it
SvasrHTar 1 Teacn - oSS OLCENTHAL DNVEon . S 3% Morsr Diipces

WIELTED, CLEAR FLASTIC CUF FROM LIVING ROGM
Poch
ITURLNDSE: GALLON CA
ITMCNTETY. 1
el Fagues Dune: (2702014
g T et
AT (T Trssn . VDERRS DLCENTRAL DIMSION . Saran 3 Mt it
MULTILE PRECES OF CHARRED NOTENGOD PAPER
FRCM LI ROCA!
ITUMARDISE: GALLON CAsd
T 1
Faguest Do S2100H
Rag 20612003 Haa 1 3 Pan Ammt
oTITOA 3 Tras - YDEBRET OT-CINTIAL N - Sackh 7% M Ditpse
T AT ALY WITH LIURD RESROUE FEROM TALE 96
v oom
TTMMAFDES SUART SAN
TNENTaTY: 1
g Dt 2703014
s 3O [reerepmmmei ey
%4004 1 2 Firnacm - G & 'Weanon model MAP40 40 SAW caster Pirwrrite Pubos Deparirwed - Tow 3 Morsn Cragurne
PR p— e
e Faomes Dm0
omzo0 13 A g g Ter 1Mo Dune
L300
B Frusrm Accesacre - Ore magacre dentfed  fom fen Prube Poios Cacarmmans - Tor 81 Mo Diposs
L3 L.
Fagedatd
Dore | | | [ Unbsiowen Zorm | Protmcted Mede: Off ia=| &
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Status Changes

This process can also be used by the Investigator to change the status of one or more items in a case before
they would normally get an Action Item at either the 6 month or 24 month review cycle (as appropriate for the
case circumstances). For example, the Investigator gets an action item (6-month cycle) for a case that has 300
items on Hold that they determine can now be changed to "Ready to Dispose." Instead of having to change
the status of each item on the action list from Hold to "Ready to Dispose," the Investigator can use the process
described below to change the status of one, some or all items at one time.

1. Click the Status Change button on the case Items tab. The Status Change screen will display.

&' 201403240831 / D1-CENTRAL DIVISION

CASEINFO  suBMisSIoN  names WISl CUSTODY | SERVICE REQUESTS  ASSIGNMENTS | REPORTS

Dashboard | Logout

Container  Cateqory  Backaging  Item Type

ltems  Di#
1 Evdence 6X9 Ervelope  Drugs

2 Evdence  None Frearm
3 Ewdonce  None Fraam

4 Evidence  None Dealogical Sample

| Fnd | Custody Location: Admin-Krs DelBarba

Item & ey i me

Colected  * JCMPD Offcer ¥ apapolam fieoe

Locaten  * [13345 MAIN ST, CHARLOTTE, NC, | Address Book

o CMPD Officer
CMPD Parsonnel CMPD Officer
Admin Krs DelBarba
Astribaite Names
Type Swab ' {Cheek) Swab -
Ariza Colectied From

2. Select the items on the Status Change screen.

Current Status

J 1 Drugs 12 Months Dispose

7 2 Frearm 12 Moniths Dipose

H 3 Frearm 12 Months Dipose

¥ brlogical Sampla 3t Months Depose

= Vieye DA Cizarance Form
Change Sratus To: * el
Second Reviewsr: »

Reviewer Comments: *

| saveRequest || Cancel Request |

[ G|
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3. If"Yes" was selected in the "DNA?" field for an item, you must check the box for the DNA Clearance
Form. The item will display in red and a "View DNA Clearance Form" hyperlink will appear on the
Status Change screen. You can click on the link to view the common verbiage.

Status Change

Tem = Camrent Statis Pendmg Status
1 Drugs 12 Months Dispose
2 Faeamm 12 Maniths D
1y 3 Fream 12 Manths Depose
B s Blalogical Sample 35 Manths Dspass (=]
W DA C INCe:
Change Status To: * -
Second Reviewer: -
Reviewer Comments: *
4. Select new status in the Change Status To field, enter your Reviewer Comments, and click Save
Request.
1em & e Type Camrrent Status Pendmg Status
1 Drugs 12 Months Dispose
2 Faeamm 12 Maniths D
3 Fraam 12 Manths Depose
[EIN] Blological Sample 36 Months Dispose E
W DA C INCe:
Change Status To: * Ready to Dipose -
Second Reviewer: -
Comments i
Reviewer Comments:
| swemequest || ¢ | Chose
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5. A final review may be required depending upon the case type and selected item types. If you receive
the message "A second reviewer is required," click OK and select a Second Reviewer on the Status
Change screen. Then click Save Request.

Status Change

Ttem & CSI#  Item Type
E 1 Drugs
W 2 Fream
M 3 Fream
B o4 Bicogical Sarmihe
X view DNA Clearance Form
Change Status To: =
Second Reviewer: *
Reviewer Comments: =
| ssveRequest || Cancel Request

Current Status

12 Manths Dispase
12 Months Dispase
12 Months Dispase
36 Manthe, Diposs

Ready 1o Duxm
Mike Evans
‘Comments

Pending Status

For Review By

DA
Clearance
Form

6. Updates to new status or new status will appear in the Pending Status column. The user selected as the

second reviewer will appear in the For Review By column.

Status Change

W Tems CS1 &

a0

* ¥icw DINA Clearnce P

Ttem Type

Drugs

Fream

Fream
Buicgial Sampie

Change Status To:
Second Reviewer:

Reviewer Comments: *

Save Request | |

Cancel Regquest

12 Months Dispase
12 Months Dispose
12 Months Dipose
36 Months Dispose

PReady to Dispose
Ready to Depose
Ready to Depose
Ready to Dispose

Mie Evans
Mike Evans
Mk Evans
Mica Evans
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The Custody tab displays the chain of custody records for the individual case items. To view an item's
custody records, select the item from the Goto Item # menu at the top of the Custody tab.

Custody Tab

You can reprint the Evidence Transfer Receipt for a specific custody transaction by selecting the transfer
record and then clicking the Receipt button. You can also print the Chain of Custody for one or more of the
case items. The following section explains how to generate the Chain of Custody report.

Figure 46: Custody tab

& 201403240831 - 2 : Fircarm Dashboard | Logont

CASEINFO ~ SUBMISSION  NAMES  ITEMS SERVICE REQUESTS  ASSIGNMENTS  REPORTS

Goto Nlem# 2 : Fream * Cobecled By: CMPD Officer un 3/24/2014 at 10:00

Date Time Location Enry User Time Stamp
03/24/2014 14:26:22 Adrmin - Kres DeBarba Kie DeBarba 03/24/2014 14:26:22 [ Receipl |
03/ 2412014 145024 CMPD Perconned - CHPD Officer Kns Delarba U3/24/2014 14:51:03 3

03/24/2014 16:22:26 Property Wil Cal - Floor Mice Evans 03/2472014 16:23:21

03/24/2014 16: MP

Mk Prans Mike: F:

03 114 16

LHPD Personnel - CMPD Dfficar Mike Evans

03/24/ 2014

vate * [o372a/201a @ e *[1625
Custody OF * |empe personnel S
Location » [CMPD Officer -
Tracking Number  [B61010009
Comments regarding transher =
Coanments.

Printing Chain of Custody
To print the Chain of Custody report, click the Print Chain button on the Custody tab.

& 201403240831 - 2: Firearm Dashboard | Logout

CASCINFO | SUBMISSION

Golo MermE 2 @ Frearm = Collected By: CMPD Officer on 3/24/2014 at 10:00
it Chan
03/24/2014 14:26:22 Admn - Kris DeBarba rs Delarba 03/24/2014 14:26:22 W‘
M0 Personnel - CMPD Officer Kre Dearba 03/24/2014 14
162226 Property Wil Cal - Foor Hika Evans 03/24/2014 16:23:21
16:25:04 CMPD Persoanel - Mke Evans Mie Ciars 03/24/2014 16:25:21
03/24/2014  16:25:44 CHPD Personned - CHPD Olicer Mike: Evans: 03/24/2014
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The case items will display in the bottom half of the screen. Check the items that you want to include in the
report. You can check/unchecked all of the items by clicking the Select All or Unselect All buttons. Click

Print Report once the items are selected.

& 201403240031 - 2 : Firearm

CASEINFO  SUBMISSION = NAMES  ITEMS SERVICE REQUESTS  ASSIGNMENTS  REPORTS

= Colected By: CMPD Officer on 3/24/2014 at 10:00

Luscution Envtry Wsir Tt Stusngs

onnel - CHPD Officer File Evens O3/24/%014

Select Iamns to Fnt for Chain of Custody:

4 [ Drugs S pink mblets
2 Frearm
3 Fream
4 Biological Sample
| Seectar || unséectA | | GoBacktoDetsls [ PrntReport |

The Chain of Custody Report will display in the PDF viewer.

Charlotte-Mecklenburg Police Deprtment
Chain of Custody Report

‘=) hitp://192.168.1.13/CMPD/PLCWebCommon/PDF View.aspx - Windows Internet Explorer _lg‘ﬂg

Complaint #:201403240831

Ttem 2: One(1) sealed None containing Firearm, Collected by: CMPD Officer on 03/24/2014 at 10:00 hours
Item Chain of Custedy

I

Date Time Container/Bundle Custody Of Location / Person Logged By
03/24/2014 14:26:22 Admin Kris DelBarba Kris DelBarba
03/24/2014 14:50:24 ‘CMPD Personnel CMPD Officer Kris DelBarba
03/24/2014 16:22:26 Property Will Call Floor Mike Evans
03/24/2014 16:25:04 ‘CMPD Personnel Mike Evans Mike Evans
03/24/2014 16:25:44 CMPD Personnel CMPD Officer Mike Evans
mi——— inina B Collacted bee (MR O s oo 120D o4 1 (00 hovee =
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Topics covered in this chapter:

e Barcode transfers
e Manual custody transfers
e Disposing of items

This chapter provides instructions for updating item chain of custody when an item is transferred to another

location. The easiest way for updating item chain of custody utilizes a barcode scanner and barcode labels.

This chapter shows how to perform barcode transfers and manual transfers for times when a barcode scanner

is unavailable.

Barcode Transfers

Refer to the following procedure for instructions on performing a barcode transfer. These instructions apply

whether you are transferring a case item, case container, or bulk container.

1. Scan the barcode label for the new custody location. The Barcode Transfer screen will display. The

scanned location will appear on the screen.

User Name Mike Evans

=
£

\I CHARLOTTE-NECKLENBURG POLICE DEPARTHNENT Barcode

BARCODE TRANSFER

Custody Of CMPD - CMPD Persomnngd
Location MIKE - Mike Evans
Transfer By Mke Fvans

Comments

Trackng Number

Please scan items

et Signature Print Receipt (transfar. )

Save | Cancal

- -
u"pn PR e Database PLIMS_DEV ¥
- | varsion  CME0 Bulld 1.9712-NET4.0,30319 .
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2. Enter Comments or a Tracking Number if they're required for the scanned location. A red asterisk
will appear in front of the field to indicate it's required, otherwise, they're optional.

User Name Mike Evans .
— ]
f o - Database PLIME_DEV f
HF“ ! version  CME0 Buld 1.9312-NETA.0, 30319
CHARLOTTE-MECKLENBURG POLICE DEFPARTMENT Barcode |
Dashboard LogOul
BARCODE TRANSFER
Custody Of CMPD - CMPD Personnel
Location MIKE - Mike Evans
Transfer By Mike Fvans
Comments Comments about transfer 7
Tracking tumber 0BB101000064
Please scan items
Gt Sgnature Frint Recent (fransfer.mt)
T |

3. Ifyou want to collect a signature for this transaction, check Get Signature. This box is checked
automatically if a signature is required for the scanned location. If you want to print an Evidence
Transfer Receipt, check Print Receipt. This box will be checked automatically if a custom receipt
exists for the location.

- U Ee Mike Evans :
¥ =T . - Database PLIMS_DEV .
*:_l: Fn Version  CMPD Budd 1.9212-NET4.0.30319 .
\’:hlﬁLﬂT'{!-I!:KL!NIUHG POLICE DEPARTMENT e i

DRashboard Logut
BARCODE TRANSFER

Custody Of CMPD - CMPD Personnel

Location MIKE - Mike Evans

Transter By Mk Evans

Comments Comments about transfer

Tracking Murmber 086101000064

Please scan lems

7 Get Signature FPrint Receipt (transter ipt
Save || Cancel
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Barcode Transfers

4. Scan the barcode labels of the items you want to transfer. After you scan an item, it will display on the

Barcode Transfer screen.

You can remove a scanned item by selecting it on the Transfer screen and clicking the Drop Item

button. Then click Yes in the Confirm dialog box that displays.

BARCODE TRANSFER
Custody OF CMPD - CMPD Personngl
Location MIKE - Mke Evans
Transfer By M Evans
Comment Comments about transfer '
Tracking Humibser DBE101000064
Please scan ibems
Complaint# Item Humber Item Dascription Custody of - Location
J01403 740K F] Nona : Fraam - CMED ParsannallMBD Officar
20121207111099 7 B : Ammmuniion - CMPD PersonnelCMPD Officer
2012102900251 1 Bax : Frearm Freanme-General Storage 4122
20121029002901 2 Box ; Frearm Accessories - Freanms-General Storage 4122

L 10 Uy Maame Paezanrord Valickatesd
CMPDO CMPD Officer Ho

MIKE Mike Evans Ho
[¥Get Sgnature: [¥ Print. Receipt {transfer.rpt)

[T‘[ Cancel [ Drop Item |

5. The logged in user's password is required to complete the transfer. If items are being transferred to or
from another user, then their password is required, too. If a user's password is required, a Password

field will display next to their name at the bottom of the screen.

Once you've scanned all the items, enter your password. If another user's password is required, have

them enter their password, and then click Save.

BARCODE TRANSFER
Custedy OF CMPD - CMPD Personnel
Location MIKE - Mke Fvans
Transfer By Mikez Evans
Comments Comments about transfer :
Tracking Number 086101000064
Please scan items
Complaint# Ttem Mumber Ttem Dascription Custody of - Location
201403240831 k] Nane : Frearm CMPD Personnel-CHMPD Officer
0121207111099 7 Bax ; Amimuniicn - CMPD ParseanehCHID Dfficer
20121025002501 1 Box : Frearm Freams-General Storage 4122
20121029002901 2 Box : Frearm Accessonas - Freams-General Storage 4122
Useer 1D Useer Mame Password Validated

CMPDO CMPD Officer seee Ho

MIKE Mike Evans L] No
9] Get Sgnature [#1 Print Receipt (transfer.rpt)

Save || Cancel |
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6. Ifthe Get Signature box was checked on the Barcode Transfer screen, the Signature Capture window
will display after you click save. Follow the instructions in the window to capture a signature for this
transaction.

Signature Capture I

Please enter your signature.

1. Type your name in the space provided.
2. Sign on the signature pad.

3. Click the "Accept Signature™ button.

Type your name here : ~ Mike

M dzo

7. Once the transfer is complete, you will return to the previous screen. If you checked Print Receipt, the
Evidence Transfer Receipt will display in the PDF viewer.

GO Ve e (O
! ML’CE . CHARLOTTE MECKLENBURG POLICE DEPARTMENT

PROPERTY AMD EVIDENCE DIVISION

= EVIDENCE TRANSFER RECEIPT
V Chief of Police Rodney Monroe 3
CHARLOTTE-MECKLENBURS Charlolle Mecklenburg Police Department - 601 C.Trade Streel - Charlolle, NC. 20202

Transfered to Custody Of;  ©MPD Peasounel

Person / Location: Make Evas
Date [ Time: N252004 1 11:47:37
Transfered By: Mske Eva

Lems Dranslered

Complaint Number/

Lab Number Ttem # | Item Tvpe Deseription Barcode
220290028 1 Fuaearm Ill”.ll Il""lllll

13-DO00ES

2012102900291 2| Fieann Accesories T

13-DO00ES L
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Manual Custody Transfers

1. Click the Transfer button on the Items tab.

& 201403340831

CASEINFO  suBMISSION  nAMES [BUTTM  CUSTODY  SERVICE

Dashbeard | Logout

2 Evdence  Nons Fraam
3 Ewdence  None Froxm
4 Evdence  None siological Samgls

| Fnd ;(‘,ualndv Location: Chemistry-Bulk Storage Rm 4108

Ttem # e i o [
congory BT
Packagng Eﬁm =
N

Pk tablts
Desonpbon
Colected  * [CMPD Officer ~ [Eapoam -[ioon
Location = [12345 MAIN 5T, CHARLOTTE, NC, . Address Book
Status 12 Months Dispose: e
DhA? * e %
add || Eae | | Deete |

e Location

Chemistry Bulk SEorage Rm 4108
\CHPD Parsonnat Mike Evans

CHPD Persannel Mie Evans
Biskogy Coud STarags 1

+ | Status Change |
Atribute (| Mames
Type Drug * Pl Tablets V

£L Drug  *f M
Gross Wight o 5
Gross Wisight Lints * |Pis -

2. The Transfer Custody screen will display. Select the new Custody and Location.

5 - Transfer

DrabeyTime 1

Custody ® CMPD Personnel ¥

Location “ CMPD Officer b

Comments :

Tracking Number

[TiGet Sgnature ] Print Recupt, (transfer.rpt)

W Item Description Custody Of - Location Open Assignments

m 1 - 6X9 Envelope Chemstry - Bulk Stosage Rm 4108

[ Drugs
Desc: 5 pink tablots

| Teemw: 2 - None CMPD Personngl - Mike Evans
Qty: 1 Freanm
Dpsc:

[ Iem#: 3 - None CMPD Parsonnel - Mke Evans
"ty L Frearm
Desc:

[ Rem#: 4 - Hone Buology - Cold Storage 1
" Qi | Buokogical Samole
Desc:

Lt Pwme Mikes Evans
Database PLIMS_DEV .
Version  CMPD Build 1.9179-NET4.0.3001%9 .
Barcoda

Rashboard LogOut
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3.

Enter Comments or a Tracking Number if they're required for the selected location. A red asterisk
will appear in front of the field to indicate it's required, otherwise, these fields are optional.

CHARLOTTE-MECKLENBURG POLICE

20 - Transter
Date/Time
Custody * CMPD Perscnng o
Location " CMPD Officer %
Comments Comments regarding transfer
Tracking Number BR1010009

Get Signature Print Receipl (Lranster.rpt)

W Item Description

Desc:

Tem=: 3 - Hong

tody Of - Location

1 - 69 Ervelope  Chernetry - Buk Storage Rm 4108

CMPD Personnel - Mike Cvans

CMPO Personneld - Mika Evans

Qty: 1 Fream

- Mong diolgy - Lol Starage 1
Bobgicl Sample

DEPARTMENT

Open Assignments

User Name Mike Evans
Database PLIMS_DEV

Version CMPD Build 1.9179-NETH.0.30319 .

Barcode

Duashboard LogOut

If you want to collect a signature for this transaction, check Get Signature. This box will be checked
automatically if a signature is required for the selected location. If you want to print an Evidence
Transfer Receipt for this transaction, check Print Receipt. This box will be checked automatically if a
custom receipt exists for the location.

F CHARLOTTE-MECKLENBURG POLICE OEPARTMENT

- Transfer
Diatef Time
Custody  CMPD Personnel N
Lotation " CMPD Officer L
Comments Comments regarding Uransier
Tracking Number 861010009
gl et Sgnatuce HL s

CHPD Personne] - Mike Peans

CMPD Personnel - Mke Evans

None Boiogy - Cold Storage 1
cal Samole

‘Open Assignments

User Name Mika Evans.
Database PLIMS _DEV

Version  CMPD Build 1.9179.86T4.0.30319 .

Barcode

Dashboard LogOut
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5. Select the item(s) you want to transfer.

User Name Mike Evans
Database PLIMS_DEV :
Vergion  CMPD Build 1.9179-NE14.0.30319

Barcode .
Dazhboard LogOul

2 - Transfer

Date/Time .

Custody * CMPD Perscninel ¥

Locaton " OMED Officer “

Comments ‘Comments regarding transfer 2

Tracking Number BR1010009

¥ Gel Signature ¥ Print Receipt (transher.rpt)
Item Dascription Custody OF - Location Upen Assignments

1 - GX¥9 Ervelope  Chermedtn

y - Buk Storage Rm 4108

CMPD Persanned - Mike Evars

CMPD Persannel - Mike Cvans

| Btem: 4 - Mone Biology - Cold Storage 1
Qty: 1 Blological Sample
Desc:

The logged in user's password is required to complete the transfer. If items are being transferred to or
from another user, then their password is required, too. If a user's password is required, a Password
field will display next to their name at the bottom of the screen.

Once you've scanned all the items, enter your password. If another user's password is required, have
them enter their password, and then click Transfer Items.

20 1 - Transfer

Date/ Tme

Custady " CMED Personned b
Location " CMPD Officer ke
Comments Comments regarding transfer
Tracking Number BG1010009

¥ Get Signature [ Print Receipt {transfer.mit)

W Ttem Description Caistoly Of - Location Open Assignmenls

| Iems=: L - 649 Envelope  Cheemistry - Buk Storaga Am 4108
Qty: 1 Drugs
Dese: 5 pink zblets

@ Iems: 2 - Mone CHPD Persannel - Mke Evans
% 1 Fream

CMED Parsannal - Mika Evane

Bialagy - Colf Storage 1

L 10 L Mamie
CHMPDO CMPD Officer

Passaword Validated

No

MIKE Mike Evans weaw He

| Transfer tems || Back to Case |
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7. If Get Signature was checked on the Transfer screen, the Signature Capture window will display after
you click Transfer items. Follow the instructions in the window to capture a signature for this
transaction.

Signature Capture .

Please enter your signature.

1. Type your name in the space provided.
2. Sign on the signature pad.

3. Click the "Accept Signature™ button.

Type your name here : ~ Test

—TM

8. Once the transfer is complete, you will return to the Items tab. If you checked Print Receipt, the
Evidence Transfer Receipt will display in the PDF viewer.

(2 hitp+//192.168.1.13/CMPD/PLCWebCommon/PDFView.2spx - Windows Internet Explwe_ o] ]

POLICE CHARLOTTE MECKLENBURG POLICE DEPARTMENT

PROPERTY AND EVIDENCE DIVISION

— EVIDENCE TRANSFER RECEIPT =
V Chief of Police Rodney Monroe
CHARLOTTE-MECKLENBURG Charlotte Mecklenburg Police Department - 601 E Trade Street - Charlotte, NC. 28202

Transfered to Custody Of:  CMPD Personnel

Person / Location: CMFD Officer
Date / Time: 3/24/2014/16:25:44
Transfered By: Mike Evans

Items Transfered

Complaint Number/

Lab Number Ttem# | Item Type Description Barcode

201403240831 2 | Fircm ]
14000046

201403240831 3 | Fireamn 10 AR 2
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Disposing of Items

The following procedure shows how to transfer evidence when disposing of items. Disposition locations have
specific rules in place dependent on an item's status. Items cannot be transferred to these locations unless they
have a qualifying status. For example, items must have the status "Ready to Release to Owner" in order to
transfer them to the "Released to Owner" location. The following procedure demonstrates how to tranfer
items to a disposition location.

1.

2.

Scan the barcode label for the disposition location. The Barcode Transfer screen will display. The
scanned location will appear on the screen.

User Name Propesty Techmean
Database  CMPO_DEV

Vermon CMPD Build 1.10579-NET4.0.30319
Barcode .
Dashboard LogOut

BARCODE TRANSFER

Custody Of ISP - Disposed from CMPD

Location DRUGD - Drug Destrection - Restricted

Transfer By Property Technican

Comments =

Tracking Number

Please scan items

Get Snahre Prnt Hecept (trandfer. )

Enter Comments or a Tracking Number if it's required for the location. A red asterisk will appear in
front of required fields. Otherwise, these fields are optional.

BARCODE TRANSFER
Custody OF DISP - Disposed from CMPL
Location DRUGD - Dwug Destruction - Restricted
Transter By Property Technician
COmments e disposal comments
Tracking Humbes

Please stan ilems

Gt Signature Print Receipt (transter.rpt)
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3. Ifyou want to collect a signature for this transaction, check Get Signature. The box is checked
automatically if a signature is required for the location. If you want to print an Evidence Transfer
Receipt, check Print Receipt. This box will be checked automatically if a custom receipt exists for the

location.
BARCODE TRANSFER
Custody Of DISP - Diposed from CMPD
Location DRUGD - Drug Destruction - Restricted
Transfer By Mike Evans
Comments Trem deposal comments
Tracking Number
Please scan items
et Signature I Print Receipt (transfer.rpt)
Save | Cancel

4. Scan the barcode labels for the items you want to transfer. Depending on the rules for the location,
items may be required to have a specific status. If you scan an item with an invalid status, you will
receive a message like the one shown below. You will have to update the item status in order to
transfer it to the location.

Transfer Custody

7y, These items do not have qualfying status code:
| J e 20031121162001, Item#: 9, Item Type: Drugs, Status: 12 Months Dispose
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5. The scanned items will display on the Barcode Transfer screen if they have a qualifying status. To
remove a scanned item, select it on the Transfer screen and then click the Drop Item button. Click Yes

in the Confirm dialog box that displays to remove the item.

BARCODE TRANSFER

Custody Of
Location
Transfer By

Comments

Tracking Number

Please scan lrems

Ttem Humber
20061204152701
0061204152701

0060401135802 2
20060401135802 3

Uor I Ubser Beame:
PTECH  Propesty Techricin

DISP - Disposed from CMPD

DRUGD - Drug Destruction - Restricted
Property Technacian

Ttem dsposal comments =

Ttem Description
Gx9 Envelope ; Drugs - Was colected from pocket
9 Envvelope : Drugs - Was cabected from the aspect

10%13 Eneelope : Drugs - bag of suspected cocane
10X13 Envelop ; Drugs - box of biags (30)

Passawond Valickabed

Ho

[ Get Signature [ Print Receipt (transfer.rpt)

Save || Cancel || Drophem |

Custody of - Location
Property-DSTBIM
Property DSTRIM

Property DSTRIN
Property-DSTBIN

6. Once you've scanned all the items, enter your password if it's required. If another user's password is

required, have them enter their password, too. Then click Save.

'lese scan ftems
Complaint# Item Humber Item Description Lustody of - Location
3

User ID User Mame
PTECH Property Technican

o [ G ]

Password Validated

ey o

[Tl tet Sunature [#] Print Recept (fransfer.rpt)

20061204152701 X9 Envelope @ Drugs - Was colected from podeet Property-DSTOIN
00612081 53701 1 X0 Envalna © Drugs - Wa colactad from tha suspact Braparty-5 TRIN
2006040113560 2 L1013 Envelope : Drugs - bag of suspected cocane Property-DSTRIN
0060401115803 1 10%13 Envedope : Drugs - hox af bags (30) Praperty DETAIN
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7. If the Get Signature box was checked, the Signature Capture window will display after you click Save.
Follow the instructions in the window to capture a signature for this transaction.

Please enter your signature.
1. Type your name in the space provided.
2. Click the "Sign" button.

3. Sign on the signature pad.

4. Click the "Accept Signature” button.

[Type your name here :  Test

[ost Ui

l Redo Signature ] [ Accept Signature ] [ Cancel ]

8. Once the transfer is complete, you will return to the previous screen. If you checked Print Receipt, the
Evidence Transfer Receipt will display in the PDF viewer.

[ htp/192.168.1.13/CMPD_DEV/PLCWebCommon/PDFView.aspx - Windows Internet Explorer - [F=mFER )
POL'ICE CHARLOTTE MECKLENBURG POLICE DEPARTMENT
PROPERTY AND EVIDENCE DIVISION
— EVIDENCE TRANSFER RECEIPT
V Chief of Police Rodney Monroe E
CHARLOTTE-MECKLENBURG Charlotte Mecklenburg Police Department - 601 E. Trade Street - Charlotte, NC. 28202

Transfered to Custody Of: ~ Disposed from CMPD

Person / Lacation: Drug Destruction
Date / Time: 11/24/2014/ 16:03:51 L4
Transfered By: Property Technician

Items Transfered

Complaint Number/

Lab Number Item # Item Type Description

Barcode
T S bag of suspected cocaie 0 N
IS N boxof bags (20 0 A
e T Has eseces om e sspet TN
)
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Searching

Topics covered in this chapter:

e (ase search
e Location search
e Custody Inquiry

Case Search

The Case Search is used to find a specific case in PLIMS. There are five tabs on the Case Search screen: By
Case, By Name/Soundex, By Reference, By Attributes, and By Address. The following sections describe the
search options available on each tab.

By Case

The By Case tab is used to search for a case based on general case information like Agency, Complaint# /
Agency Caseft, Investigator, Charge, etc. To run a search on the By Case tab, enter one or more search criteria
into the search fields and click Find Cases. The search results will display on the bottom half of the tab.
Clicking on a search result will take you that case.

Figure 47: By Case tab
Usar Name Mike Evans
= i S Database CMPD_DEV
""&\% il Version  CMPD Build 1.10294-NET4.,0.30319
S
# ‘ Barcode
Dashboard LogOut
u MENU Case Search
m BY NAME RY E | RYAT By
Lgear |
Anency ¥ Case Year
Irventory 3
Complant# | Agency Cases Investigator b
LAM
- Charge ier|
Admin v )
Incident Rpt Date From 06/01/2014 = Incdent Rpt Date o 06/30/2014 =2
Reports 3
= Lah Case #
Activity Lo
i Lab Case Type W
Docurments
Setup P || FndCases || Fenclst |
=0 3
Lase Dats  Agancy Deptiase LabCase Lo Ingidant Kot Charge
Instrument 3 Date
0";5 a | E/2/2014 12:0 lcohol Law Enfor 13-385693 14-000043 CMPD Officer  €/2/2014 12:0 Neghgent Mansaughter
120 cihol Law Enfo SR TEST 14.000050 Sarah Mikoger : Drug/Marcotic Viokitions
Eegath J2014 12: Alcohol Law Enfon 123 14-000051 : Murder
6/23/2014 12: Alcohol Law Enfor 123 14-000052 : Murder
6/25/2014 12: 02-METRO DIVISE AR TEST CASE 14000053 : Murtr
6/25/2014 12: plcohol Law Enfon 00000 14-000060 : Murder
6/25/2014 12: Alcohol Law Enfor 11111 14-000061 : Murder
6/25/2014 12: Alcoho! Law seess 14.000062 : Murder
B/ 25/2014 12: Alcohol Law Enl HEHER 14-00HG3 T Murder
G/25/2014 12: Aloghol Law Enfon 12345 14-000064 : Murder
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Case Search

When the case opens, a Search Results button will appear on the bottom of the Case Info tab.

& 20060402040400

m SUBMISSION NAMES | ITEMS | CUSTODY SERVICE

[B creo puitd 1.10294-8E74,0.90312, CMED_DEV, Mike Evans, 01-CENTRAL DIVISION

BARCODE
Dashboard | Logout

Unit/Agency . E;mmmvmou o
o int#/Depts [

Invesagatng Uk * |01 CENTRAL DIVISION v
Investigator [GHPD Gicer 5
ARernative Inv | -
Charge * [250 - Damage/Vandaksm Of Property =
Cateqory * [Medemeance o
Incident Repart Date = [04j02/2006 72

Offerise Address {2401 WILKINSON BV, CHARLOTTE, NC, 28208 b Is

o

Delete |

Search Resuls... |

Clicking this button allows you to select another case from the search results.

4f2/2006 12:0 0D1-CENTRAL DIVE Z0060402040400
12/9/2006 12: 01-CENTRAL DIVE 20061209141400
12/2(2006 12; Q1-CENTRAL DIV 0061202203500
11/25/2006 1. 01<CENTRAL DIVE 20061125131901
11/26/2006 1. 01-CENTRAL DIVI 20061126061500
17372014 12:0 Huntersvile Polce  10432014-1400

4/1/2006 12:0 61LRIME LAB BUF 20060401141701
12/8/2006 12: 01-CENTRAL DIVE 20061208153300
Af272006 12:0 01-CENTRAL DIVE 20060402040500
i."l!y';ill\h 12: MLENTRAL DIVE 20060315072

14000001
14000002
14000003
14000004
14000005
14000006
14000007
14000008
14-000009
14000010

Close

CHRD Officer  4/2/2006 120 Damage/Vandalem O Prope
MED Officer  12/9/2006 12: Burglany/d & €
[MPD Offices  12/2/2006 12: Robbery
MPD Officer  11/25/2006 1. Drug/Narcotic Violtans
MPD Officer  11/26/2006 1. Robbery

1/32014 12:0 Aggravated Aesuk
Andrew B Opr 4/1/2006 12:0 Ason
MeD Officer 1282006 12: Aggravated Assauk
CMPD Offices /272006 12:0 Basrage/Vandaksm Of Praps
f2006 12: Theft fram Motor Vehicle

samh Mkobjer 3
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Case Search

By Name/Soundex

The By Name/Soundex tab is used to search for a case based on name information such as Last Name, First
Name, Name Type, Reference, etc. To run a search on the By Names/Soundex tab, enter one or more search
criteria into the search fields and click Find Cases. If you are unsure of the exact spelling of a name, you can
check the Use Soundex box in order to return results with similar spelling. The search results will display on
the bottom half of the tab. Clicking on a case in the results will take you that case.

Figure 48: By Name/Soundex tab

u MENL

M:_r L
LM

Admin 3

il i

actrvity Log

Dacuments.

Setup L=

DA »

aMs

Logaut

Case Search

Last Name/Business
Middle Name

First Name 100 ¥ Use Soundex

| Name Type ™

ngency v

| Charge b

Incident Rt Date From x| Incident Rpt Date To &=

| Reference

| Lab Case Type -

| Fndcases || pootust |

mi LASTNAME  FIRST NAME = MIDDLE UNIT f AGEMCY COMPLAINT S OFFENSE DATE REFERENCE

v Doe hne X OI-CENTRAL DIVISION  20060401033600 04101/ 2006 tees
s Doe John A O1-CENTRAL DIVISION  20060401033600 04/01/2006 ot
v Miler John O1-CENTRAL DIVISION  20061204152701 12/04/2006

v smith John G1-CRIME LAB BUREAU  20131018095801 10/18/2013

v Rally John 61-CRIME LAB BUREAL  20131018094500 10/18/2013

v Doe hne 200130615100100 06/15/2013

a Stewart Johnry Fraanms & Explosies 0130926145200 09/26/2013

S Jones John O1-CENTRAL DIVISION  20060401071801 04/01/2006

v Smith John 61-CRIME LAR BURFAU  20131018055000 10/18/2013

5 Mier John K OI-CENTRAL DIVISION 20140 20 01/15/2014
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Case Search

By Reference

The By Reference tab is used to search for cases based on a case reference. To run a search on the By
Reference tab, enter the case Reference and any additional criteria, and then click Find Cases. The search
results will display on the bottom half of the tab. Clicking on a case in the results will take you that case.

Figure 49: By Reference tab

ﬁ%&g‘; f

« MENU Case Search

Anency -
Inventory 3 - -
Refesence * 201403240831
LaM
Refererwce Type  Complaint# [ Agency Case 3 %
Admun [3
Reports » [ FdCames | [ Pakist |
| ) REFERENCE UNIT / AGENCY
Documents G S COMPUTER TECHHOLOGY
5 SERVICH
| 20403290831 Huntersvle Falce Department
il P8 201403240831 01CENTRAL DIVISION
wm (3 240831 .;.k-:ImL Tabacen, Fresms &
2 apkaes
q‘g 1403240831 01-CENTRAL DIVISION
Logout

User Name M Evans
Database CMPD _DEV

Version  CMPD Bulld 1.10294-NET4.0.3019

Barcodi

BYCASE | DY NAME/SOUNDEX BY ATTRIBUTES  BY ADDRESS

COMPLAINT= CASE (MTICER
20060402014601

10132014-1400

0060402044600

01142014003

0121207111099

Dashboeard LogUut

OFFENSE DATE
04/02/2006
01/03/2014
04/02/2006

Lk

014

1f07j2012
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Case Search

By Attributes

The By Attributes tab is used to run a search based on item attributes. For example, you could a search for
firearms based on a specific caliber and make. To run a search on the Attributes tab, select an attribute in the
Attributes field. You can filter the attributes based on a specific item type by selecting the item type in the
Item Type field. Only the attributes for the selected item type will display in the dropdown in the Attributes
field. Once you select an attribute, a value field will display. Enter or select the attribute value you want to
search by and then click Add Criteria.

Case Search

Usier Name Mike Evars
Database  CMPD_DEV

Version

Barcode

CMPD Build 1.10294-NET4.0.30319

Lashboard Logiut

-

BY CASE BY BY
Unit { Agency -
e Type Drugs o
Altritutes Type Drug b
Pick Value Powder ]

[Aaacen ] (6o

Select criteria then clck 'Find Cases” button.

Add any additional criteria to further refine the search and then click Find Case. The search results will
display on the bottom half of the tab. Clicking on a case in the search results will take you that case.

New Case

Seearch

|

Uger Name Mike Evans
Database CMPD_DEV

| Addcrena || Cear |
| FdCases || Potist |

20060401000201 1
20060401033600 1

01-CENTRAL DIVISION
UICENTRAL DIVISION

20060401080101 1 01-CENTRAL DIVISION
20060401134801 1.1 01-CENTRAL DIVISION
20060401134801 Lz U1-CENTRAL DIVISION
20060401140001 1 D1-CENTRAL DIVISION
20060401140702 1 01-CENTRAL DIVISION
20060401141000 1 U1-CEN TRAL DIVISION
20060401143800 1 01-CENTRAL DIVISION
2060203150 2 01 CENTRAL DIVISEN

5 chear bags of white powder

One bag of white powder
5 af 10 bags contaming white |

5 of 10 bags contaning white powder (not analyzed)

three dear bags of white powder
10 Clear plastic bags contaning white powder.
Ten bags of white powder

drugs found £ susp

t's front nght pocket

Version CMPD Build 1.10294-NET4.0.30319
Barcodie
Dashboard LogOut
Case Search
BY CASE BY BY CE BY ATTRIBUTES BY Am“és
uUnit/ Agency =5 W Attribute Search Value
et Type O = J] DRGTYP [Type Brug] Powidir
¥ SUSDRG [Suspected Drug]  Suspected Henan

Artrites Suspected Drug % | SUSDRG [Suspected Drug]  Suspected Cocane/Cocaine Base
Pick Value Suspected Cocane/Cocaing ¥

Complaint # Item Department Description Item Type

Drugs
Drugs
Drugs
Drugs
Drugs
Drugs
Drusgs
Drugs
Drugs
riags
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By Address

The By address search allows you to search by on an offense address, name address, or collection/recovery
address. To search by an address, enter the street, city, state, and/or zip code for the location. You don't need
to enter the complete street address. You can search using just a street number or name. However, if you are
searching for a particular address, check the Exact Match check box. Otherwise, the results will include
partial matches.

You can narrow the search to specific type of location using the Offense Address, Name Address, and
Recovery/Collection Address check boxes. For example, if you know the address you're searching by is a
collection location, you can uncheck the Offense and Name Address boxes to exclude those types of address
the search.

The fields on the top half of the tab can be used to filter the search further based on basic case information.
Once you've entered the search criteria, click Find Cases. The search results will display on the bottom half
of the screen. Clicking on a result will display the Case Info tab for that case.

Figure 50: By Address tab

ser Name  Mike Dvans
Catabase  CHPD_DEV
Version CMP0 Busld 1.10353-NET4.0.30319
Barcode :
Dashbacd Leolu:
BY CASE BY NAME/SOUNDEX BY REFERENCE BY ATTRIBUTES BY ADDRESS
Aulk Containar
Serdice Request b
Agency D1-CENTRAL DIVISION v |
Inventory *
Charge -
Lam . e
Incident Rt Date From = Incident gt Date To =
A 3
Aeference
onts 3
bee Lab Case Type -
s Locaton ¥
Documents. | Location
Setwp ". ¥ Offerse Address ¥ Name Address ¥ Recovery/ Colection Address
(0 3
nstrument b see 0 Exact Match
ams Oty  CHARLOTTE
Logout State Worth Carolna *
i
Find Cases. Print List
Lab Cave: Bubidress g Insilent Bt Charme
13000003 2100 DRIF D OR CHA Sarh Miobice 31 121 Drugecots: Vieltons
13000012 1000 W 5L WRD ¢ CHPO Oficar
13000016 100 £ 6TH ST CHARLOTTE CMPD Officer
13000018 1000 F SUGAR CREEK AD C CMEQ Oféear
100 N TRYON 5T CHARLOT CMPD Officer
6506 DILLARD RIDGE DR O CMBD Offger
2116 PIMPERNEL RD CHARL Mke Ev 0 D Under The fluencs
13000041 904 W AT CMPOD Offcer A1 12:0 Dewing Under Th
13000062 BA10 E W T HARMES BY CH CMPD Officer  &/2/2006 12:0 Aggravated Assa
13000072 2105 BREWTON DS CHARL CMPO Officer /1 20 Priing Undar The Ifuence
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Location Search

Location Search

The Location Search is used to search for the all items that are currently in a custody location. To search a
location, select the location in the Custody Of and Location fields. Then click Search Location. The items
currently in the location will display on the search screen. Clicking on an item in the search results will

display the item record on the case Items tab.

[Lcear |

Dashboard Logour

.i‘ User Name Mo Evans
p Database PLIMS_DEV
KEHF“ Version  CMPD Busld 1.9212-NET4.0.30913 .
CHARLOTTE-MECKLENBURG POLICE DEPARTMENT s
Location Search
Dashboard
New Case Audit Evidence Location
Bulk Containes Custody of CMPD Personnid -
Service Hequest 3 Location  CMPD Officer ha
Inventory L3
Lam =
Admin » |Items In Location:
arts *
i COMPLATNT® QFFICER ITEM HUMBER  ITEM TYPE
| Dmmm 2006031 5000000 Sarah Mikobjcryk Latent Fogesprint Card
Setup b | 2oususisvocuon sarah Mkokjcrvk Freanm CMPD PertannelLMPDD
e y | 2008031500000 Sarah Mkslaiczyk Freamm CMPD PersannetCMPOO
0 Sarah Miksbicevk Fatar CMPD Pessanaed CHPDO
Inigtrumont L sarah Micobyeryk Latent Fngemmt Cand CMFD Parganael{MPDD
qus 20060315000000 Sarah Mkoljezyk Frsarm CMPD ParsannelCMPOO
Lagout 20060401000201 CMPD Cificer Diugs CHPD PersanaehCMPDD
2006040 (01301 (MR Offices Trace CMPD Persanash{MPDO
2003121162001 Brian K Russel Documents CMPD PersannetCMPDO
CMPD Oificer Drugs CMPD PersannstCMPDO
Fint List ]
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Custody Inquiry

Custody Inquiry is used to search for items based on their current custody location. There are two tabs on the
Custody Inquiry screen: Standard Search and Advanced Search. The two searches are similar except that the
Advanced Search allows you to search for multiple item types. To run a search on either tab, enter one or
more search criteria and click Search. The search results will display on the bottom half of the tab. Clicking
on an item in the search results will display the item on the case Items tab.

Figure 51: Custody Inquiry—Standard Search tab

User Name CMPD Officer

—— 1
I Database PLIMS_DEV 3
"'_E‘HFII version  CMPD Build 1.9212-NET4.0.30319 .
N7 CHARLOTTE-MECKLENBURG POLICE DEPARTMENT e i

Daghboard Loalut
Gustody Inquiry
Dashboard
NS m ADVANCED SEARCH
Bulk Container =T
Admin *
Agency 1 ~
Dotuments
Complinte | Agency Cased Case Oifficer it
Setup L
| Custody of CMPD Personnel »|  Locaton CMPD Officer s
ML | [tem Type Drugs ~  Process 12 Months [Hpose ~
Custody By -
Custody Date From = Custody Date To =
Search |I Print.
LOMPLATNT OEM# DESCRIPTION PACKAGING CUSTODY BY PROCESS EM TYPE LOCATION CUSTODY DATE s
CODE
CHPD
5 0 . 5 clear baps of 12 Months 024
HOK0H0100020T 1 o oAt En Drugs Personnel l.'.’(l}ll’.'tll 3
white powdar Dispose PO E
¢ e CHPD
20060401080201 1 e e BN Do s Personeh 12/10/2013
white powde Epose MPDO
Ten clear
o CHPD
2006040112480 1 phencbags gy 12Hanths g0 Personneh 12/17/2013
cont, white Dspose CHPRO
powoer
CHPD
J0E401140702 1 N L e Brugs Persannel 127202013
powdir & (=20l
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Custom Reports

Custom Reports are used to print statistical reports, inventories, and documents used in business processes,

such as item lists. To print a report, select the Custom Reports option under Reports in the Dashboard Menu.

You will be taken to the Custom Reports screen.

o

‘\';’ CHARLOTTE-MNECKLENBURG POLICE DEPARTMENT

* Quick Find

= Recent Cases

Search L | COMPLAINT# [ AGINCY CASES® UNIT { AGENCY
O1-CENTRAL DIVISION

Inrventory L 11
LA 01140702

" 14003 #lconod, Tobacco, Freanms & Dolosves
Admin 3

01-CENTRAL DIVISION

Hicke Departrment

Chariatte Fre Department
Sutup N Alcohol, Tobacco, Freanre & Fxplashoes
Tan *

ced with your review request,

Usier Name Mike Evans

Database PLIMS_DEV .
Veraon CMPD Bueld 1.9179-NET4.0.20315 .
Barcode .
Rashioard Loaout

LAD # LAST OPLNC]
14000046 0324/ 2014

13-000034
13-000065
13-00007E
13-000103
14-000026
1300

14-000042
13-000004

Carses naeding my retention review /status change apgp

My Quality Prog

The reports that appear on the Custom Reports screen depend upon your assigned Report Group(s) as well as
your assigned Security Group(s). If you have access to the reports from more than one report group, you can

select which reports display by selecting a group in the Report Category menu at the top of the screen.

To generate a report, click Select next to the report, and then click the Run selected report button.

Figure 52: Custom Reports screen

e

CHARLOTTE-MECKLENBURG POLICE DEPARTMENT

Custom Reports

Report Category 1aboratory Reports =

1 Uutsde Agancy Report
2 L Hacklog Kepo
3 3 Special Designation Cases
Selct 5 Cass Exarrined by Anabyst
_ Runselectedreport

User Name Mike Evans

Database PLIMS_DEV -
Version CMPD Build 1.9179-NET4.0.30319 ,
Barcode .
Rashboard Logtut
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Some reports require you to enter parameters, such as a date range, agency, item status, etc. Enter the
parameters for the report and then click View Report.

User Name Mike Evans

Database PLIME _DEV o
Version CMPD Busld 1.9179-NET4.0.30319 .
Barcode

CHARLOTTE-MECKLENBURG POLICE DEPARTMENT

Dashiboard LogOut
Gustom Reports
Report: tems feceved In Lab

Cniter parameters for the report

Date Range 03/01/2014 Mt 03/24/2014 =

| viewReport | Cancel

The report will display in the PDF viewer.

Figure 53: Sample custom report

.
2 hitp//192.168.1.13/CMPD/PLCWebCommon/PDF View.aspx - Windows Internet Exp\mf_ =R

POL 'CE Charlotte-Mecklenburg Police Department Print date: 3124/2014

Items Received in Lab

From: 3/1/2014 To: 3/24/2014

I

—

7

CHARLOTTE-MECKLENBURG

ltem Type Number of ltems Received -

Alcohol

Anal Smear Slide

Anal Swab(s)

Biological Other

(XN EXN ESH ReN X

Clothes

DWI Kit 1

Extemal Genitalia or Penile Sw 2

Firearm

Known Cheek Scraping

Latent Impression 17 -
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Documents

This feature can be used to store documents such as user manuals, packaging guides, and other information
related to system use. Selecting Documents in the Dashboard Menu will display the documents that have
been added for your Documents Group.

Figure 54: Documents screen

User Name Mike Evang
Database PLIMS_DEV i
Version CMPD Build 1.9179-NET4.0.30319 .
Barcode

Rashboard LogOug
=1 Quick Find
Unit | Agency >

Complnts
Conlbrol #

[ Qe ]| search |

Inventary L3

LAM =

A b ‘2! Recent Cases

! COMPLAINT# [ AGENCY CASE# LHIT | AGENCY LAR #

01403240831 O1-CENTRAL DIVISION 14000046
20060401033600 01-CENTRAL DIVISION 13-000034
20121215220401 01-CENTRAL DIVISION 13-000065
0190801453711 01-CENTRAL DIVISION 13000078
20060401140702 D1-CEN TRAL DIVISION 13-000103
01142014003 Alcohol, Tobaceo, Frearmns & Explosves  14-000026
0060401013802 01-CENTRAL DIVISION 13-000027
12345 Hickory Pobce Degartment 14 45
DHAL Chariotte Fre Department 14-000042
9595 Alcobol, Tobaceo, Freams & Explosves  13-000004 03/24/2014 =

To view a document, click the link on the Documents screen. The document will then open in the appropriate
program for its file type.

User Name Hike Evans 4 =
Database PLIMS_DEV +
Version  CMPD Build 1.9175-NET4.0.303149 .
Barcode

DEFARTMENT

Crazhbaard Laatut

[ERCTT oocumenis or ke vans
| Bashboard

MNew Case Document Categary Property Technicians =
|t

Do s want 1 open 6= rve ARtachViewsr.dor (107 KR} from 192.168.1.137 Cpen e v | Cancel —‘
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Setup

Topics covered in this chapter:

e  User Preferences
e Get Signature
e  Workstation Settings

User Preferences

User Preferences determine the default state of the different Dashboard sections and the Dashboard menu. To
change your User Preference settings, select User Preferences under Setup in the Dashboard Menu. Once the
User Preferences screen displays, select your settings from the dropdown menu that appears beside each
option. Then click Save. You will be taken to the Dashboard after your settings are saved. The individual user
preferences are described in Table 3.

Figure 55: User Preferences

F‘ User Name Mike Evans
“:E_HP“ 3:1“::52 PGL:I‘N:_E‘:E: 1.9179-NET4.0.30219 i
CHARLOTTE.MECKLENBURG POLICE DEPARTMENT Barcade L
Rashboard LeaOus
TR :o eroterances
Dashboard
New Case Defauk Menu Condtion LEAVE =
Search » |Dmhbowrd Quick Find Defoul State OPEN =
Bulk Container | Dashboard Recent Cases Defauk State OFEN =
Service Request # |Dashboard Assgnments Default State  CLOSED =
T ) |Dashboard Action Ttems Defauk State OPEN =
Lam Dashboard Notficabons Default State  OPEN =
Admin p | Deshboard In-Out Board Default State  CLOSED =
Heports » |BA0 Code Printer -
P Enabiiz Session Trace ENABLED: =
e o |
DA L3
Ingtrumeant »
qMs
Logout
st
Crime Fighter BIEIAIS.IiI%in}::iESrl\:‘Mth’ Lee Corpurabun,

TABLE 3: USER PREFERENCES

Default Menu Condition

Preference Description

Determines whether Dashboard Menu is expanded or collapsed on all screens other
than the Dashboard (menu is always expanded on Dashboard)

Dashboard Quick Find Default
State

Determines whether Quick Find section is expanded or collapsed when Dashboard
is accessed

Dashboard Recent Cases Default
State

Determines whether Recent Cases section is expanded or collapsed when
Dashboard is accessed

Dashboard Assignments Default
State

Determines whether My Assignments section is expanded or collapsed when
Dashboard is accessed

Dashboard Action Items Default
State

Determines whether Action Items section is expanded or collapsed when
Dashboard is accessed

Dashboard Notifications Default
State

Determines whether Notifications section is expanded or collapsed when
Dashboard is accessed
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Workstation Setup

The workstation settings are described in Table 4, below.

Usar Name Mike Evans
s Database CMPD_DEV :
“"&\%‘ - Versian mvuv::.uild 110106-HET4.0.30319 .
e Barcods :
Dashboard LogOut
Dashboard
Nuw Case Client Configuration Parameters
search 3
e . Clent I 18-03-73-DE-7A-AD
Service Requsst b
| Inventory b |Remote IP Address W
LAM DBar Code Command [=AcropaT
Admin » | Dar Code Printer Name [W\MkeL\MOL_BC
Reports » |Receipt Printer Hame |
Activity Log | Bar Code Printer Name 1 |
Ducurments Bar Code Printer Name 2 [
Bar Code Printer Name 3 |
DNA b | Bar Code Printer Name 4 |
Instrument ¥ | Bar Code Printer Name 5 [
QM5 Dar Code Printer Name G |
Logaut Tnstview Tokenini Name |
scanner Mongor Path (C:\Users\kwozny] \Desktop| SCAN_MONITOR
Alow Duplcate Tasks Yes +
Drelete Scannes Monitor Fles h'_
Delay Word Report Processing |
Dby Word Repart After Save ,_
| Ede

TABLE 4: WORKSTATION SETTINGS

Setting Description

Bar Code Command Should be set to *ACROBAT

Bar Code Printer Name Name of barcode printer

Receipt Printer Name Name of receipt printer

InstView Tokenini Name Path for token.ini

Scanner Monitor Path Defines import folder for scanner monitor feature. Files in this location will be
uploaded to PLIMS

Allow Duplicate Tasks Allows duplicate tasks in the worklist for DNA module

Delete Scanner Monitor Files Files in scanner monitor folder will automatically be deleted once uploaded to
PLIMS

Delay Word Report Processing Enter number of seconds to delay if you get the message "Callee to Word failed"
when a document is sent to Word

Delay Word Report After Save Enter number of seconds to delay if you get the message "Callee to Word failed"
when a document is sent to Word
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Get Signature

Get Signature

The following steps show how to capture and store your electronic signature.

- A signature pad must be attached and installed on the computer in order to capture your signature.

9.

Select Get Signature under Admin in the Dashboard Menu. The Get Signature screen will display.

Lt Bane Mikis Eving
Database PLIMS_DEV .
Verson CMPD Build 1.9175-NET4.0.30319 .

Barcode

Dashboard LeaOut

=1 Quick Find

Unit { Agency -
Complaint#

O1-CENTRAL DIVISION 14000040
Q1-CENTRAL DIVISION 13-000034
01-CENTRAL DIVISION 13000065
O1-CENTRAL DIVISION 134 4]

2006040101 3602
12345

DHAL

14000045
14000042

03/24/2014 =

9999 Akohol, Tobacco, Frearms & Explosives  13-000004

10. Click the New Signature button on the bottom of the screen.

U Name Mk Evans
Database PLIMS_DEV .
Veraon CMPD Busld 1.9179-NET4.0.20315 .

Barcade

Dashboard LogOut
Get Signature: Milo: Evans

B 7/17/2013 8:39:05 AM|
TesSTs 3

Inkials:

New Sgnature
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11. Follow the instructions on the Signature Capture screen.

User Namme Mike Evans

Database FLIMS_DEV .

ol Version CMPD Build 1.9170-NET4.0.20319 .
CHARLOTTE-MECKLENBURG POLICE DEPARTMENT Ba e

Lashboard Logut

Signature Caplure

Mew Case

Please enter your Signature.
Search L3

Bulk Containar

Service Reguest P 1. Chck the "Sign” button.

AR ' 2. Sign on the signature pad.
LAM
. Cick the "Acoept Signature” button,
Reparts. 3
Documents
Setup (3
£ i . .
R . IntegriSign

U Ee Mike Evans
Database PLIMS_DEV .
Version CMPD Basdd 1.5179-NET4.0.30315 .

Barcode .
Dashboard LogOut

Search 3

Bk Contaurser ol

Seriice Requast b

Inventory L3

LAM Initiats:
| o | :

Reports ¥

Dacuments

Setlp 3

DA »

Instrument. »

M

Lagaout

| Rew Sgnature] [ Set Itk | [ Make Active
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13. Follow the instructions on the screen. You will return to the Signature Capture screen once you are
done.

User Name Mike Evans
Database PLIMS_DEV f
Vargion  CMIE0 Huld 1.9179.-NET4.0.30319 .

Barcode .
Dashboard LogOul

Please enter your Initials.

Service Request k1. Cick the "Sign™ button.
Inventory v
LAM
1. Chck the "Accept Infak” buttan.
Reports 3
Docurments !
Setup 3
DNA

2. Sign on the signature pad.

-

e - IntegriSign
QMs.

Logaut

14. Select your signature under Active Entry Date and Time. Then click the Make Active button at the
bottom of the screen.

E‘ User Namae Mike Evans .
.l!uﬂpn Database PLIMS_DEV -
‘;\f Version  CMPD Buidd 1.9179-NET4.0.20319 .

= " —p
CHARLOTTE-MNECKLENBURG POLICE DEPARTMENT Ba -

Dashboard LogOut
Gel Signature: Mike Cvans

ntoy D: el Tim Sigrabure:

7/17/2013 B:3%:05

Dashboard

e —
Search (3

Bullk Container

Service Request ]

Inventory »

LAM Initiak:

= =
Documents
Setup 3

ams New Sgnature | Make Active |
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Complete Initial and Final Retention Review. Initial Reviews are automatically assigned to the Investigator or

Alternative Investigator by the system via Oracle Job. Final Reviews are assigned by clicking the Update

Status button on the Items tab.

Initial Review

Permissions and User Accounts

User Group option "Approve Retention Review Requests"= T

1.  Go to the Dashboard screen. Expand the Action Items section. Click the Retention Review link.

User Name Mike Evans

) 9
a“ Database PLIMS _DEV >
L2 P“ Varsion  CMPD Build 1.9212-NET4.0.30319 ,

\I'CHF.RLUTIE-HECHLENBURG POLICE DEFPARTMENT Bareode

i&

Daghboard LoaDut
%! Quick Find

'l Recent Cases

New Case
Search (5 | COMPLAINTS | AGERCY CASES LLL | AGENCY -
> 201403240831 O1-CENTRAL 14-000046
Buil: Container
20060402061 100 01-CENTRAL 14-000016 &
o quest L 20140801453711 D1-CENTRAL DIVISHIN 13-000078
Tnventary B 0132014-1400 Huntersviie Palce Departmant 14000006
LAM 01142014003 Akobol, Tobacco, Freais B Dplosies 14-000026
3 20 T11109% O1-CENTRAL DOF 14000027
admin ] .
0121029002901 01-CENTRAL DIVISION 13-000089
Renocks P reoTEST CaASE Charlotte Park Polce 14-000041
Documents 2006031 5000607 D1-CENTRAL 19, 1% i 1
Setup | 0060401141200 01-CENTRAL D) 13-009105 03/24/2014 -
oA ¥ | ¥l My Assignments
Instrument. k
%l Action ltems
aMs
Logaut
Review. 1]
Cases needing my tlon review/ change 1
My Quality 3
%! Notifications

2.  You will be taken to the Action Items screen. Click on the link to the Complaint# that the Initial

Review was assigned for.

User Name Mike Evans

- 5
Database PLIMS _DEV pt
L HF“ Version CMPD Build 1.9212-NET4.0,.30319 .

\'ICH.\F.LGTTE-‘EEI'LENEUEII POLICE DEPARTHNENT

=

Barcode

Pazghbosad Lealu
n Action ltem: Retention Review

Description : These cases have been flaged for retention review.

eparnt # of Items
201403240871 {1.CENTRAL BIVISION &
| BacktoDashboard |
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Initial Review
3. The Retention Review screen will display. Reviews assigned for the case are listed at the top of the
screen. If there is more than one review listed, select the Initial Review. The items assigned for the
Initial Review will display on the screen.
B CMPD Build 1.9213-NET4.0.30319, PLIMS_DEV, Mike Evans, D1-CENTRAL DIVISION BARCCDE
& 201403240821 Action Ttenrs, | Dashboard | Logout
CASEINFO | SUBMISSION = NAMES  TTEMS | CUSTODY | SERVICE
Retention Review
Haquaest Date Raquestad By
Intial Review Requestad 3252014
Intial Review Requested 252014
it Fuwiews Respuescted ajanjanna
Pending Status :  Reviewer : NfA Sview DA Clearance Form
L temE DLE Item Type Description Curmrent Status DA Clearance
B & Ricingical Sample 36 Manths Dispose “|Tagree
fl s Bictogical Cither 12 Months Dispose lay
10 Dickogical Sample 36 Months Dispose |1agres
1 n Trace 132 Manths Deposs A0
Review Option * Continue to Hold Seected Tems -
second Reviewsr -
Comments i
Print | Retumn to Action tems | | GoftoCaselnfo |

4. Select one of the items assigned for review by checking the box next to the item.

If "Yes" was selected in the "DNA?" field for an item, you must check the box for the DNA Clearance
Form. The item will display in red and a "View DNA Clearance Form" hyperlink will appear on the
Status Change screen. You can click on the link to view the common verbiage.

Request Date
Il Revew Reguested 32014
Inksl Review Requested 325{2014
3/25/2014

Rustpuested By

ey DNA Clearance Form
7 & Bologral Sampie 36 Months Dspose L agned
] Biclogical Other 12 Months Dispose I
1 10 Biodogeal Sample 36 Months Depose 711 agres
11 Trace 12 Months Dispose
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5. Select the Review Option "Continue to Hold Selected Items." Enter information into the Comments
field. Click Save.

Reeview Option * Continue to Hold Seected Nems -
Second Reviewer bt
Reviewer comments
Commuents
[ P |[  sawe || cancel | Rewm toAction Tems | [ Go to Case info

6. You should receive the message "A second reviewer is required for this status change." Click OK in
the Save Changes dialog box.

Save Changes

A second reviewer is required
for this status change.

7. Select a Second Reviewer. Click Save.

Review Option * Continue to Hold Selected frems -

second Reviewer (MPD) Supervisor ~
Revieuer commenta
Comments
I print 1 save | coamed | | Retum to Action rems || 6o to Case infa

8. You will be returned to the Action Items screen. If there are additional items for that case, select the
same case on the Action Items screen to complete the review.

User Name Mike Evans

=

pﬂm Database PLIMS DEV i
Ll Fn version  CMPD Build 1.9212-NET4.0.30319 .
\,’[‘ CHARLOTTE-NECKLENBURG POLICE DEPARTMENT Bt

Dashboard LuqQul

n Action Item: Retention Review

Description : These cases have heen flaged for retention review.

Compkainl # Depirtment # ol Tlems
01403340831 D1-CENTRAL DIVESHNN 2
| BacktoDashboard |
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Initial Review

9. Select another item on the Retention Review screen.

Retention Review

Initial Review Requested
Inral Revew Requested
Initial Review Requested 3252014

Frial Revarw Requested 3jz8f2019 Mt Evars

36 Months Depose

Pending Status : Reviewer : NfA

L ltem# DI g

¥ 3 Boiogical Other 12 Montns Dspose
| 10 Binkogical Sample

36 Months DiEposa
11 Trace

12 Months Dspose

10. Select the Review Option "Dispose/Release Selected Items." The New Status field will display

2t SRl Rl Dispose) Release Selecied Tiems b New Status *
Second Reviewer >
Comments
[ Brnt ][ Save | Cancel |

Bimawir comernents

ClTagree

| Return to Action Irems.

| GotoCaseinfo

11. Select the New Status "Ready to Dispose." Enter information in the Comments field. Click Save.

A final review may be required depending upon the case type and selected item type. If you receive the
message "A second reviewer is required,” click OK and select a Second Reviewer. Then click Save.

This will complete the Initial Review.

Heview Option *  Deposs/Release Selacted Irems

Mew Status * Ready to DEpose
Second Reviewer CMPD Supervisor

Reviewer comments
Comments

Print ]| Save

| Retum to Action lems. |

G0 to Case info
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Final Review

1. Login as the user assigned to perform the Final Review.
NOTE| For CMPD, these are supervisors.

2. Expand the Action Items section on the Dashboard screen. Click the "Cases needing my retention
review/status change approval" link.

User Name CMPD Supervisar

a ] .
Database PLIMS DEV -
j:“lln Warsion  CMPD Hulld 1.9212-NETS.0.30319 .

= " . e
VL‘N»\RLDYIE MECKLENBURSG POLICE DEPARTMENT H arcricke

o MENU £ Quick Find
d

—c
£

Dashboard Logout

Search 3 Unk f Agency -
Bulk Container Complants
Service Raguest b | Control#
il M| [ dea |[ Search
Bocumints s =
Setup v
* Recent Cazes
Logout
“1 Action items
Casees naseding my retention review /status change app ! 2
= Notifications

3.  You will be taken to the Action Items screen. Click on the link to the Complaint# that the Final
Review was assigned for.

User Name CMPD Supervisor
Database  PLIMS_DEV

Versmon CHIPD Build 1.9212-NET4,0.20319
Barcode

=
€

F CHARLOTTE-MECKLENBURG POLICE DEPARTMENT

~

‘GMPD
4 ;
Dashboard Logous
n Action ltem: Cases needing my retention review/status change approval

Desarigtion : These status change have been specifically directed to you.

2200 By Comments

Back to Dashboard
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4. The Retention Review screen will display. Reviews assigned for the case are listed at the top of
the screen. If there is more than one review listed, select the Final Review. The items assigned for

the Final Review will display on the screen.

E CMPD Build 1.9212-NE14.0.30319, PLIMS_DEV, CMPD Suparvisor, 54-PROPERTY CONTRUL BUREAU BARCUDE
& 201403240831 Action Thems | Dashboard | Logoul

CASE INFO NAMES  ITEMS  CUSTODY — SERVICE REQUESTS

Ratention Review

Review Type Hequest Date Requasted By Pending Status Comments

Final Review Requested 325/2014 Mike Cvans 36 Months Dispose Reviewer comments

Frsal Reviews Requested 3252014 M Fares Ready to Do Reviwir camerents

] 0
L Itemz prz Item Type Description Lurrent Status

M 8 Biclogical Sample 36 Months Dispose

Heview Option * Aqree -
Comments,
Print | Renam to Action frems | GotoCaselnfo |

Select one of the items assigned for review by clicking in the check box next to the item.

Action Ttems | Dashboard | Logout

5.

& 201403240031
CASEINFO  NAMES  ITEMS  CUSTODY  SERVICE REQUESTS

Retention Review
Review Type Request Date Requested By

Pending Status
36 Montles Dispera:
Ready to DEpose

Miker Fyvans

Firial Rewiew Recpuestend 3/35/2014
3/25/2014 Mie Evans

Final Review Requested Rewiewer comimen:

Description Current Status
36 Months Dispose

" s Biological Sampl

6. Select the Review Option "Agree." Enter information into the Comments field. Then click Save.

Review Gphon = Agree
Final reviewer commenta -

Comments
| RetuntoscionDems || GotoCasello |

[Pt ][ swe ][ concd
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You will be returned to the Action Items screen. If there are more items for that case, select same

7.
case on the Action Items screen in order to complete the review.
— User Name CMPD Supervisor
'EHP“ Database  PLIMS_DEV
".__‘ Version CMPD Burdd 1.93212-NET4.0,30319
\’:H.llLDY]i.IEEKLE!Hh?.B POLICE DEPARTMENT B A
Rashbosd Logout
- Action ltem: Cases needing my retention review/status change approval
= Thasse: status change have by directed to you,
Dept, Case # Agency # of Items chirge
20060402044600 Q1-CENTRAL DIVISION 2 2
201403240831 01-CENTRAL DEVISEON 1 20
g Pk ke Do s
8. Select the remaining item. Select the Review Option "Disagree." Enter information into the
Comments field. Then click Save. This will complete the Final Review.
B CMED Build 1.9212-NET4.0.20319, PLIMS_DEV, CMPD Supervisor, 54-PROPERTY CONTROL BUREM BARLCUDE
& 201403240821 Action Ttems | Dashboard | Logout
CASCINFO  NAMES ITEMS CUSTODY | SERVICE REQUESTS
Retention Review
Rewview Type Request Date Reguested By Pending Status Comments
rinal Review Regquested 3/25/2014 Mike Cvans Ready to Dispose Reviewer comments
¥ 1em# DiE Item Type Description Cuirent Status
FIN-1 Riokgical Other 12 Months Depose
Review Ophan * Deagres -
Final reviewer commenca
Comments
Print ]| save | Cancel | Retum o Action tems | | Go to Case Info
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Permissions and User Accounts

INVCREATE - Can Create a new inventory. Can Create and assign a batch to it. (Batch needs the ability to
pick/edit the assigned user. This will be used when a manager creates an inventory and assigns different team
members to do different LOCATIONS)

INVSCAN - Can Scan locations, items and containers into a batch, user can close their own batch.

INVCLOSE - Can close anyone’s inventory or batch

INVFINAL - Can finalize (Approve) any inventory. Inventory cannot be finalized by the same person who
closed the inventory.

INVDELETE - Can delete any inventory or batch.
INVPRINT - Can print anyone’s inventory.

Other Security Functionality

A. If user creates an inventory, they can edit it, print it, close it or any batch that is a part of it, they can delete
it.

B. A batch can be assigned to any user if they have INVSCAN authority permission. If they are assigned a
batch they can scan into it, print it or they can close it.

Performing a Location Inventory

1. Select Location Inventory under Inventory in the Dashboard menu. The Inventory screen will
display.

= Usar Narrie Sacah Mikolajezyk :
? Database PLIMS CEV ;
2 n“Fn Version  Master Bulld 1.8690-NET4.0.30318 .
0 : -
\I:mnnrrs.n:u:uunn POLICE DEPARTMENT e | ] i

Dashboard LogOut

LTI oo

New Case Wiork with [Open Inventones V|
Search ’ [ |
Bulk Container Search

Service Request B . o Found,

fnventory

L&H Create a New Inventory |
e i Y|
Reports -

Documents

Setup »

DNA ]
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Performing a Location Inventory

2. Click Create a New Inventory button and enter the inventory Description.

Y

F
GMPD
h¥

CHARLOTTE-MECKLENBURG POLICE DEPARTMENT

[« menu ____[ERH

User Narne Sarah Mikolajeryk
Databasa PLIMS CEV :
Version  Master Build 1.8590-NET4.0.30319

Barcode | ]

Dashboard
New Case Irventory Details
Inventory 1D
e *  DpenDate  01/08/2014
Bulk Container Opened By
Seryice Request  » Closed By
Finalized By
- g [y Inventerd
Admin B . P
Heparts *
Documents
Setuz L4
oA »

3. Click the Save button to save your inventory.

Navi Cose Inventory Details
Inventory ID 15

User Name Sarah Mikolajezyk
Catabase PLIMS DEV .
Version Master Bulld 1.8650-NET4.0.30319

Barcode :
Dashboard LogQut

Saach b GpenDate  0108/2014

Bulk Conkainer Cpanad By Sarah Mikelajezyk
Sarvice Request »  Closed By

Inventory Finalized a{

LaM Descri My Irventory
o 2

Reparts

Documents

Setup »

oNA »

Prepared by Porter Lee Corporation

110



Users Guide Performing a Location Inventory

4. Click the New Batch button and enter the Description. Then click Save.

TR E—— _
Database PLIMS_DEV .
Hpu Wersion Master Bulld 1.8690-NET4.0.30319 .

\icuu:n(-licnikauw FOLICE DEPARTMENT Barcode :

Dsshboard Logous

(3
[

Naw Caso Trventony Ii;:eils -
Search »
Open Date 01/08/2014
Bulk Container Opened By Sarah Mikolajeayk

Service Request  »  Closed By

I

[ [y Irven

LM My Imventory
Admin L}
Raparts L

- g

e Edit Batch Info
D
£ Open Date 01/08/2014
DhA L Assigned By
Instrument L} Batch User |Sarah Mikolajezyk ¥
Qs Description  [Room 1] =]
Logout A S =
Save Cancel

5. Batch is created and it is ready to scan the items. Click the Scan Items button.

Usar Name Sarah Mikolejczyk
Database PLIMS_DEV :
Version  Master Bulld 1.8650-NET4,0.30319 .

Barcode

CHARLOTTE-MECKLENBURG POLICE DEPARTMENT

BT oorory

Dashboard LogOut

Cashboard
Ny Cova Inventory Details

Inventory 1D 15
i * | OpenDate  01/08/2014
Bulic Contalrier Cpened By Sarah Mikslajezyk
Service Request  » | Closed By
Inventory ] m
kM Description My Irventory
vl | el s Invent | Pine || Delete Recum
Reparts *
et Batch Info

1] 15

iriad i Open Date 01/08/2014
DNA » Mssigned By Sarah Mikolajezyk
Instrumant » Batch User Sarah Mikolajezyk
ams Description Room 1
Legaut Eic || Rewm Delets |
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6. On the next screen, scan the barcode for the location you want to inventory.

Usar Nama Sarah Mikalajczyk
#' Database PLIMS CONV
E“Fn Varsion  Master Bulld L EES0-NET4,0.. wam
7 \‘hlll(l TE-MECKLENBURG POLICE DEPARTMENT B :
Pashtoard LagOut
- . o 28
i *  GpenDat=  01/08/2014
Bulk Cantainer Assigned By Sarah Mikclajeayk
Servica Reguest »  Batch User Sarah Mikelajcrvk
I
| Retun | Remove Selectad
(E10] _
Admin » ‘atal Found Misplaced Duleted  Missing
[ 0 0 o
Reports »
Cocuments Scan a location barcada first.
Setup. »
Bj
Property

0100
0007000

7. Scan the barcodes of the items in the location.

Eile Edit View Window Help

S CMPD 20060401-0801-01
% Date 12/10/2013 Evidence Item #: 2
Item Type: US Currency

L1

Charge: Drug/MNarcotic Violations
Collecting Officer: CMPD Officer CMFDO
Description:
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8. The scanned items will display on the Inventory screen. If the scanned item is in that location
(stored in database), then the status of that item is "Found."
User Name: s.:mn‘mul:uca'yk
Database  CMPD_DEV
Vermon CMPD Build 1.10575-NET4.0.303159
Barcode .
Dashboard Loggut
 seanh 8z %
*
it 11/25/2014
Bulk Cantainar Open Date 12200200 AM
Service Request  », | Assined Byl | Sarah Mkalsjeryk
Barch Liser Sarah Mkoljczyk
Description | Room 1
! | Heturn '|Ilcm\we bdcm;
| Admin ’
I :
e I L 5 2 0 0 3
Documants. Item scanned.
i =ship P property / 0007000 5 2 o ] 3 i
| W = * - Status Dept Case # Item DL# Current Custody/ Location Ibem Description
Q,.G | Found 20060402031002 3
Lageut
9. Ifthe item is stored in the database in a different location, then the status is "Misplaced' and

original location is marked in the Current Custody/Location column.

Uger Name Sarah Mikolajezyk
Database (CMPD_DEV
Version CMPD Build 1.10575-NET4.0.30319
Rarcode
Dashboard Logout
36
11/25/2014
1200000 AM
Sarah Mikolijczyk
Sarah mikokijczyk
e Room 1
< b Retwn | | Remove Selected
Addrun L3
Reports " Total Found Misplaced  Duleted Mimsang
6 ) 1 [ a
LA .
Docurnents Ttern scanmed,
i I Fraperty / 0007000 [ 2 1 o 3 @&
Sl L Status  Dupl Case # Tem DI # Current Costody/Location Them Descriplion
Instrument (3 T 4
Misplaced 20060402061100 & CMPD Parsannel | CMPD Officer 1'-&" Sk v
ons e pinks - g
Eogout B
i
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10. You can add multiple locations to the batch. Once you are done scanning the items for the first
location, scan the next location you want to inventory.

The list of items from the previous location will collapse. You can expand the list of items for a
location by clicking the (¥ icon on the right side of the screen.

)

BT rvercory

Dashboard

New Case SCN IS

: P 3
P ey +t 1172572014

Rulk Container Open Date 12:00:00 AM

servee Request b | ASaned By Sarah Miolajcryk
T

Status  Dopt Case #

el [ Retm__|Remove Seected
Admin L

Revorts X

 Activiy Log

Dotuments Item scanned.
fsbalie} P 1 property /15016

DNA
aMs

Logout

Property / DOOTDO0

User Name Sarah Mikolajzyk
Database CMPD_DEV
Mersion CHMPD Build 1.10579-NETL.0.3019

Garcade -
Dt Lo

Total Found Misplaced  Dedeted
19 (] 1 L] 12

13 1 o o 12 %

Current Custody |/ Location

¥t}

11. Locations can be removed by checking the box next to the location and clicking the Remove
Selected button. If you remove the location, items scanned for that location will also be removed.

[« weny [V

Scan Ttens
S 8 36
11/25/2014
OpenDaE 1 00:00 AN
y | Besgned By Sarsh Micobjczyk
Batch User Sarah Mioljczyk
Desription Room 1
| Retum | |Remove Selectsd
o
Do scanned.
=

[# Property [ L5016
Status  Dept Case #

B Found M

191400

¥ Found 20031121162001

7 Property [ 0007000

1

Tolal Found Misplaced  Dedeted Mising
o

19 a 1 10

Canrrent CustodyfLocation

Proparty | LSO15
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Performing a Location Inventory

12. After you have scanned all the items for the batch, click the Return button and then click the

Close Batch button.

’ &%; =7
[« weny VAN

e Inventory I)e!ﬂr..
. i e
Search b

28

1172572014
12:00:00 AM

Sarah Mikolajczyk

My Inventory

Hatch Info

Open Date

Assqned By
atch User

[ g ]|

38

11/25/3014
12:00:00 AM
sarah Mikoljczyk
sarah Mikobajczyk
Room 1

Return

|| Scantems | | close atch | |

User Name Sarah Mikolajczyk
Database CMPD_DEV )
Version CMPD Bulld 1.10579-NET4.0.30319 .
Barcodi

Dashboeard LogUut

Deiete || Retumn

oK

J |
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Performing a Location Inventory

14. If all the batches in the inventory are closed, then the inventory will be ready to be closed. ‘Close
Inventory’ button will be enabled after all the batches in that inventory are closed.

NOTE] It's recommended that you do not close the inventory until the missing and misplaced items
are resolved. Once the inventory is closed, you can no longer scan items for existing batches or
add additional batches. If there are misplaced/missing items from the inventory when it's closed,
you can make a note about them in Comments field when you finalize the inventory.

‘ &%; =

e
EETET -ro
e ]nyppm Detak
L . 28
= Tnventory 1D
Search : o 11/25/2014
e 5 Open Date 12:00:00 AM
_.C_II_ uhirsin Sarah Mikokjezyk
My Inventory
Hatch Info
)
setup &
ows v i
! % Asspned By
L WM Hatch Lser
Logout
IS |

User Name Sarah Mikolajczyk
Database CMPD_DEV
Version CMPD Bulld 1.10579-NET4.0.30319

Barcodi:
Duihbowd Logte
| Cioge Inventory ] Firtaen Print J Deite || Retun
6
11/25/2014
12:00:00 AM
Sarah Mknticryk
sarah Mnlicryk
Hoom 1
Return tem awch | | print || Deete

15. Hitting the close Inventory button, will show the confirmation message to close the inventory.

TR »veriory

Dastihaard

New Cace Inventory Detals
Tnvintory 1D

search ]

Bk Conbarse i

Sorvice Request » | Opened By
Cosed By
Finleed By

it Deseription

Aghmity (]

Repaitsl P E

Aetivity Log

Dacuments

Setup 3

DA I3

instrumant 3

OM5

Logaut

28

11/35/2014
12:00:00 M

Sawrah Mikolajrayk,

User Name Sarah Mikolajczyk
Database CMPD_DEV
Versian CMPD Build 1. 10579-NET4.0.30310

Barcoda

Castdboard Logo

Cigsing Uhiss mventory wil no onger aliow you Lo =
.r,J add ftems Lo existing batches or create additional Print. | Deete | Return
= batchws.
Do you want to chose inventony?

ves || cancd |

ssgned By
Hatch Liser

Bt

TR T
Sarah Mikoljcryk
Sarah Mikobjoryk
Room 1

Return Prnt Deete
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16. Hit yes on the confirmation message will check for the “Finalized By” person. If this field is blank
then the following dialog will appear

Usior Name Sarah Mikolagceyk
Database  CHP_DEV

Vit saon CMPD Busdd 1.10579-NET4.0.30319

Barcode

T ~vervo

Dashboard
Nk Casa Inventony Detals

| Inventory 1D 28
Search L3

| 11/25/2014
Open Date 12:00:00 AM

Sanvice Request - Openied By Saraly Mikoksjcryk

| Cised By
! Finakaed By

Bl Comntainir

Lam
| Desoiption
Addrun 3
Reparts L3 Edt | e By faer 8 recpied. Print Deiete Hetum
Activity Log
Batc
Documents it
Setup ] ok |
| L
DNA 3 1
1 S
e v Assaned By sarah Mikobajcryk
1 Hatrh Liser sarah Mkobayzyk
1.
L Descrpton Room 1
Logowt
| Edit Refum Prnt Delete

o MENU

Finakze Pt Deiete Returm

scan tems | | Clsa Hatch | Frnt Deete
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18. Hit save to save the finalizing person.

« MENU

Inventory Detals
Inventory D 28

11252014
13:00:00 AM

sarah Miclaiczyk

: S | i o

ook [ Reum ][ scanttems ][ Cosearch | print [ Dete

19. Now close the inventory and hit yes on confirmation screen. Now the inventory is ready for
finalization.

MENU
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Fina

lizing an Inventory

Finalizing an Inventory

1. Login into the PLIMS as selected finalizing person for your inventory.

2. Click on the inventory menu on left from Dashboard.
3 N L E___3 v

[3

User Name Mike Evans
Databsse PLIMS_CONV .
Version  Master Bulld 1.8690-NET4.0,30315 .

Barcode .

Daghpoarg LogOut

i
Work with [Open Inventories v
[ !

Search |

o Match Found

Crima Fightor B.EA.S.T. © 1995, 2014 Portor Lo Corporation,
AN rights reserved

3. Various search options are available to search for the inventory. Search for closed inventories

User Name Mike Evans
Databsse PLIMS_CONV
Version  Master Bulld 1.8690-NET4.0.30315

Barcode

Daghpoarg LogOut

Crima Fightor B.EA.S.T. © 1995, 2014 Portor Lo Corporation,
AN rights reserved
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4. Click on that inventory. Finalized button will be enabled for the user “MIKE” since MIKE is the
finalizing person for the inventory. At this time Mike may print the Inventory Report
i = » T . r o — T——— —

3wl D
x ot v [ el
= User Name Mike Evans B
F 5 Databsse PLIMS_CONV 3 h
'E_“P“ Version Master Build 1.8690-NET4.0,30319 . 1
V:Flﬂtﬂfff-ﬂiitll‘llti(- POLICE DEPARTMENT Barcode I
Dashboarg LocOus
EEETI oo
Dashbaard |
Haw Cane’ Inventory Details
Tnvertory 1D 20
o * | GpenDate 01/08/2014
Bulk Contalner Opened By Sarah Mikolsjeryk
Service Request b Closed By Sarah Mikolsjczvk
I T e
LA - My Inventary
aemin 4 Edit [ Finafize Frnt Detete || Retun
Raparts »
STATUS  OPEN DATE CLOSED DATE BATCH USER DESCRIPTION LOCATION
Cooed 0L08/2014 01/08/2014 Sarah Miolajezyic Room 1 Progerty / 0007000
Setup L3
onA ’
Instrement »
aMs
Logaut
Sialus
Crima Fightor B.EA.S.T. © 1995, 2014 Portor Lo Corporation,
AN rights reserved Y
£ » l

5. Sample of completed inventory report. In this example a container is misplaced and a single item.
Underneath the missing container a summary of the contents of that container are listed as well.

B v - nploves, ariamuns for By ard MG [ERgET—==)
& e INIBIANCNPE LWt Cormeron P O e s i
——

MWS'E@W,, INVENTORY EXCEPTION LIST
MISPLACED

FILE NO. SCANNED LOCATION

CONTAINER ITEM # ITEM TYPE [TEM SHOULD BE M LOCATION BAR CODE

1206082230£5200 Container 0007000
Beg-1(190620011) Adminsite Gearance (RN AR

Container Contents: B

FILE NO. TEM ¥ ITEM TYPE
19960828085200 3 Drugs
18860828085200 4 Documents

19060823085200 2 PER 0007000

Dsstopea (RN AR AR
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6. After viewing the report, hitting the finalize button, will show the confirmation message.

Message from webpage E

@ Are you sure you want to Finalize this inventory?

User Name Mike Evanz
Distabass PLIMS_CONY
Verslon  Master Build 1,8690-NET4.0,30319 ,

Barcode I
Daghboard LogOut
EEETR orcory
Naw Case Inventory E!';“* %
s P | OpenDate 0y082014
e ' ¢
T Opened By Finalize Inventory
Service Raquest  + Closed By
e E—" S
ol X et Delete || Retun
e s || oo | prrrrrrr—
Cleoed CLAOE2014 QL08/2004 Sarah Misolajery Reom 1 Froperty / 0007000
ora ¥
L Enstoumen ¥
aQMs
L
Crime Fighted B.EAS.T, © 1995, 2014 Mortor Lee Cormeration,
Al rights reserved 0
[ E |
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8. Pick the code for finalization and click Save.

NOTE| The Status Code will not do anything to affect the inventory. The inventory will be
finalized when you click Save, regardless of the Status Code you selected.

User Home Mike Evans N
Databass PLIMS_CONY
Verslon  Master Bulld 1,8690-NET4.030318

Barcode | |
Daahbamd hase
Dashboard
Nave Case Inwentory Detaids
Inventory 1D 20
o OpenDate 01/08/2014
Bulk Cantziner Openad By 5

Finalize Invento
Service Rmquest b Closed By —

B

Status Code:  (Inventory Accepted|

T Inventory Accepted

aemin 3

Reparts 3

e Closed LR 01/08/2014 ‘Sarah Miplajzy Ficom 1 Frogecty / 0007000

Setup >

(= L3

Enstrumens L3

aHs

Logoit

Crime Fighter BIEAS.T: £ 1995, 2014 Murtor Loa Cormeration
A8 rights reserved T

< L |

9. Additionally if you open the inventory, individual batch reports may be printed. The batch report
is available once the batch is closed. It does not require that the complete inventory be closed
before printing as the full report does.

Usar Name Mike Evans &~
Databsse PLIMS_CONV . h
Version Master Build 1.8690-NET4.0,30318 .
Barcode !
Dashboarg LocOus
Tnvertory 1D 20
o ' CpenbDate | 0y08j2014
Bt e Opensd By Sarah Mikolsjezyk
Service Roquest b Closed By Sarah Mikolsjezvk
I e e
TR escript [My Inventory ]
Admin * Edit Clowe [ryenio Frint Delete || Retum
Reports. v
Batch Info
v} b1
e k Open Date 01/08/2014
DA * Assgred By Sarah Mikelajeryk
Instrement v Batch User Sarah Mikolajezyk
Descripticn Room 1
Legaut Edit [ Rewm can It 5 Batr Print |
Crime Fightss B.EAST, © 1995, 2014 Purler Lise Corpomtion,
AN rights reserved w
£ 3 I
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Finalizing an Inventory

Sample of Batch report

‘, INVENTORY EXCEPTION LIST
Batch: Foer 1

MISPLACED Scasretty oCATION

FILE WO, / ITEM TYPE ITEM # / CONTAIRER ITEM SHOULD BE N LOCATION BAR CODE

e R O O
Lomaine Coments:

b e mouTer

1950000005300 3 Dvags

e 0 Tocunerts

— 2 S O ARRROORR 0RO RN

Prot Cote- 0108701 1731

Paae 1 cE1
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Service Requests

In order to create a service request, go to the Service Requests tab for the case and click Add.

E CMPO Busd 1. 10C353-NETA.0.30319, CMIPO_DEV, Mike Evans, 01-CENTRAL DIVISION HARCODE
4 Service Request for 20140512002036 14-000055 Dashboard | Logout

CASE INFO | SUBMISSION NAMES = ITEMS = CUSTODY [E=ailiadidellas i3 ASSIGNMENTS REPORTS

Fiter by Section: Al s
Statie Dat
09/15/2014 Mike Evans 09/15/2014 Mike Cvans
DA 15/2014 Mike Feans Accepted ta/1ar2014 M Frarn 1 FA
10/06/2014 Hike Evans Accapted 10/06/2014 Mixe Evans 1,11 (=
10/06/2014 Mike Cvans Accepted 10/06f2014 Mike Evang 111,12 BIO
Loopad ][ Open | " [ Print Hstory | [Print SR Detad | | Lab Work |

Enter the mandatory information on the Create Requests screen and click Continue.

CASE TNFO SUBMISSTON NAMES TTEMS CUSTODY SERVICE REQLN

ASSIGNMENTS REPORTS

-
Create Request — Select Services E— Enter Service Detalls e Submit Te Lab
Request Date w7204 0
Requested By * Mike Evans ol
something =
‘What do you want to karn from ths analysis? *
Please enter court date F knovm, 2
Narrative of events -

Harrative of the events of the case

| Gogack | | Contnue
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On the next screen, select the services for the item(s). Services are selected by checking the column for the
section that provides the service. For example, you'd check the Firearms column to request a firearm
examination, or Latent Prints to request a fingerprint comparison. You can select services for more than one
item, and you can select multiple services for each item. Once you are done, click Continue.

Create Request —_— Select Services — Fnter Service Detalls — submit To Lah

Hiology*  Controlied Firearms*  Fre Debris* Latent Questioned
(Ba0) Substances® (C5)  (FA) {Fo) Prints {LF} Documents® (QD)

1 - Bialogica Sargke
Blolagical Sample - Sample of kem

|Biolagical Sarrgker - Sarnpler of Tem |
1

1.2
2 Latent FAgemnnt submesions i i |« ] B i
3 Firsamm - siver pstol 1 F B ] B ]

*Cervices for these sections reguire review and acoeptance by a bib supervisor.

[(Goma] | contnus

The next screens will vary depending on the services selected and the types of items being examined. Enter
the mandatory information on each screen and click Continue.

CASE INFO SUBMISSION NAMES ITEMS CUSTODY SERVICE REQUESTS ASSIGNMENTS REPORTS

-
Create Hequest — Select Services —_— Enter Service Details E— Submit 1o Lab
LU LT

2 Latent Fngemmt submissions
Fre siver pistod

Please select the appropriate request.

@ Fingerprint Comparson
Unknown Fost Mortem Identification
Fingerprint Development and Evidence Processing

Firearm Processing

Firzarm- siver pistol Teern Number:3
Firearm Recovered From? * Suspect's Residence.Suspect’s Vehicke -

IF ather was sslected as the "recover fram" please desrnbe:

| Gopack | | Contrue
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Service Requests

Click Complete to submit the request.

| CASEINFO | SUBMISSION | NAMES  TIEMS  CUSTODY

Create Request —_— Select Services —_—

Please cick the Complete button Lo submit this b request.

SERVICE REQUESTS ASSTIGCNMENTS REPORTS
-w
Enter Service Detalls —_— Submit To Lab
GoBack | | Complete

You'll get a message confirming your request was received.

Service Request

0 Your Service Request has been received.

The request will display on the Service Requests tab. If you requested services from multiple sections, a See

Details link will appear in the Status column.

ASSIGNMENTS | REPORTS

CASEINFO  SUBMISSION NAMES TTEMS cusTony SERVICE REQUESTS
Fiter by Section: Al =
09/15/2014 Accepted 00/15/2014 Mike Evans
09/19/2004  Mike Evans faeepted a5/19/2004 Mk Fuans

06/2014  Mke Evans Accepted 10/06/2014  Mke Evans
10/06/2014  Mie Evans Accepred 10/06/2014  Mke Evans
10/17/2004  Mike Evans See Detak 10/17/2014  Phike Evans

Add Open Prt Hetory | | Print SR Detal | [ Labwork |

Clicking the link displays the status details for each section. If a request is denied, the section text will turn

red on the Service Requests tab.

Status Details

Firearms

Items# Description Status Comments

3 Firearm - silver pistol Denied Reviewer comments
Latent Prints

Ttem# Description Status Comments

2 Latent Fingerprint Submissions Accepted

3 Firearm - silver pistol Accepted
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Linking Assignments

To link to items from another case to an assignment, select the assignment on the Assignments tab and click

the Big View button.

E CMPD Build 1.10512-NETA.0.30319, CMPD_DEV, Mike Evans, O1-CENTRAL DIVISION
& 20140512082138

Detals  Tks  Routing

Lab Code  [Property and Evidence >

Section * [Fiearms. v [Fiaol
Dale Assigred [11/05/2004 2

anayst pssgned Mg Bvans

Analyst Date [osfama m

Pricety ‘Pema -
slatus “[1 Assgned to Analyst v -
ReportType | - Do
Report Format ! -

Grant ID i w

Agl | EGK e [ Deete | [ merge | spre

BARCUDE
14-000073  Dashboard | Logout

CASEINFO  SUDMISSION  NAMES ~ ITEMS | CUSTODY  SERVICE REQUESTS m REPORTS

oy |

= 7] 10/23/2014 1219 0 | Ready For Rev.|

a A Mike: Evans 11/5/20014 1211 orh. Revies
(o]
Service Request)
—

Click the Link button on the Assignment Items screen.

B Lab # 14-DODOTD | Complainl#: 20140512002138

W Ttem @ Saction w  Pack Typs Ttam Type
4 F14-019  Tagged Amrungion

—— =

Assignment Items
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Search for a case you want to link by selecting the By Case, By Name/Soundex or By Reference tab. Enter
information into any of the fields then click the Find Cases button. Click on the case in the search results.

BY case  ECVETOTS £ ey E

Agency %] Casevew

Comphint# / Agency Case#  20141018050316 Investigator ~
Charge w

Incident Rpt Date From i | Incident Rpt Date To i |

Lab Case #

Laby Case Type w

Fd Cases ]

BI200201% 12; QL-CENTRAL DIVE 20141036090316 14-000075 CupD Officer  §25/2014 12; Justfiabie Homicke

ol

The items for the selected case will be displayed. Check the items that you want to link to the assignment and
click Save.

Assignment Ttems

B Lab & 14-00007% | Complints: 2141018090316

Tlen # Section #  Pach Type Ttem Type Desarigtion | Location Oty Servios Request Ttem Source  Delivery

7 1 Fla01s  Tagged Freamm Seih & Witszon modal 16 18 Spacial calibor 1| 1 -Na -
2 Fl4-014 GX9Envelope  Ammunton 1 “Ma -
3 Fla014 Ex9Ervelope  Fream Accessonos 1 ST
4 Box Sexusl Assauk KE 1 “ Mo -
41 None Known Chatk Scrapng  Known Chask Seraping 2 - e -
42 Vaging Smear Side - 1 “ Mo -
43 vaginal Sabis) 1 ST

18 £39 Ervelope ;ﬂ‘mr’hl 1 L
51 69 Ervelope  Latent Frgerpent Cardt 1 S
52 6X3 Envelope  Latent Fingerpent Card 1 - Mo
521 Nene Latent npresision 1 e -
522 None Latent Impression 1 - Mo -
523 N Latent Iipession 1 -Ma -
53 45 Ervelope ;mph‘ Labent prcks ot 1 - Ma -
[¥3 £6 Ervelope ;'J'"" i’ sl  atant prirts o 1 s L

Rem Source = ave|[ Concd |
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Linking Assignments

The selected items will display on the Assignment Items screen. To view all the items for the case, click the

Expand button.

E  Lab # 14 DO007D | Complainl#: 20140512002138

W Ttem @ Saction w  Pack Typa Ttem Typa

4 F14-019  Tagped Bullet 1

14014 Tagoed

Item Source - [tk | "t | b Sve | [igoe

Once you've linked the assignment to items from another case, the text on the Big View button will turn red.

4 0140512082138 14-000073  Dashboard | Logout

CASEINED | SUBMISSION | NAMES  TTEMS  CUSTODY ﬁmwmm REBORTS

Sequence Soction  Anabysd Assigned

FA Mike Evans 11/5/2014 121 1

Dutals  Tasks  Rowling

Lab Code * [Froperty and Evidence v Kems | Names
Section = [R'eams v |F14‘Dl§ Lab & 14-000073 [ Complint#: 20140512082138 -

Item # Item Type Description | Lodation =
Dale Assigned 11/05/2014 72 L] ; T, : ;

- LT rpn
Analyst Assgned ke Evans ¥ il 1l
Bloody shirt 1

Analyst Date 11josz014 10 e 1
Priorky * Normal ] . .-

soarus o [
Report Type % -
Report Format l— =
Granl ID ,7 v:.

Add Eit.] o [ Delete | [ Merge | spit |
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To remove linked items from an assignment, click the Big View button, and then click the Edit button on the
Assignment items screen.

Assignment Itens

B vab & 14000073 | Complainte: 2004051200715

W Tem # Section #  Pack Type Them Tygre
4 F14-019  Tagged Ammurnition Duliet 1

E  1ab & 14-000075 / Complaint®: 0141018090316
B ftem # Section ®  Pack Type Ttem Type:
F14-014  Tagged Fream

Rem Source - [ owk | [obm ]| sve  ([okee ]

You can remove all the items from a linked case by clicking the red "X" to the right of the case number.

Assignment: 1tems

B lab & 14-000073 | Complunt#: 20140512082138
[ T # Section #  Pack Type Deseription | Location
o4 F14-019  Tagged Amennten Bulel 1

B Lab #: 14000075 | Complainte: 20141010090316
M Ttem # Section #  Pack Type Theam Typse Description | Location 0 sermee
o1 Fl4-014  Tagoed Frrearm Smich & Wesson model 36 3 Specal calbers| 1 - Mo -]’

mem Source - k Save Caneal
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Users Guide
You can unlink individual items by unchecking them on the Assignment Items screen. Once you are done,

click Save.

Assignment Tlems

Lab #: 14 DOGOTI [ Complaint#: 20140512002130
= Ho =

Ttem # Soction #  Pack Typa Thom Type
. 1

¢4 F14-019  Tagged

Lab & 14-D00075 [ Complaints: J014101R060316
Ttem # Section #  Pack Type Item Type
FIa-014  Tagged Frearm

Description |

Location

Trem Source

131
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InstView

To get to the InstView screen, select the Inst View option under Instrument in the Dashboard menu.

Quick Find

Department
Compiant# / Agency Case#
Lab Case #

Control #

‘% Recent Cases

201403240831
20141018090216

01-CENTRAL DIVISION
01-CENTRAL DIVISION
01-CENTRAL DIVISION
61-CRIME LAB BURCAL
O1-CENTRAL DIVISION
Aleohol, Tobacoo, Fraarms & Explosves
01-CENTRAL DIVISION
U1-CENTRAL DIVISION
01-CENTRAL DIVISION
£1-CHIME LAE BUREAU

User Name Crime Lab User
Database  CMPD_DEV

Vermon  CMPD Build 1.10395-NFT4.0.30319

Harcade

Bashboard LogOut

14-000046
14-000075
13-000105
13-000026
13000080
13-000004
13-000001
14-000073
13-000034
14000038

commnmie f ngncrcasie —mnfamny _iee  iwiomfe

10/20/201%
10/20/7014

10/,
10/20/2014
10/F0/2014
10/20/201%
10/20/7014
10/17/2014
10/17/201%
09/25/2014

This should bring up a screen that looks like the one pictured below.

,
e

Result Selectio
= NOME AL

{LabCase_ltemhum_Assigniur) 5 e

<]

Image | Test| Tokens | Data Lines |

Pags Width A6 | ’:l

&

rlr

L =

Debtelmsge |

[113-000001_1.1_1
[13-000001_3_1

AhO ¢ 2ok CUBAABRZEZpo

| EXTNE | )
Font | Tert | Font Color] Background Color | View loonic

10 O I o

KX XA

Delete

Push Data ta Database Fun Report
Database Feport

Feorder Images |

Press [F5) to refresh list  [elete

Standards |

View Results I

JL Close |
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The files listed on the left will come from the InstPop program that should be running on the instrument
machine. They need to be located in the path defined in the Token.ini file. For example:

[CS]
DATAPATH=C:\labsave\POP

Checking a file will bring up the attached images and display the Allow Annotations button highlighted
below.

(et e Vrin 3222 S lee)
File Loaded

Fiesult Selectio Image | Test| Tokens | DataLines |
e MOME  ALL -
g Page Width Anti_16 j' E|@\|@\ l,Ell |F’|/|F\|N|E|
Laht: ItemNum_szsignhl .
(LabCase_ltemMum_sssignum) [ Load Image dq | > | Delete Image Image: 1 of 1
[ 13-000001_1.1_1
[7113-000001_3_1 hO . 7ok CUBRAABZooOm e ¢ @EE
[Pe_woue - fns_souo -1 G O O T O [
antI TextI Font Enlnrl Backgraund Enlnrl Wigw Icnnicl Delete
File  :CIMSDChem|1'DATAIDS0RDICOCSTD D
Operater
Acquired © 8 Sep 2010 10:56  using AcaMethod DRUG Label
Instrument | AGILENT
Sample Neme: 000000032,10,1.1 L
Misc Info - IN CH2CL2 3
wial Number. 58
Label
eundee
3frs
‘8500000
500000
7500000
400000
20000
Push Data to D atabase Run Report oo
[ atabase | Feport | 5500000
Fieorder Images |
Press [F5) to refresh list " =
_IQE'E‘E Standards | = View Results I JL Clos= |

Clicking the button will enable the annotations toolbar. From here you can add, edit, and delete annotations to

the image. Hints are enabled so you can use the mouse to hover over a button to get a brief description of each
button.

Image ITextl Tokensl Data Lines|

Pageﬂidthl |Anti_15 'lgl@\le\lmlgx%lrflflplﬁlgl
¥ Load Image 4 | » | Delete Image |Image:1of1

hOvw s 70 cPoA g Xlpp@esoseed
[ps o ~fwssoe ~EEENEEET RN mET

Fontl Textl Font Colorl Background Colar I Wi Icon\cl

Delete
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InstView

To use the custom buttons on the bottom, use the Edit Annotation k button and select an annotation on the

image.

File Loaded

- .
) Instrument Results Review - Version 3,1,1,_@@&

Image ITthl Tokens' Data Llnesl

Page Width R gl

Result Selectio
f® MOME  © ALL

a

sl | [ []a]

I Image: 1 of 1

FUntI Texll Font CUIUrI B ackground CUIDII Wiew Icunicl

[LabCaze_|temMum_szsignhum]
[¥ Load Image Delste |
[7413-000001_1.1_1 < | 4 | S
[13-000001_3_1 kO w v 7oK D@ A b4
|P_souD v |[Hs_NONE

& @@ =
AN EEE T NEN EETE

Delete

File  :COMSDChemiTDATADSOBIRICOCSTD.D
Operater
Acquired : 8Sep 2010 1056  using AcaMethgd DRUG

-

Label

Instrument . AGILENT

Sample Name: 000000032,10,1.1
Misc Info - IN CH2CL2

ial Mumber: 88

Peundarce
ElE)
‘8500000

Label

B000000.

Push Data to D atabase
Database |

Fiun Report

Report |

=

Rieorder Images |

Press [F5) to refresh list Delete |

Standards |

f{ Cloge |

: Wiew Results I

Now you can change the font:

Arial Rounded MT [ | [Narrow Bold

ARNPRIOR
Baskerville Old Face

Bavhaurs 93

 Efects

™ Strkeout
[™ Undedine
Color:

-

Sample
Script:
IWestem

=l
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The text:

Enter Text
L abel

BN TEENEN
EN HEEEENT
BN EEEET

e e eien Vet v R i
File Loaded

Result Selectio Image ITexll Tokens | DataLines |
@ NONE " ALL
Pogeyrah | [oite <] Ba|a|nefw m[ ||| d]

[LabCase_lterhlum_Assignhlum]

R loadinae 4 | b | Debieinage | Mmagestolt

[E13-000001_1.1_1
[713-000001_3 1 NOw s 70 lg C T A

p:4
[Pss0UD |[Hs_NONE El 1111

Fontl Textl Fart Eolorl Background Co\oll\f\ew \conu:l Dielete

File  CMSDChem1\DATANS0810ICOCSTD D
Operator :

Acquired : 858p 2010 10:56  using AcgMethzgl DRUG
Insirument : AGILENT =
Sample Mame: 000000032,10,1.1
MiscInfo - IN CHICLZ

wial Number, §8

New rext

ENE)

Push Data to Database Run Report ey

Database | Repal | —

o

Reorder Images |

‘l Press (F5) to refresh list Delete Standards |

S iew Results j'L Close |
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InstView

The View Iconic button will shrink the selected annotation to a small icon. Click it again to restore the

annotation to its full size.

r Y
] Instrument Results Review - Version 3,1,1,_ [E=REE

File Loaded

Result Selectio
@ NOME ALl

[LabCaze_|temMum_AssignMum]

[z2/13-000001_1.1_1
[T13-000001_3_1

Push Data to Database
Database |

Run Report
Repart |

Image ITextl Tokensl Data Linesl

g | e lafa)a

v|=fa o || ||@)

| Image: 1 of 1

¥ Load Image 4 | » | Delete Image
hOw v 70K CTOA
[Ps_soup =] [Hs_NONE ~ /AN

Fontl Textl Farit Eolorl Background Color

1P @+ e 0@ER
EEET RN EEE

Delete

File (CAMSDCherm\ 1\ DATAWNS0BIMCOCETD.D
Operatar

Acquired : 8 Sep 2010 10:56
Instrument : AGILENT

Sample Name: 00000D032,10,1.1
Misc Info - IN CH2CL2

Vial Nurmber: 88

using Acgh

Label

TIG: COCETD D

-

Reorder Images

Press [F5] to refresh list Delete |

Standards

5 Wiew Results
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When you are ready to upload the file to the LIMS, click the View Results button at the bottom of the screen.

File Loaded

Fesult Selection Image ITthl Tokensl Data Linesl
@ NOME ALl
Page Width Anti_16 j' g|@\|GK El;l

LabCase_ltemMum_sssignh
[1:-0;:::]_0:m1 L;m_] ssigntlum) v Load Image 4 | 3 | Delete Image

MOws /70K CD@™A IPe e B o
[Posouo ~ffmsmone -INEEEEENET RS EEO

FontI Textl Font Eolorl Background EoIDrI Wiew Icomcl Delete

| Image: 1 of 1

-

Caboudation Type: Inbermal S,

Winl Position: Ted Pl

Resquared 9 A0l 0SB Toocndogy Linit

Front = FID) RESULTS Channel. Maddle = FID RESULTS
BAC 2 HAC |

Push Data to D atabase Run Report
Database | Feport | : | o N

Feorder Images |

Press [F5) to refresh list | =
Delie Standards S Wiew Results I 1 Close

This will bring up a brief summary of what you have selected to be pushed to the LIMS. Click Process and it
will push the image files to their respective cases.

# G # |Image Files
1 13-000001 1 ARA130.TIF]
i w Ane 27O TIF]

2 1

B Pocess | J1 Close
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Return to Owner Process

Notification process

Each night at 0200 hours, a process will run that will send the assigned investigator an email if they have a
case that has an item that has a status of Ready to Return to Owner, and there is no Owner associated to the
item or the owner does not have a complete address consisting of (Street Address, City, State, Zip).

The investigator will receive an email that will list the following:

a. Case complaint number
b. Item number

c. Item description

r A
A e B (L] i A |+ Ready ToReturn To Owner Items Without Assigned Owner - Message (HTML) = | ] S

File Message @ e

@ You forwarded this message on 4/10/2015 8:39 AM.

From: PLIMS Notification Account <plims-notification@cmpd.org> Sent:  Fri 4/10/20151:01 AM
To: jeremyn@porterles.com

Cc

Subject: Ready To Return To Owner tems Without Assigned Owner

To: Kris DelBarba
Case Complaint Number: 20140330003701
Items:

1-ZDWIKIT ALCOHOL ITMMAKDSC: LYNN PEAVY ITMSERNUM: 05786 ITMVALDSC: 15.00 ITMCOLDSC:- WHITE
ITMCNTQTY: 1

Please enter item owner or change status to Owner Unknown Ready To Retum.
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flih%ﬁfst—seep—ls—te—nﬂplememOfﬁcers will have the ability ferthe-officerto indicate that the owner of the-an
item is unknown. When the Item has a Status of Ready to Return and no owner is known by the hrvestigation

investigating officer—Thetnvestigating Offieer, he/she will-can change the status from “Ready to Release to
Owner” to “Owner Unknown Ready to Return.” Instructions for updating the item status are provided on page

69 of this guide.

& 0140602880342 Dashboard | Logout
CASEINFO  SUBMISSION  NAMES CUSTODY  SERVICE REQUESTS  ASSIGNMENTS  REPORTS
tem Ll DL# Catenory  Packaging Them Ty Them Leation
2155181 Endonce 1013 Ermolond  Financal Cands - Chiscks Progesty LES2S w
2 2012155191 Evidencs  L0XL3 Erwelops LS Curency Propety MOGG2 P
3 Do -1{201220673)  Eviderme  Fhedium Paper [ Bectronics Property L5979 T
Evidence Page
Trarsfer
s
Statss Charge:
4l *
A | custody Location: Fropertyd5333
Ieem # ey T oe | atvbun | (i Hanes |
caregory  * [EiGEnee b Type Bettronics * [Captop. %
Packagng * FEAmPREER |~ Make P
tem Tope  * [Bectionis 4 Modd pomwsoek
Descrphon F;mmvumms. [ Serdtumber |
Colected  * [CVRD Gficer *  hoiyazE vfee?
Locaticn  * [[CHARLOTTE, NE, ¥ Adkress Bock T
Stanus [Ewrer Lknown Ready” +
ohin? « [fes - =
sad | Est | cswe | ceve | peete | |

Owner Letter Process

Property clerks will receive a dashboard notification so that they can print owner letters for cases/items where
the status of the items is “Ready to Release to Owner” and the item has an owner associated to it with
complete owner information.

/% Netifications
Routed 1o Me. 2
m M Matification. 0
Ready for Review. 12

A tree view will beshow-listinglist the case, then the owner and their associated items. If there are muttiphy
multiple items with the same complaint number in the queue, they will be printed on one letter. To print a
letter, check the item(s) you want to print the letter for, and click Print Letter.
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Ready To Return to Owner ltems

Complaint # 1

20060402190001 2 5906 sw ANNE COULTER

20060402190001 2.1 Magazine ANNE COULTER

20140000000099 1 red mountzin bike MARY MOORE

20140502070500 1 black cell phone ROBERT PIERCE
« B
| PrintLetter ||  Back to Dashboard |

The letter will print to the screen, and the item(s) will be removed from notification screen after-theletteris

The Owner Letter can be reprinted if needed from the owner’s record under the case’s Names tab.

.
2 http://192.168.1. ) | ‘ebCommo: iew.aspxZinputsel=0 - Windows Internet Explorer
/2 hittpy//192.168.1.13/CMPD_DEV/PLCWebCommon/PDFView.aspx7inputsel=0 - Windows In [EEREEN

CHARLOTTE MECKLENBURG POLICE DEPARTMENT
PROPERTY AND EVIDENCE DIVISION
NOTICE OF PROPERTY DISPOSITION

Chief of Police Rodney Monroe
Charlotte Mecklenburg Police Department - 601 E.Trade Street - Charlotte, NC. 28202

OWNER NOTIFICATION

Date of Notice: 04/09/2015
Case Number: 20140000-0009-09

The police department has in its possession articles which have been tentatively identified as your
property.

Should you desire to claim yous property in person, we are open Monday through Friday from 8:00 am to
5:00 pm. You may call 704-336-2378 for information or to erder property destroyed

If this property is not claimed by you within thirty (30) days from the date of this notice, 04/09/2013, it will
be dispesed of in accordance with Nosth Carolina Statute 13-12. Unclaimed bicycles may be donated to a

charitable organization pursuant G S 15A-12(b).

BRING THIS NOTICE AND GOVERNMENT ISSUED PICTURE IDENTIFICATION
WITH YOU WHEN CLAIMING YOUR PROPERTY.

Ttem Description(s):

Barcode Item Type Value / Atributes Item # CN# Location
NS N [ ] B
Thank You

Lieutenant Brian Russell
Property and Evidence Division Manager
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Automatic Status Change
The item status will update-automatically update in the following two scenarios:
1. When an item status has-been-changedis to Ready to Return to Owner and an Owner letter has been sent

e 70 days from the date the Owner Letter was generated printed-to-the-gquene-and the owner has not picked
up the item it will automatically change to Ready to Dispose.

2. When an item status has been changed to Owner Unknown Ready to Return

e 70 days from the date the item was marked as having an unknown owner the item status will
automatically change to Ready to Dispose.
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Blood Alcohol Walkthrough

1. Create tasks by scanning the Create Tasks barcode. Select Blood Alcohol as the Section on the Batch
Service Requests screen.

User Name Mike Evans o
E o
f T Database  PLIMS_DEV 4
,I;_“p“ Version  Master Build 1.7262-NET4.0.50319
\'J-:HnRLUTIE-liEKLENEUF:G POLICE DEPARTMENT Bt i
Dbt LaaQut
Batch Service Requests

Section Dlood Aol e

Flaase scan Rems...

Number of em(s) 0

i ol )

2. Scan the item barcodes of the blood being sampled to create the tasks for grouping. Click Save when
you’ve finished.

i‘ User Name Mike Evans B
fl:“Pn Database PLIMS_DEV J
4 e saon aster T263-NETA.0. il
! Vi Master Build 1.7262-NET4.0,30319
\'J:)I.lﬁLﬂTT!.IECn’L!N!-.IEG POLICE DEPARTHMENT Parcode | :

Rashboard LogOut

Batch Service Requests

Section Biood Acohol %

Dep Cavee Humber [ Ttem &

Rumber of Trem{s) 3

Save || Cancel

3. A confirmation message will appear.

Bateh Service Request

A BATS service request has been created
for this batch of kems,

ak |
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4. Create a batch of the created BAC tasks by selecting Instrument >; Batch Create in the Dashboard
menu.

User Name: Mike Evans
Database  PLIMS_DEV 3
Version  Master Build 1.7262-NET4.0.30319 .
HARLOTTE-MECKLENBURG POLICE DEPARTMENT

Barcode d
Dashbaard Loatut
= Quick Find
%! Recent Cases
o & NCY CAS LAR # 2
20130206-1200-01 O1-CEN TRAL DIVISION 2013000029 08/07/2013
20120483-1200-01 O1-CENTRAL DIVISION 2013-000032 08/07/2013
20130101-1200-00 01-CENTRAL DIVISION 2013000002 oBf0z/2003  |=
" O01-CENTRAL DIVISEIN 1300052 OB/02{N3
U1-CENTRAL DIVISION 2013000001 0Bf01/2013
7 OL-CENTRAL DIVISION 2013000037 07/31/2013
DWI-2013-02246 07-METRO BIVISION 13000051 07/28/2013
OWEA01 302539 O1-CENTRAL DIVISION 13000050 13
M123 OG-EASTWAY DIVISION 2013000038 07/25/2013
B123 22-50UTH DIVISION 2013000040 LT T R

| = my assignments

ol 12736
 Cilympus lor Review In QMS. 1
Inst view
(e ons

On Hold 180, 5

5. Select BAC for the task by clicking the + button. Enter other search parameters to narrow down the
results of open tasks.

5| Batch Create

Wworklist Optior Fill In Workist

Lab Code L ? Ciime Lab [ Allow Duplicate Tasks & Defak l— o
Assigned Analyst |MIKE 7 Mike Evans

Creats New Workiist =] Evtialnfomaion || By Template @

|-Select Task:

?e\acl Task il BALC Date Assigned | / / i 1 Search

ypes L

Priority
= e ? A Clear
Created By 2
ltem Source Al -
Soit By [Case /item |
[~ Populate Team Members
Select Tasks | Selected Tasks |
Selected Task:
Select | Type Lab Case # Complaintl / &gency Caselt | ltem Package and Type Case Type / Due Date  Analyst

m o ' e ' ' ' :

| ’
+ &l | @ Mohe | Seleclﬁl &Item Labe\l %Hepnnl | Update and Print
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6. Select the desired tasks to_be created into the batch. This can be done by scanning the item barcodes.

N .. o

w/orklist Optiors Fill I /orklist

Lab Code L 7 Cimelab I AlowDupleate Tasks | —
Assigned Analyst |MIKE % Mike Evans
Create New Worklist <] Extra nfomstion @ By Template |BATS ?

| Select Task:

Seleet Task 4 [BAT Dats posoned [/ [T/ 1 Search
T}'DES il" F”D”ty l—? @ Clear
CrestedBy [ 7 -
ltem Source [ -
Sort By |sssigrment Fricrity # Desig Prior Date / Recy Date ~|

[~ Populate Team Members

Select Tasks | Selected Tasks |

[ Selected Tasks (3]
Select | Type Lab Case # Complaintt / dgency Caseft | ltem # Fackage and Type Case Type / Due Date | Analyst o
1BAC 4 1 20060401024101 i

Eox (&lcohol T
(Dl Kit b

‘Box
| Dl Kit

.
(Alcohal T

________________ |
(Alcohal T

em Lahe\l &2 Reprint | & Update and anl X Dore |

7. After clicking Update and Print, and then Done, select Instrument >; Batch Results in the Dashboard

menu.
User Name Mike Evans
Database PLIMS_DEV =
Version  Master Build 1.7262-NET4.0.30319 .
POLICE DEPARTMENT Brinde
Rashboard LogOut
= 121 2013 107/
Bulke Cortal 20130206-1200-01 NTRAL DIVISION 2013-000029 08/07/2013
— 20120483-1200-01 01-CENTRAL DIVISION 2013-000032 08/07/2013
m m L 20130101-1200-00 01-CENTRAL DIVISION 2013-000002 08/02/2013 £
Chemical Invantory 20101029-1835-00 01-CENTRAL DIVISION 13-000052 08/02/2013
Admin ¥ | 20121215.0007-00 ENTRAL DIVISION 2013-600001 08/01/2013
y | oS 1-CENTRAL DIVISION 2013-000037 07/31/2013
g DWI-2013-02246 02-METRO DIVISION 13-000051 07/26/2013
Afikiteg DWE2013-02234 01-CENTRAL DIVISION 13-000050 07/26/2013
Documents M123 D6-EASTWA'Y DIVISION 2013-300039 a7/25/2013
Setup ] 22-50UTH DIVISION 2013-000040 07/23/2013 =
| baa » | my Assignments
Instrument » | Batch Create
QMs
_ Logaut 12726
1
5
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8. Select the Work List that was just created and click the Export button. The default will be to create an
XML sequence file that can be imported by Chemstation. The file will open in a separate browser
window once you click Export. It is automatically saved to C:\LabSave\XMLSEQ\SEQUENCE.XML.

B o= 2 X | 3 cLabSave dMLSEGSE

<7eml vargions"1.0"7
- esampless

<Samples
<Humbers 1< /Numbers
«Locations 1< Location
<Name>CAL 0.05 (WID:252)(TID:4003) < /Hame >
<numberofings L</numberofings
<samplaType>SAMPLE < /samplaTypas
<sampleAmount > 1 </sampledmount >
<CDSMathod=Caychem32\ 1\matheds\approved matheds\BLOD_ALC.m</COSMathod:
<DataFllanama/>

</Samples

- =Bamples

<Hurmbers2</Numbars
<Location> 2</Loc >
<Name>CAL 0.10 D:252)(TID:4004) < /Hame >
<numberofings L</numberofings
<sampleType>SAMPLE </sampleType>
<sampleAmount>1</sampleAmount>
<CDSMathod > Ci\chem32\ 1\methods\approved methods\BLD_ALC.m</COSMathods
<DataFllenamey >

9. Run the Sequence file now on the instrument. Then print the entire run to the Black Ice Printer on the
instrument. Along with the run data, the calibration charts and curves need to be printed to black ice.
Click the Import button and select the C:\labsave\Blackout directory.

~
&) Batch Results =N
arklist orklist Options——————

Assigned To |M|KE 97 Mike Evans Routed To | 2 Esra Information

Task Feagent

Selection -
adoiklizt 0 ocuments
& Open Only y Faor Rev.
Worklist Import Falder: b Feview
D4/06/2015 - BAC- ICCALsbSave\BLACKOUT, T
—Statu
Found CAL 0.05 (WID:252) (TID:4003) :;Task ID: 4003;Result: 0.043 - Brocessed ~ || st Worklist
" Closed Only
Found CAL 0.10 (WID:25%) (TID:4004) -;Task ID: 4004;Result: 0.093 - Drocessed
Found CAL 0.30 (WID:252) (TID:4005) 4005;Result: 0.300 - Srocessed
Found MVC 0.05 (WID:25%) (TID:4008&) :;Task ID: 400§;Result: 0.043 - Processed
Found WEC 1 (WID:252) (TID:4007):;Task ID: 4007;Result: 0.000 - Processed T
Found BOS 1 (WID:252) (TID:4008):;Task ID: 4008;Result: 0.151 - Processed /o
oAl Found MVC 0.10 (WID:252)(TID:4003):;Task ID: 4005;Result: 0.039 — Brocessed
Found 13-000046 I# 1 A( TID:3581 ):;Task ID: 3381;Result: 0.234 - Processed
Found 13-000046 T¢ 1 B( TID:3381 )-;Task ID: 3381;Result: 0.234 - Brocessed
Found 13-0000%1 I 1 A( TID:3383 ):;Task ID: 3383;Result: 0.173 - Frocessad
Task Found 13-000091 I 1 B( TID:3983 ):;Task ID: 2583;Result: 0.175 - Processed B
[Task |||||Founa wec wIp:2sz) (TID:2010):;Task ID: 4010;Resuls: 0.000 - Processed
» Found POS (WID:252) (TID:4011):;Task ID: 401l;Resuls: 0.152 - Processed -
| lBac Summar & Delete task
[Jeac Task : [MVC] MVC Contzol B | r—
Count - 2
Task - [MEG] Wegitive Control T ask Results
Count = 2 | worksheet
Task : [POS] Positive Comtzol
Count : 2
Task : [BAC] Zlcchol Testing
Count : &
<
lad Irport Complete
—Besult

Num |Va|ue

[w

' Bccept Imported Processing Instrument Data X Cancel |

Add
<[ 3 Edit |

100 Tube Labalsl Erintl l-'L Qlosel
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Users Guide

returned, the tasks will turn red.

10. After clicking Done, the QC rules will automatically run. If the results are rejected based on the values

Batch Results

Worklist Options
Etra Information

Worklist
Assigned To [MIKE 7 MikeEvans

Task Reagent
“w/oiklist Documents

Rauted To 7

Import

| EIExpth|

Floute
Ready For Rev.

Summary Sheet

Selection
otk List [oa/08/2013 - BATS 1D 30
® Dpenlob | 1) Tynes  [BATS
Section [aTs
" Closed Only | Diluter # [
Instrument. hd
e oa Fiouling
Routed To:
Fiouted By:

Rejected

100%

Route D ate:

Import Method: [BATS

Route Code:

Message:

Task Options
Task Documents
Validate Task Results

<

BLANK Wiorkshest

Status

Fesults
Resul:

Desciiption

[Hum[value Units

Prepared Cammerts

s
=

N Tue Labes| B ket & Pint| ] e

b

Batch Results

Worklist Optiohs
Extra Infarmation

Task Reagent

Fouted To ?

Fiouted By:
Route Date:

Worklist
Assigned To 4417 2 lenrifer 5 Leiser
Selection Worklist Documents
\wark List [12/08/2013- -1 50 | Espor | Impart Foute
{+ Open Only Teel Tiopes Summary Shest Ready Far Rew
Section |EAC “iew Packets
" Closed Only || Diluter # |
Instrument b Import Method: [BATS Resst Wiomklist
ool Routing
Routed To Route Code:
eszage,

Task Options
Task Documents
Validate Task Results

Y/ orksheet

|~

|Nurr| ‘Value |Umls Result |Desclipliun Status ‘
M 101710 (gmx IMPORTED
| 207 gmx IMPORTED Frepared Carmmerts
| 30170 (gmx ACCEFTED
| 4020 gnx REJECTED  — Add
Prepareg E3
’ =2
> |

I Tube Labals| W’olk\ist| Erint| l-'L Cloge |

Comment [KW1]: screen needs to be updated

)

[ Field Code Changed




Users Guide

Blood Alcohol Walkthrough

Batch Results

11. The Validate Task Results button allows the accepting or rejecting of individual results.

whorklist

Assigned To [MIKE ?  Mike Evans

Routed To 2

Worklst Options
Extra Information
Task Rieagent
warklist Documents

~| EExpnlt‘ Impiort

FRoute

Summary Sheet Ready For Rev

Selection
otk List [mAzzme- o1
i
TR | G |
Section [Bac

12 View Packets

© Closed Only | Dier # [

Instrument =

A R
Roted Ta
: Routed By
HREC Route Date:
0%
T

Import Method: |BATS

Route Code: Ready for Technical Review

Message

Reset warklist

Task Olptions

Complaintit

+ Aczept | X Reject

[ 13000082 2008040105601 4 Dl Kit &
[ 13000084 2008040110203 4 Wi Kit Task Documents
i 13000035 2006040110700 4 DWI K alidate 1 ask Fiesuls
Ll 13000057 2008040112800 4 DWWl Ki Fom—
bl 13000098 2008040114200 4 Dl Ki
s
%1/ >
Results
} [Mum_[value Uriits Result Descrigtion Staus _ [fA
M 10180 gnx ETHANDL  Ethanel IMPORTED 1
Il 2010 gmx N-PROPANOL MPORTED 11— Loy narte
[l 3otem  gnx ETHANOL  Ethanel IMPORTED |1
AL % N-PROPANOL MPORTED 1 Add
[ 50185  anx ETHANOL  Ethanol ACCEPTED |1 Edit
: B4
8 0| H !
Bitch Print Status/D ate: W / 01/24/2014 04:55 PM -
W T Labels| B Workis] 25 Pin | ] close |
=
5| Validate Results
Work List: 12A2/2013 - - 1D 95 Rejected: 0%
Tasks & Flesult
Type Lzb Case 8/ltem # Desciipion FReot Stabus I_‘ |
caL Ll Accepted
caL CALOAD fccepted
caL (BL0EL Becepted
e VT 005 hoested
NEG HEG 1 Accepted
FOS (FE=T Arcepted
WVC MV 010 e
BAC 13000067 #1 glcculiesr g Accepted
e S— Aleohal Testing - -
View Resls |
Hum [VALDE  [URITS [RESULT  [DESCRIPTION [s1aTUs -
H 100490 am % ETHANOL  Etharal |
20100 gm% N-FROFANDL
‘ v
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12. After everything is accepted, the batch can be marked Ready For

Rev, which creates the packets and

sets them up to be reviewed. Along with the packets, the reports are generated and are to be reviewed in

the technical and admin reviews.

Batch Results
Warkist Witk Dplicns
U AssionedTa [MIKE T MikeEvans Routed To ? E xira Information
Task Aeagent
Selecton W orklizt Document:
Waklast 1271272013 10:% EN-ETA e
@ Openlnb | o T | B Surmany Sheel Fisady For Rav.
Seclion [BAE 15} View Packels —
© CossdOnip | Diters |
Istrument = Impart Method [BATS Resel worklzt
Ca | Rauting |
Fauted Ta: Jeriter § Laser Foute Code: Ready for Final Apsroval
= Fiouled By Mike Evans Message: [TR
GLLES Fiouls Date: 12/19/2013
02 -
Tasks | Tack Oplicess
Task Lab Cze Complantit ltam liem Type Diulicn - T azk Documents
L [13.000067 0 1 TE] 5
BAC 13000068 2060401030501 1 D it =
[ lBaC 13000065 | 20080401031601 i O Fil
| lBac 13000070 | 2006040103220 1 O Kil
[ lBac 13000071 | 20060407033000 0 D Kl
BAC 13000072 20060407100200 1 Dl it
[Bec 13000073 | 20060401101 001 i D Kit
BAC 13000074 200604071102505 1 Ll it i
ar ,
~Rewt
Hum [value  [unis | Riasuit [ pessiiption [Statuz -
L 101090 am % ETHANOL Ethanol IMPORTED
O 2010 gmx NPROPANOL CONTROL | |&| L
(1 30100 g% ETHSMOL | Ethanol IMFORTED
[ 4ot gnx MPROPANOL CONTROL Add
50105 on% ETHAMOL | Etherol ACCEFTED Edt

»

Batch Print Status/Diatec WR /£ 12/19/2013 02:48 PM

U] TubsLabeIs| B Wulkisl| &Erirl| f|_;;hss|
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13. A reviewer can select the worklist and review it by changing the Assigned To name to the analyst and
the Selection to Closed Only. The Tech Review button will be active.

Batch Results
Wholklst “wiolklist Dpliess
hssigned Ta [MIKE T MikeEvans Routed To T Exnira Information
Task Aesgent
Selection ‘worklet Document:
woli TR -] & fot | e Rauts
® B TaskTypss | Surniaty Sheel Read) b F.f :
e liae B o Peckes %
= Eaminleaz
® CosedOriy | Dibterst |
Insirument = Impont Method: [BATS Feset woiklst
- Fouting
Fouted Tao: Route Code: Ready for Technical Raviaw
= Routed By: Meszape: =
Reiecled Fiaute Date:
Task Opticers
Task Documents
; 4 lidale Task i
[ | 13000092 4
s 13000093 | 2006040110202 4 D it
| lBAC 13000094 | 20060401110203 4 D it
| BaC 13000055 200604071710700 4 D] Kit
| |BAC 13000036 20060401117101 4 Ll it
| |BAC 13000097 2006040711260 4 e Kit
|_|BAC 13000098 200604071 14200 4 D] Eit i
‘| »
Resul
Num_|vae  [units |Rasut |Descripion |status -
R ETHAMOL  Ethanal IMPORTED
| zom an % H-PROPANDL IMPORTED | |8l e s
| 3o gmx ETHANOL  Ethanal IMPORTED
[ 40t g N-EROPANDL IMPORTED Add
| 5018% gm¥ ETHSNOL  Ethanal ACCEPTED Edit
Bl 3 24
Batch Piirk Status/Date W / D1/31/2014 01:55 80 =
ik Stasbise i TubeLabel9| B Wolkiet| ggm| ngm|
Review Worklist (=5
“Worklist: 01/29/2014 - - 1D: 132 Rejected: 0%
Analyst Aszigned: Jennifer S Leiser Task Typas:
Assignment with ALL Complated Tasks
REVIEW - | Review
Diezctiption Responze
Techricel Review completed?
Commerts
Mot Complated Save
Balch Prink: W
View Packels Review | 1L close
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14. After tech review, the Admin Review can be performed for the worklist. This will release all the reports
built in the worklist.

Batch Results
Wwhorklst ‘warklist Dplices
hssigned To [417 P Jernillen 5 Lesser Routed To T Enlra Infoimalion
Task Aeagent
election \warklist Decuments
Weklel  |O1252014- 101132 el e
"
(Open Onk Task Types | [ Summany Sheet
Seclion [BAC 15 View Packets
@ CosedOny | Dibtertt |
Instrument = Irnpant Method [BATS
~ Reuling
Rauted Tax Route Code: Ready for Final Appraval
: | Fouted By: Message: i
HEEIe Roue Dats:
0% -
Tasks Task Oplions
Task LabCase  |Complanilt liam Divlicn | ~ Task Documents
4 BAC 5 20050401 110700 3 Walidale Task Resul
" |BAC 13000096 2006040111101 5 Workstes
|Bar 13000087 | 2005040112800 s Dl il =
A 3
Fesul
o |Value Units | Rasuit |Dezcription | Status -
M 10383 gnw ETHANOL | Ethanol IMPORTED
| zoin  gmx NERORANOL IMPORTED | |=| e
|| somm gz ETHANOL | Ethanol IMPORTED
Tl 401 ek NERORANOL IMPORTED fad
|| 50385 gnx ETHAMOL | Ethenol ACCEPTED

Save

‘ Edl

Batch Print Stalus/Datec WR / 02/02/2014 02:21 AM

1] TubsLabsls| B Wulkisll &Enﬂ j]_guxs|

15. The report can be opened from the Reports tab for the individual case. It can then be printed and brought

to the notary.

& 20060401110700 / 01-CENTRAL DIVISION 13-000095 Dashboard | Logout
CASEINFO | SUBMISSION  NAMES  ITEMS  CUSTODY  SERVICEREQUESTS  assicnments EEEGIE
Seguence Report # Section Analyst Assigned  Date Assigned  Status Draft Date Approved Approved By Date
Completed
1 BAC  JennferSleser 19122013 S Approved KrsDelBaba  20-12-2013
4 BAC Jennifer § Leiser  29-01-2014 5 Approved Mike Evans 03-02-2014
Detals  Items Tasks  Routing
Report Type =l ~
Lab Code * [crime Lab E|
Section 3 ‘Akohol =l
Date Assgned  [01/29/2014 1
Analystassgned  [ennfer SLeser v
Analyst Date [02/01/2014
Priorty Normal ~l
Status * |5 Approved 7|
Report Type 7]
Report Format 7|
GrantID ~ ¥
Print Report Matik || MNotes |[ Checkist ||  Reset Case Link Revisons || Service Request|
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Removing an Item from a worklist

Sometimes an examiner may want to remove a sample from a work list so the accepted data can be reported
on. The sample can be removed by selecting the rejected sample and clicking the "Remove and Delete Task"

button.
Batch Results
“winrklist ‘wiorklist Dptiong
Assigned To |MIKE 7 Mike Evans Aouted To i Ewtra Infarmation
Task Reagent
Selection W arklist Documents
ol Lk [orn72ma - s 121 | Espot ‘ Import Foute
* Open Only Ttk Toes | Summary Shest Fieady For Rev.
Section |EAE “iew Packets
" Closed Only | Diluter # |
Instrument ’—L| Impart Method: BATS Reset Worklist
o al Routing
Routed Ta: Route Code: Ready for Technical Review
. Routed By: Message:
lisjeeltad Raute Date:
14.2924
Tasks Task Options
‘ Tazk |Lab Case ComplaintH ‘ Item |Item Type |Di\ution ~
|_|BaC 13-000091 200604017 05200 4 D/l Kit
BAC 13000052 2006040110561 4 D/l Kit Femove & Delete task
040111 4 it _ T ask Documents
| BAC 13000094 | 20060401710203 4 Diwl Kit Validate Task Fresuls
BAC 13000035 200604011 10700 4 D1 Kt
| BAC 13000057 20060401112300 4 Dl Kt
| |BAC 13-000098 20060401114200 4 Dl Kit
-
< >
Results
‘Num |Value Units: Fesult D escription Status |F #||Result (s) out of range
| 1/0.6450 om % ETHANOL Ethanol IMPORTED 1
20100 am % N-PROPANOL IMPORTED |1
— Prepared Comments
| 302480 gm % ETHANDL Ethanol IMPORTED 1
[l 4o am % N-PROPANOL MPORTED 1_ Add
Ld 50,4465 am % ETHANDL REJECTED 1 Edit
) []
< b3 |
EBatch Print Status/Diate: V' / 01/24/2014 04:56 PM =
I Tube Labe\s| W’nlkhst| % Print | i1 Cloze |
Confirm
p | L. Remove this task from the worklist
\.._‘/ 2, Delete this task
Are you sure ?
Mo
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If the user clicks the "Yes" button, the rejected sample will be removed and the percent rejected for the

worklist will be recalculated.

Routed To ?

j B Expart ‘ Import

Summary Shest

Batch Results
wéorkligt
Assigned To |MIKE 7 Mike Evans
Selection
“Wwark List |I]1 7524 - -0 1A
o
ez @ity Task Types |
Section |EAE

View Packets

" Clozed Only | Diluter # |

Irstrument hd

Impart Methad: |BATS

Al Routing
Routed Ta: Route Code: Ready for Technical Review
~ Routed By: Message:
e Route Date:
0%
Tasks

Reset Wnrklist

ComplaintH

~

‘wiorklist Dptiong
Ewtra Information

Task Reagent
W/arklist Documents
Route
Ready For Rev.

Task Options

EBatch Print Status/Diate: V' / 01/24/2014 04:56 PM

L 13-000092 200604011 05601 4 Dl Kit
13000094 | 20080401110203 4 D/l Kit T ask Documents
il 12000095 | 20060401710700 1 Diwl Kit \alidate Task Fesults
13-000037 20060401112800 4 D/l Kit
] 13-0000532 20060401 114200 4 D/l Kit
v
£ m) 3
Hesults
‘Num |Value Uitz Result Dezcription Status |F ~
4 101840 am % ETH&ANOL Ethanal IMPORTED 1
: 20100 am % N-PROPANOL IMPORTED |1 e s
301870 am % ETHANOL Ethanal IMPORTED 1
] 40100 % N-PROPANOL MPORTED 1 Add
|| 50185  gnx ETHANOL  Etharol ACTEPTED 1 Edi
v
Sm > B

I Tube Labe\s| W’olkhst| & Print | j'L Cloze |
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Resetting a Worklist

You can reopen a closed worklist by clicking the Reset Worklist button. Resetting the worklist will also delete
any reports or reviews.

] Batch Results

Worklist orklist Option:
Assigned T |USERT ?  Crime Lab User Routed Ta G Extia Information
(| -selection Vet el
Wwork List g Expart Impart ‘worklist Documents
[z Summary Sheet Route
€ Openlny | 1 ToRee v Feay For Flev
Section IEAE “iew Packets Tech. Review
Diluter & | AdminReview
Instiument K Impart Method: BATS T
eset Worklst
& Closed Only Routing e
Fouted To Route Code: Ready for Technical Review
Fouted By: Message: A
Route Date:
Cancel ‘Worklist
Al
Task: Task Dption:
Task Lab Case # Complaint# / Agency Casedt  |ltem Diilution -~
BAC 12-000024 20060401033600 2 Dl Kit A Remove & Delete tagk
BAC 13000034 | 20060401033600 3 Dl Kit 5 T ask Documents
Walidate Task Aesults
< |:| »
Result:
Murn |Va\ue |Umts Result Description |Status |HE§
4 1.3 % ETHANOL Ethanol FINAL
~Prepared Comment:
Add
<[ r Edit

Batch Print Status/Date: W / 10417/2014 04:13 PM =
s as e (1] TubeLabeIsl Ermll J?{Qosel

A Confirm dialog box will display. Click Yes to reset the worklist.

@ This will re-open the worklist. Any reports written and/or reviewed will be deleted. Continue?
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Biology Walkthrough

1. To submit a Service Request, select a case and click the Service Requests tab then click the Add
button.
C:. CMPD Build 1.10933-NET4.0.30219, DEVELOPMENT, Sarah Mikaolajezyk, D1-CENTRAL DIVISION BARCODE

@ Service Request for 2015033809574 2 / Federal Bureau of Investigation 15-000001 Dashboard | Logout

CASE INFO | SUBMISSION | NAMES | ITEMS | CUSTODY SERVICE REQUESTS ASSIGNMENTS | REPORTS |

Filter by Section: |Al =

Requested  Reguested By Status Status Date  Status By Court Date  Type of Item & Section(s)
Court

03/03/2015 Sarah Mikolaiczyk Accepted 03/03/2015 Sarah Mkolaicayk 04/07/2015 12 FA

03/03/2015 Sarah Mikolajcizyk  Accepted 03/03/2015 Sarah Mikolajczyk

Add Qpen | Cance | Print: History | Print SR Detalll Lab Work |

2. Fill in the required information that you would like to learn from the analysis then click Continue. Fill
out the information as needed.

@ Service Request for 20150338095742 15-000001 Dashboard | Logout

CASE INFO | SUBMISSION | NAMES | ITEMS | CUSTODY SERYICE REQUESTS ASSIGNMENTS | REPORTS |

v

Create Request

P> Select Services

P> Enter Service Details > Submit To Lab

Request Cate 03/0s/2015 [
Requested By * |Sarah Mikolajezyk z|

Link. suspect to victim ;l
What do you want to learn from this analysis? *
=
Please enter coLrt date if known, 04/07/2015
Description of case events =
Marrative of the events of the case *
=

Go Back Continue
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3. For each specific item to be examined, check the box to the right of the item under the Biology (BIO)
column then click Continue.

CASE INFO | SUBMISSION | NAMES | ITEMS | CUSTODY SERVICE REQUESTS ASSIGNMENTS | REPORTS |

v

Create Request e Select Services - Enter Service Details P Submit To Lab

Blood .
Alcohal* Biology*

(BAC) (BI0)

Firearms™®

Debris* Latent Questioned
(FA) Pi

LP) Documents® (QD)

1 Firearm - Suspect's gun r r r ] - =

2 \Arimunition - Box of ammunition r r [a] ] [a] =
lLatent Fingerprint Submissions -

3 [ZPRINTS LATENMT LIFT 1-1, 1-2, 1-3 r r Il o - O
ITMCNTQTY: 3

4 \Clothes - Clothing from victim [u] = O - - =

5 (Sexual Assault Kit r ~ r - Il I

=

G0 Back I Continue

*Services for these sections require review and acceptance by a lab supervisar,

4. Clicking the yellow question mark will open a new window, allowing you to specify specific
examinations requested. When you hit-select Continue, you will be given additional questions based
upon items attached to the request.

CASE INFO | SUBMISSION | NAMES | ITEMS | CUSTODY SERVICE REQUESTS ASSIGNMENTS | REPORTS |

v

Create Request — Select Services —_— Enter Service Details o Submit To Lab
(AN )

Biology Questions

1. Please select the reason for analysis: # |Link suspect to vicim ¥

Flease select the appropriate request:

™~

% |DNA/‘Sero\ogy Analysis v
3. Please inciude other comments: Mo other comments =
®
- |
4. Da you have an elimination standard from the victim fowner, or a buccal e |Yes =
standard from your suspect?
5. If yes, then what complaint # is the reference Lnder? [same =

Please contact the Biclogy Section supervisor at 704-353-1102 should you have any additional comments, concerns, etc. regarding your
case and/or specific item(s).

Questions for Item #4 : Clothes - Clething from victim

1. ‘who do the clothes belong to? hictm =l
*

=l

2. Where were the clothes found? with the victim E
*

=

G0 Back Contnue
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5.

6.

Once you have entered all the required information, yeu-click Continue and proceed to the final
screen.

CASE INFO SUBMISSION NAMES ITEMS CUSTODY SERYICE REQUESTS ASSIGNMENTS REPORTS
I | I I I I

v
Create Request —n Select Services — Enter Service Details —n Submit To Lab

Please click the Complete button to submit this lab request.

Complete

The service request will be submitted, and you will be back on the service request screen. Note that the
request you just created is marked "Requested." The Status will change when the Lab Supervisor either

Accepts or Rejects the Service Request.

Service Request for 20150338095742 15-000001 Dashboard | Logout

ASSIGNMENTS REPORTS

CASE INFO SUBMISSION NAMES ITEMS CUSTODY

Fitter by Section: | Al -

Service Request

0 Your Service Request has been received.

Adlct | Open | | Print History ‘ Print SR Detalll Lab Work |

The normal process for handling assignments will begin at reviewing/approving service requests.

1.

Review service requests by selecting Review Requests from the Service Request menu option under
the Dashboard.

¥/ Quick Find

[% Recent Cases
New Case
Search 3 COMPLAINT# / AGI S| UNIT / AGENCY
Bulk Cantainer 20150338095742 Federal Bureau of Inve
22-50UTH DIVISION
SerEREmEss D 17-INDEPENDENCE O
Inventory 4 20140404233601 54-PROPERTY CONTR
Lo 19790035664000 65-FIB - RAPE/SEXUAL
20140330095702 B6-FIB - HOMICIDE
Admin 3
2121221184500 21.5TEELE rREEK MM
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2,

section; Biology will be the default.

H Bervice Requests Review

[ Fiiter Service Requests -

Hequest Date Fram Fr:iﬂhf)mh MM Joajosz01s 1

Raporting District b

Complant Mumber

Seclion m oy .,

,7 -

,7 -
| |

Sewch |

™ onHold
Chiarge
AT
Court Date From

Cer |

Renuest Date
O3/05/2015

1

Sections
BIO

URN/Dent Cazest
LU 142 Federsl Buraau Justifiable Hom

Anency Charqe Case Type  Requested By Status

Sarsh Miclajeryk  Requasted

Court Date
U7-09-2015

save a copy for your records.

calhostPLIMSDUY, PLCWeBLomman PO Vien.asps - Windows Inter

m Charlotte-Mecklenburg Police Department
Service Request

—
CHARLOTTE-MECKLENBURG
Agency Name: Federal Bureau of Investigation Lab Case Number: 15-000001
Agency Case Number: 20150338005742
Investigator Name:
Case Name(s)
Mame Type Full Hame (Last, First. Middle) Gender _Race DOB Arrest Numbear SIDPIDIFE] #

Select or filter the service request by entering additional information. You will not need to filter by

Comments
Link suspect 1o victim

Clicking the complaint number will open a PDF printable copy of the service request. You can also

Requested Date: 03/06/2015 Requested By: Sarah Mikolajczyk Current Status: Requested

What do you want to learn from this analysis? Link suspect to victim
Please enter court date if known: 04/07/2015

Narrative of the avents of the case: Description of case events

Biology
Please select the reason for analysis:
Link snspect ta vietim
Please select the appropriate request:
DXNASerology Analysis
Please include other comments:

No other comments

Dy steuin Joaves s wlind standaed From thue sietim nswmer_or 3 bawees) standaed from unsne giugneet
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4. Clicking any other area of the service request brings up a list of all the items requested for examination.
You can see your options along the bottom. Here the request can be accepted, placed on hold, or
denied. If the request is accepted, the items can also be requested for delivery to the section at this time.
Clicking Open will take you to the service request, where you can review all the details attached to the
request.
Service Request Details
Filter by Section; |Biology =l
Request Date Sections URN/Dept Case# Agency Charge Case Type Reguested By Status Court Date Comments
03/06/2015 BIO 20150338095742 Federal Bureal Justifiable Hon Sarah Mikolaiczyk Requested  07-04-2015 Link suspect to wictim
[ n
Biology Deliver Section Item(s) j
Ttem# Description Youcher# Request Comments Status Status Comments Deliver
V4 Clothes - Clathing from victim No =
=81 Seyual Assault Kit Mo =
Accept | Hold | Deny | Comment Back to SR Review
sty | open | Princsh Detal |
5.

click the Deny Services button.

Deny Service Request

Request Date Sections URN/Dept Case#
02/06/2015 BIO 20150338095742
o

Agency

Charge
Federal Bureal Justifisble Hon

Case Type

Reguested By Status Court Date

Sarah Mikolajczyk Requested 07-04-2015

Comments
Link suspect to victir

[

Description
4 Clothes - Clothing from victim
5 Senuial sssalt Kit

Dery Services Back to SR Detais

Youcher#

Request Comments

Reason Code Status Comments

Insutficient
information

2 e

not meat

o7 laboratony
accaptanse
citeria

If an item(s) is to be rejected for analysis, make sure the check box for that item is active, then click the
Deny button. Select the appropriate Reason Code by clicking the ? box and add any comments, then

Prepared by Porter Lee Corporation

158



Users Guide

Biology Walkthrough
6. To accept item(s) for examination, make sure the check box for that item is active, select yes or no for
that item to be delivered to the section, and then click the Accept button. Then click OK.
Service Request Details
Fiter by Section: |Biclogy =
03/06/2015  BID 20150338095742 Requested 07-04-2015  Link suspect to victim
The following items have been accepted:
» Biology - #4: Clothes - Clothing from i
wictim
Biology 0 » Biology - #5: Sesaual Assault Kit Delver Secton Item (s) ’_L
4 Clothes - Cothing from wictin hted
Fs Sexual Assault Kit bted
Accept ‘ Hold ‘ Derry =
History ‘ Open ‘ Print SR Detally
7.

Once accepted, the Service Request will create a new assignment. This assignment will be unassigned,
with a Status of "0" on the Assignments tab. You can click Open to go to the case and see the accepted
service request. If there are multiple requests for multiple items under the same service request and one

gets rejected, click on the blue "See Details" link to see which item(s) got rejected and by which
section.

& 20150338005742 15-000001 Dashboard | Logout

CASE INFO | SUBMISSION | NAMES | ITEMS | CUSTODY | SERVICE REQUESTS I:Hlaiiiﬁ! REPORTS

Draft Date Analysis

Ready For Rev.

Analyst Assigned

Sarah Mikolajczyk

Tech, Review
AdminReyiz
Close Request

Service Request
oMs
[l L-|
Detals  Tasks Routng  Additional Analyst(s
Lab Code * |Property and Evidence E Items | Mames
Section * [Biolegy ] Lab #: 15-000001 / Complaint#: 20150338095742
Item # Item Type Description / Location uan
Date Assigned 03/08/2015 B L i bl %
[ Y Firearm [Suspect’s gun 1
Analyst Assigned 3
F |2 |Ammunmon |Box of ammurition 1
Priority * E
. W [] r s JLatent Fingerpri [ZPRINTSLATENT LIFT 1-1[1
5 ssigned to Section 3
2 = [ | P [P1mtimn e ety 1 _,LI
Report Type E 4| i D
Grant D ~ _ Bguew |
= -
Comments
=
Add | Edit | Save Carnce] Delete | Merge | Split
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8.

From here, an analyst must be assigned, and then the analysis begins with the Analysis button under

the Assignments tab. Clicking this button will open the Report Writing Matrix. The Report Writing

screen will be utilized as necessary depending on the case.

Sequence Section Analyst Assigned

Date Assigned Status Draft Date
1 F& Sarah Mikolajcayk 3/3/2019 12:00:0 1
Sarah Mikolajczyk

CASE INFO | SUBMISSION | NAMES | ITEMS | CUSTODY | SERYICE REQUESTS ‘Iiﬁlaiiiiii REPORTS

Analysis

Ready For Rev,
Tiech, Review:
Adminfeyizy
Close Request

Service Request

GMs

i L |
Detals  Tasks  Routing  Addiional Analyst(s
Lab Code * |Property and Evidence E Items | Mames
Section * Biclogy ~ ] Lab #: 15-000001 / Complaint#: 20150338095742
Item # Item Type Description / Location uan
Date Assigned  [03/06/2015 & L i il =
| i Firearm Suspect's gun 1
Analyst Assigned  |Sarah Mikolajczyk E
F |2 |Ammunmon |Bo>< of ammunition 1
Pricrity K a z
St W = r |3 [Latent Fingerpri [zPRINTSLATENT LIFT 1-1[1
5 ssigned to Analys!
g ) =l [Flethae [P 1mthinen e ety 1 _I;I
Report Type E 4] i L
Grant 1D ~ _ Boves |
=l
Commerts
Add | Edit | Save Carcel Celete | IMerge | Split

Screening Evidence

9.

After selecting the Analysis tab, click on the General Worksheets tab to open the worksheets

window. All available worksheet templates are displayed on the left. Click Create to make a

worksheet, after which the new worksheet will appear on the right.

ITEM = REPORT WRITING | (eSS 3

MNew Worksheet(s) Existing Worksheet(s)

Description Description

Entered By Date Entered
ation Worksheet SAM
nformation Worksheet SAM

id Identification

B
Worksheet
BIO-Laboratory Information Warksheet
BIO-Sexual Assault Kit Worksheet #1
BIO-Sexual Assault Kit Worksheet #2
BIO-Sexual Assault Kit Worksheat #3
BIO-Suspect Kit worksheet

B Ui
BIO-Laboratory I

i

Read ][ Cpen ][ Rename ][ Delete ]
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10. When a worksheet is opened, it functions just as it does now, in Word. You can work within the
existing worksheet in Word and save results there, or you have the option to print the worksheet and
have a physical copy.

If you save the document in LIMS, you will receive a screen asking to Open “As Is” or “Recreate
Report” when you reopen it.

Leading vour worksheet, please wait....

Confinmation

" Recraate Report

- Recreating the document will delete the existing report and
3 create a new Report

o OK | X Cancel |

11. To create a sample item click on the Items tab. Select the item you need to sample then click the
Sample button on the right to create your child or grandchild item. Update the Collected and Location
and any other information that is necessary then click Save. The Dupe button can be used if making
multiple samples from a single item.

12. After you have created the sample item(s), you will need to add those to your assignment. From the
Assignments tab click the Big View button. Click the + sign by the lab case to expand the items in the
case. Click Edit and select your sample item(s) then click Save.

13. Once screening is complete, the analyst will skip to the Report Writing stage, or they will move on to
DNA work. For instructions on creating extraction worksheets, see "Creating Extraction Worksheets -
Batch" on page 169.
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Report Writing

14.

15.

16.

The final steps of the process will be the Biology Results, Biology Conclusions, and CODIS
Conclusions. Those are all accessed from the matrix, and all of the panels function in the same way.
Expand the panel and click “Add Conclusion” to see a list of available options.

ITEM REPORT WRITING GENERAL WORKSHEETS

1 Ppackaging and Continuity Remove
[ Report Item Description Remove
[ Screening QG Remove
| General Screening Remove
= Biology Results Remove
Edit Conclusion | o serclogical examinations were conducted on (Itemn 5); however, the (Item) was swabbed for DRA analysts. =
Edit Text
Move Up [ |

hlove Down
Add Canclusion

Delete Conclusion

“Edit Conclusion” will open a new window that will allow you to re-select the items that are linked
into the conclusion statement.

“Edit Text” will allow you to edit the actual text of the conclusion statement for this entry (and only
this entry, it will have no effect on past/future statements).

“Move Up” and “Move Down” move the statements up and down. They will appear on the final report
in the same order they appear on screen.

“Add Conclusion” and “Delete Conclusion” add and delete conclusion statements.

Once all necessary panels have been completed, click the Send to Word button to generate a Draft of
the report. Once Word opens, you can make small changes to the document (e.g., spacing) but any
changes you may make to the Results/Conclusions will not be displayed on the Matrix once the report
has been closed. If you need to make changes and/or additions to the report, you will need to do that on
the Matrix and follow the previous steps as needed. If no changes need to be made to the report you
can close out of the draft to move onto the review process.

If you need to make edits to the matrix, select the necessary panel then click the Send to Word button.
A pop up will ask you if you want to open the report as is or recreate report. Click the "Recreate
Report" option and click OK.
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17. From the Report Writing sc
any additional documents o
vault.

@ Report for 20150338095742

reen, you can select the Paper Clip icon in the top left hand corner to add
r images that need to be included in the report. This will open the image

C“, CMPD Build 1,10939-MNET4.0,30319, DEVELOPMENT, Sarah Mikolajczyk, 01-CENTRAL DIVISION

SUBMISSION

NAMES!

| ITEMS

CUSTODY

| SERVICE REQUES)

KEPORT WRITING

GEMERAL WORKSHEETS

[ packaging and Continuity

[7] Report Item Description

18. This screen will shew-display al-eurrent-attachments_for the selected assignment. By default, your
sequence will be selected.Jn-the-top-right-makesure-the-correct-assignmentisseleeted—To attach a new

document, click Attach.

@ Attachments for 20150338095742

15-000001 Dashboard | Logout

There are no attachments here.

CASE INFO | SUBMISSION | NAMES | ITEMS | CUSTODY | SERVICE REQUESTS ‘I:HHHHHHH REPORTS

Select Documents
&

" Far Assignments
C ForSeq# 2

Wiz Selected Wiew Al

Data Type l—
Description |
Fllename |
Content Type |
atachediy [~
Attached Drate l—ﬁ
Restricted =
Edit | Saie | Zancel | Celete | W Back to Report Writng

@ Attachments for 20140622165205 / 61-CRIME SCENE SEARCH

14-005746 Dashboard | Logout

CASE INFO | SUBMISSION | NAMES | ITEMS | CUSTODY | SERVICE REQUESTS | ASSIGNMENTS REPORTS

There are no attachments here.

Select Documents
ol
() For Assignments
@) For Seq # 4

—

Data Type

Description

Filename

Content Type

Attached By ~|

Attached Date |

Restricted

"

| Attach | Back to Report Writing
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19. Images can be attached (if they already exist on the computer), or they can be scanned in.
Clicking attach will open a file browser, to select the document and/or image you need to attach to the
assignment. From here, you will also be able to set the file(s) to Restricted if that document is sensitive
information_by checking the check box next to the file(s). Hitting scan will open the scanner software

on your computer. Once done, click Save and the file will be uploaded to the database.

C:Mabsave\SCANNERMONITOR e NG e
Please use the scanner preset 1o scan vour dacuments.
when document seanning is complete press save,
Image Li pion:
Document Description Restricted Attach File
labsave\beast lab headshot jpg el e asiziam ® View Full Screen |
Delste

o Save
X Cancel

Note that the paperclip icon will now flash yellow. You will also be able to see which files are
restricted by the check in the check box. You can edit the document description or the Filename by
clicking the Edit button._You can click the Back to Report Writing button if you are not finished with

15-000013 Dashboard | Logout

your initial report.
REPORTS

« Attachments for 20150338095742

CASE INFO SUBMISSION NAMES TTEMS  CUSTODY SERVICE REQUESTS
DOCUMENT DESCRIPTION Filename S
@l
) ForSeq #2

Attached file descriptiom c:\labsave\beast lab headshot.jpg
v seked

Select Documents

Data Type PG
Description |attached fie descriptiom
Filename |c:labsavebeast lab headshot.jpg

Content Type |irnage,ipjpeg
Attached By [Sarah Mikolajczyk ~
Attached Date  [04/08/2015

DOCUMENT DESCRIPTION
Attached picture of examination BAC Reject pg 143.png

Restricted
& Attachments for 20140622165205 / 61-CRIME SCENE SEARCH 14-005746 Dashboard | Logout
CASE INFO SUBMISSION NAMES ITEMS CUSTODY SERVICE REQUESTS REPORTS
T Select Documents
[SF]
© For Assignments
@ ForSeq# 4

o s

Preparec
Data Type PNG
Description |Aﬂached picture of examination
Fiename |BAC Reject pg 143.png

Content Type |irnageh(fpng
Attached By  |Megan R Hirschy |

Attached Date  |04/20/2015 E

Restricted
Cancel [ Dekete | [ Aftach iBackto Repor‘tWriﬁngli
|

[
&
B

Edit

[ Field Code Changed
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20. Once the report has been completed and the case is ready forTRfor review, select the Back to
Assignments- button from the Report Writing tab.

21. When the assignment has been completed, click the Ready For Rev. button to begin the process of
closing the assignment for technical and administrative review.

Date Assigned Status
4/8/2015 12:00:0 1
4/8/2015 12:01 2
4/8/2015 12:00:( 1

Draft Date

4/8/2015 12:0

22. This window allows you to select which documents are included the in the notes packet. Worksheets

can be included or excluded as necessary. When the necessary documents are selected in the proper
order, click Process.

- ot Mumber: Printing Matix BIO_MATRL2 RPT
il o Matis Notes
= otk Shests
¥
+ BI0-Body Fluid |dentiication Workshest / Sarsh Mikolajczyk

E ~ BID-Laboratory Information Worksheet / Sarah Mikolaizzvk
2

Expardal | Collapse al & Piocess | ] Close
Printing Complete. EENEERRNERNRNNRNNRRERRRREEEN]  © ShowPinting Staus ||‘

23. Once the processing is complete, a new window will open and display all the selected documents in a

single PDF file. It can be saved or printed. You must then Accept or Reject this packet. Accepting will
finalize the report and prompt for a signature.

n “Comments” section. Attach

Accept I Fieject
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24. The Verify Signature screen should display your active signature, and then prompt for your password.
Then click OK to Route the report for Technieal and Admin review.

Verify signature

Password: esssss|

[ ok || cancel |

25. Tech reviewers will be assigned eut-by the section head. From the assignments tab, click the “Routing”

link.© 8 3 a a Few e-analvst should-route-the snmentto
SEEG‘]‘E]‘]. M - M 3 M 99 1+
Details  Tasl Routing  Additional Analyst(s)
Route To: Mot Routed Route Code:
Route By: Route Date: Reply

vessage '

26. From this screen, the analyst will click “Route” and thes select the section head, that-will-then-be
routed-for Technieal Reviews-the Route Code and a Message then click OK.

Route This Assignment
Route To: Constance S Enfinger z
Route Code: RR _?]_ Ready for Technical
Review
Message: Please assign for technical review,| -
Send Ema
ok || Cancel
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27. Once the assignment has been routed, the Tech Reviewer will be able to see a notification on their
dashboard, under netificationsNotifications.

' Notfications
Houted To Me, 2
em Hotification, q
Ready for Review. 13
Routed to Me, 1

Clicking the link will take the reviewer to the routing screen, where they can see the routed assignment,
along with the code and the attached message.

k@ Assignments Routed To Me

Pending Items: Assignments Routed To Me

Route Date Lab Case # Complaint# / Agency  Section Route By
Case#
15-000003 20140401108302 BIO
4/8/2015 12:015-000013 20150338095742 BID Sarsh Mikoljczyk RR Please complete tech review
Back to Dashboard

28. Clicking the assignment will take the reviewer to the assignments screen, where they can then click
“Tech. Review” button.

1 A sarah Mook 4/8/2015 12:00:4 1
2 810 Sarah Mikolajeryk 4/8/2015 12:03 4/8/2015 12:0
E s Sarah Mkokjcryk A/8/2015 12:00:1 1
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29. Once the Tech. Review screen opens, the reviewer will need to choose the appropriate review

checklist. CTREVIEW is used for DNA Case Technical Review, BFREVIEW is for Body Fluid
Identification Case Technical Review, and OREVIEW is the Outsourcing Review Checklist. Each
checklist has a specific list of questions, all of which must be marked Yes or indicated that the question
is not applicable to this case.

Along the bottom of this page are a series of tools for the reviewer. Print List will print the checklist
questions and responses. Results will open the Matrix in a read-only format. Report will open the
completed report. Notes will open the Analytical Notes if they are present (note: The analytical notes
are only used in the Matrix screening path). The rest of the buttons allow the report to be accepted or
rejected.

If rejected, the assignment will be routed back to the analyst with the review Comments inserted into
the routing message. This will allow the analyst to see what’s wrong with the report.

DNA Case Technical
Review

BFI Results Checked Yes e

CTREVIEW

»

Extraction Forms Completed and Reviewed Yes

Quantitation Forms and Fims Completed and Reviewed Yes

\Amplfication Forms Completed and Reviewed Yes

m

Case Sample Electropherograms Completed and Reviewed Yes

Statistical Sheet Completed and Reviewed N/A

Al 1LS, Ladders, Positive & Negative Controls Completed and Reviewed Yes

Al Allele Calls Reviewed and Correct Yes

Staff Search Performed No L.

Technical Aspects of Report are Accurate Yes

Comments

[ Prnt st | [ Print History |

[
o
T

[ Results ] [ Report I [ Notes] Reject I Back to Assignments

] Review Complete

30. Once the report is approved, the assignment should then be routed by the reviewer to the section head.

31.

This is the same process as mentioned above. From here, the admin reviewer (normally the section
head) will complete an admin review. The process is the same as above, except the “Admin Review”
button will be enabled, and the review checklist will be specific to the Admin questions.

Once admin reviewed, the report moves from the ‘Assignments’ tab to the ‘Reports’ tab. From here,
you can view the completed report and the notes packet.
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Creating Extraction Worksheets - Batch

In order to create extraction worksheets, all samples need to be submitted for extraction (EXTSUB) with the

and-type of extraction (BEAD or DIFF).-selected. All-samplessubmitted-per-ease"

1.

& 9999 / Alcohol, Tobacco, Firearms & Explosives

. ’ . .
question;-and then seleetclick “Analysis” in the top

CASE INFO | SUBMISSION | NAMES | ITEMS | CUSTODY | SERVICE REQUESTS REPORTS |

Sequence Section

Analyst Assigned
STarT RO T]

4 QD Sam Cuoma
=] BIO Dha Test User
7 BIO Sam Cuomo
] Qo Sam Cuomo
9 [Eite] Samn Cuoma
12 BIO Sam Cuomo

Sam Cuomo

2. Inside the Assignments screen, select Report Writing and then DNA Worksheets.

ITEM REPORT WRITING

GENERAL WORKSHEETS

Date Assigned

12/10/2013
12/16/2013
12/17/2013
12/17/2013
12/17/2013
12/19/2013

12/19/2013

Status

Draft Date

12/16/2013

12/17/2013
1217/2013

. From the Assignments tab select the assignment i
right corner.

13-000004 Dashboard | Logout

Ready For Rev,

Close Request

Service Reques

=

[

[ packaging and Continuity
[ Report Item Description
[Z Biology Results

[2 Biology Condlusions

2 copis condusions

[ Image Annotation

[l Screening Qc

General Screening

Remove

Remove

Remove

Remove

Remove

Remove

Remove

Remove

Save [ DA worksneets | [ add analysis | [ Analytical Motes | [ Sendto word [

Back o Assignments |
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3. The DNA Worksheets screen will show any existing worksheets, and any Worklists that have
assignment items on them.

I DNA Worksheets
Worklist
[Worklist ID_[Worklist Date [Created By [Task Type
| 103 12/18/2013 Sam Cuomo DNAANAL
0| &
- Work Sheet
Work Sheet Description [Stat Date  [End Date Status [nalyst | Analyst Last Madified | Date Last M~
¥ |Extraction Subrmission 12/19/2012 Open Sam Cuomo Sam Cuomo 12/18/2013
General Extraction \worksheet 12/19/2013 Open Sam Cuomo Sam Cuomo 12/19/2013
il
B0 | =]
Create 1 Open | Delste ] L Clos=

4. By default, the worklist for submissions will populate with the bottom-most items attached to it. If you
have Item 4, Item 4.1, Item 4.1.1.; and Item 4.1.2, it will start with items 4.1.1 and 4.1.2 attached to the
worklist. To add additional items (or see the list of items currently attached), you can click “Modify
Worklist” in the top right hand corner. When the Modify Worklist window opens; click “Add Items”.+f

votreed-to-add-any-items:

M Jodify Worklist

Worklist ID 103 Created Date 12/19/2013 Created By Sam Cuomo

Em Nurnber Itemn Type / Deseription

| External Genitalia or Penile Swab(s) [EXTGEN] / This. is. a test. of commas.

1.2 Oral Swab(z] [DRASWE] / Thiz, iz, a test, of commas.

Ludd Items ﬂ LCloze
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Click the ? icon next to the item(s) to open up the DNA Worksheets list. Select EXTSUB — Extraction
Submissions for all items to be extracted. When-the-werklistforsubmissions-is-correet, seleet-Click
“Create” in the bottom feftright corner of the DNA Create Worksheets screen- Fhis-will-be-tsed-to
create the Extraction Submission. Eliek-the-2iconnext-to-the-itemto-openupalist

5.

Bl Create Worksheets

Items Existing Worksheet[s) Worksheets [F4)

Al Items

13-000004 - 1.1 / External Genitalia or Perile Swab(s] [E><TGEN] BEAD T
# This, iz, @ test, of commas,

13-000004 - 1.2 / Oral Swab(s) [DRASWE] / This, iz, a test, of BEAD

commas.

Item Saurce |All < XK Cancel

._. BEAD - General Extraction \Worksheet
[ DIFF - Manual DNA Q- Differential Extraction

" 0K | 3 Cancel |
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6.

Once the worksheets are added to the Create Worksheets screen, seleet-click “Create” and it will open a
new window that is the extraction submission worksheet. This sheet lists all the items that were attached
as well as relevant numbers. Comments can be added as necessary. Requesting Analysis needs to be
selected, and the analyst can choose between “BEAD — General Extraction Worksheet” and “DIFF —

Manual DNA IQ — Differential Extraction.”

M Extraction Submission
Status [Open - [Extraction Submission

Start Date 12/26/2013

Analyst Sam Cuomo
Case Mumber | Item Mumber DN Mumber | Description Requesting Analysis| Comments
l‘ 13.000004 19 y2oogyz  This . atest, of commas.
¥ 13-000004 1.2 13-00074 This, iz, a test, of commas.
=
E=|
|~ Comment:

@, TubeLabets| 2 Racklabel|  @ypie | oo |

B DNA Worksheets =

Sort By |Code | Code Starts With
Code [Description [~
: BEAD General Extraction Worksheet
| |DIFF Manual DMA Q) - Differential Extraction
W
m >
Search in Search for
[ =l ' 0K X Cancel
¥ Active Only
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7. Once the tests are selected, click "Save."

M| Extraction Submission,

Status [Open ~]| I

Start Date 12/26/2013
Analhyst Sarm Cuomo

Extraction Submission

Case Number | ltem Mumber

=]

13-000004 11

DN& Number | Description

This, is, a test, of commas.

+ 13-000004 12

[+

N

This. iz, a test. of commas.

Requesting Analysis | Comments

T
o)

omment;

& Tubelabok| By Backlabel|  Sypin | Cose |

8. Once the sheet is saved, you can close out of the DNA Worksheets window and it will send you back to
the Report Writing/Matrix window. From there, go back to the dashboard. From the dashboard, click

DNA and then click Worklist.

« MEMU

Dashboard

Mew Case

Search

Bulk Container

Service Reguest

LAM

Adrmin

Reports

Activity Log

Documents

Setup
D,

Instrument

2] Quick Find

Drapartmeant

.

Complaint# / Agency Case# [

Lab Case #
Control #

[ Clear ][ Search ]

%] Recent Cases

L
3

COMPLAINT# / AGENCY CASE#

Batch uj

QME

CODIS Expart

Logaout
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9.

On the worklist screen, you can view existing worklists by clicking the drop down. If you are creating a
new worklist, you should leave this set at “Create New Worklist.” You should then select the task that
you are looking to work (either BEAD or DIFF) by hitting the + next to “Select Task Types.” Filter the
tasks by the entering your code number for 'Exam Analyst'. Click search and you should see the tasks
that you just created.

“wfarklist O ptiorr
Lab Code L i 7
Assigned Analpst |5AM 7 Sam Cuomo
Create Mew Worklist |
Select Tazks
Select Task 4 |[BEAD Date Assigned [12/26/2013  [12/26/2013
Topes — Fririty ,—? i Search
Created By - &
Eram Analyst 2
Item Source all -
Sort By | Submission Drder ~]
Select Tasks ] Selected Tasks (0 of O) ]
—Selected Tasks (0 of Of
Select | Tupe Lab Case # Item # Package and Type | Caze Type / Due Date | Analyst Description / Source | Date &g
i i 1.1 41300073 Mylan Bag i 1 Sam Cuamo 1 Thiz, iz, & test, of i
1 eesD 113-000004 H {External Genitalia or H | commas 11272642
i i i {Panila Suahizl i i i i
i i 1.2 /1200074 ‘Nylon Bag ! : Sam Cuoma i This, iz, a test, of !
71 iBEAD 113000004 ! Oral Swabls) ! ! commas, 12/26/2
=m) >
o @ Hore B U | o pene |

10. Select the tasks you want and then click “Update and Print.” You MUST click Update and Print. Just

clicking Done will not save the selection and will not create the new worklist.

Select Tasks ] Selected Tasks |
—Selected Tasks (2
Select | Type Lah Case # Item # Package and Type | Case Type / Due Date | Analyst Description / Source | Duate As:
] 1.1 /1300073 ‘Nylon Bag ] +Sam Cuomo (This, is. & test, of
X EEsD 113-000004 : {Evternal Genitalia or ]  cammas. e
) L L | Penile Sisahiz] i L L i
] 1.2 /1300074 ' Nylon Bag 4 1 Sam Cuomo 1 This, s, & test, of 4
Ix] BEAD +13-000004 ] 1 Oral Swab(s) ] ] L commas. 112/26/2
<0/ ) =
~ Al 2) Nore & Update and Print | o Done
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11. Once you have selected Update and Print, a screen will flash open showing the worklist, and then the
extraction worksheet will open. It will be the General Extraction Worksheet or the Manual DNA IQ —
Differential Extraction depending on what options were selected. After the sheet is saved, if using
Qiagility, clicking "Qiagility Export" will create the export file.

[N General Extraction Worksheet

Stabus [Open ~ | [seneral Extraction Worksheet
Case Mumber 13383217 gk,
Analyst Sarsh Mikelajezyl
& SENALEED Method Date [02708/201%
=
=
deUwJ o Cleaned? -
DMA Mumber | Lab Case Item Number Item Type Desciiption Deescaiption ol Quantity Exlracted |
4]
140001 1338217
il 14.0002 1338317
140008 133817
=
140004 13380217
=
- Reagents Lot Number _ Exp. Date Reagents Lot Number _ Exp. Date
PROK I DNAIG X
DIt 4 Prepiiler I
Diagen 44 Fuepiler BT +/
Incubation
Time In Temperstuie 'C Time Out
Themal toer 2 | o200
Thermal bier 2 | 000
Comment: = |
.l E!MK B TubeLabels| 2y Racklabel | @Rt | ) Dose

12. When rReady to extract, from the Dashboard under DNA, select Batch then the desired worksheet.
From there, click Open and make any edits if necessary. When you are finished, click Save.

If using Qiagility, click Qiagility Export to create the export file.

13. After the sheet is saved and the Qiagility Export is created, a window will open and tell the analyst
exactly where the export file was created. From here, the analyst can continue their work from the .csv.

Export File c:\labsavelBEADSAM_12-26-2013.C5Y |5 created
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Controlled Substances Walkthrough
1. To Ecreate a service request, —Fhis-is-typically-done-onsubmission—cClick the Add button.

CMPD Build 1.10933-NET4.0.30319, DEVELOPMENT, Sarah Mikolajozyk, 01-CENTRAL DIVISION BARCODE

@ Service Request for 20150338095742 15-000001 Dashboard | Logout

CASE INFO | SUBMISSION | NAMES | ITEMS | CUSTODY | SERVICE REQUESTS ASSIGNMENTS | REPORTS |

Flter bry Section: |Al =

Reguested  Reguested By Status Status Date Status By Court Date  Type of Item # Section(s)
Court
03/03/2015 Sarah Mikolajczyk  Accepted 03/03/2015 Sarah Mikolajczyk  04/07/2015
03/03/2015  Sarah Mikolajcevk Accepted 03/03/2015  Sarah Mkolajczyk 1,2 Fa
03/06/2015 Sarah Mikolajczyk Accepted 03062015 Sarah Mkolajczyk 04/07 2015 4,5 BIO
1] =
Add apen | Cance] | Print: History | Print SR Detall | Lab Work |

2. Fill in the information about the service request and click Continue.

@ Service Request for 2015033809574 2 15-000001 Dashhoard | Logout
CASEINFO | SUBMISSION =~ NAMES  ITEMS — cusToDY EISHIEIIITSI ) ASSIGNMENTS  REPORTS |
Create Request > Select Services > Enter Service Details > Submit To Lab

Request Date 03/0s/2015 E
Requested By * |Sarah Mikolajezyk 3

Drug identification =
What do you want to learn from this anakysis? *
=
Flease enter court date if known. 04j07/2015 [
Description of case events ;l
Marrative of the events of the case
=

GO Back Contnug
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3. Select a Controlled Substances request for the specific Controlled Substance item(s).

CASEINFO  SUBMISSION ~ NAMES  ITEMS = CUSTODY ASSIGNMENTS  REPORTS
-w
Create Request —_ Select Services b Enter Service Details > Submit To Lab
Dezciban l;‘lsgﬁnl . irearms ™ ehris® Latent Questioned
(8AC) ) (FA) Prints* (LP) Documents* (QD)
1 [Firearm - Suspect's gun (] [} (] r ] (] (]
2 \ArnrnLinition - Box of ammunition |} ] [ O r [} r
Latent Fingerprint Submissions -
B [ZPRINTS LATENT LIFT 1-1, 1-2, 1-3 r r r r r r r
ITMCNTQTY: 3
4 (Clothes - Clothing from victim ] [} ] [m] ] r r
5 ISemuial Assault Kit r ) r r - r r
) Drugs - baggie of marijuana [m] [} ~ [m] [m] [m] [m]
7 Drugs - cocaing found on suspect (] [ ¥ O - (] (]
=
*Services for these sections require review and acceptance by a lab supervisor,
G0 Back I Continue
4. Answer the Controlled-Substaneesrequired questions that appear following the request.
CASEINFO ~ SUBMISSION ~ NAMES  ITEMS = CUSTODY ASSIGNMENTS | REPORTS
w
Create Request e Select Services e Enter Service Details P Submit To Lab
(A A AR AN A NN RN AR AR
Controlled Substances
Questions
1. Do any of the items being submitted contain soilfvegitative matter? If ves, speak to evidence confrol personnel about evidence drying w|No =
protocols.
2. To the best of your knowledge are any of the items a biohazard risk? ((.e. exposed to blood, body fiids, and jor recovered from body wlNo =
cavity)
3. 1s this case going to Federal Court? « o
Go Back I Continue

5. Click Complete if the service request is complete. Fh%semeﬁequest—ts—aa%eﬂeeepted—fer—@eﬂ&eﬂed

+Work on the assignment can start as soon as the open assignment is assigned to an analyst.

/{ Comment [KW2]: Isn't in development db

CASE INFO | SUBMISSION | NAMES | ITEMS | CUSTODY SERYICE REQUESTS ASSIGNMENTS | REPORTS |

Please dick the Complete button to submit: this lab request.

v
Create Request D — Select Services D ——d Enter Service Details D —a Submit To Lab

Complete
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6. To assign an analyst to an open assignment from a service request, go to the dashboard and select
Search then Assignment. For the search criteria pick the Section Controlled Substances and the

Assignment Status "0 — Assigned to Section" and click Search.

w MEMU

Assign Search

Dashboard

Hew Case RESLILTS
saarch
Bulk Container Lab"e':" :uf pamet | e AgencyfLrie
C (Caze] o
Sarvica Request ] )
Section moled Substances e
Invertory v
Anatyst v Fricrity
Lo Assignment Status F] Assigned to Secton ~ Becuested By

Fequest Type —  ~
Reports ] Tasks —
oo | Assignment Date From ,mg Mé
ST g CrimejCffense — ~
o P e b —
Instrument. 3
qms saach | clear | I Defiuit Report Format
Legout

=

Lab Code (Assignment) w

7. Check the assignments to be assigned to an analyst. Then click Assign “Checked.”

« MENU Assign Search

Dashboard
[y E2E SEARCH IR

Assignment Date From = 10/10/2014, Assignment Date Ta = 03/06/2015, Assignment Status = 0, Section = €5 =
Bulk Container
= R T =

Svicoieaces u Complaint # Lab Case Priority Section Unit/Agency Analyst D: Items
Inventary » Number ate  Assigned
L [C 7 20140312135809 13-420168 2 s F4-YICE AND NARCOTIC! 11/05/2014  1<5ECT
admin y | T 7 2014071610500 14007631 2 s 26-WESTOVER DIVISION 12/15/2014  2=5ECT
— y | [ [T 20150338095742 15000001 2 s Federal Bureau of Investi 03/06/2015  6=SECT
W [T 20150338095742 15000001 2 s Federal Bureau of Investi 4/7/201 03/06/2015  6=SECT

Documents

|30 H
Setup 3
DMA 3
Instrument P 4 assignments Create Batch Assign "Checked" |  Print "Checked" | Wiew Selected Request |
QMS
Logout

8. Fill in the information to assign the analyst that will be doing the selected assignments.

« MENU Assign Search

Dashboard

New Case

SEARCH RESULTS

Batch Assign

Bulk Containar Analyst: * |sarah Mikolzjezyk ~
i 13
Sarvice Request P Pricrity: * |normal 3
Inventory >
Lab Code: Y
o T 20140 ]
Appointment Date: =]
i » T 20140
Appointment Time:
e » 0 N 20150
Documents I _I
4] Comments:
Setup 2
|
DNA 12
1 assignments
Instrument P U assignments
K Cancel
QMs

Section = C5 - |

11/05f2014  1<SECT

12/15/2014 2<SECT
03/06/2015  6<SECT

47/201 03/08/2015  6<SECT
1]

hecked" | View Selected Request |
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9. On the assigned analyst’s dashboard, the assignments will now appear in their queue.

% My Assignments

21-STEELE CREEX DIvI

] 1AAOEPRDENCE OfV]  201S0SCS010501 19003468 FA Clerar Rixpaint

7 219i2ms GAFIE - RAPE/SENUAL  19TO003RESAN00 13000010 FA 1 o Rt |
7 2i19pam SEPROPERTY CONTROL Z01MOMZIH0T 1400008 F& 1 Chos Rt

7 3jafams Focedl Burou of In AONSOGIOUSTAZ 15000001 FA 1 s A cloo nquest |
2 Rl St oy 15 " 3 1 TR A

r aekans ol St of In erl HICEE S0 TR g HLE LV R -] 1 Mg a Clast Roquast |
9 R ==y T e T 1 t

10. Select the assignment to be worked from the list and the assignments tab on that case will open up.

Clicking Analysis will allow information regarding the analysis to be entered into the Matrix.

@ 20150338095742 15-000001 Dashboard | Logout

Seqguence £ E Date Assigned 5 5 Analysis

1 FA Sarah Mikolajczyk 3/3/2015 12:00:01 Ready For Rev,

2 BIO Sarah Mikolaiczyk 3/6/2015 12:00:C 1 Tech, Review
Sarah Mikolajczyk

ALaT IR OHIIEE Y AdminPeyvien

Close Request
Service Request

GMs
L1 L |
Details Tasks Routing Additional Analyst(s
Lab Code * |Property and Evidence Z| Items | Names
Section e |Contro||ed Substances ﬂ | Lab #: 15-000001 / Complaint#: 20150338095742
Item # Item Type Description / Location uan
Date Assigned 03/08/2015 E L i bl 3
. [ ¥ Firearm [SUspect's gun 1
Anatyst Assigned  [Sarah Mikolajczyk Z|
F |2 |Ammummon |Box of ammurition 1
Pricrity * Mormal zl
. Nk [niNE JLatent Fingerpri [ZPRINTSLATENT LIFT 1-1[1
3 ssigned to Analys v
= ) = [ [rmtnac [rimtinima framm vies 1 _'LI
Report Type ] 1 e T
Grant 1D v _ Bovew |
= | |
Commerts
=
Add Edit Save Camcel Delete | IMerge | Split

CASE INFO SUBMISSION | NAMES ‘ ITEMS CUSTODY | SERVICE REQUESTS I:HH!HHH‘H REPORTS
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11. After selecting the Analysis tab, click on the General Worksheets tab to open the worksheets window.
All available worksheet templates are_displayed on the left. Click Create to make a worksheet, after
which the new worksheet will appear on the right.

& for 201503 742 15-000012 Dashboard | Logout

CGASEINFQ | SUBEMISSION NAMES TIEMS CUSTODY | SERVICE REQUESTS | ASSIGNMENTS | REPORTS |

ITEM | REPORT WRITING GENERAL WORKSHEETS

New Worksheet(s) Existing Worksheet(s)

Description Description Entered By Date Entered

CS-Worksheet CS-Worksheet SIM 4/9/2015 9:15:48 AM

CS-Waorksheet notes CS-Worksheet notes 5IM 4/9/2015 9:16:28 AM

(R ] [oen ] [enme | ookt |

12. When a worksheet is opened, it functions just as it does now, in Word. You can work within the existing
worksheet in Word and save results there, or you have the option to print the worksheet and have a
physical copy.

If you save the document in LIMS, you will receive a screen asking to Open “As Is” or “Recreate
Report” when you reopen it.

" Recreate Report

Recreating the document will delete the existing report and
create a new Report

|
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13. [To attach finstrument data from an instrument from the Dashboard click Instrument, Instview.

o |

Federd Bureau of In

COMELAINT#

21-STEELE CREEK DIVI  20131231154500 13415970

17-INDEPENDENCE DIVl 0140525010801 14.002468
BEFIB - RAPE/SENAL 1GTOESSEAN00  13-000010
SAPROPERTY CONTROL 2014004233601 14000008
Federd Bureau of In 2015033095742 15-000001

20150330005742 15-000001

LA CASE # SELHION STAIUS COURLAPEL DAIE DELIVERY

1 Closo Rsquest |
1 47f2015 A Coce Request |

1 4712015 A

14. The instrument data should be uploadable. Click the View Results button.

] Instrument Results Review - Version 104,138

==

File Loaded

Fresult Selectio
& MOME  ALL

[LabCase_ltemMum_gssignMum]

13-000042_1_15

Imane | Tewt | Tokens | Data Lines |

Page Width A6 > El@ G\l“@ gtl@l%lyl/lr\lwlgl
P losdimoge 4 | b | Delleinage | 'Ma9%10F1
T

| [rnstrumene name:

fLocation

I Push Data to Database

Database

Flun Report
Feport

othed nane: C:\CHEN

FIDT A, Frod St (082713 TESTOEET13_KRISA 331308 27 1428 23002F201 D)

Blocd alcshol analysis report - hesdspace

slood Ale GoHSS
1\METHODS\APFRIVED HETHODS\BLD_ALS.M

ST\ 082712 KAISIL 2013-08-27 14-21-

vial 2

2380 ETHANCH

2981 - p-PROPANOL

i 2 3 i

onze  Expact
& BT

Press [F5) to refresh st Dajets

Standards |

j-'L Cloze |
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15. This window will appear and the file, case, and assignment can be validated. Press-Click preeess

Process to upload the file into the image vault.

] Upload Results

SERE X

B Piocess

# Case Number Assignment® | Image Files
1 13-000042 15 082713_KRISJL 201 3-08-27 14-28 (1).TIF[1]
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16. The Controlled Substances matrix has two panels, Item Description and Controlled Substance Analysis.

Fill out the fields and this will be available for stat purposes as well as generating the final report. The

panel is an entry based panel, so multiple entries can be made by filling in the box in the top right

corner.

@ Report for 20150338095742

15-000013 Dashboard |  coout

CASEINFO SUEMISSION NAMES |

LTEMS: CUSTODY |

SERVICEREQUESTS

REPORITS

ITEM REPORT WRITING GENERAL WORKSHEETS

[= controlled Substance Analysis

Examination Performed

Comments

Hours Worked

[) Ttem Description

Resuft

Gross Weight  Units :l Met Weight
v

Result 2

Gross Weight  Units :l Net Weight
v

Result 3

Gross Weight  Units :l Net Weight
v

Select Item (Empty) Lab ITEM # 6 - cocaine found on suspect

units uomMm
[

Units uomMm
[

Units uom
[

[

units
£l

Units
[ ]

Units

- Compare Results
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17. After entering in the analysis, Send to Word can be pressed-selected and the report will be generated.

ITEM

REPORT WRITING

GENERAL WORKSHEETS

=| controlled Substance Analysis

Select Item (Empty) Lab ITEM # 6 - cocaine found on suspect

Result
Cocaine

- Compare Results

Gross Weight  Units Net Weight Units Units
24 grams zl E
Result 2
[
Gross Weight  Units Net Weight Units Units
[ [
Result 3
[
Gross Weight  Units Net Weight Units Units
[ [
Examination Performed
GCMS w
‘Comments
Hours Worked
“| Ttem Description
Save | [ AddAnalysis | [ Analytical Notes || SendtoWord ||  Back to Assignments
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18. The report opens in Word and is able to be edited. Once Word opens. you can make small changes to
the document (e.g., spacing) but any changes you may make to the Item Description or Controlled

Substance Analysis panels will not be displayed on the Matrix once the report has been closed. If you

need to make changes and/or additions to the report, you will need to do that in the Matrix and follow

the previous steps as needed. If no changes need to be made to the report you can close out of the draft

and move onto the review process.

File

,

Home  Inset  Pagelayout  References  Mailings  Review  View

Design

Layout

AR 9 ¢ D QE 4 v Nomal ML :opt

Lapt

B S E S e G e

‘Complaint No: 20150338005742

Date: 4/9/2015

Type of Analysis Controlled Substances

Remarks:

Agency: Federal Bureau of
Investigation

To: 400 S. Tryon St., Charlotte,
NC 28285

Official Report
TIAL: This is an official tep Charlott 3 te igation, Do net
T tobed NCGS 90-95(g) and

Items Received
Item #5: baggie of martjuana
Item #6: cocaine found on suspect

Examination(s) Performed
GCMS

Results
Ttem #5: Marijuana containing tetrahydrocannabinol, nbt weight 7.5 grams =/~

Ttem #6- Cocaine

Comments

ANALYSIS OF THE SUBMITTED MATERIALS IS AS FOLLOWS:

Authority Rodney D. Monroe
Chief Of Police

1 certify this to be the results of
the tests performed on these
items.

[» &1

w0 w4
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19. Back on the Assignments tab, the Ready for Review button can now be pressed-selected if the report
was finished. This will bundle the attached images into a packet.

CASE INFO ‘ SUBMISSION ‘ NAMES | ITEMS ‘ cusTODY ‘ SERVICE REQUESTS W REPORTS

Sequence Section Analyst Assigned Date Assigned Status Draft Date
1 FA sarah Mikolajczyk 4/8/2015 12:00:( 1 Ready For Rev.
BIO Sarah Mikokjczyk 4/8/2015 12:00:( 3 4/8/2015 12:00:C e ——

cs Sarah Mikolajczyk 4/8/2015 12:01 2 4/9/2015 12:0

Details Tasks Routing Additional Analyst(s)

Lab Code * lCrime Lab E
Section * |Controlled Substances ~ | b #: 15-000013 / Complaint#: 20150338095742
Item # Item Type Description / Location
Date Assigned 04/08/2015 - H
1
Analyst Assigned  |sarah Mkolajczyk v —
l—ﬁ ] 0o 2 Ammunition Box of ammunition 1
Analyst Date 04/08/2015 —
) NS‘ . 0 |3 Clothes Clothing from victim 1
proty Normal L) P oy .
Status *2 Reportin Progress E g s U ‘ C
Report Type ~
Report Format E
Grant ID ~
r

[ Add ” Edit H Save H Cancel H Delete ] [ Merge ” Split ]

>

1 Firearm Suspect's gun

20. The process packet screen will appear. Press the check and uncheck the documents you want included in
the packet. Then click Process.

ﬂ il Didver Diocuments -

11 F VHO00042 Sample (00X 1000042 Sermced. TIF

L]

2

[ Imn] Colapar &1 & Process | ) Dose
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21. Accept the packet if it looks correct.

e Lab - Chemiste

analysis report - headspace

AFER: DSYWBLD _ALC.M

STAOB2T13_KRISJIL 2013-08-2T7 14-28-23% EE

eient

“FIDT A From Signal | 1428 Z3 001 D2 0

L g
o] g
£
0 [}
e |
ad
-
10 = =
1 2 3 4 mn

button.

1 FA Sarah Mikolgiczyk 4/8/2015 12:00:0 1
2 810 Sarah Mikolsjczyk 4/8/2015 12
3 cs Sarah Mikolajczyk 4/8/2015 12

3 4/8/2015 12:00:C
3 4/9/2015 12:0

Details Tasks Routing Additional Analyst(s)

Lab Code * [crime Lab ¥

Grome:- @ WESE 5 B TR e e e e —— P
vooz w = 13000082
Sa-camsees s [ o

i M:I

22. Next another analyst will can review the report and packet as a tech review. Click the Tech Review

CASE INFO | SUBMISSION | NAMES ‘ TEMS | cusTODY | SERVICE REQUESTS w REPORTS

Sequence Section Analyst Assigned Date Assigned Status Draft Date

Section = |Com10led Substances j I Case #: 15-000013 / Complaint# / Agency Case#:
150338095742

Date Assigned 04/08/2015 W Item # Item Type Description / Location

Analyst Assigned  |sarah Mikolajczyk 3 [ Firearm Suspect's gun

Analyst Date 04/08/2015 0o 2 Ammunition Box of ammunition

Priority * [normal 2 0o 3 Clothes Clothing from victim

Status “|3 Ready for Review 3 Q' = L |
RepotType [T e

Report Format z
Grant 1D 2
r

Add ][ Edit H Save || Cancel “ Delete ] [ Merge ][ Spiit ]
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23. A checklist will appear and when the checklist is finished, click Review Complete. The Save button can
be used and the checklist can be resumed.

@ Tech Review for 20150338095742 / Federal Bureau of Investigation 15-000013 Dashboard | Logout

CASEINFO |~ SUBMISSION =~ NAMES | ITEMS  CUSTODY  SERVICE REQUESTS m REPORTS

Checklist for Report 2 from Sarah Mikolajczyk
* - . .

CSREVIEW Technical Review
* required checkiist

‘echnical Review Completed Yes -
Comments

Compeed
[ Results | [ Repart | [ Notes | [ Reject | [ Back to Assignments Review Complete | [ Cancel |
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24. The Admin Review works the same way as the Tech review only finishing this review will release the

report.

CASE INFO SUBMISSION NAMES ‘ ITEMS ‘ CUsTODY ‘ ‘SERVICE REQUESTS I:HHH:HHH REPORTS

Checklist for Report 2 from Sarah Mikolajczyk

= required checklist

ministrative Review Completed

CSAPPROV * " Admin Review

‘Comments
Completed

([Resuits | [ Report | (Notes | [Refect ||

Back to Assignments

Review Compete | [ Cancel |
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25. The report is now approved and can be found on the REPORTS tab. Clicking Print will print the report,
Notes will show the notes made, and Checklist will show the review checklists.

J 20150338095742 / Federal Bureau of Investigation 15-000013 Dashboard | Logout
CASE INFO ‘ SUBMISSION | NAMES ‘ ITEMS ‘ CUSTODY ‘SERVICE REQUESTS ASSIGNMENTS REPORTS

Analyst Assigned Date Assigned Status Draft Date Approves Approved By

Sequence Report#  Section

5 09-04-2015

3 2 s Sarah Mikolajczyk 08-04-2015 Approvet Mike Evans

Details Ttems Tasks Routing

Report Type l—ﬂ
Lab Code “lcametsd v
seion  *
Date Assgned  [04/08/2015 [
Analyst Assigned  [sarah Mkojezyk v
Analyst Date ME
priorty [
Status * Wﬂ
Report Type l—ﬂ
Report Format I—E
| |

Grant TD
[ PrntReport |[ Matrix |[ MNotes || Checkist |[  Reset Case Link Revisions || Service Request |

m

26. The print button shows a PDF of the report.

Rl v 903V P T o RaperFOF ai - g Fr x

Complaint No: 0150338095742

Date: 42013

Type of Analysis Controlled Substances

Remarks:

Agency: Federal Buresn of
Iivestigation

To: 400 5. Tryon St Charlome,
NC 28285

Official Report

CONFIDENTIAL:  This 1s an oéfcial seport of the Charionte-Mecklesbarg Podice Laborasery and s bo be isued with an officsal criminal imvestrcn. Do not
sk peblc or reveal tae consrats thereaf b sey arantherazed praves
Tk form for thes pepont 1 foued to be 1n compliance watk NUCS 90.93(2) and 15 hereby aporoved by fae Aomey General

ANALYSIS OF THE SUBMITTED MATERIALS IS AS FOLLOWS:
Trems Received
ltem £5: baggie of manjuana
Tnem #6: cocaine found on suspect

Examinationis) Performed
GCMS

Resulis
Ttem £5: Masijuana containing tetrahydrocasnabino], et weight 7.5 grams +/-

Inem #6: Cocaine
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Fire Debris Walkthrough

1.

2

To Ecreate a service request. This-is-typically-done-on-submisston—Press- click the Add button.

CMPD Build 1,10939-NET4.0.30319, DEVELOPMENT, Sarah Mikolajczyk, 01-CENTRAL DIVISION BARCODE
15-000001 Dashboard | Logout

@ Service Request for 2015033809574 2 / Federal Bureau of Investigation

CASE INFO | SUBMISSION | NAMES | ITEMS | CUSTODY | SERVICE REQUESTS ASSIGNMENTS | REPORTS |

Filter by Section: |All =

Reguested  Reguested By Status Status Date Status By

Court Date  Type of Ltem # Section(s)
Court

03/03/2015 Sarah Mikolajczyk Accepted 03032015 Sarah Mkolajczyk 04/07 (2015 1,2 FA
/2015 Sarah Mikolajczyk  Accepted 03/03/2015 Sarah Mikolajczyk

Add Qpen | Cance] | Frint: Histary | PrintSRDetaiI' Lab Work |

Fill in the information about the service request and click Continue.

@ Service Request for 20150338095742 15-000001 Dashhoard | Logout

CASE INFO | SUBMISSION | NAMES | ITEMS | CUSTODY SERYICE REQUESTS ASSIGNMENTS | REPORTS |

v

Create Request > Select Services > Enter Service Details > Submit To Lab
Request Date 03/08/2015 E
Requested By * |Sarah Mikolajczyk Z|
IFire Debris examination B
What do you want to learn from this analysis? *
.|
Flease enter court date if known. 04/07/2015 E
Description of case events ﬂ
Marrative of the events of the case
|
Go Back Contnue
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3. Select a Fire Debris request for the specific Ffire Ddebris item(s).

CASE INFO | SUBMISSION | NAMES | ITEMS ‘ CUSTODY SERVICE REQUESTS ASSIGNMENTS REPORTS

w
Create Request —_— Select Services E— Enter Service Details e Submit To Lab

=TT lood Biology* Controlled Firearms*®

) o Latent Questioned
(B10) Substances*® (CS) (FA) F Prints® (LP) Documents® (QD)

1 Firearm - Suspect’s gun [F =] =] =] ] ] Bl
2 Ammunition - Box of ammunition A sl ]
3 Clothes - Clothing from victim B =] ] B 0 o a
4 + Sexual Assault Kit B ] L] & A a ]
5 Drugs - baggie of marjuana Ll ) ] ] ] ] ]
6 Drugs - cocaine found on suspect B B B B =] ] ]
7 Trace - fire debris from seat in cab B =] ] ] a a

*Services for these sections require review and acceptance by a lab supervisor.

Go Back Continue

4. Press-Click complete if the service request is complete. The service request will be sent to the Fire
Debris section to be reviewed. Work on the assignment can start as soon as the open assignment is
assigned to an analyst.

CASE INFO | SUBMISSION ‘ NAMES ITEMS CUSTODY ‘ SERVICE REQUESTS ASSIGNMENTS REPORTS ‘

-w
Create Request —_— Select Services _— Enter Service Details —_— Submit To Lab

Please click the Complete biutton to submit this lab request.

Complete
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5. To assign an analyst to an open assignment from a service request go to the dashboard and select Search
-> Assignment. For the search criteria pick the Section Fire Debris and the Assignment Status as 0 —
Assigned to Section and click search.

User Name Sarah Mikolajczyk

=
£

Database DEVELOPMENT
MF“ ‘ersion CMPD Build 1.10939-NET4.0.30319

ol
\’CHARLBTTE-MECKLENBURG POLICE DEPARTMENT Barcode

Dashboard LogOut

Assign Search

Dashboard

New Casze

SEARCH RESULTS

. Reporting District | j Agency it 3
Bulk Container
Lab Code (Case) E Lab Code (Assignment) E
Service Request »
ection Fire Debris E
Inventory »
Analyst E Priority E
L
Assignment Statis 0 Assigned to Section E Requested By E
Adriin »
Request Type 3
Reports »
e Tasks |
Documents
Assignment Date From  |07/01/2014 [ |03/06/2015
Setup »
rime/Offerse E
DNA »
F-Number

Instrument »

Qus Search | Clear | I efautt Report Format

6. Check the assignments to be assigned to an analyst. Then click Assign “Checked”

<« MENU Assign Search

Dashboard
New Case SEARCH
Assignment Date From = 07/01/2014, Assignment Date To = 03/06/2015, Assigniment Status = 0, Section = FD =]
Bulk Container
Service Request -
el | mplaint # Lab Case Prigrity Section Unit/Agency Analyst Date
Inventory » Number Date  Assigned
LAM T I 20140626194100 14-006072 2 FD 54-PROPERTY CONTROL 07/15/2014  1<SECT
admin y | T 7 2014061102130 14004791 2 D 54-PROPERTY COMTROL 07/15/2014  1<SECT
Reports » [T I 20150338095742 15-000001 2 FD Federal Bureau of Investi 03/06/2015  B<SECT
BEumES ¥ I 20150338095742 15-000001 2 FD Federal Bureau of Investi 4/7/201 02/06/2015  8<ZECT
L B
Setup 3
DMA »
Instrument P Y assignments Create Batch Assign "Checked" | Print "Checked" | View Selected Request |
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7. Fill in the information to assign the analyst that will be doing the selected assignments.

User Name Sarah Mikolajczyk
Database DEVELOPMENT

Barcode

RESULTS
Batch Assign

wversion  CMPD Build 1,109359-HET4.0.30219 .

Dashboard LogOut

Section =FD

Analyst: # |Sarah Mikolajczyk E
Priority: H AMormal E

Court Date
ate  Assigned

201406 Leb Code: E 07/15/2014

Items

]

i = 1<SECT
y | T 7 zouss) Appontment Date: = 07/15/2014  1<SECT
5 [~ zois08] Appointment Time: l— 03/06/2015  8<SECT

F [T 201503 =] 4/7/201 03/06/2015 B<SECT
b L] Comments: )
b =

= 1 assignments
F H assigniments

hecked" | view Selected Request|

8. On the assigned analyst’s dashboard, the assignments will now appear in their queue.

12 My Assignments
PRIDEITY DATE ASSIGNED LINIT / AGENCY COMPLAINTS  LAB CASE # SECTION SIATUS COURT/APPT, DATE DELIVERY
7 2/18/2004 21.5TEELE CREEX DIV] 2013231194500 13415670 (5 1
7 2hwizns TN MOEPENCENCE DIVI 2019052501080 19003988 Fa 1
7 2f19/2015 CEFIE - RAPE[SENUAL 1979003664000 13000010 K4 1
7 292018 SAPROPERTY CONTROL 20190S(MIE001 14000008 4 i
T 3afans Pkl Burii of In SSEENETE 15000001 FA 1 TS A
] 3alms Fockmal Bre of I 20ISOEMOESTA 1SO00001  EO 1 afiams a
7 36 Fockal Buri of 0 20ISOTEE0GS742 15000001 (5 1 a7 5
i ElLtR ] Bkl Burev of In SUISOESEOETAE 15000001 HD 1 AT015 A
™ 2132015 17-BNDEPERDENCE DIV] 201900010801 14003968 C5 1
n - |
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9. Select the assignment to be worked from the list and the assignments tab on that case will open up.
Pressing Analysis will allow information regarding the analysis to be entered into the Matrix.

& 20150338005742 15-000013 Dashboard | Logout
CASE INFO | SUBMISSION ‘ NAMES | ITEMS ‘ CUSTODY ‘ SERVICE REQUESTS ‘I:Hai I HHH REPORTS
Sequence Section Analyst Assigned Date Assigned Status Draft Date
i FA Sarah Mikoljczyk 482015 12:00: 1
2 BIO Sarah Mikolaiczyk 4/8/2015 12:00:( 3 4/8/2015 12:00:0
3 s Sarah Mikoljczyk 4/8/2015 12:00:04 4/9/2015 12:00:0
4 D Sarah Mikolajczyk 4/10/2015 12:1 1

Details Tasks Routing

Lab Code * |Property and Evidence ﬂ Items | Names B
Section *# |Fire Debris 3 : .
I J I 4.3 Right Hand Fing Right Hand Fingernail Swz 1

Date Assigned  |04/10/2015 5 Drugs baggie of marjuana 1
Analyst Assigned i 2

lyst Assig Sarah Mikoljczyk E 6 Drugs cocaine found on suspect 1 — 3
Analyst Date 04/10/2015 E 7 Trace fire debris from seat in cal 1 H
Priority = lNom\d—ﬂ B
Status “|1 Assigned to Analyst E o - ! l ’
Report Type ¥ B

Report Format z
Grant D ~
r

Save Cancel [ Deete | [ Merge | spit |

10. After selecting the Analysis tab, click on the General Worksheets tab to open the worksheets window.
All available worksheet templates are on the left. Click Create to make a worksheet, after which the
new worksheet will appear on the right.

& Worksheets for 20150338095742 15-000013 Dashboard | Logout
CASEINFO' ‘ SUEMISSION NAMES: LIEMS: CUSTODY ‘ SERVICE REQUESTS | ASSIGNMENTS | REPORTS ‘
— | —
New Worksheet(s) Existing Worksheet(s)
Description Description Entered By Date Entered
Fire Debris Worksheat] Fire Debris Worksheet SJM 4/10/2015 9:53:06 AM|
Resd ) open ] _Rerame | _ooe
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11. When a worksheet is opened, it functions just as it does now, in Word. You can work within the existing
worksheet in Word and save results there, or you have the option to print the worksheet and have a
physical copy.

If you save the document in LIMS, you will receive a screen asking to Open “As Is” or “Recreate
Report” when you reopen it.

- ~
Confirmation

" Recreate Repaort

Recreating the doc t will delete the existing report and
create a new Report

X Cancel

12. The Fire Debris matrix has four : t—hfe%panelsl: Item Description, Fire Debris Analysis, and Resulti. Item ///{ Cc t [KW5]: These 4 appear in }
Description is for capturing the report description of the items being analyzed. Fire Debris Analysis is development db
for capturing details about findings. Results is a conclusion panel that contains predefined statements Comment [MH6]: You can change 3 to 4 and add}
that can be added to the report by selecting them. Comments.

ITEM REPORT WRITING GENERAL WORKSHEETS

= rieepebrs
Select Ttem (Results) Lab ITEM # 7 - fire debris from seat in cab ~  Compare Results
Collapse all [4]1-10f 1 entries| } |
El Entry #1
Condition
Charred 5
Odor
None b
Sample Preparation
Passive Headspace Concentration — ACS b
Class of Ignitable Liquid

Examination Performed

Hours Worked
[} Fire Condusions
[} Ttem Description
[} comments
Add Analysis ] [ Analytical Notes l [ Send to Word ] [ Back to Assignments
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13. [To attach instrument data ffrom an instrument from the Dashboard click Instrument, Instview.

21-5TEELE CREEK DIVI

o |

BEFIE - RAPE/SENLIAL

Federal Bureau of In

Federd Bureau of In

17-INDEPENDENCE DIV

SAPROPERTY CONTRIOL

LOMPLAINLE

20131231194500
20140525010801
1GTHNAEEAD0
SO1ACACHEIE0T
QOVUTRITI 4L

2018033005742

LA CASE # SELHION STAIUS COURLAPEL DAIE DELIVERY

13415970

14003468

13000010

14000008

15000001

15-000001

1
1
1
1
1 4712015
1 4712015

14. The instrument data should be uploadable. Click the View Results button.

] Instrument Results Review - Version 10,4128

:Elu

File Loaded

Imsge | Test| Tokens | Data Lines |

Page Width AntL1E v Bl a

Result 5electior
& NONE Al

9\|

#la|al | |||l

(LabCase_ltemMum_AssignHum)

(213000042 1_15

W Loadlmage 4| P Tl e

I Push Data to Database

Datahase

Run Feport :

Repoit

| MerhANgL

e ot s e s
H
H
£

THED Crime Lab - Chemistry sestion
Elaad aleshel smalysis report - hasdapase

APPROVED METHODS\BLD_ALS-N

EST\O:2712_KAISIL 2013-08-27 14-20-23)

3884 - nPROPANGH

Press [F5 to refresh list  [ejre

Standards | 8 View Resubs I L Close |
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15. This window will appear and the file, case, and assignment can be validated. Press process to upload the
file into the image vault.

7] Upload Results e
# Case Number Assignment# | Image Files
1 13-000042 15 082713_KRISJL 2013-08-27 14-28 (1) TIF[1]

) Process Tl Closs ‘

16. After entering in the analysis, Send to Word can be pressed-selected and the report will be generated.

TTEM REPORT WRITING GENERAL WORKSHEETS
4 Fire b
= Fire Condlusions
Select Item  (Empty) Lab ITEM # 7 - fire debris from seat in cab -
Edit Conclusion | [1gnitable liquid residues were not identfied. o
-
Add Conclusion
Delete Conclusion
| Ttem Description
) Conments
Save ] [ Add Analysis ] [ Analytical Notes ] [ Send to Word ” Back to Assignments
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17. The report opens in word and is able to be edited. Once Word opens, you can make small changes to the

document (e.g.. spacing) but any changes you may make to the panels will not be displayed on the

Matrix once the report has been closed. If you need to make changes and/or additions to the report, you

will need to do that in the Matrix and follow the previous steps as needed. If no changes need to be

made to the report you can close out of the draft and move onto the review process.

5
%] Lab Case: 15-000013 Report Number: 3 ol
File
Home Tnsert Page Layout References Mailings Review View Design Layout ()
QAR 09 ¢ @8 4 v Nomal ML - ot - ot DO BEE S mEE T .
[v] L E5% - 10 T E T T 55T COME] 4 - 0 5 T5550 51 7 @]
L] = : : : : :
- Camplaint No:
hate: 1673513
= Type of Analysis: Fire Debris
. Remarks:
2 Agency: Federal Bursau of
R Investigation
) Tot 568 rvon §t Charlotte,
N NC 28285
- Official Report |
CONFIDENTIAL: This isan official rapent of the Charlotts Macklenburs Police Laborstory and isto be issued with an official erimina] irvestization, Do not 3
. maks puslic or reveal tha comtents tharsof 10 any pamon
. “The form for thissepost is found to ba.incompligoce with NCGS 90-05(g) and is barsby approvad by the Attomay General.
- fems Received
- Jtem &7 fire debris Hom seatincab
a Examination(s) Performed
7 Ttem &7 Iyzedby Passive Heads ACS7 GasCh i GETS)
N Results
. Tgpitable liquidesidues were notidentified
Comments
= Authority Rodney D. Monroe =
- Chief Of Police
Z T certify this to he the results of
° the tests performed on these
. items.
o SIGNATURE
- Sarah Mikolajezyk
Forter Lee
- -
N z
= End of Official Report o
=
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18. Back on the Assignments tab, the Ready for Review button can now be pressed-selected if the report
was finished. This will bundle the attached images into a packet.

CASE INFO ‘ SUBMISSION | NAMES ‘ ITEMS | CusTODY | SERVICE REQUESTS w REPORTS

Somence — Secton st Acmangd—__ DotcAoaoned St bmitbae |
1 FA Sarah Mikolgjczyk 4/8/2015 12:00:0 1

2 BIO Sarzh Mikolsjczyk 4/8/2015 12:00:( 3 4/8/2015 12:00:

3 cs Sarah Mikolgiczyk 4/8/2015 12:00:0 4 4/9/2015 12:00:(

Detals  Tasks Routing

Lab Code * |Property and Evidence z| Items | Names
Section * |Fire Debris j [ b #: 15-000013 / Complaint#: 20150338095742 -
3 W Item # Item Type Description / Location
Date Assigned 04/10/2015 T DL [eam  [oupetsgm 1
Analyst Assigned  |sarah Mikolajczyk 2
l—ﬁ :l 0 |2 Ammunition Box of ammunition 1
Anal Date 04/10/2015 — —

) W p VL0 O 3 Clothes Clothing from victim 1
Priorty ormal L) S o ey — -
Status *|2 Report in Progress zl | : n | D
Report Type z|

Report Format z|
Grant ID ~
!

[ add || Edt ] save | Cencel || Delete | [ Merge ][ Spit |

19. The process packet screen will appear. Press-Select the check and uncheck the documents you want
included in the packet. Then click Process.
¥ Slect oxurmerts o 9002 Feport Humber . Verwon 104138 . )

" Drhes Dxzsmmnts
' 13000042 Sarrgia I0R/A0T3) 1100 Sarrple] TR

Byrucess | oee |
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20. Accept the packet if it looks correct.

- - w e e = e e — ;i
& 110000028 W = T [E=ECr==]
J4-DANG UNT Pace 1 of 1 Far]
CHI rime Lab - Chemistry Section

Blocd alechel analysis report - headspace

operater: JSL

Instrument nam

Method name: APPROVED METHODS\BLD ALC.M

Sample name: CA

T13_KRISJL 2013

FIDT A, Front Signal ((R2713_TESTORT13_KKISJL 2013-08-27 14-29-Z8002F0201.00

®

2386 ETHANSL
_3.981 - n-PROPANCL

B2 a8 2R

a
|
|
|
|

1 2 3 4 iy

wnd Hame  gram
Amount

Becent lel

21. Next another analyst will can review the report and packet as a tech review. Click the Tech Review
button.

& 9002 / 34-GANG UNIT 13-000042 Dashboard | Logout

CASE INFO SUBMISSION NAMES ITEMS CUSTODY SERVICE REQUESTS I:HHH = H“H REPORTS

Date Assigned Status Draft Date
OTTZZIZT

9 FA Sarah Mikolgiczyk 07/23/2013

B | sgned |
10 FD Mike Evans 08/09/2013 2 08/09/2013 Tech. Review
1 BATS 08/14/2013 0
12 BATS 08/14/2013 0
13 BATS 08/14/2013 0
14 D Kris 08/30/2013 2

v
15 D Kris 08/30/2013 3 08/30/2013

Detals Tasks  Routing

v

Lab Code . (Crime Lab j Ttems | Names
Section * IHre Debris j I Ttem Item Type Description / Location Quantifgs

#

Date Assigned 08/30/2013 1 @ 1 Firearm Suspect's gun 1
Analyst Assigned  |iris - ﬂ = |2 Ammunition Box of ammunition 1
Analyst Date 08/30/2013 [/l 3  DNASample  kris's swab 1
Priority “ |Normal ~ [] 4  Ammuniton 1 2
Status “ |3 Ready for Review 3 ! = l '

| ReportTvpe [T o View
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22. A checklist will appear and when the checklist is finished, click Review Complete. The Save button can

be

used and the checklist can be resumed.

':’,. Master Build 1.7592-NET4.0.30319, PLIMS_DEV, Mike Evans, 01-CENTRAL DIVISION

& Tech Review for 9002

BARCODE

13-000042 Dashbeard | Logout

CASE INFO SUBMISSION NAMES ITEMS ‘ CuUSTODY ‘ SERVICE REQUESTS ASSIGNMENTS REPORTS

Checklist for Report 8 from Kris

REVIEW * ~  Technical Review

* required checklist

echnical Review Completed -

‘Comments

Not Completed save

(R [Repor [ s |
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23. The Admin Review works the same way as the Tech review only finishing this review will release the
report.

CASE INFO | SUBMISSION NAMES ‘ ITEMS | CUSTODY | SERVICE REQUESTS ASSIGNMENTS REPORTS

Checklist for Report 8 from Kris

W Admin Review

* required checklist

%min istrative Review Completed -

Comments
Not Completed Save
Resuilts | [ Report Back to Assignments Review Complete Cancel
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Users Guide
24. The report is now approved and can be found on the REPORTFS-Reports tab. Clicking Print will print
the report, Notes will show the notes made, and Checklist will show the review checklists.

13-000042 Dashboard | Logout

y 9002

CASE INFO ‘ SUBMISSION | NAMES ‘ ITEMS ‘ CUSTODY | SERVICE REQUESTS ‘ ASSIGNMENTS REPORTS

Draft Date Approved Approved By Date
Completed

Analyst Assigned  Date Assigned Status

5

23-07-2013 Approved Sarah Mikolgjczyk  23-07-2013
30-08-2013 Approved Mike Evans 09-09-2013

Section

Sequence Report #

23-07-2013

5 BIO Mike Evans
30-08-2013

8
15 8 FD Kris

Details Items Tasks Routing

Report Type ~
Grant ID ~

Revars

[ PrintReport || Notes || Checkist

204
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25. The print button shows a PDF of the report.

T — p-c x[ -3 v

INVALID TAHLE DEFDNTTION
TABLE F m COL

s E Crime Laboratory
PRI

Official Report
Eoo— : r==
e o e A A
o
Thems Receved
INVALI} TABLE DEFINITHRN  TABLE ITEMSEmmen m  O0LS~
Resulrs
The wderssged beug first dly swomm st
R R ; S i i
ad 2t insued by e Health asd Hi
e oct och 1 hemiral mnaipsis of mehbldod.
My pert Numbe is w0
T sy - & i el by e Do —_—
Humain Sevvaces s Joohol of akcihal o
whole bood)
e and anabyzis om th
Aathieiry Hadoey 1l Masroe
et o Paben
1wty dais b b e sl ol
ECT L
b= VAN
\ ﬁ'/
&
INVALID TABLE DEFINITION .
TARE_FCKIH M o - CER e
R Pagelul2
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Firearms Walkthrough

1. Create a service request from the Service Request tab. Click the Add button.

':': CMPD Build 1,10933-NET4.0.30319, DEVELOPMENT, Sarah Mikalajozyk, 01-CEMTRAL DIWISION BARCODE
@ Service Request for 20150338095742 Dashboard | Logout

CASE INFO SUBMISSION NAMES ITEMS CUSTODY SERYICE REQUESTS ASSIGNMENTS REPORTS

Fiter by Section: [Al :I'

Add Carce] | Print History |

2. Fill in all the required information about the Service Request and click Continue.

@ Service Request for 20150338095742 Dashboard | Logout
CASE INFO SUBMISSION NAMES ITEMS CUSTODY SERVICE REQUESTS ASSIGNMENTS REPORTS
Create Request P Belect Services - Enter Service Details < Submit To Lab

Request Date 03/03/2015
Requested By * |Sarah Mikolajczyk Z|

[Tf it matches with arry crimingl guns B
What do vou want to learn from this analysis? *
El
Please enter court date if known. 04/07/2015
Suspect: fired gun. B
Narrative of the events of the case *
| |

50 Back Continue

Prepared by Porter Lee Corporation 206



Users Guide

Firearms Walkthrough

3. For each specific item(s) to be examined, check the box to the right of the item(s) under the Firearms

(FA) column.
CASE INFO | SUBMISSION | NAMES | ITEMS | CUSTODY SERYICE REQUESTS ASSIGNMENTS | REPORTS |
Create Request e Select Services P> Enter Service Details > Submit To Lab

Blood
Alcohol™
(BALC)

Description

Biology* Controlled Firearms*  Fire Debris* Latent Questioned
(BID) Substances™ (CS)  (FA) (FD) Prints* (LP) Documents™® (QD)

Firearm - Suspect’s gun

2 ‘ ‘ ‘Ammumtlnn - Box of ammunition [m] r r I r r r

=

G0 Back I Cortnue

*Services for these sections require review and acceptance by a lab supervisor,

Select the service requests to be performed by clicking on the yellow question mark then select OK.

CASE INFO SUBMISSION NAMES ITEMS CUSTODY SERVICE REQUESTS ASSIGNMENTS REPORTS

. 4
Create Request et Select Services e Enter Service Details Submit To Lab
(N A N R N N A AN AR
Firearms
Questions
1. What laboratory examinaton(s) are you requestng? 3 | <
2. Ifthere is evidence from a different case that needs to be compared to =]
this evidence, list KBCOPS case number here, (Please enter the fuil
Complaint #.):

Select Service Requests

Per CMPD policy be| Officers do not

need to fill out a lahy

Firearm Examination
e ated T
Cetermine if the barrelfoveral length of the firearm is legal
Examine/Identify/Compare fired evidence

R.ange determination
Too co o

=

i, The firearm is involved|

i, Ancther service is inv
Footwear, Tire/Print Comparison
1. DMNA or Fingerpri e/ P
2. Comparison to fir
3. Serial number res
4. MeasUrement of
Press CTRL key to mult-select.
iii. aperability is an eleme Drug Fossession cases.
QoK Cancel Clear Al
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5. If'there is evidence from a different case that needs to be compared, list the complaint number in the text
box. Click Continue.

CASE INFO SUBMISSION NAMES ITEMS CUSTODY SERVICE REQUESTS ASSIGNMENTS REPORTS

-w
Create Request e Select Services e Enter Service Details Submit To Lab
(A N A A AR AN AR
Firearms
Questions
1. Whatlaboratory examination(s) are you requesting? # [Restore oblterated serial number, Toolmark comparison z
2. Ifthere iz evidence from a different case that needs to be compared to o additional evidence. =l
this evidence, list KBCOPS case number here. (Please enter the fuil
Complaint #.): |

Per CMPD peolicy beginning January 2014 all applicable firearms will automatically be test fired for Open File (IBIS) entry. Officers do not
need to fill out a lab request unless:

i. The firearm is involved in a viclent crime
ii. Another service is involved
1. DNA or Fingerprints
2, Comparison to fired evidence
3. Serial number restoration
4. Measurement of a sawed-off long gun

iii. operability is an element of the crime {e.g. armed robbery). Mote: operability is not an element of Pessession of Firearm by Felon, CCW or Drug Possession cases,

All evidence cartridge cases that are submitted te the laboratory and that meet the IBIS caliber parameters will be included in the Open File
as leng as they are suitable (2.g., they have sufficient markings and are not too damaged).

Range determinations require that the firearm used, the ammunition used and the item struck by the projectile(s) all be submitted. If all
three items are not submitted, the request will be rejected.

Tool(s) AND toolmarks must be submitted.

Both shoes/tires and impressions (prints, casts, photos) must be submitted. Photos of impressions must be taken with the camera directly
perpendicular to the impression, using appropriate lighting/flash, must have a scale, and be the highest resclution available
(uncempressed photos are preferred). Photos must be submitted on a CD-ROM. Contact Crime Scehe Search/Phetegraphy for instructions.

Go Back Continue

6. Click Complete to submit the service request.

CASE INFO SUBMISSION NAMES ITEMS CUSTODY SERYICE REQU! 5 ASSIGNMENTS REPORTS

h 4
Create Request —_— Select Services —_— Enter Service Details g Submit To Lab

Flease click the Complete button to submit this lab request.

Complete
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7. Confirmation will appear after the service request has been submitted successfully.

@» Service Request for 20150338095742 Dashboard | Logout

CASE INFO SUBMISSION NAMES ITEMS CUSTODY SERVICE REQUESTS ASSIGNMENTS REPORTS

Filter by Section: !Ki—uil

Requested  Requested By Status ‘Status Date  Status By CourtDate Typeofl Item#

03/03/2015 Sarah Mikolajczyk  Requested -03/03/2015 Sarah Mikolajczyk  04/07/2015 17

Service Request

0 Your Service Reguest has been received,

Add | Tpen ! Cancel ! Print History: | Print SR Deta\\] Lab Work !

8. Review service requests by selecting Review Requests from the Service Request menu option.

Quick Find

Recent Cases

20150338095742 Federal Bureau of Investigation 15-000001 3f3f2015

= = S54-PROPERTY COMTROL BUREAL 14-000005 2f19/2015

& BEFIE - RAPE/SEXUAL ASSAULT 13-000010 2f19/2015
20140330095702 66-FIE - HOMICIDE 13-421168 2f19/2015 T
2013123114500 21-5TEELE CREEK DIVISION 13-415970 2f19/2015
20140525010801 17-INDEREMNDEMCE DIYISION 14-003468 2f19/2015
20140708235502 12-HICKORY GROVE DIVISION 14-007082 10/27/2014
20130120011400 01-CEMTRAL DIVISION 13-305567 10/27/2014
19810018205000 BEFIE - RAPE/SEXUAL ASSAULT 13-000037 10/22/2014
20140515182900 14-UNIVERSITY CITY DIVISION 14-002777 Qf2/2014 A
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9. The Service Requests will be defaulted to your section. You can filter the requests by filling in any of
the fields. By clicking the complaint number, it will open a printable PDF copy of the service request.
By clicking any other area of the service request row will bring up the list of the item(s) that are being
requested for examination.

Bl service Requests Review

Filtér Sarvice Hequests

Rt Date Friam = 3
Heportng Demct w
Complant Mumbser

Secton earms > ™ Oneold
Charge -
Agery 2%
Court Dake From =
Ger || semen |
Request Dale  Sections IRN/Depl Cord Anuncy Charge ¥
02/19/2015 Ft U40710021000  21-5TEELE CRE Driving Under Matthew € Mathis Requested Compare fred evidenc
n2j19/2015 Fa I14071B00G000  7-FREEDOM [ Drivien Ureis Matthenw © Mathi Roguestod Conmpur: frod inickre
02/03/2015 3 1503056742 Federal Dureau Austifisble Hom Sarah Mbolakzvk  Requested  07-04-2005 1f it matches with any
i ¥
Boe |

10. Here the request can be accepted, placed on hold, or denied. If the request is accepted, the item(s) can
also be requested for delivery to the section. Comments can be made and the service request can be
accepted or rejected.

Service Request Details

Filter by Section: |Frearms il

Reguest Date URN/Dept Case# Agency Charge Case Type Reguested By Status

03/0372015 Fa, 20150338095742  Federal Bureal Justifiable Hon Sarah Mikolajczyk Requested  07-04-

‘. »
Firearms Diliver Section Ttem(s) =

Item#  Description Voucher# Request Comments Status

M1 Firearm - Suspect’s qun d Mo -
Wz Ammunition - Box of ammunition 0 Mo =
Accept | Hold | Deny | Comment Back to SR Review
sty | open | PrincsR Detal |
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1.

particular item and the examination(s) requested.

Service Request Details Item Details

Filter by Section: |Firearms

Request Date
03/03/2015

Sections
Fé

4

Firearms
Item# Description

Clicking an individual item on the service request will open a text box containing the details about that

Attributes

[Type Firearm : Revolver

Firearm Make : SMITH 8 WESS0OMN
Model : UK

Serial Number ; 11)k2
Description @ -

General Firearms Questions

1. What laboratory examination(s) are you reguesting? : Restore obliterated serial
inumber Toolmark comparison

i 2. If there is evidence from a different case that needs to be compared to this
i Fi - &I
F1 e evidence, list KBCOPS case number here, (Flease enter the full Complaint 4.): : Mo
W2 Ammurition -8 ladditional evidence.
Questions for 1 - Suspect's gun (Firearm)
Accept Hold i
History open

Close

5]

If it matches with am
»
fer Secton Item(s) j

12. Ifan item(s) is to be rejected for analysis make sure the check box is selected for that item then click the

Deny button. Select the appropriate Reason Code and add any comments if
Deny Services button.

applies differently to that item.

Dehy Service Request

necessary, then click the

You can deny all or multiple items at once and can give each item a different reason code if one

Dery Services | Back to SR Detals |

13. Ifan item(s) is to be placed on hold make sure the check box for that item is

Request Date Sections URN/Dept Case# Agency Charge Case Type Reguested By Status Court Date Comments
03/03f2015 F& 20150338095742  Federal Burea. Justifiable Hon Sarah Mikolajcayk Requested  07-04-2015 If it matches with am
L "

Firearms

Item#  Description Voucher# Request Comments Reason Code Status Comments

1 Firearm - Suspect's gun 1'

2 Amrmunition - Box of ammunition I ﬂ I

active then click the Hold

button. Select the appropriate Reason Code and add any comments if necessary, then click the Hold

Services button.

Held Service Request

Request Date
03/03/2015

Sections
FA

URN/Dept Case#
20150338095742

Agency

Charge
Federal Bureal Justifiable Hon

Case Type  Reguested By Status
Sarah Mikolajezyk  Requested

4

Court Date
07-04-2015

Comments
If it matchies with an

3

Firearms
Item# Description
Firearm - Suspect's gun

Youcher#

Request Comments

Reason Code

Status Comments

Ararnunition - Box of ammunition I

Hold Services

Back to SR Details
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14. To accept an item(s) for examination, make sure the check box for that item is active, select 'Yes' or 'No'
for that item to be delivered to the section (if you wish to have all the items delivered at the same time,
select 'Yes' in the Deliver Section Item(s)), then click the Accept button. Select the types of analysis to
be performed on that item(s) then click the Save button then OK.

NOTE| Clicking the Open button after a Service Request has been accepted will direct you to the
Service Request for that case.

Service Request Details

Filter by Section: |Firearms h

Service Request Review

2015033809574 The folowing items have been accepted:

s Firearms - #1: Firearm - Suspect's gun
o Firearms - #2: Ammunition - Box of

o amrunition
Firearms

Eirearm - Suspect's gun
Ararunition - Box of ammunition

Deliver Section Itern(s) %

[

Accept Hold Dearry LI

History Open Print SR Detall
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15. Once the Service Request has been accepted an open assignment will be created with the item(s)
accepted from the request under the Assignments tab. Click the Edit button to assign an analyst and the

priority to the assignment.

NOTE| If you are filling out an IBIS assignment, click the Add button, and add the required information

and the item(s) for that assignment.

@ 20150338095742

CASE INFO SUBMISSTON NAMES | TTEMS: CUSTODY: | SERVICE REQUESTS! EHIIEIIH REPGORTS

15-000001 Dashboard | Logout

Arialysis
Rieachy For Rev,
Teech, Reviey
AdmminReyien
Close Request
Senvice Reglest
oS

Lab #: 15-000001
B Item# Item Type

Descri

mplaint#: 20150338095742

V¥ 1 Firearm SUspect's gun 1

Location Quan!

F |2 |Am munition

|Box of ammurition

-

of

[
Detals Tasks Routing
Lab Code * |Property and Evidence E Items | MNames
Section * [Firearms ~  [Fi5201400
Date Assigned 03/03/2015 E
Analyst Assigned  |Sarah Mikclajczyk 3
Pricrity * Mormal ﬂ
Status *)0 Assigned to Section E
Report Type ﬂ 4]
Grant I ~ [ oo |
[ |
Comments
Add | Eelie | Save Cancel [Delete | [Merge | Split:
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16. To create test fires or child items select the assignment, eliek-the-Analysis-buttonand-then click the
Items tab. Select the item that needs to be sampled and click the Sample button to the right of the items

list. Complete all required fields and click Save.

& Report Ttems For 20150338095742 15-000013  Dashboard | Logout

CASETNFO' ‘ SUBMISSTON ‘ NAMES TIEMS: ‘ COST0DY; SERVICE REQUESTS ASSIGNMENTS REPORTS |

ITEM REPORT WRITING | GENERAL WORKSHEETS |

Ttems Containers

Lab ITEM # 1 - Firearm : Suspect's gun
~Lab ITEM # 2 - Ammunition : Box of ammunition

=)

o i v

Ttem Info | kit

Ttem Number ll—

Quantity I

P ™ ——)
femType  *[Frearm v
Description |Suspect's qun

Item Status 136 Months Dispose E

« b

en Container Back to Assignments

€ 20130609150001 / 66-FIB - HOMICIDE 13-403298 Dashboard | Logout

CASE INFO NAMES ITEMS CUSTODY SERVICE REQUESTS ASSIGNMENTS REPORTS

Container Ca i Item Type Item Location
59 20131771943  Bag -1(201317719) Evidence Box Ammunition Property Lab Cart o Sample
60 20131771944  Bag -1(201317719) Evidence Box Ammunition Property Lab Cart
61 201317719-45 Bag -1(201317719) Evidence  Box Ammunition Property Lab Cart Container
62 20131771946  Bag -1(201317719) Evidence Box Ammunition Property Lab Cart = Tiem L5t
62.1 20131771946 Evidence Tube Biological Other Biology Freezer 4
63 20131771947  Bag -1(201317719) Evdence  Box Ammunition Property Lab Cart Evidence,fang
20131771947 Evidence  Tube Biological Other Biology Freezer 4 Transfer

201317720-28  Bag -1(201317720) Evidence 10X13 Envelope Personal Property LB244 i Lal

m ] v

Custody Location: Property-Lab Cart

Ttem # |61— Qy 1 DI # |201317719-45 Attribute | Currency ‘ Names ‘

Category  *[Evidence ¥ Typeammo [~

Packaging  * [Box: E Make * [RPS 38 SPL&P

IemType *[Ammunton ¥ Caliber e

Description IZT?IﬁAmK([;)SC: RPS 38 SPL&P | Description I

TTMCNTQTY: 1 -

Colected  * [Emily R Carpenter v *[osfosj20131 *[15:46

Location  * [7247 POINT LAKE DRIVE,, CHARLOTTE, NC, | Address Book
Preparec  status [36 Months DEpose

DNA? e

1

Cance

0
&
@
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17. Under the Report Writing tab from the Analysis button, complete applicable analysis panels for the
current assignment. Unused panels may be deleted by clicking the Remove button on the right of the
panel. The Item Descriptions from the top matrix box and the Conclusions panel will be visible on the
report.

Logout

ITEMST COSTODY:

REPORT WRITING

d

|

i

1

3

|

A

d
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18. Worksheets are available under the General Worksheets tab and can be printed to Word from this

location.
NOTE| Worksheets will be added to your final report.

SUBMISSTON NA ITEMS CUSTODY

REPORTS!

Existing Worksheet(s)

Mo existing workshasts found.

Fh-General Worksheet

Fa-Range and Residues Worksheset
Fé-Sirial Mumnber Restoration Workshest
Fi-Tire Worksheet

Fa-Taal Worksheet

Fa-Toolmark worksheet

Fa-Unloading Worksheet

Fa-Firearm Long Worksheet

Fh-Fream Shart Worksheet

Fa-shoe workshest

Fa-shoaprint Worksheet

Fé-Bullet Warksheet

Fi-Serial Mumber Restoration Wiorksheet
FA-Case Cover Page

[Coreae ] eme_ |

19. Once the Conclusions panel has been completed, click the Send to Word button to generate a Draft of

the report.
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20.

21.

Changes can be made to the draft copy (ex. IBIS hits), but those changes must be saved when the Word
document is closed. The report will need to be regenerated by clicking the Send to Word button again
and selecting the “Recreate Report” option for those changes to be made permanent on the official copy.

7 sk Case 13000080 : =

ook T
Meet | buet  Mgrlwma  Bfeeon  Maangi  Rewew  Vem  Deepr  Deen et -

t ’Am] aapboeDe AaBbC Aagbce AAD  asmbce asencen ssabeen: avasceny % 2::"

1 i - 1 m_ Emphass k. 2
womal [1Nstoen  Heangl  Hedsgl THe  Subete  Susten onasn | wepone £ < Cnamgn [ R
5| gdmng

o o
Ky 145011 the followng frm was proned fom MIKE
frem ! Hiox of srmmanaicn.
Resules

Aateriny Kadaey (L Meares
Chisl Of Palice

Eeustafythin o b thepracits of
et perfemedmthie

Attach pictures and other documents by clicking the paperclip in the upper-left hand corner when the
Assignments tab is active. Click the Attach button to open another window where photos and documents
can be selected from the computer's files or scanned in. You can select which files you want to be
restricted if there is any sensitive data. Those files will appear on the report and will not be visible to
anyone that does not have the rights to view restricted documents.
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22. When the assignment has been completed, click the Ready for Rev button to begin processing the
report to go thru Technical and Administrative review.

& 9002
Sequence Section Analyst Assigned
2 FA Gene G Rivera
3 FA Todd J Nordhoff
14 FA Mike Evans
‘
Details Tasks FRouting
Lab Cade - [Property and Evidence E
Seation - |Firearms j [
Date Asigned  [/132012 12,004
Anslyst Assigned  [ifike Evens ¥
Analyst Date psnamoia
Prictity * INarmal ~
Status “[2 Report in Progress E
Report Type 3
Report Farmst 3
Edit Save Cance Delete

Date Assigned Status
07172013 1

W temE rfemType
1 Firearm
Ammunition

2
3 DHA Samele
&

CASE INFO | SUBMISSION | NAMES ‘ ITEMS | CUSTODY | SERVICE REQUESTS ‘ REPORTS |

Draft Date

2 0811372013

13-000042 Dashboard | Logout

Description / Lotation Quantity [P
Suspect's gun
Box of ammunition 1

kris's swab 1

<

T

Big View

23. Confirm the photos and/or documents that should be included in the Notes Packet are displayed. Click
the Process button if everything is displayed correctly. Review the contents of the Analysis Notes
packet then click the Accept button to sign the report or the Reject button to make changes to the

report.

NOTE] If you make changes to the report from the Matrix or add a document, you will need to send the

report to word again then click the “Recreate Rreport” button. Follow the above steps until the report is
ready to be accepted for technical review.

=
£

| Select Documents for 9002 Report Number 8 Version 2019

=

- R R e

Slmel>

Colapss &1l

B Process | i Close
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24. After the Notes Packet has been accepted, the system will require the user's password to apply their
signature to the report. At this point, the assignment is locked from changes.

Master Build 1.7306-NET4.0,3031%, PLIMSDEV, Mike Evans, 01-CENTRAL DIVISION

& 8002

Verify signature

BARCODE

13-000042 Dashboard | Logout

CASE INFO SUBMISSION NAMES ITEMS CUsToODY SERVICE REQUESTS ASSIGNMENTS REPORTS

Draff Date

Raady For Rev, |

Ciose Reguest

Fervice Request |

=

* Progeny and Evidencs

Seciion - Firearms e e —— s -
Date Amigned  BARE013 1200 ' s Gt vty gun A
Anlyst Anigred  Aiike Eveng o T R mhx of ammunitan 1
Anaiyst Date wisama = : W Bervple i I

ty * Normat v : e I
fanho 2 Repon in Frogem - 4 3
Repert Type - Big View

Fapert Faemat

25. To Route the assignment to be reviewed, click the Routing link from the Assignments tab. Click the
Route button to select the analyst to do the Technical Review and/or Admin Review. Select the
appropriate Routing Code for Technical Review and select OK.

=l I Route This Assignme | )

Route To: Sarah Mikalajczyk zl
Detals  Tasks  Routin
e e B Route tode:  [RR ﬂ Ready for Technical
Review

Raute To: Mot Routed Message: =l
Route By:
Message:

=

= Send Email
Ok Cancel

26. To review another examiner's assignment click on Assignments Routed To Me under the Notifications
on the Dashboard.
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27. Click the assignment to be reviewed then click the Tech Review button to begin the review process.
& 2002 13-000042 Dashboard | Logout
CASEINFO | SUBMISSION  NAMES  ITEMS  custopy  servicERequests WWESEITUENEN  Rreports |
Sequence Section Analyst Assianed Date Assiqned Status Draft Date
3 FA Todd J Nerdhoff 1 -
1® Fi Mike Evans 3 0B132H3
" Fa TB12013 ] [ AdminReview |
1w FA 0813/2013 ]
19 BIO Mike Evans. 081372013 1
20 BATS Mike Evans 0811472013 1
21 BATS 0814/2013 ]
z BATS Dat4r2013 0 o
Al 2
Details Tasks Routing
Lsb Cods 'IWE
Section « [Firearms j |
Date Assigned  [08M32013 L Firearm Suspscts gun
Anslyst Assigned  [Mike Evans 3 Ammunition Box of ammunition 1
Analyst Date ,—“8"13&“13 a CNA Sample lris's swab 1
Priority * [Normal E
Status 'WE
e
Report Format E
[Laga ][ Est  J[ s |[ cancel |[_ Delete ] [ Mansge ]
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28. Review the Notes Packet and Report by clicking their respective buttons at the bottom of the page. If the
assignment passes technical review, click "Yes" in the drop down under Response then click the Review
Complete button. If there is an issue to be addressed, include details in the Comments box and click the

Reject button.

Master Build 1.7327-NET4.0.30319, PLIMSDEV, Sarah Mikelajczyk, 01-CENTRAL DIVISION

& Tech Review for 9002

13-000042

CASE INFO | SUBMISSION | NAMES | ITEMS ‘ CUSTODY | SERVICE REQUESTS REPORTS |

BARCODE

Dashboard | Logout

Checklist for Report 8 from Mike Evans

REVIEW * -

* required checklist

Review

Desoription

rechnical Review Completed

Response

Comments

Completed

) [Faia) [ o)

Review Complete Cancel
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29. Once the Technical review has been completed, the Admin Review button will become active. Click to
begin the administrative review.

& 9002 13-000042 Dashboard | Logout
CASE INFO ‘ SUBMISSION ‘ NAMES | ITEMS ‘ CUSTODY ‘ SERVICE REQUESTS ASSIGNMENTS REPORTS ‘
‘Sequence Section Analyst Assigned Date Assigned ‘Status Draft Date
3 FA Todd J Nordhotf 1 B

Mike Evans. 4

1w FA 0813/2013 o
13 FA 0811372013 o
19 0 Mike Evans. 081372013 1
) BATS Mike Evans oB/14/2013 1
2 BATS oB142013 [
2 BATS 0811472013 o -
4 »
Details Tasks Eouting

Lab Code 'WE
Section - [Firearms ﬂ
Dete Assigned  [0B/12/2013 L 0O n Firearm  Susectsgun 1
Anslyst Assigned mzl FE = Ammunition Box of ammunition |
Anslyst Date ’mg [ 3 DNA Sample lris's swab |
Pricrity "Nun'ns\izl O & Drugs 1
Status 'lmz
e s F|
Report Format ’73

Epdd ) Edt [ sae ][ cancel ) [ Mansg= |
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30. Ifneeded, review the Notes Packet by clicking their respective buttons at the bottom of the page. If the
assignment passes administrative review, click "Yes' under Response then click the Review Complete

button. This will close the assignment from the Assignments Tab. If there are any issues to be

addressed, include details in the Comments box and click the Reject button.

CASE INFO | SUBMISSTON ‘ NAMES ‘ ITEMS ‘ CUSTODY ‘ SERVICE REQUESTS REPORTS |

& Approval Review for 9002 13-000042 Dashboard | Logout

Checklist for Report 8 from Mike Evans

APPROVE * T Admin Review

* required checkiist

Description [Response
Administrative Review Completed = -

Comments

otes Back to Assignments Review Completa Caneal

Prepared by Porter Lee Corporation

223



Users Guide

Firearms Walkthrough

31.
assignment will be listed as "Approved" under the Reports tab.

Once both reviews have been completed the examiner's signature will be applied to the report, and the

13-000042 Dashboard | Logout

& 9002
CASE INFO | SUBMISSION ‘ NAMES ‘ ITEMS ‘ CUSTODY | SERVICE REQUESTS | ASSIGNMENTS REPDRTS
Seguence Report # Section Analyst Assigned Date Assigned Status Draft Date Approved Approved By Date Completed
8 L3 FA Mike Evans 01-08-2013 5 01-88-2013 Approved ‘Sarah Mikolajczyk 01-08-2013
10 7 FA Mike Evans. 13082013 5 13083013 Approved  Sarsh Mikolsjczyk  13-08-2013
14 k] FA Mike Evans 13-08-2013 5 13082013 Approved  Sarah Mikolajczyk  15-08-2013
'
Details Items Tasks Routing
Repart Type -

32. The completed lab report with the examiner's signature can be viewed by clicking the Print Report

button under the Reports tab and will be available to officers on KBCOPS.

- e% |l @ et

q g &Crime Laboratory
| MY

Official Report

conrmeNTIAL

i o s o e o
o S e 1 At w1 COS 06 14 1 B e o Anacey Gl

Auihoricy Rodaey B Moaroe
€l OF Polie

——
e pacndakelve
= ;
e -
(23504

“Mibe Erams
Proganmes

‘End of Official Report
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Latent Prints Walkthrough- Latent Lifts

1. Create an Item on the Items tab with the Item Type “Latent Fingerprint Submissions.”

& 20140512082138

e o s e IR

SERVICEHEDUES &

Uaehibonrd ) Logount

RSHIGHAERTST | HEPORIS

Custody Location: CMPD Personnel-Mike Evans.

Ttem # I? Qy |1 Cl#

Category  * Evidenoe

Packaging  * 10%13 Enviope i
Tem Type  * Latent Fingerprint Submi ~
5) Latent Lfts colected from the noident incation -
Description
Colected = CMPD Officer bl | T T B ‘,'1 116

Location  * 1234 Main Street, Charlotte, NC, 28078
Status | s

DA * ho >

save | cancel

* | pgdress Dock

Contmines Cutegury  Packmging Trem Type

Ttem Loction

CHPBD P

Atiriute irrency | Names

Ho attributes have been defined for this @em type.

2. To create a service request, go to the Service Request Tab and click Add.

@ Service Request for 20140512082138

Fiter by Section: Al -

Cancel Print History

CASE INFO ‘ SUBMISSION NAMES ITEMS CUSTODY ‘ SERVICE REQUESTS ASSIGNMENTS

Dashboard | Logout

REPORTS |
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3. Go through the screens as directed. Be sure to select Latent Prints for the Latent Fingerprints
Submissions items. Be sure to only select latent impressions of value, then prints or checks/pawn tickets
unless you are requesting physical evidence processing.

CASE INFO | SUBMISSION | NAMES | ITEMS | CUSTODY SERVICE REQUESTS ASSIGNMENTS | REPORTS |

h 4

Create Request —_— Select Services Enter Service Details P Submit To Lab

Fire

Biology*  Controlled Firearms™* Latent Qu

- estioned
(BI10) Substances* (CS) (FA) Prints* (LP) Documents* (QD)

Drugs - baggie of marjuana

Drugs - cocaine found on suspect

Firearm - Suspect's gun

Clothes
Sexual Assault Kic

Latent Fingerprint Submissions - (5)
7 Latent Lifts collected from the
incident location

ooEEEEE

1
2
3
4 Armnmunition - Box of ammunition
5
]

O ooo|EmoE
[ s i i
O ooo|zmoE
O ooomEom@
O ooomom@

S|

*Services for these sections require review and acceptance by a lab supervisor.

Go Back Continue

4. Ifyou select Fingerprint Comparison on the next screen, you will be prompted to enter the names of the
people you want compared. You can import a name from the Names tab by clicking on the icon (2) to
the left of the fields. Select the name on the screen that displays. The name information will be imported
into the fields on the Service Requests tab. Importing information into the fields will disable them.

If the Name Type is "Suspect," the PID/SID/FBI# field will be mandatory. Individuals under 16 years
old are Juveniles. The program automatically selects the correct option based on their date of birth.
Enter any additional required information and click Continue.

CASEINFO  SUBMISSION ~ NAMES |~ TTEMS  CUSTODY ‘ ASSIGNMENTS  REPORTS |
-w
Create Request — Select Services — Enter Service Details g Submit To Lab
LU L
Item Item Type Description
8 Latent Fingerprint Submissions
Name Type First Name Last Name Date of Birth Juvenile SID/PID/FBI#
® ¥ = Bad *Guy * 02/02/1962 B = no * 123456789
e ¥+ x * = 1o
G
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5. Click Complete to submit the request. Service requests for the Latent Prints section are automatically
accepted. A new assignment will be created when your request is received and accepted. Once reviewed
and accepted, this assignment will be unassigned, at Status 0 in the Assignments tab.

| CASE INFO SUBMISSION NAMES ITEMS CUsTODY ASSIGNMENTS REFORTS
-w
Create Request e Select Services —_— Enter Service Detalls —_— Submit To Lab
Please cick the Complete button to submit this lab request.
(o) (e

6. Go to Assignments tab. Edit the assignment created by the service request or assigned by the
supervisor. Here you can add any additional assignments for the Latent Print section if needed. Select an
Analyst to be assigned and the Priority of the assignment. The item(s) will be checked to indicate
associated with that assignment. Click Save.

B CMPD Build 1.10353-NET4.0.30319, CMPO_DEV, Crime Lab User, 01-CENTRAL DIVISION BARCODE
& 20141018090216 / 01-CENTRAL DIVISTON 14-000075  Dashibinand | Lol

CASCINTD NAMES TS CHsTOnY, CAVICE RCONEST S AS:

HENTS REZOHISE

Setuence Section  Anabyst Assigned Uats Assigned  Status Uraft Dats
1 & Ml Evans OB/ a5 214
Detals
1ah Code * crime Lah - | n.-m-;J Hames
Section * Latent Prints o
== 4 4.1 Known Cheek 5 Known Cheek Scrapng 2
Diate Assigned 10172014 T8
il 7t s 4.2 Vagina Smear € Vaginal Smcar Side 1
An Assigned  Crime
M s e * 4.3 Vaginal Swab(s) Vagnal Swab(s) 1
Aralyst Date ) - ¥ 5 LatentFingerpr Latent ponts tem 1 ¥
Pty * Mormal - =
Status "o mssgnedtoSection ! = L
Repart Type -
Heport Format -
Grant I -
f save | Cancel |
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7. As the assigned analyst, click the Analysis button to access the report-writing matrix.

4 20141018090316 / 01 CENTRAL DIVISION 14-000075 Dashboard | Logout

CASE INFO | NAMES ITEMS CUSTODY = SERVICE REQUESTS ASSIGNMENTS REPORTS

[scquence __section __pvabvstassianed __________matesssaosd Stas __paaftoae WIS

1 FA Mg Evans 08/29/2014 1 Ready For Rev. |
b Fi Mis: Evans 090272014 e
3 LE Crime Lab User 10/17/2014

Detat:  Tasks  Routing

Lab Code * |Crime Lab > Rems | Names

Sectn -|mmmus_ = | 4.1  Known Cheek S Known Cheek Scraping 2

Date Assigned  [10/17/2014 =1 42  VagnalSmear S vagnalSmearskle 1

Anclyst Rssigred Eﬁwiw & 43 Vaginal Swabs) Vaginal Swabls) 1 1| 13
Analyst Date [1wa7/z01a @ 5 Latent Fingerpr Latent pants gem 1 1

Priartty * [Wormal - -
Status |1 Aesgned o Anayst F—— - .
Report Type ’— v | BigVew |

Report Format ~

Granl I ~

8. Select the Report Writing tab. This tab consists of several panels. Click the [£7 button next to a panel in

order to expand it.

a Report for 20150338095742

CMPD Build 1.11253-NET4.0.30319, DEVELOPMENT, Sarah Mikolajezyk, 01-CENTRAL DIVISION BRARCODE
15-000001 Dashboard | Logout

TTEMS ‘ COSTONY: SERVICE REQUESTS ASSIGNMENTS: REPORITS ‘

GCASE TNED: SUBMISSTON | NBMES:

ITEM REPORT WRITING GENERAL WORKSHEETS |

[l Report Item Description
[ Latent Print Processing
[l Exemplars

[ Latent Analysis, Comparison, and Evaluation

Save Add Analysis Analytical Motes Send to Word Back to Assignments
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9. The Report Item Description panel is used to enter the description of the item(s) as you want it to appear
in the final report. If left blank, the report will display the description entered on the Items tab.

oo I o s

Lab ITEM # 5.3 Latent Fingerprint Card - Samole of ftern # 5 - fngenorint card Sample of tem & 5 - fingerprint card

I= Report Ttem Description Reriiove
Sat Boms

LabITEM = 5  Letent Fingerprint Submissions - Latent prints kem Latient. prints tem

Lab [TEM = 5.1 istent Fngempmt Card - Latent prints tem Latent prints item

Lab ITEM = 5.2.] Latent Impression
b [TEM 8 5.2.2 Latent Impeessan

Report Description - item £5.2.1

Report Description - item #5.2.2]

1% Latent Print Processing
[ Exempla

10. The Latent Print Processing panel is for taking notes and to report data of all processing performed. Fill

out as appropriate for each process applied.

1 Report 1bem Description

[ Latent Print Processing

Seect Item (Results) Lab ITEM # 5.2.1 - Report Description - itern #5.2.1

Colapse all_|

B Enury #1
Slart Dale Cnd Date
10/16/2014 1071772014
Ttemn # Description of Surface or lem
521 testing
Itern Property Packaged Item Properly Documented  Frearm Received in Safe Cond  How Rendered Safe
Yis o i o b
Teest Prints
Positive v
Hotes

ENET 1 entries ¥ |

Peagent Date Checked
Yis o

Processing notes Processing notes Processing notes processing Notes processng NOtes Processng NOtES processing notes processing notes processing

Method 1
visual
Method 2
Gentan Viokt
Method 3

Method 4

Method 7
Method &

Digital Images

Yes ™

_ Resuitl
~ Postive
~ Resuit 2
¥  Postive
 Result3

Result 4
 Resuit 5

Result &

Result 7

Result 8

-

Presarvation CIfDsc Parent Fie to SS0 R Drive Backup Camera Used DA Swabs
No ¥ ves

Yes ot

-

. Preservation
Lft -
Preservation
v

_ Presorvation

-

Preservation

Presevation
-

Preservation

£

notes Processing NOtes Processing Notes processing NOtes Processng NOtes Processnd NOtes processing notes Processing notes Processing notes
0] notes. notes q notes g notes ) RCtes processin

naotes

| Nkon D300 | No

“

Saved.
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11. If impressions are developed, you can create the sampled items from the Item tab (next to Report
Writing). Samples created on this tab will be added to the report. Select the item used to create the
impressions and click the Sample Item button. Select the Item Type "Latent Fingerprint Card." Make
any other necessary changes and click Save.

NOTE]| If you create a child item under this screen the collected by will be carried over from the person
who collected that item. To change the name of the collected by go to the Items tab and edit the
collected by to your name.

n REPORT WRITING GENERAL WORKSHEETS

Items

Containers

Item Mumber -rSJ

Quantiy ‘

Packagng BX9 Envelope bt

Tem Type ™ Latent Fingerprint Card -
Descrpnon. [Sampie of tem # 5 - fingerpant card
temswmes [ -

[ save || concsl |

Label |

Back to Assignments
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12. Select the new Latent Fingerprint Card item. The Kit Items tab in the lower half of the screen will
become activated. Check the number of latent impressions you need on the Kit Items tab and then click
Add Selected. Select Yes in the dialog box that displays to add the new kit items to the report. You can
create ten impressions at a time. If you need to add more than ten, click Select All and create the first
ten. Check the additional number of impressions and click Add Selected.

REPORT WRITING GENERAL WORKSHEETS

Items Containers

=-Lab [TEM # 5 - Latent Fingerpnnt Submisions : Latent prnts Rem
—Lab ITEM # 5.1 - Latent Fngerpnnt Card : Latent ponts gem
~Lah ITEM 2 1.7 - Latent Fingerprint Card : Samphe of item 2 5 -1

oen Info | Kit oms

1. Latent Impression
12, Latenl Impression

3. Latent Impression

4. Latent Impression

5. Latent Impression

B Latent Imprassion

7. Latent Impression

8. Latent Impression

9. Latent Impression

10, Latent Imesession

Addselected || Selctrl || Selecthione

Prepared by Porter Lee Corporation 231



Users Guide

Latent Prints Walkthrough- Latent Lifts

13. If exemplars are submitted, they should be documented in the Exemplars panel. Each exemplar should
be recorded in a separate entry. The panel has one entry by default. To add more, enter the total number

needed into the field at the top of the panel. Assign an Exemplar # for each entry so that you can
reference them in the next panel.

ITEM REPORT WRITING GENERAL WORKSHEETS

12 Report Ttem Description

12 Latent Print Processing

= Exemplars

Collapse all
B Entry #1

Exermnplar # Exemplar Nami
1 Guy, Bad
Type of Card (F7)

Ten Print

B Entry #2

Exempiar £ Exemplar Name
2 Timm, Vi
Type of Card {F7)

Exemplar From
Suspect
SIDy/PIDYFEL

= 123456739

€

Exemplar From
Vickiny Elmination
SIDyPIDYFBL

= None

Qualty Source
¥| Average | AFIS ]
Dutlete Entry
o
Qually Source
- - -

Prepared by Porter Lee Corporation

232



Users Guide

Latent Prints Walkthrough- Latent Lifts

14. The Latent Print Analysis, Comparison, and Evaluation panel is to document the ACE-V process and to
document all of the analytical notes, results, and conclusions. The data entered here will be exported to

the final report and to the notes packet.

" Repart Item Description
7 Latent Print Processing
“ Exemplars

=| Latent Analysls, Comparison, and Cvaluation

Select ltem (Results) Lab ITEM # 5.2.1 - Report Description - kem #5.2.1

Collapse all
Bl Entry #1
Exemplar # Start Date End Date Lt Properly Documented Preservation
1 10/16{2014 01772014 Yes b PhOtos »
Development Mediurm  Level 1 Paltern Type  Anatomic Source Level 2 Level 3
Ink ¥l Yes | Arch | Fnger b Yos *| No e
Pressure Destortion (F7) AFTS Cusaity
Medium > Compression ~lYes
Overlay

Exammner Notes

Conclusion Reason for Inconchesve

Hentfication ¥

Recovery Locaton

Somewhire

ACE-V Consuliation Consultant
Mo -

Finger/Paim

| 2

Cionsukant

Type

w

Exarmniner noles best List best. Examine nobes best best best, Exarminer notes Lest test best. Examiner nobes best bist best.

-

[kenove |
[ Remove |

[ amove |
Remave

1 entrles| ¥ |

e

|4 |1-10f

Candilate Returned
Wiy 5

15. To create the report, return to the Report Writing tab and click Send to Word. This will bring up the

report in Microsoft Word.

o B e e

| Repart Item Description

£

Latent Print Processing

(]

|

E

| Add Anabysts | | Anabylical Notes

Send to Woed Back Lo Assigniments

[ Remove |
[ Remove |
[ Remove |
[ Remove |
| Remove |
[.Remove |
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16. Make any changes needed to the report. Once you are done, select Save in the File menu or just close
out of the window to close the report. Changes to the report can be made in the matrix or in the word

document.

NOTE]| If you need to make changes to the results of your report, close out of the word document and
make the necessary changes from Steps 7 thru Step 15. Before creating the report you will be prompt
with a pop up (Display pop up to recreate report) to Open "As Is" or "Recreate Report". Select the

"Recreate Report" button and click OK.

,

Save Cirl+§ | TableTools |
Revisions lage Layout References Mailings Review View Design Layout @ o
Print... 210 GlE] 4 w Homal -0 2 opt s 4pt : 8 & E »
Print Preview =
- Emplatn 7 SHTITHTE08031E i}
Date: BEAFT -
About... Frpe of Anaivai? st B Bramiaicy
‘Hemaria” 1
o
Dfficial Report
i T i : Bofics Lat o b ed i Do o
i s or peveal fa comzam erzod o day uasutsceimad presce.
Tie foum For i repori s fownd o wita NOGS 3085 ppronedy
tems Received
o 557 Tatent prists jtem
tom =5.1: Latent prints item
tem =5 2: Sampla of item = § - fingerpeint card
tem #5.2.1: Report Dascription - ftem #5.2.1 -
tem =5.2.2; Regport Description - itam=5.2.2 *
=]
i e S—— R =
4 3
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17. Click the Back to Assignments button on the Report Writing tab to exit the matrix. Once you have
completed the analysis, select the Ready For Rev. button to process your report.

—— | — .

10/20/2014

ASSICHNMENTS

Draft Drates

Dot Tasks  Rouling

Lab Code * |Crime Lab =

Section » [[3tent prnts v

=

Date Assigned — [10/17/2014 20 1 Frewm Smith & Wesson model 1
Analyst Assigned  |Cnme Lab User i 2 Ammuniten 1 15
Analyst Date [1of17/z014 3 3 Frcarm ACCesst 1
Priority * [Normal 24 4 SexualAssauth 1 i7
Status * Report in Progress _‘“ .’ = '
oty i Ve

Report Format -

Grant 10 "
e gssDeetE | s M
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18. Review the documents that will be included in your notes packet for the report. To deselect a document,
click on the document. You will notice the check mark before "Lab Case" and that document are
unchecked. If this screen is correct click on the Process button to process the report.

- [
Y| & e
ﬂ =~ Other Documents
+ (10/20114)
EI + 07201141
2

{Evpand &l | Collapse 1

- i
1] Select Documents for 20141018000316 Report Number 3 Version 3,11,32 _@ﬂu

&y Piocess | ] Close I

Comment [KW8]: Screen shot needs to be
updated to display Service Requests and Chain of
Custody

Need to connect to machine with black ice
installed

-
5| Select Documents for 20140120222305 Report Number 3

Version 3,1,1,32

(=[O il

-~ R 7
v Matix Notes
o Gervice Requests
Lof Chain OF Custody

Repoit Mumber: 3

S D |« >

Collapze Al

% Process j'L Cloge |

L

o

19. Review the notes packet. Verify that all the necessary documents are included and the information is

20141015090316 # 2
01-CEMTRAL DIvVISION

Case: 14-000075

Exemplars
Exemplar #
Exemplar Name
Exemplar From
Type of Card
SID/PID/FBI
Quality
Source
Exemplar #
Exemplar Name
Exemplar From
SID/PID/FBI

Latent Analysis, Comparison, and Evaluation

5.2.1.Report Description - item #5.2.1

Exemplar #
Start Date
End Date
Lift Properly Documented
Development Medinm
Level 1
Patte Type
Anatomic Source
Level 2
Taval 3

14-000075
Fage 1 o7

ANALYSIS NOTES

1

Guy, Bad
Suspect
Ten Print
123456789
Average
AFIS

2

Tima, Vic
VictimElimination
None

1
10/16/2014
10117/2014
Yes
Ink
Yes
Arch
Finger
Yes
N

correct. Click Reject if you need to make any changes. Otherwise, click Accept to sign the report.

B

Examiner: Crime Lab User
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20. Enter your password to apply your electronic signature to the report. This allows the report to be
submitted for review.

Verify signature

Gratin

Password: sees

21. Analysts cannot review their own reports. In order to perform the technical +and administrative review,
the assignment must be routed to another analyst.

# 0141018090316 / 01-CENTRAL DIVISTON 14-000075  Molifications. | Dashboard | Logout

CASE INFO SUBMISSION NAMES ITEMS CUSTODY SERVICE REQUESTS EH} I i:IH REPORTS

[ech. e )

Close Request |
|Service Request|

oMs
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22. To route the assignment to be reviewed for technical and administrative select the Routing link. Select
the Route button. Fhen-sSelect the analyst in your section and the appropriate route code and a message
if one is needed then click OK.

ﬂ:"} CMPD Build 1.11253-NET4.0.30319, CMPD_DEV, Sarah Mikolajczyk, 01-CENTRAL DIVISION BARCODE

@ 201503340195708 15-000011 Dashboard | Logout

CASE INFO SUBMISSION NAMES TTEMS CUSTODY SERVICE REQUESTS I:H |HI i HHH REPORTS

Date Assigned Status
4/6/2015 12:00 3

Draft Date
4/6/2015 12:0

Close Request
Service Request
« - - »
I Route This Assignment |
Details Tasks Routing [ETEHUEE Mike Evans 3
Route Code:  RR R_" Ready for Technical
Route To: Not Routed enew
Message: o
Route By:
Message:
Send Emal

23. Under Notifications from the Dashboard you will see Assignments Routed To Me. Click the link to see
all the cases that are routed to you. There you can click on the selected case and perform your Technical
and/or Administrative Review.

NOTE] If you are not permitted to perform both technical and administrative review follow step 22.

User Name Mike Evans
Database CMPD_DEV
Version CMPD Build 1.11253-NET4.0.30319

Assignments Routed To Me

Barcode

Dashboard LogOut

Pending Items: Assignments Routed To Me

Case#
15-000003 20140401108302 BIO
4/8/2015 12:015-000013 20150338095742 BIO sarah Mikoljczyk RR Please complete tech review
4/14/2015 12:15-000011 201503340195708 L Sarah Mikokiczvk RR -
Back to Dashboard
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24. In order to complete the technical review, the reviewer needs to select a response for each item in the

checklist. They can view the completed report by clicking the Reports button on the bottom of the
screen. The Results button will open the Matrix in a read-only format. The Notes button opens the
Analytical Notes if they are present. Print List prints the checklist questions and responses.

The Reject button allows the reviewer to reject the report. If rejected, the assignment will be routed back
to the analyst with the reviewer's comments inserted into the routing message. This will allow the

analyst to see what’s wrong with the report.

Once the report has been reviewed, click the Review Complete button to move to Admin Review.

& Tech Review for 20141018090316 14-000075  Motifications | Dashboard | Logout

CASE INFO  SURMISSION  NAMES  ITEMS | CUSTODY  SERVICE REQUESTS [ECCTETTENEN  REPORTS
Checklist for Report 2 from Crime Lab User

REVIEW " Latent Print Review

Description Hesponse

Number of btent Bts cards concurs with number on kbl and envelope Yies hd

(Cards numbered (e.g. 1 of 3) Yas -

[Speling and grammar have been checked Yes -

Comments

| ook st | Completed Save

| Resuks | | Report || riotes | [ Retect || Back to Assignments | | Review Compete || cancel |
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25. Once the reviewer completes the review, the report status will update to "Ready for Admin Review." If
the analyst has the rights to do both technical and administrative review, they can click the Admin
Review button after completing the Tech Review. If a new analyst needs to do the Admin Review
follow steps 22 through 24.

CASE INFO SUBMISSION NAMES ITEMS | CUSTODY SERVICE REQUESTS miililﬁlu REPORTS

Sextion Aarahyt Assdune) Date Assigned  Status Draft Date
FA Mike Evans DR26/2014 1
FA Mke Evans 09/02/2014 1

4 e Crima Lab User 10/17/2014 4 10/20/2014

Detas  Iasks  Routing

Lab Code ‘lmelse + ems | Names
= TE— | B e
Date Assigned  [10/17/2014 T8 Frearm Smith & Wiesson model | 1 &
Anabyst fssigned  [Crme LabUser v 3 Ammnon 1
analystDate  [{0ji7/2014 3 Fream Accessc 1
Priory “Woma 4 Sexual Assaul b 1 -
Status * 4 Ready for Admin Revew - '
Report Type {7 - LoBaiey. |
Repart Format ["7 v
Grant ID  ~

add Edr | Dekete | | Merge Splt

26. The administrative review process is the same as the technical review, except completing this review
will release the report.
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27. Once the report is approved, it will move from the Assignments tab to the Reports tab. From there you
can print a copy of the completed report and view the assignment notes.

Mike Evans 2201-2014 10-04-2014 Approve: Crime Lab User 2210 2014

Dotods  Roms  Tasks  Routing

Report Type - z
Lab Code * [Property and Evidence. | = ‘

Section " ltenteos . v o
Date nesigned  [D1f22/2004 [0 |
= ‘
Anaiyst Date [o4j1072018 =

Priceity [ormat =

Status * [5 Approved ]

Report Type I F]

ReportFormal [T =

Grant i1} ————F 5
Print Report Matix ot || coeckist | [Relessetopa]| Rest | eonopons] [ gMs || Revisions

[ servee Seuest |
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Questioned Documents Walkthrough

Steps for testing prep: (Please note these steps will not be done when the system is live, but will be
necessary for testing and training.)

1. Enter an existing case and select the Service Requests tab.

"‘ f4 Master Build 1.7262-NET4.0.30319, PLIMS_DEV, Sam Cuomo, 61-CRIME LAB BUREAU BARCODE
@ Service Request for 123456789000 13-000034 Dashboard | Logout
CASE INFO SUBMISSION NAMES ITEMS CUSTODY SERVICE REQUESTS ASSIGNMENTS REPORTS ‘
Fiter by Section: Al M
Reguested Status Status By Court Date Type of Item # Section(s)
Court

07/03/2013 Accepted  07/03/2013 Sam Cuomo
Draft 08/14/2013 1,1.1,2

.
Cance || Print History || Print SR List || LabWork |

2. Click ‘Add’. This will open the Service Request process. Fill out the information as needed.

CASE INFO | SUBMISSION ‘ NAMES | ITEMS ‘ CUSTODY SERVICE REQUESTS ASSIGNMENTS ‘ REPORTS ‘

w
Create Request — Select Services — Enter Service Details — Submit To Lab
Request Date 08/12/2013 #H
Requested By * Sam Cuomo - zl

Are these documents a forgery? o
What do you want to learn from this analysis? *

Please enter court date if known. 09/07/2013 i)
Donec nec justo eget felis facilsis fermentum. Aliquam -
Narrative of the events of the case * pOrttitor mauris st amet ordl. Aenean dignissim (=
pelentesque fels/ -

ook

3. Select Questioned Documents as the service requested.

A 4
Create Request —_— Select Services e Enter Service Details e Submit To Lab
Description lood Biology* Controlled Firearms™® Ezbr's Latent ‘Questioned L‘:‘:}G
(B1O) Substances (CS) (FA) (D) Prints (LP) Documents™ (QD) ™)
1 i 0 s s s s ] ]
1.1 Documents - idjf B E ] ] ] ] ]
2 [Vehicie - 1960 Mustang Mach 1 |m] ] ] =] 5] 5] &l ]
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4. Click Continue and you will get the details screen. These questions can be adjusted. We can add/remove
as necessary. Selecting the yellow question mark will open a new window allow you to specify specific
examinations that are requested.

CASE INFO SUBMISSION NAMES ITEMS CuUsTODY SERVICE REQUESTS ASSIGNMENTS REPORTS

-
Create Request —_— Select Services —_— Enter Service Details Submit To Lab

Questioned Documents
Questions

. Hold for fingerprint processing? = -
. Type of evidence to be submitted? % -

. Would you like to be contacted by a QD examiner? = -

AW

. Contact # (please indicate work or cel)

5. Type of Examination(s) Requested: % ‘ o

Please contact the Questioned Documents supervisor at 704-338-8778 should you have any additional comments, concerns, etc. regarding
your case and/or a specific item(s).

(GoBack ] | Contie |

Status Handwriting & Hand Printing Examination
Typewriting and Other Machine Impression
Photocopier & Other Office Machine System
Indented Writing Examination

Altered Obliterate & Charred Documents Examination
Counterfeit Document Examination

Ink and Paper Examination

Torn and Cut Paper/Tape Edge Comparisons

Press CTRL key to multi-select.

[ oK H Cancel ] [ Clear All I

5. Once you have entered all the required information, you can hit continue and proceed to the final screen.

-

Create Request —_— Select Services —_— Enter Service Details —_— Submit To Lab

Please click the Complete button to submit this lab request.

comack
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6. The service request will be submitted, and you will be back to the service request screen. Now, as
aforementioned, when the system is live these requests will come in and you will not be creating them

yourself, unless needed. The screen you are now on will be one you do regularly see.

Note that the request you just created is marked ‘Requested’. The QD section has been configured to

require approval of service requests.

08/12/2013 Requested  08/12/2013 Sam Cuomo 09/07/2013 1,141 P

Print History | [ Print SR Lst | [ Lab work

‘

CASE INFO ‘ SUBMISSION | NAMES ‘ ITEMS ‘ CUSTODY ‘ SERVICE REQUESTS ASSIGNMENTS | REPORTS |
Fiter by Section: Al v
Requested Status Status Status By Court Date Type of Item # Section(s]
Date Court
07/03/2013 Accepted  07/03/2013 Sam Cuomo 1
Draft 08/14/2013 1,1.1,2
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Normal procedure:
The normal process for handling assignments will begin at reviewing/approving service requests:

1. Select Review Requests under Service Requests in the Dashboard menu.

Quick Find

Dashboard

|zl Recent Cases

MNew Case
Search » COMPLAINT# / AGENCY CASE# UNIT / AGE
. 9002 34-GANG UN
miera0i0 nnaa 02-METRO D
Service Request » Digital Imaging Request 22.S0UTH D
Chemical Inventory q 01-CENTRAL
TR N 20130206-1200-01 01-CENTRAL
20120483-1200-01 01-CENTRAL
Reports »
20101029-1835-00 01-CENTRAL
RG] Lo 20121215-0007-00 01-CENTRAL
Documents 564675767 01-CENTRAL

2. Input all desired filters in the Service Requests Review window and search.

Service Requests Review
Filter Service Requests
Request Date From H H
Reporting District ~|
URN/Dept Case#
Section Questioned Documents Z| [7] On-Hold
Case Type Z|
paency v
Court Date From iz H
[ Clear l I Search ]
Reguest Date  Sections URN/Dept Case# Agency Charge Case Type Requested By Status
08/12/2013 LP 123456789000 22-SOUTH DIV Intimidation Sam Cuoma Requested
08/14/2013 BATS 123456789000 22-50UTH DIV Intimidation Sam Cuomo Requested
08/14/2013 BATS 123456789000 22-50UTH DIV Intimidation Sam Cuomo Requested
L}
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3. Once approved, the Service Request will create a new assignment. This assignment will be unassigned,

at Status 0 in the Assignments tab. From here, an analyst must be assigned, and then the analysis begins
with the ‘Analysis’ button.

Analyst Assigned Date Assigned Status Draft Date
4 QD Sam Cuomo 07/29/2013 1
5 QD Sam Cuomo 08/05/2013 2 08/05/2013 | |
6 QD 08/08/2013 0
7 QD Sam Cuomo 08/08/2013 2 08/08/2013
g QD Sam Cuomo 08/08/2013 2 08/08/2013 £
10 BATS 08/14/2013 0
11 QD 08/14/2013 0
< »
Detals  Tasks Routing  Additional Analyst(s)
Lab Code . |Property and Evidence zl Ttems | Mames
| — ey
#
Date Assigned  [08/14/2013 1 Documents 1
Analyst Assigned Z| 1.1  Documents sakfjasidfjsaoidif 1
Analyst Date = 2 Vehice 1969 Mustang Mach 1 1
Priority * |normal ] =
Status [0 Assgnedto section  ~| £’ 0 I ;
Bio s

4. Clicking this button will open the Report Writing. The first step will be to enter the ‘Report Description’
for the item. This description will be carried into the worksheets, so it should be filled out first.

REPORT WRITING GEMNERAL WORKSHEETS

[Z] 1tem Description

Item Item Description Report Description

Number

= TTTEY Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Donec odio. Quisque vo
#1 Documents - |turp'|s. Suspendisse urna nibh, viverra non, semper suscipit, posuere a, pede.

Lab ITEM Documents - Morbiin sem quis dui placerat ornare. Pellentesque odio nisi, euismod in, pharetral

#1.1 salkfjasldfjsaoidif

[ Examinations Conducted
[ Report Results

[ Report Comments
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5. Select “General Worksheets” and then choose the worksheet(s) that is desired. Click Create and the
worksheet will open in Word. When Word is closed, it will prompt to save changes, and then upload the
document into the database.

New Worksheet(s) Existing Worksheet(s)

Description Description Entered By Date Entered
QD-Altered & Obliterated Document QD-Ink Examination SAM 8/14/2013 1:29:55 PM
(s) Examination

QD-Handwriting Examination

QD-Indented Writing Examination

QD-Ink Examination

(QD-Office Machine System Examination

QD-Paper Examination

QD-Typewriting Examination

[Read ][ pen | [ Rename ][ osite |

6. When an existing report is opened (after the initial creation), it will pop up the following window.
‘Open “As Is”” will open the saved copy of the worksheet. ‘Recreate Report’ will regenerate the
worksheet, erasing all data on it. The second option is only useful if case information or the Report
Description was changed. Do not recreate if there is data you need to save.

Selecting ‘Read’ will open a read-only copy of the worksheet.

As many worksheets can be created as are necessary. They can be attached to the notes packet and
printed out for review.

" Recreate Repon

Recreating the document will delete the existing report and
create a new Report

o | xews|

7. Once all the analysis is complete, you will go back to ‘Report Writing” and begin to build the final
report. This includes selecting Examinations Conducted, Comments, and Results.

) Report Resuts
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8. The ‘Conclusion’ panel allows you to add conclusions, edit conclusions, and move them up and down
(the order in which they will appear on the final report). Clicking Add will open a new window to select

the desired conclusion.

IZ) Ttem Des )
Select Conclusion =
Sort ltems
Tte: Ttem| ICONCLUSION CODE REFERENCE TEXT
Number COND191 Evidence of Alteration
COND192 Original Information on Check

Exter|
Lab ITEM Penig COND193

Cut and Paste

#1.1  Ths, COND194

S-1 Wrote his/her own name

comT  CONO195

Indented writing

Sexu:  CONO1%6

5-1 Wrote material in question

L0 ITEY e | conoior 5-1 and 52 Wrote Q-1 and Q-2
comm COND198 S-1 and 5-2 Wrote Q-1 items L
" COND199 Q-1 through ___ Common Authorship
Lab ITEM E’g 1 CONO200 Q-1 Items Prepared by one or more authors
#12 oy COND201 Altered Dates
COND202 Q-1 and 5-1 Common Authorship
CONO203 Counterfeit
COND204 Method of Production
=] Examinal COND205 Bank Robbery Note
COND206 —
COND207 Hand Printing Common Authorship
Edit Conclu COND282 Bank Robberv Mote check o B
Edit Te The Exhibit Q-1 item was examined to determine whether or not this item contains any evidence *
of alteration. il
Maove U
Move Dow =
[ AddConcy |
Delete Concl
[=/ ReportR OK Cancel Remove

9. Once all desired conclusion statements are added, the report is ready to generate.

The last step in the analysis is to hit Send to Word. This will send all the information entered into the
final report. Once Word opens, any necessary changes can be made as on any other Word document.
Once the document is closed, it’s uploaded back into the database as a draft.

=] Report Results

Edit Text

Edit Conclusion | o evidence of significant indented writing was noted on the Exhibit Q-1 item.

Add Conclusion

=
dH
35

Delete Conclusion

=| Report Comments

The questioned handwriting appearing on the submitted Exhibit Q-1 note was compared to the questioned material found in the Bank
Robbery Note File maintained in the Questioned Document Section of the Crime Laboratory Division.

Edit Conclusion | |The submitted Exhibit Q-1 item was returned to the Latent Print Section and the Exhibit Q-2 tems were returned to the Property and *
Edit Text Evidence Management Division.

Add Conclusion

=

3

=
-

Delete Conclusion

]

Examinations Conducted

Move Down An opinion that it could not be determined whether or not an author wrote the questioned material” is an opinion where no -
determination can be made as to whether or not the writer of the known specimen material wrote the material in question. The
Examiner in these cases lacks any degree of certainty and quite often it is due to the quality and/or comparabiity of the known andfor .

Saved.

Edit Text writing.
Move Up

Edit Conclusion | |The submitted Exhibit Q-1 items were examined to determine whether or not they contain any evidence of significant indented =

Add Conclusion

Delete Conclusion

=
:
g

The Exhibit Q-1 check was examined to determine whether or not this item contains any evidence of afteration and f so determine =
what information was originally on the check.
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10. Now, back at the dashboard, the analysis can be marked Ready for Review.

Date Assigned Status Draft Date

08/05/2013 2 08/05/2013 I

08/08/2013 0 Tech. Review

08/08/2013 2 08/08/2013 AdminReview

08/08/2013 2 08/08/2013

08/14/2013 0

08/14/2013 2
»

11. This button will open the Notes packet. This packet will take all worksheets and compile them into a
single PDF so they can be easily printed and reviewed.

| Select Documents for 1234567891

-+ Lah Case: 13-000034 Report Number 3
‘Work Shests

) Examination / 5am Cuomao

Expand Al | Collapse Al | Watksheet History & Process | I Clese I

12. This window allows you to select which documents are included the in the notes packet. Worksheets

can be included or excluded as necessary. When the necessary documents are selected and in the proper
order, click Process.

71 Select Documents for 123456783000 Report Number 3 Version 104122 =Bl &
=" ab Case: 12- eport Number:
* {L b Case: 13-000034 R Number: 3
= olk Sheets
* ¥ QD-Akered & Obliterated Document(s) Examination / 5am Cuamo

=]
2

Collpse a1 | workshest History B puocess | i Dise
Creating PDF Document EERNENEENENNNNNNNNNNNNNEERET show Prnting Status
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13. Once the processing is complete, a new window will open and display all the selected documents in a
single PDF file. It can be saved or printed. You must then Accept or Reject this packet. Accepting will
finalize the report and prompt for a signature.

n “Comments” section. Attach

Accept I Reject |

14. The Verify Signature screen should display your active signature and prompt for your password.

Password: eesees|

[ ok || Cancel |

15. From here, the report is ready for Admin review. Someone besides the assigned analyst must do Admin
Review. First, the assignment should be routed to whoever will be doing the review. From the
assignments tab, click the “Routing” link.

Details Tasks Routing Additional Anabyst(s)

Route To: Not Routed Route Code: Route
Route By: Route Date: Reply
Message: - Cancel

History
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16. From this screen, the analyst will click “Route” and then choose the person that will admin review the

report, and enter a code and a message.

Route This Assignment

Route To: Sarah Mikolajczyk z
Route Code: AR 21 Ready for Admin Review
Message: Please complete admin review| -

le to see a notification on their

Send Email
[ ok || cancel |
17. Once the assignment has been routed, the Admin Reviewer will be ab
dashboard, under notifications.
# Notifications
Assignments ROUTEd TO Me.iwsmsmsinsmsssssmssssssssssssssnsssssssssmsssssnsssssnssnsnssnnes 1
18.

along with the code and the attached message.

Assignments Routed To Me

Pending Items: Assignments Routed To Me

Route Date Complaint# Section Route By Code Message
02/03/2014 9999 QD DMNA Test User AR

Back to Dashboard

[ ]

Please complete admin review.

Clicking the link will take the reviewer to the routing screen, where they can see the routed assignment,

19. Clicking the assignment will take the reviewer to the assignments screen, where they can then click

“Admin Review” button.

S - Date m igned  Status Draft Dz;lte

12 BIO Sam Cuomo 12/19/2013 1

13 EI0 Sam Cuome 12/19/2013 2 12/19/2013 Tech. Review
14 Qo Sam Cuoma 01/15/2014 1
15 Qo DNA Test User 01/15/2014 2 01/15/2014 B
17 EI0 DNA Test User 01/16/2014 1
18 BIO Sam Cuomo 01/21/2014 2 01/23/2014 L

‘ v
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20. Clicking ‘Admin Review’ will open the admin approval checklist. On the checklist will be the list of
questions (note: for QD, there is only the one confirmation question). Along the bottom of this page are
a series of tools for the reviewer. Print List will print the checklist questions and responses. Results will
open the Matrix in a read-only format. Report will open the completed report. Notes will open the
Analytical Notes if they are present (note: QD does not use analytical notes). The rest of the buttons
allow the report to be accepted or rejected.

If rejected, the assignment will be routed back to the analyst with the review Comments inserted into the
routing message. This will allow the analyst to see what’s wrong with the report.

Checklist for Report 10 from DNA Test User

APPROVE * ~  Approve

* required checkiist

—
Have you reviewed the report and case notes? -

Comments
Print List Mot Completed
[ Results ] I Report ] Notes [ Reject ] [ Back to Assignments ] [ Review Complete ] [ Cancel ]

21. Once admin reviewed, the report moves from the ‘Assignments’ tab to the ‘Reports’ tab. From here, you
can view the completed report and the notes packet. This is also where the ‘Post Review’ button is at,
for the post completion technical review.

[ PrintReport || Notes || Checkist || Resct || PostReview || QMs || Revisons |

Prepared by Porter Lee Corporation 252



Users Guide Questioned Documents Walkthrough

22. Selecting Post Review will open up a technical review checklist. This tech review can be expanded as
necessary. Once all the questions are answered, the review can be marked as completed, and the Post
Review is finished.

Checklist for Report 5 from Sam Cuomo

Post Approval Tech
POSTA P P * T Review

= required checklist

Do the forensic document examiners case notes and documentation support the examination 2] 1
performed and opinion rendered?

Comments
Print List Not Completed Save
[ Resutts | [ Report | [Nokes | [ Reject | Review Complete | | Cancel |
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Chemicals

1. To access the Lab Asset Manager, select the LAM option in the Dashboard Menu.

« MENU 121 Quick Find
shbo.

New Case unit / Agency ﬂ
Search » Complaint#
Bulk Container Control #
Service Request b
Inventory »
LAM
5 A Recent Cases
Admin »
Tt 19 | coMPLAINT# / AGENCY CASE# UNIT / AGENCY
- GRTEST Charlotte Park Police
Activity Log
20140512082038 01-CENTRAL DIVISION
Documents 20060401001301 01-CENTRAL DIVISION
Setup. » | 20060401033600 01-CENTRAL DIVISION
o) y | 8271401 Comelus Police Department

User Name Mike Evans
Database CMPD_DEV
Version CMPD Build 1.10853-NET4.0.30319

Barcode

Dashboard LogOut
LAB # LAST OPENE (S
15-000001 2/10/2015
14-000055 2/6/2015 £
13-000006 1/28/2015
13-000034 1/26/2015
14-000074 12/11/2014

Name: Acetic Acid, Glacial, Type: C6, Lot #: 124372139487, Tracking #:
J0006, Quantity Remaining: 10, Units: Bottle
Custody Of: Jeffrey 5 Tayior

Lab Crime Lad v
Saenon . Tdentficabon
Wiork With
 ChomicalPurchased Feagert e « [EaTEaET
Prepared Reagent Chemical Name
Irestnament Chemical Formuts

varsion CMPD Build 1. 10794-NET4 0. 30318

Lock 1o Dunhboand Logout

MANUSACTURER / VENDOR  SAFETY INFO | LAB STATUS INFO_ HISTORY OF CUSTODY | DISPENST  RICIIPTS

Trade Mame  [RoE0E ACkL Glnckl
Bow/Bottle. lof2
Hazaed Class (RO -

B 09 - Mathanol, ACS (1]

£ 51 - Acstamidoghenal, 4- (1)

[ et st | [ it Dotats

images || Mew Container | Transfer || Puntisbel | Senp || meports | oupe
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3. NextrseleetClick the Add button on the bottom left.

Name: Acetic Acid, Glacial, Type: C6, Lot #: 124372139487, Tracking #:
10006, Quantity Remaining: 10, Units: Bottle
Cusitody O Jeffrey S Taylor

Ly CrmeLob !

[ Deete | [ images | WewConmoer || Transtes || preatsoel | Sewp | Repons | Dn

g 5L PR

o T i s |

Name: Acetaldehyde, Type: C76, Lot #: 123488974, Tracking #: JOO2K,
Quantity Remaining: 1, Units: Bottle R Cashboand Lot
Custody Of: Sarah Mikclajeryk
Ly Cmelab L
Secton ~
Wiork with
 ChemicaPurchased ieagert Lot # - [iz3as974 sl Consumabie? *
Prepaced Reagent chemical ame + [cetaldst e =) Trade Name [rcctaldetoe
Instrument Chemncal Formuls | BaxBottle
Other Asset Csregys amrd Class [
Freams _l—
sy . Inftad Quantny i
cuusnitty Remaine * [ units - [portie” =
Formuls Weight I Chesmcal Grade * |Other =]
i T —
Storage Condbons * [RelTigerston #
E3 06~ savec hod, Glackl (6}
B3 o0 matraedl, 45 (1) EECLT
B3 51 - estamidechan, 4- (1)
B C0% - Acetuiciindis 1]
(P st [ Prnk Detas |
it o b ]| o e | peste | [ images | MewConuner | Tranler | puntistel || Seno | Repos | Dupe |
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5. To add information about the manufacturer/vendor, select the Manufacturer/Vendor tab then select the
Edit button. Enter all reeessary-required information. When completed seleet-click the Save button.

a B e AN L1 P Erarmime TA Wi £~ 6| @ Crumics nemeary

st a0 Beilata
Datstase  FLPS_DEV

i R0 Bl 1,03 E1HETA.0 30310
Bacoce

Name: Acetamidophenol, 4-, Type: 51, Lot #: 1234567890, Tracking #: -
10010, Quantity Remaining: 2, Units: Bottle L o
Custoty OF: Krs Detierta

Wb [Come lab z cupmica ivro EETETEN TS WEIED TR SAFETY INFO | LAB STATUS INFO __ HISTORY DF CUSTOUY | DISPENSE _ RECEIFTS

Section Bclogy - Mo pactizen
ork With
% Chemiob Purchased Rieagers Wanzipchre e 1B -
Prepteed Resgert ot |
tratument Fhene &
Crher At Fa s |
T el Adgess =
- i I
e - Reeourt # i
- Fuschase ordes & |
Cr— v B
T - Pk e [
m—
vondor e | -
vendor oeder e [ i
Comacthermn [
Fhone [ ]
fax s [ i
EmadAdess |
Catsiog & (—
Hocourt # I =

g st | e Dot

iy Surce 3

[ e ] [ oene mages | Newormaner | Tmester | peciatel | sewp | Repors |

AT 195, 204 3 2

6. You can now update the custody by manually adding a custody record on the History Of Custody tab or
using the barcode scanner to transfer the chemical to a new location.

. rrmrrme—— = P

st a0 Beilata
Datstase  FLPS_DEV

i R0 Bl 1,03 E1HETA.0 30310
Bacoce

Name: Acetamidophenol, 4-, Type: 51, Lot #: 1234567890, Tracking #: -
10010, Quantity Remaining: 2, Units: Bottle L o
Custoty OF: Krs Detierta

e z CHEMICAL IRFO MAKUFACTURER / VEWDOR __ SAFETY INFD uummslmm DISPENSE _ RECEIFTS

DI MAEM ki Krin Dlfarta Krks DlBarkis
Work With

 Chemicol Purchased Rengent
Preganed Reagen

Orher Aaet
Freams
P S
Searshe.
C— gy Ak
: . o EEEATS e« RS
Cumtoty o~ [Admin | Ut - [kl Deiasbe -
Comments
PN L T Dty
R

Crieas Fightar 114

& 1935, 3304 Forter Lam Cospariar.
et

Frus Bt |
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7.

If there is any safety information, select the Safety Info tab and seleet-click the Edit button. Enter in all

required fields and any other-neeessary-information. When finished seleet-click the Save button.

e RS L O

Custedty (F: K1 Detiert

Wb [Come b -
Section Bokogy L
Work With
 Chemicol Purchased Rengent
Preganed Reagen
Eratument
Cher Asaet
Prewms.
g Stmwatand

Search.

8.
chemical.

£+ 6] @ crames iy

Unet Mame i Dok =
Datibuse  FLS_DEV

i CHPT BB 1,02 E2HETA 030318

marcoce

Name: Acetamidophenol, 4-, Type: 51, Lot #: 1234567890, Tracking #:
10010, Quantity Remaining: 2, Units: Bottle Scks

Dashbserd Logosd

CHEMICAL INFO  MANLIFACTURER | VENDOR LAB STATIS INFO _ HISTORY DF CUSTOUY _ DISPENSE _ RECEIFTS

e Safety Data Shewts
O Hang

Dot

Web Lisk

Matienal Fie Protoemion Aassciation

WP Hoglth
HFPA Farmmabilty
HFPA Reactiy

HFPA Specfe tassd * |

Chermical Class Cods

DROT Hazand Class id
ATy F =
Bauirid 208 [
Target Organ Il
RORA Coce F £

images | teewcomaner | sty | peciabel | Sewp | hepors |

e Fhtar AT, € 1995, 3304 Forier Lam Comparstsn.
. Al s reryed

4 Frad st |

The Lab Status ilnfo is another tab that stores received, validation, and verification data regarding the

T T

L=

Custedty (F: K1 Detiert

Wb [Come b -
Section Bokogy L
Work With

 Chemicol Purchased Rengent
Preganed Reagen
Eratument
Cher Asaet
Prewms.
g Stmwatand

Search.

g st | e Dot

£+ 6] @ crames iy

Unet Mame i Dok =
Datibuse  FLS_DEV

i CHPT BB 1,02 E2HETA 030318

marcoce

Name: Acetamidophenol, 4-, Type: 51, Lot #: 1234567890, Tracking #:
10010, Quantity Remaining: 2, Units: Bottle e
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9. The Dispense tab is available to record dispensing of the chemical.
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The Receipt tab is available to print receipts for updated quantities and paperwork regarding the chemical.
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Prepared Reagents

1. Select the section the reagent belongs to from the drop down in the top left.
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2. To add a Reagent, seleet-click the Add button.
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3. Enter in all required fields and any other neeessary-information. When finished seleet-click the Save
button.
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4. You can now update the custody by manually adding a custody record on the History Of Custody tab or
using the barcode scanner to transfer the reagents to a new location.
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5. The components for a prepared reagent can be added on the eempenent-Component tab. When the add

button is clicked the component’s chemical barcode can also be scanned.
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6. The Safety ilnfo is also available on the respective tab.
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7. The Lab Status infe-Info is another tab that stores received, validation, and verification data regarding the

reagents.
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8. The Dispense tab is available to record dispensing of the reagents.
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9. The Receipt tab is available to print receipts for updated quantities and paperwork regarding the reagents.
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Instruments

1. Select the section the instrument belongs to from the drop down in the top left.
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2. Enter in all required fields and any other neeessary-information. When finished seleet-click the Save
button.
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3. Hitthesave buttonandnew-yorYou now have the opportunity to print a label with the Print Label button

to keep track of the instrument and then use the barcode to transfer locations with the instrument.
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4.

The Manufacturer/Vendor tab stores the manufacturer and vendor information of the instrument.
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6. You can now update the custody by manually adding a custody record on the History Of Custody tab or
using the barcode scanner to transfer the instrument to a new location.
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7. The Service History tab tracks information regarding servicing from the manufacturer/vendor and
calibration records.
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Other Assets

Other assets can be used to track supplies around the lab like books, beakers, vials, computers, etc. Select the
section to work worth and click the add button. Custody can be tracked. Other tabs can be customized with

the assistance of PLC.
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Select the section the Firearm belongs to from the drop down in the top left and click Add. This is for the
firearms reference collection, and allows the tracking of the reference collections custody. Barcodes can be
printed with the Print Label button after the firearm has been added.
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Drug Standard

1. Select the section the Drug Standard belongs to from the drop down in the top left.
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2. Seleet-Click the add-Add button on the bottom left and enter at least the required information indicated by
the red asterisks.
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3. Seleet-Click the save button and now you have the opportunity to print a label with the Print Label button
to keep track of the Drug Standard and then use the barcode to transfer locations with the Drug Standard’s
storage. The tabs then function identically as the Chemical Reagent asset type.
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Setup and Other Features

The Setup button below allows the adjustment of the lookup tables used in the drop downs in the Lab Asset
Manager. To start hit the Setup button. A menu will appear. If you have any questions regarding the Code
Tables for the drop downs please contact your system administrator.

User Kame  Kris Delarta
Catshase  PLIMS.DRV

e EHPD Duild 1.9212.0T4.0,2508
Rarcrde | |

Custody Of:
Lob  (Crime Lab |
Sextion [Firessms 1= 1ertshcaton
Work With
¥ ChemncalPurchiied Reagert ot I Critical Consumable? =
Prepared Reagent Chermical Kame = Trade Name
Instrument - o SetEe B ottie |
Other Asset a5 e Hagaed Class | -
Froams: ~
Drig Seandard Trits Asset Type And Code ASSETTY
9 ] | Cotbwr CALTRER. Unire F -
n Cabration Tempi: cusem
=T P | | ot Calbratiod Tumplales DA, emealcade '
- i For Chamical Ferm CHEMFORM
g Chveriats Paciang Code CHEMPAX,
OO | acrder Lovel and Stock oMSTOC
Chaemical Type Codex CHEMTYPE
Ut M pecs ot
Come Fernarms A:tion Type FAACTION
Chemical Maard Trpe MAZARDTY
Carvie wMandersecs Type MAINTYRE v
| Mecalc. Stock | s | Locations | | Chem Cirl Fags || Close |
Frink List | | Print Detadls
Add Meve Contames Transter | senp Repoits |
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The Images button allows the storing of images associated with the specific asset type. The images button is
in the button bar on all asset types. Attaching and scanning are allowed from this screen.

User Name Kris DelBarba
E | Database PLIMS_DEV |
"EMF" Version ~ CMPD Build 1.9212-NET4.0.30319 |
K’ CHARLOTTE-MECKLENBURG POLICE DEPARTMENT Erpmi l:l
. ok o Daskboad | wogout |
Image Viewer
Custody Of: Admin : Kris DelBarba
2 All Documents/Images
® Acetic Acid, Glacial
Description
| H Search
[ Assignmspn || Editpesc || Delete | AttachDoc... || saan.. || view.. || cancel
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The Search button on the left side of the screen below the Asset Type selector allows for searching of specific
details to track down the specific asset. The example shown is for chemicals.

User Name Kris DelBarba

?;‘ Database PLIMS_DEV .
* EMF“ Version CMPD Build 1.9212-NET4.0.30319 .

VEHARLOTTE-HECKLENBURG POLICE DEPARTMENT

Barcode

Search Chemical/Purchased Reagent

Lot # I

Chemical Name _
Chemical Formula \
Formula Weight

Box/Bottle

CAS Registry #

Hazard Class _
Chemical Grade R
Storage Conditions _

Form I |

Custody Of | |L|
Location [ [~
Comments ‘

Date Received
Entered By
Date Opened
Opened By
Validation Date
Verified By

Expiration Date

Consumed Date
Manufacturer Name _
vendor Name I |
Vendor Order #

Purchase Order #

Purchase Date ]

Purchase Cost

Funding Source 21

Search Clear Back
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