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The main Incident Report screen shows all of your incident reports on the left, and gives you
most of the main information in the report on the starting screen. All types of supplemental
reports are attached from this page.

When adding a new or editing an existing incident report, each section of the report is taken
through a walk-through that validates each part of the incident as you put the information in.
The validation is to make sure the record is acceptabl e to be sent to SLED.

Clear Date:l L

Incident Help Notes

You MUST know the offender before you can
Exceptionnaly Clear a case

There are two types of Help in the
Incident Walk-Through. The first

BURGLARY/BREAKING AND ENTERING (Crime Against Property)
The UNLAWFUL ENTRY into a building or other STRUCTURE with the INTENT to commit a 2erious
crime or theft.

* Mu=t be coded a= burglary even though nothing was taken.
* Must alzo be coded as burglary if another =erious crime such as rape, robbery, or arson was
committed or attempted.
* All ATTEMPTED burglaries must be coded as burglary.
= DO MOT CODE LARCENIES with a Burglary UNLESS the larceny iz a =eparate theft OUTSIDE the
structure.

type is notes scattered throughout the
walk-through explaining what the
field is for and when you can use it.
The second type is an explanation
inside a “notes” box somewhere on
the screen explaining what the field
isfor, or what your selection means.

A STRUCTURE i= defined a= a building or walled enclozure which can be enclosed on all zidez by
closing doors or windows. Motor Vehicles, motor homes, trailers, and other mobile property are
NOT structures.



Residential Status: |

Jurisdiction

J Jurisdiction
0 Qut of State
3 State

] Unknown
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If you are in a data entry box with a blue label, there is a help
button (F1) that will bring up the valid codes for that entry box.
These codes are controlled by SLED and FBI SCIBRS/NIBRS

codes, or can be tied in to some user-defined databases such as
an Officer Listing or Inhouse Offense Codes.
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Add / Edit Incident Report
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Once you are done with validating and saving the report, there are severa things you can do with
it. If you need to edit any part of the report (i.e. you find the identity of a previously unknown
offender, recover property, make an arrest, etc.), press the button next to the section that needs
changing, and that section will be taken back through the walk-through so you can add or change
the information as needed.

If you need to attach any supplemental reports, pictures, videos, etc., those buttons are on the left

part of the screen.



Protect - Unprotect

Protecting an I ncident Report

Protecting an incident report keeps anyone from seeing any information or printing the protected
report except for the person who protected the report.

[T Do Not Submit to SCIEx

SCIEx Submissions

If your agency submits report to SCIEX, you can override the submission. Checking this box
will keep the report from going to SCIEX. If it has already been submitted, checking the box and
then saving the report will delete the record from SCIEX.

Printing an Incident Report

Incident Printouts

Select Reports to Print from Options Below
4.
I Supplemental Reports
™ Witnesses

" Interview Sheets

™ Missing Person Forms
™ Voluntary Consent to Search Forms
™ Miranda Warnings

™ Pursult Statements

" Use of Force Reports
™ Investigative Notes

I” Victim Sheets

W Towing Reports

™ Additional Vehicles

I" Juvenile Petitions

™ Juvenile Releasa Form
I” Booking Reports

" Pictures Format: |~ 1 perPage f* 5 perPage

Print Victim Skece:

Print Viciim COlA ‘
I Print Incident Date Entered/Modified on Report

I” Print Offender Date of Birth

I” Qverride Any Juvenile Settings (will print information)

" Redact Victim and Complainant (redacts name & info)

™ Redact Yictim, Complainant, Subject Info [name stays)

Print To: | & Default Printer
" Screen

Prin: Expor: to Acrobzat [E=c]- Cancel

The printout screen allows you to select any part
of the incident report that may be available.

By default, the printout will not contain any
information for minors, considered by the FBI as
under 18. There is, however, and override that
will alow minor information to be printed.

There is also an option to redact the victim and
complainant.

To use the Export to Acrobat feature, you must
call our office and we can walk through setting
this up on aworkstation. This option will alow
you to create a PDF file of the entire case that
can be easily sent electronically.



NIBRS Submission — Create File

Top Section: Incidents
Side Button: Lookups
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Create NIBRS Submission File

Enter the Activity Date to Process
03/31/2017] Your Submission Files are Right HERE!!!

Files copied to C:\NBSPOLICE\SUBMISSIONS! and C:INBSPOLICE\LTDATA\SUBMIS SIONSU

Before the files are processed, the following will be done...

1) The Activity Date will be checked to make sure it has not already been processed. If you wish to resend a
month, please call Nicholson Business Systems for instructions.

2) The program will check for any Unvalidated Incident Reports with an activity date before the date specified. If
there are Unvalidated Reports, you must fix them before you can run this process.

3) The Incident Reports falling in the submission date range will be processed, and a file will be created that you
can send to SLED.

4) The Submitted/ On Flle At SLED switch will be set to Yes for all processed flles.

5) Email the file to sleducr@sled.sc.gov, and put your Agency Name, ORI, and MonthfYear that you are sending
in the Subject field.

Process Activty Date [Esc] - Carcel

Sabmitted [o \nEzpclicesltdatateubmittad. dbf) Record: 78/78 Record Unlocked HUM

This screen creates the monthly SCIBRS Incident Submission File for SLED.

Y ou can Change or Add a directory to copy the submission file to if you want to keep a backup.
Press the option to Change Directory to Copy File and select the path.

If there are any Unvalidated Reports for the selected submission month, the program will print
out alisting of unvalidated reports that must be fixed.

Once the file is created, you must still email it to the appropriate SLED email address. The file
does NOT automatically submit to SLED.

If there are no reportable incident reports for the month selected, aform will be printed showing
a zero-reporting month for your agency that should be faxed to SLED.



