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DISCLAIMER

The State Repository User Manual is intended to be a reference to supplement training. The screenshots utilized
for demonstration are examples that are not necessarily from your agency. This discrepancy will not hinder the
learning experience as the functionality remains consistent from one system to another.
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To ensure that your local computer has all the latest client-side scripts and files, please perform the following
steps once your application has been updated:

1. InInternet Explorer click the Tools menu, and select Internet Options.

2. Under Browsing History, click the Delete... button.

General ‘ Security | Privacy I Cantent | Connections I Programs I Advancedl
Home page
/? To create home page tabs, type each address on its own line,
- o
| LS http://odin:100/ S~
[ Use current ] [ Use default ] [ Use new tab ]

Startup
) Start with tabs from the last session
@ Start with home page

L Tabs

Change how webpages are displayed in tabs.

Browsing history
Delete temporary files, history, cookies, saved passwords, and web
form information,
[ Delete browsing history on exit
[ Delete... "[ Settings ]
Appearance
Colors ] [ Languages ] I Fonts ] [ Accessibility ]

_

3. Uncheck Preserve Favorites website data. Check Temporary Internet files and website files and Cookies
and website data. Everything else should be unchecked. Click Delete in this window, OK on the previous
window, and refresh your browser (press F5).
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| Delete Browsing Histor

@tﬁesewe Favorites website data
ep cookies and temparary Internet files that enable your favarite

websites to retain preferences and display faster.

emporary Internet files and website files
Copies of webpages, images, and media that are saved for faster
viewing.
‘ookies and website data
iles or databases stored on your compu y websites to save
preferences or improve website performandg,
[Tl History
List of websites you have visited.

[ Download History
List of files you have downloaded.

["|Form data
Saved information that you have typed into forms.

[ passwords
Saved passwords that are automatically filed in when you sign in
to a website you've previously visited,

["Tracking Protection, ActiveX Filtering and Do Not Track
A list of websites excluded from filtering, data used by Tracking
Protection to detect where sites might automatically be sharing details
about your visit, and exceptions to Do Mot Track requests.

About deleting browsing history Delete T

LOGIN

-SECURE LOGIN-

User: LJSEI'I'IEJT'I"IE 1

pwd: |Password

LOGIN »

Forgot password?

You may login using the name and password assigned by your State Administrator.

If the login credentials are improperly entered access to the application is denied. The user name and password
fields are blanked out for the user to retype their login credentials.
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TROUBLE-SHOOTING LOGIN

If you are unable to login:

e Verify that the correct user name and password have been entered.
e Check your <Caps Lock> and verify that your password is in the proper case.
e Contact your State Administrator for further assistance.

Users have the ability to reset their own login password. On the Login screen enter your User name and select
Forgot password?

-SECURE LOGIN-

user: admin

Pwd:l

Cow |

Forgot password?

The Forgot Password screen will open with the User name copied from the Login screen. Cancel will return the
user to Login. Reset will continue the password reset process.

-FORGOT PASSWORD-

admin‘ X ‘.l

User:

An email will be sent to the email address on the User record in Settings. The email message will contain a link to
the password reset page. The User name and Pin will be filled automatically.
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Enter the new password twice. Select RESET. Your password will be reset.

-FORGOT PASSWORD-
sesfadmin X |2
pin: ENter PIN B
pw: ‘New Password ‘i
P ‘New Password ‘ﬁ

I A password reset PIN has been sent to your email. I

A user can also change their password from the user menu.

LEFT NAVIGATIONAL PANE AND HOME SCREEN

Upon successful login, the Left Navigational Pane will be displayed. The Caliber Dashboard is available from the

Home menu option.

Agency example:
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¢ User: Administrator, System

fle New GoTo Tools Help

Repository

- 3 -
= NIBRS Repository RUCEULLRGELIEE OROSPO000 OREGON STATE POLICE

&y tome
I3 State NIBRS Tools
@ Crime Mapping Repository Links . st Adminisiator

9 Manual Entry
& Incidents
@ rests

Caliber Dashboard & version: 2.0.0.14

External Links

Internal Links
NIBRS Submission Upload UCR Manual
NIBRS Error Report State Resources

Agency logo here Zeto Report Enity ﬁl I

Standard Reports

Ad Hoc Reports RONIN
Population Eniry

Contact Admin

A~ ~

Personalize Workplace.

¥4 settings

The Caliber Dashboard has a configurable dashboard style providing easy access to multiple links and a variety of

data options.

Settings tools are available to change the information displayed on the dashboard by clicking the settings icon(s).

Agency example:

¢ User: Administrator, System

Fle New GoTo Tools Help

Repository

ﬂ,;j"ﬁ,'f"“’“"” caliber Dashboard| ® |version: 2.0.0.14 AV E YRSl OROSPO000 OREGON STATE POLICE
I3 State NIBRS Tools
? C'Iﬂ"e Mapping Repository Links . sut admiistrator
= Manual Entry
(}} Incidents Internal Links External Links
L) Amests
NIBRS Submission Upload UCR Manual
NIBRS Error Report State Resources
Zero Report Entry —
Agency logo here
g ylog Standard Reports
Ad Hoc Reports ADMIN

Population Entry
Contact Admin

Extended °

Submission List -agency

Personalize Workplace:
B Repository

¥ settings
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Selecting the Caliber Dashboard Setting icon opens tools to configure each of the available dashboard

sections. Individual dashboard sections also include the settings for that section.

& http://odin:621/Dashboardy Settings - Inter...  — X

Dashboard Settings Dashboard Settings

Window: Welcome (agency logo)

Welcome v

%) [ =
= |8z =
o = S
R )
@, =
o

3

Inbox
Link: Off
2 Months ™ On
User el .
Submission: 1 Month
s 2 Months
tat
i User: After Hours
[save Setings_| Primary
Stat: Grid
Trend
Graph

®125% -

WINDOW
The Window Setting for Welcome will display the agency logo.

Choosing the Setting for Inbox will display the Caliber Inbox in the Dashboard Window.
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Agency example:

by My werk
) Assigned (0)
3 In Progress {i0)

oy My Foders

Caliber Dashboard @ version: 2.0.0.14

sterl  Mew Emal  New Tagk  View Mistory | More Actiors

= e o= L . =B Internal Links External Links

NIBRS Submission Upload UCR Manua
NIBRS Error Report State Resources
Zero Report Entry ——
Standard Reports ﬂ
Ad Hoc Reports W Aoy
Population Entry
Contact Admin

0 of 0 selected YR -

Al # A B C

D EF G HI J KLMBNGOGEPQGQERS

~ A ~

The Inbox function opens to the Assigned folder under My Work. Inside the folder are links to records forwarded
to you by another user or by yourself using the Assign function described in the next section.

A user has the option to accept the assigned record by selecting Accept in the tool bar or using the Assign

function

&

to forward the record to another user. If the record is accepted, it will be moved to the In

Progress folder. Double click on the record to open it for editing. When work is completed, selecting Task
Completed on the tool bar will remove the record link from the In Progress folder. Assigning the record to
another user or folder will also remove it from the Inbox. It is important to note, the record is not exclusively
locked when a user has a link to it in their Inbox. All users with permission can still search and edit the record.

The Assign function is used to send record links to an Inbox for convenient access. The Assign function is

available in Inbox and all modules in the system. After highlighting a record, select the Assign icon

the tool bar.

%

from
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Assign/Forward Incident
You have selected 1 Incident. To whom would you like to assign/forward it?

[[] Forwardto me
Forward the selected Inddent to yourself.

Assign/forward to another user
Assign/forward the selected Incident to the following user:

Assign/forward to another group folder
Assignfforward the selected Incident to the following group folder:

M send Email
Message to assignee:

Click the appropriate button to forward the record to yourself, another user and/or a group folder. A group
folder is set by Administrative Settings. Group folders are assigned to staff that would normally receive the
same documentation. Multiple users and group folders may be selected using the lookup search fields.

Check the Send Email box to send an email notification to the assignee if your agency has this feature
configured.

A message may be included with the assigned record by using the Message to Assignee text box.

Upon completing the assignment information, select OK. This will forward the record to the selected inbox(es).

AGENCY

On the upper right of the dashboard a drop-down list for Agency is available to filter the dashboard data. When
the ORI for the State Repository is selected All agency statistics are displayed in the dashboard.

Viewing Agency:

10
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SUBMISSION LIST

Submission statistics may be set to display one month or two months of submission data.

Agency example:

Submission List - ageney

v P
OR0260200 1000542018 Select
ORO0G0500 1142342015 Select
OROOTO000 1112015 Select
OROSPOD00 0B/ 18/2015 Select
ORO200000 05/01/2015 Select
ORO300100 03/11/2015 Select
ORO140200 Select
OR0180000 Select
OR01 40000 1232014 Select
ORO340700 1001412014 Select
ORO330000 08/12:2014 Select N

The submitting agency ORI and last submission date are shown on the Submission List grid. Clicking the Select
link for a row will refresh the dashboard to show data in each dashboard section for that agency.

Agency example:

Submission List - agency USErs -primary Extended [

[

AL

3

Select Showing 110 2 of 2 entries 111102015

Showing 1 to 3 of 3 entries Showing 1 to 3 of 3 entries

11
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USERS

The Users section of the dashboard may be set to display Primary Users or After Hours Users filtered to the
selected Agency. The Users list displays contact information including Name, Agency ORI, Email contact link and

Phone # link.

Agency example:

Users -rrimary O

~

Woodbum, Test2

Woodbum, Test

Weston, Test

Vold, Michelle

Test, Tami

smart, smart

OR0240500

OR0240500

OROSP0000

OR0OSPO00D

OR0OSPO0O0OD

OR0OSPO0O0OD

Contact

STATS

The Stats section of the dashboard displays Group A and Group B statistical information for the selected agency
by date. A link to the Batch File Upload is provided for the calculated Error Rate percentage.

Agency example:

o

Extended

12/21/2016

12/01/2016

12/01/2016

12/01/2016

12/01/2016

12/01/2016

12/01/2016

11/30/2016

11/30/2016

11/30/2016

11/30/2016

OR0250400

OR0250400 6

OR0250400 0

OR0250400 0

OR0250400 0

OR0250400 6

OR0250400 0

OR0250400 0

OR0250400 0

OR0250400 0

OR0250400

0 100%
0 0%
0 0%
0 0%
0 100%
0 0%
0 0%
0 0%
0 0%

12
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REPOSITORY LINKS

Internal and External links are provided for user convenience in the Repository Links section of the dashboard.
Click a link to automatically navigate to the selected location.

Agency example:

Repository Links - siwe aminisrator o

Internal Links Extemal Links
NIBRS Submission Upload
NIBRS Error Report UCR Manual
Zero Report Entry State Resources
Standard Reports
Ad Hoc Reports ﬁ
Population Entry N
Contact Admin

INCIDENTS

Select Incidents from the left navigational pane to open the Incidents Quick Find screen. The Quick Find screen
provides access to multiple search options for locating and displaying configurable record information.

The upper section of the Quick Find screen includes search fields to locate records. These fields may be used
individually or in conjunction with each other to narrow the search. Text fields will search for partial matches.

Click the Find button or hit your <Enter> key to run a search. Results will be returned in the grid below. When
multiple records are returned from a search, the field columns may be sorted to assist with finding a record.
Click a column header once to sort ascending, twice to sort descending. Double-click a record row in the results
grid to open the record.

13
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Quick Find (7]
Case Number ORL
I s
Report Cate Start End Cear Master Search  Eull Search

Use Range v S S
Ocrurred Date Start End
Use Range v S S

[ 3 Ko vy | s

Case Nurber Feport Cate NIBRS Check Status Agency

[

0of 0 selected. { 4= page | =
All 2 A B C D E F G H 1 ] K L M N o P Q R s T u v w X Y z

Additional functions are displayed on the Quick Find toolbar.

New

i

The New button is used to open the data entry window for a new Incident to be entered.

B

The Print icon on the Quick Find tool bar will print a listing of the records displayed in the Quick Find grid. The
Print icon on a record toolbar will print the fields included on the data entry form.

d

The Delete icon removes a record from the user’s view, but retains the deleted record in the tables for
restoration by Caliber staff. User security permissions will dictate the ability to use this icon.

14
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CREATING A NEW INCIDENT RECORD

The New button will open the Information screen.

Agency example:

Incident: 15-123456

=Details
~._ Informaton

Inddent
T®  offenses (1) |

Exceptional Clearance Date

v B

2015/12/08 =l

S Property (1) ORI: Incident Number

% Victins (1) {7 1/OR0220100 15-123456 hd

& offenders(1)

- Exceptional Clearance
Hintelligence -

. Arrests [ Not appicable
Cargo Theft
@ No O Yes
Occurred Date Time Occurred Start
2015/12/08 & v 15:00 v
Report Date

Field labels are color-coded to assist with data entry:

e Required fields have a red font. The record will not save if required fields are left blank.

e Recommended fields have a blue font. These fields should be completed when data is available and the situation is

appropriate.

e  Optional fields have a black font.

ENTERING DATA INTO A FIELD

Text field - Type any character into field. Delete text using delete key or backspace. Field may be set with a mask
that automatically adds helpful characters e.g. SSN mask adds dashes.

Last Mame

Picklist field — Click on the drop down arrow to the right of the field to open a list of options. Click your choice to
load it to the field. Typing a first character moves the list to options starting with that character. Continue typing
the same first character to scroll through the list in a loop. To clear the field click on the blank row at the top of

the list.

15
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Iowa, UNITED STATES A
"Adan, YEMEN

"Ajman, UNITED ARAB EMIRATES

*Ali Sabih, DJIBOUTI

"Amman, JORDAN

" Asir, SAUDI ARABIA

A’ ali an Nil, SUDAN

Picklists have the ability to store a value 1 list and a value 2 list. Users can change the value list during data
entry. This feature is especially convenient when a list is extensive or difficult to search. A second value may be
more user-friendly.

Right click on the field label to display the button to change the list to Value 2. Note that the field label is
indicating that the current list is Value 2.

| Model V2 I | SUBA-LEG

Interior Color |

I Click to switch display values I

Date only, date and time or time only field — Double click on field to load the current date and/or time. Click the
calendar to select a date. Click the Time drop down arrow to select a time from half hour increments. Or
manually type in date and time. If a date is entered into a date/time field, the time must also be entered.

Report Date
2015/12/08 5 v
< 2015 Dec >
SIM|T|IW|T|F|S
a9 [ o1 [2]3]4]s

s0l6|7 |89/ 0 11]12]
s51{13]14]15[16]17]18]19

52|20|21|22|23]24| 25|26
1127/28/29/30|31|

| Today: 2015/12/09 |

16
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Report Cate
2015/12/08 i

Time Occurred Start
15:00 W

Text Area or Memo field - Expanded text field. Has spell check function - may have HTML options.

Notes

¥ Check speling []

Check Box - Click box to add or remove a check indicating a true situation.

Stolen Owner Motified
[w*

Radio Button - Click on the correct button. Only one selection is allowed.

Recovered In Jurisdiction

f« Mo  Yes

Lookup field - A lookup field is used to link one record to another. The field is identified by the magnifying glass
icon. Click the icon to open a search window.

¥ictinn

Use the Look for pick list to choose an appropriate group of records. Use search fields to locate the correct
record. Double-click the record to select or click once to highlight and click OK.

17
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¥Wickim
E_ TESTIMG, DawWM JANELLE r. |[,]

A link for the record is loaded to the field. Clicking on the blue highlighted link will open that record for viewing
or editing. When appropriate, an intelligence record is created as a result of this selection.

Lookup fields for smaller databases such as Officer, Agency and Statute can be set as “search as you type” fields.
This is indicated by the record icon being located outside the field on the left.

Cfficer

Typing in this field opens the search window and begins searching the records as you type. It can search multiple
columns at once as set by the agency. Search columns are highlighted.

Officer Witness 1

[ [lasthame = | Fisthame || Bada..} Rank | Hire Date | Gender Code | Age

P Coltrane Roscoe 002-14  Sheriff 01j01/1982 Male

4
1 of 1 selected (1 total records). H 4= Page 1 =
Al # A B C D Y W X ¥ Z

In this example, typing Last Name, First Name or Badge Number will locate the record. Keep typing until the
correct record is highlighted or click on the record in the list when you see it. Hit <enter> to load the record to
the field. Hit <tab> to load the record and move to the next field.

SAVING A RECORD

The record toolbar at the top of the form contains additional functions.

The Save button saves the initial data entry information and creates the Incident record. After saving, the Save
icon will change to a Save All button. Once the Information form is saved, the additional sub-entities on the
Incident left navigation pane become available.

18
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The Save All button saves the Information form and sub-entity forms. A progress icon will indicate that the save
process is taking place.

The Save and New button saves the current record Information form and opens a new record.

Close Ve Save and Close

The Close button closes a record without saving it. A warning will appear if there are unsaved changes. Changed
fields will have a red outline. The Save and Close button saves the current record Information form fields and
closes it. Sub-entities must be saved using Save All or individual sub-entity Save buttons.

Complete the fields on the Information form and save the record.

ADDING INCIDENT SUB-ENTITIES

Once the Information form has been saved, the additional sub-entities become available on the left navigation
pane. Sub-entities are in a split-screen format, which allows for multiple record entry with a grid to display
record information.

Select a sub-entity from the menu and click the New button to open the data entry form. Once data entry is
complete use the Save on the subentity or the Save All button at the top of the Incident record to save the
record. Record information will display in the grid when save is complete. Create records in all sub-entities
pertinent to the incident.

Agency example:

19
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2015007552

s

Ly v )

&  offenders (1)
TE offerses(1)

'T!lermmuﬂmsgl_;x A~ | More Actions + |
M | UCR Code | Offense Status Aty | offense 2
™ o Completed None or unknown Murder-Nonneglgert Manslzughter

¥ Property
Sntelligence
Arrests

P & A | HoweAdos

Offense | Related

Offense Information
{| oftense
Murder Honregigent Marsiughter

UCR Code: ABGroup Offense Attempred/Compited?

I | ~  [Congleted ~
Bias/Hate Type

Nore (No Bias) v

Location Type
i/ s/ Tran Ternwal v]

rumber of Premises Method of Entry
Entered

riminal Activity Type Gang Activity

oe or unknown v [None/uninown ~
Weapon/Force Invalved

Personal weapors v
Offender Suspected of Using

Alcohol Computer Equipment Drugs/ Marcotics ot Appicable

O (m] (m] ) N

Status: Existing

GRID SIZE SELECTION BUTTONS

There are three buttons available to change the screen layout on a split screen.

Agency example:

Ji e | W AT o Open Summary View Hotory = | Cens | Mors Acees
| = | Wmem e = ]

B Sonnos, Gous canEe g Inchaciasi SIAMDNED K.
v B sonos rameas Il

e Left button — full grid; Middle button — standard split screen; Right button — full form.
e Clicking the New button opens the form in full screen.

e When selecting a record from the sub-entity grid, a single click will open the selected record in split
screen. A double click will open the record in full screen. User preference.

20
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NIBRS VALIDATION CHECK

The Do NIBRS Check button will become available after the Information page has been saved. Click the button
to launch the online checking system. The check will confirm that all data elements have been entered
according to state and federal guidelines, or display messages when there are items that need to be added or

modified. If there are no errors detected by the system, a confirmation message will appear informing you that
there were no errors for this incident.

Last Checked:
10/22/2014 75151 AM

Report cleared without errors.

Agency example:

[EIM @ ose Bhsveandame & £ [T oo MeRS Check | Compiete (] Create Case ™ Create Acsdent | Mare Actions

Incident: 15-123456

[7)
=betails
" . -
F ooty R {Sois tiaoan |
¥ Property (1) ORI Incident Mimber I
).g mg:m lomzow ||, 15123456 v e
Stntetigence Exeeplionel Carance L] Ehmtéwtmloealance e
— = — | Exzpton

Cargo Theft

®w O

2015/12/08 1o 15:00 w

i

2015/12/08 TEw

{ )
Last Checked:
12/9/2015 11:29:22 AM
Report checked With Errors.
-
Incident (1)
Exceptional Cearance

The date and time of the check is stored and displayed. Errors are displayed with the name of the entity and an
error count. Warnings will be displayed when there is a potential data entry issue, but no actual error.
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By selecting an entry in this window, a drop down will show the error details. Error details will include a

reference when the error is from the federal manual, e.g. FED_171, or state manual. Warning messages may
also be displayed.

When the error consists of a specific field, selecting an entry in the dropdown will take you to the field and
highlight it in red. You can then correct the error.

If the error involves a relationship or non-specific field issue, clicking the error will take you to the involved
entity when applicable.

The check should be re-run after corrections until it clears successfully.

If the user is unable to complete the NIBRS corrections, the record may be saved and closed for completion at a
later time. Single-click the validation pane expansion arrow to open and resume correction of the errors. You
may also re-run the NIBRS check to refresh the list of errors.

Agency example:

Thadent Last Checked:
T offerses (1) - 12/9/2015 L129:22 AM
¥ Property (1) ORI Incident Mimber

Report checked With Errors.
Ly vt Corzow |4 15123 v

Exceptions| Clearance ®  Expional Gearance
intelligence st

Exceptioral Clearance:

Gargo Theft

® No Yes

Occurred Date Time Occurred Start
2015/12/08 = 15:00 w
Report Cate

2015/12/08 Bv

ARRESTING AN OFFENDER FROM AN INCIDENT

When an Incident Offender is arrested, an Arrest record may be created using the Arrest This Offender button.
Click the button to open a new Arrest record. The system will copy data to the Arrest record from the Incident.
See the Arrest Report section for instructions to complete the Arrest record.
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| Offender |

Offender Information

Sequence Number Unknown Arrest
1 n £
Age Or Age Range Sex
| v
Race
| M
Ethnicity
| M
Related Victims
'g} Add Suspedy/Vicum Relationship | 4§ < A~ | Edt | More Actions -
[ vidim (# Type-Age-Sex-Race-Ethridity) | Relationship &
0 of 0 selected. M 4= page 1 =

An Intelligence link to the Arrest will be created on the Incident.

=Details

& Information
™ offenses (1)
“§  Property (1)
JS&  victins (1)

& Offenders (1)

Hintelligence
0 Arrests (1)

An Arrest Link will also be added to the Offender record.
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Agency example:

Offender

Offender Information

Sequence Number Unknown Arrest
1 n = 1500530

Age Or Age Range Sex
23 | Male v|

Race

| White V|
Ethnicity

| Non-Hispanic hd |

Selecting the Arrests Intelligence link from the Incident left navigation menu will display the Arrest in the
Incident record. The Arrest record is editable from the Incident record for users with necessary privileges.

Agency example:

ident: 1.
Setails
& information Arrests -
victims (2
“'2 omm;slm | & A  ViewHistoy | More Adtions
W Individuals (5) ]| Amest Number Date Arested | tnodent Age Sex | Race 2
T offenses (1) @ 160038501 09/06/2016 16003850 59 Male  white
P
© v;ﬁg @ 160038503 09/02/2016 16003850 n Male  White
-
B Narratives
Sintelligence
@ Amests (2)

1 of 2 selected.

1 Offenses (1)
& Other Cleared Incide Arrest A
i Sequence Number Arrest Transaction Arrest Date DU T T Intox Type Code Breath Analyzer Code
Number
1 160038501 w 2016/05/06 B v V:
Agency 14 Arrest Type Multiple Arrestee Segments Indicator
) 0R0100000 ’ Summaned or ated v Not Applicable v
Drugq Type Drug Type2 Code Druq Type3 Code
{ = = = {
Redated Incident Disposition of Arrestee Under 18
& 16003850 2 v
Arrestes Armed With
1
v
2
~
Arrestee Information
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ARRESTS

Select Arrests from the left navigation pane to open the Arrests Quick Find screen.

The Quick Find screen provides access to multiple search options for locating and displaying configurable record
information.

The upper section of the Quick Find screen includes search fields to locate records. These fields may be used
individually or in conjunction with each other to narrow the search. Text fields will search for partial matches.

Click the Find button or hit your <Enter> key to run a search. Results will be returned in the grid below. When
multiple records are returned from a search, the field columns may be sorted to assist with finding a record.
Click a column header once to sort ascending, twice to sort descending. Double-click a record row in the results
grid to open the record.

Agency example:

Arrests: Quick Find o

Arrest Nurber ort

I Fna view: |[TT=T I
Master Search

Arrest Date start End o= — Lozl

Use Range ! B B

I’ tew | 4 )cl“- Mew Hstory = | More Adbors =

Arrest Nurrber Arrest Cate Agency Id Incdent Age Sex Race | MIBRS CheckSt... | Amesting Agenc. 2

Additional functions are displayed on the Quick Find toolbar.

The New button is used to open the Information data entry window for a new Arrest to be entered.

The Print icon on the Quick Find tool bar will print a listing of the records displayed in the Quick Find grid. The
Print icon on a record toolbar will print the fields included on the data entry form.

The Delete icon removes a record from the user’s view, but retains the deleted record in the tables for
restoration by Caliber staff. User security permissions will dictate the ability to use this icon.
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CREATING A NEW ARREST RECORD

Field labels are color-coded to assist with data entry:
e Required fields have a red font. The record will not save if required fields are left blank.

e Recommended fields have a blue font. These fields should be completed when data is available and the
situation is appropriate.

e Optional fields have a black font.

The record toolbar at the top of the form contains additional functions.

The Save button saves the initial data entry information and creates the Arrest record. After saving, the Save
icon changes to a Save All button. Once the Information form is saved, the additional sub-entities on the Arrest
left navigation pane become available.

The Save All button saves the Information form and sub-entity forms. A progress icon will indicate that the save
process is taking place.

The Save and New button saves the current record and opens a new record.

Close Fgw Save and Close

The Close button closes a record without saving it. A warning will appear if there are unsaved changes. The Save
and Close button saves the current record Information form fields and closes it. Sub-entities must be saved using
Save All or individual sub-entity Save buttons.

Complete the fields on the Information form and save the record.
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Arrest: 1500530

HDetails
~ Information
1. Offenses
&, Other Cleared Inadel

Arrest

Arrest Information

Sequence Number Arrest Transaction Arrest Date

Number

1 1500530 v 2015/12/09 Ev

Arrest Type Multiple Arrestee Segments Indicator
[onview V| [ ot Appiicable v

Disposition of Arrestee Under 18

v

Related Inddent

.. 2015007551

Arrestee Armed With

1

| Unarmed V‘

2

| Unarmed V‘

Arrestee Information

Age or Age Range Sex

23

Race

| White

v

Bhnidty

| Non-Hispanic or Latino

v

Resident Status

| Nonresident

v

When an Arrest is created from an Incident Offender record the Related Incident field will display a link to the
Incident. Clicking the link will take the user to the Incident record.

ADDING ARREST SUBENTITIES

Once the Information form has been saved, the additional sub-entities become available on the left navigation

pane. Sub-entities are in a split-screen format, which allows for multiple record entry with a grid to display
record information.

Select a sub-entity from the menu and click the New button to open the data entry form. Once data entry is
complete use the Save button on the subentity or the Save All button at the top of the Arrest record to save the
record. Record information will display in the grid when save is complete. Create records in all sub-entities
pertinent to the arrest.

ARREST RECORD NIBRS VALIDATION CHECK

An Arrest record that is linked to an Incident will be included in the NIBRS Validation Check when the check is
run from the Incident.

Refer to the NIBRS Validation Check section for instructions to run the check on the Arrest.
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Agency example:

PELLLE A & & |7 DoMBRSCheck | Lock | Mare Adicns

Arrest: 1500530 (7]
Details
Informetion = Last checked:
1 Offerses 12/9/2015 12 1:51 PM
. Other Ceared Inade! i
- i Report checked with
Sequence Mumber Arrest Transaction Arrest Date [warmings.
Number
1500530 ~ 2015/12/0% By
Ac ound on
Arrest Type Multiple Arrestee Segments Indicator SRl
OnvEw ~]  [noxAppicabie v resuks of the incdent for this.
[ aest for more informBton
Dispasition of Arrestee Under 18
v
Related Inadent
Arrestee Armed With
1
unarmed v
2
g [ v )
Arrestee Information
Ae OrAGe Range  Sex
2 Make 2
Race
v
v
v

NIBRS ADMINISTRATION

The NIBRS Administration entity provides tools and reports for functionality used to manage NIBRS data.

Access to administration tools is controlled by Security Roles and Business Unit assignments. Users with State
Repository Business Units will have access to the full menu of administration tools as displayed in the example
below. Note: EDS Import option is a future functionality.

NIBRS Administration

Admin Portal Submission FBI Export EDS Import ZzeroEntry  Standard Rep

REa @RI ALL AGENCIES v

Critical System Information

AUDIT TOOLS
o Log Entries ( ) Agency: ALL AGENCIES
0 Upload Filter by Year: = his vear | past v
pload Errors ( ) Yy ] is Year st Year
Select Report Type:

Statstical ‘

Reset Last FBI Export
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Select Agency drop down provides an opportunity to filter results when available. The Select Agency option will

only be available to users with state repository Business Units. Business Units that are not state repositories
will be limited to their agency data.

NIBRS Administration

Admin Portal Submission FBI Export EDS Import zero Entry

SR e g e lutatd ALL AGENCIES v

Standard Reports  Adhoc Reports

Example of NIBRS Administration tools available to agencies without the state repository business unit.

NIBRS Administration

Submission  rero taty

Select NIBRS file Validation Manager
Browes.. Doy e g YBhabon Yoot Upkad vl G538 it o 4 o K e i
Last Processed Filec 0110 07:11 ORDZ50400 [08/2016] - FLAT FILE COMPLETED

’M!ncy Size ReportDate  EstCompletion  Time In Queue |
a

Submission Results

OR0290400 Tillamook City Police Departme

Date Agency Incidents Arrests Period Rate Result (click to view) Log

ADMIN PORTAL

From the Admin Portal window Critical System Information concerning Log Entries and Upload Errors is
accessible. Audit Tools are available to filter Log Entries by This Year or Last Year and to select a report format of
Logging or Statistical. Testing Tools has a Reset Last FBI Export function.
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NIBRS Administration

Admin Portal Submission FBI Export EDS Import zero entry

REERFLENGE ALL AGENCIES v

Critical System Information
AUDIT TOOLS
o Log Entries ( ) Agency: ALL AGENCIES
(2] i e
Upload Errors ( ) Filter by Year: — thisvear — Last Vear

Select Report Type:

Logging Statistical ‘

TESTING TOOLS

Reset Last FBI Export

Log Entries are available when selecting the link for View Logs. Data is included for All Agencies only.

Agency example:

Critical System Information
o Log Entries ( )
Date Agency Size Result
12/21/16 10:36 OR0250400 119.7 kbytes FLAT FILE ERROR
12/20/16 16:01 OR0250400 119.7 kbytes SUBMISSION REMOVED
12/01/16 16:39 OR0250400 119.7 kbytes FLAT FILE COMPLETED
12/01/16 15:50 OR0250400 119.7 kbytes SUBMISSION REMOVED
12/01/16 15:13 OR0250400 119.7 kbytes FLAT FILE PROCESSING
12/01/16 1411 OR0250400 119.7 kbytes FLAT FILE COMPLETED
12/01/16 13:53 OR0250400 119.7 kbytes FLAT FILE COMPLETED
12/01/16 09:15 OR0250400 119.7 kbytes FLAT FILE COMPLETED
12/01/16 09:10 OR0250400 119.7 kbytes FLAT FILE PROCESSING
12/01/16 08:57 OR0250400 0 bytes FLAT FILE COMPLETED
12/01/16 08:22 OR0250400 0 bytes FLAT FILE COMPLETED
11/30/16 22:21 OR0250400 0 bytes FLAT FILE COMPLETED
11/30/16 22:05 OR0250400 0 bytes FLAT FILE COMPLETED
11/30/16 21:16 OR0250400 0 bytes FLAT FILE COMPLETED
11/30/16 20:50 OR0250400 0 bytes FLAT FILE COMPLETED
Showing 1 to 15 of 400 entries Previous 1 2 3 4 5 27 Next
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A Log List will open displaying Date, Agency, Size and Result information. Note the paging options at the bottom

of the log.

Audit Tools are used to process reports displaying All Agencies Log Entries data filtered by This Year or Last Year.
Report Type options include Logging or Statistical. This is an example of a log entry filtered to Last Year in

Logging format.

Agency example:

Critical System Information

o Log Entries (

Date Agency Size Result
12/31/1515:13 OR0200000 0 bytes FLAT FILE COMPLETED
12/31/1513:02 OR0270100 0 bytes FLAT FILE COMPLETED
12/30/15 09:31 OR0100200 0 bytes FLAT FILE COMPLETED
12/29/15 15:21 OR0100200 0 bytes FLAT FILE COMPLETED
12/28/15 14:30 OR0210000 0 bytes FLAT FILE COMPLETED
12/24/1511:10 OR0241200 0 bytes FLAT FILE COMPLETED
12/22/15 15:42 OROSP0O00O 0 bytes FLAT FILE COMPLETED
12/21/1512:34 OR0320000 0 bytes FLAT FILE ERROR
12/21/1512:24 OR0320000 0 bytes FLAT FILE ERROR
12/21/1512:09 OR0320000 0 bytes FLAT FILE ERRCR
12/21/1512:00 OR0320000 0 bytes FLAT FILE ERROR
12/17/15 08:59 OR0210300 0 bytes FLAT FILE COMPLETED
12/17/15 08:47 OR0210300 0 bytes FLAT FILE COMPLETED
12/17/15 08:40 OR0210300 0 bytes FLAT FILE COMPLETED
12/17/15 08:27 OR0210300 0 bytes FLAT FILE COMPLETED

Showing 1 to 15 of 1,370 entries  Previous 2 4 5

AUDIT TOOLS

Agency: ALL AGENCIES

Filter by Year: O Thisvear @ Lot vear

Select Report Type:

d

Logging Statistical |

TESTING TOOLS

Reset Last FBI Export
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Below is an example of the Log Entries report filtered to Last Year in a Statistical format.

Agency example:

o Stat results for 01/15 to 12/15
Date Group A Errors A Group B Errors B Total
ORDI0O1400 379 5.8% " 0% 5.64%
OROSPQ000 15038 % 17 0% 6.99%
OR0360800 156 9.62% 12 0% 8.93%
OR0360700 57 15.79% 10 0% 13.43%
OR0360500 36 2.78% 7 0% 2.33%
OR0360200 4740 3.67% 20 0% 3.66%
OR0360100 5284 3.26% 13 0% 3.25%
OR03260000 4589 4.97% 16 0% 495%
OR0330000 1056 1.89% 26 0% 1.85%
OR0310100 1699 3.47% 13 0% 345%
OR0310000 1184 2.62% 13 0% 2.59%
OR0300800 429 10.49% 24 0% 9.93%
OR0300700 54 0% 10 0% 0%
OR0300500 321 6.23% 25 0% 5.78%
OR0300400 1095 1.83% 19 0% 1.8%

Showing 1 to 15 of 76 entries Previous 2 4 6 Next

Agency: ALL AGENCIES

- ]
Filter by Year: U thisvear ™ pastvear

Select Report Type:

Logging Statistical ‘

TESTING TOOLS

Reset Last FBI Export
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Upload Errors displays an error log.

Agency example:

State Repository User Manual

o Upload Errors (

)
Date Agency Size User Result
12/21/16 10:36 OR0250400 119.7 kbytes tac10 FLAT FILE ERROR
12/20/16 16:01 OR0250400 119.7 kbytes tac10 SUBMISSION REMOVED
12/01/16 15:50 OR0250400 119.7 kbytes tac10 SUBMISSION REMOVED
11/30/16 13:29 OR0100000 172.9 kbytes tac10 FLAT FILE ERROR
11/30/16 10:20 OR0250400 682.8 kbytes tac10 FLAT FILE ERROR
10/12/16 12:32 OR0150900 0 bytes MANUAL SUBMISSION REMOVED
10/07/16 13:24 OR0060600 440.2 kbytes tac10 SUBMISSION REMOVED
10/07/16 11:40 OR0060600 422.8 kbytes tac10 SUBMISSION REMOVED
10/07/16 10:26 OR0060600 396.4 kbytes tac10 FLAT FILE ERROR
10/07/16 09:58 OROROO700 986.2 kbytes tac10 FLAT FILE: INVALID ORI ERROR
10/07/16 09:16 ORORO0B0E 396.4 kbytes tac10 FLAT FILE: INVALID ORI ERROR
10/06/16 15:43 OROR00606 606.0 kbytes tac10 FLAT FILE FORMATING ERROR
10/06/16 12:27 OR0060600 10.4 kbytes tac10 NO FLAT FILE FOUND
10/06/16 11:23 OR0O060600 405.4 kbytes tac10 NO FLAT FILE FOUND
10/05/16 16:54 OR0020100 15.4 kbytes tac10 FLAT FILE ERROR
Showing 1 to 15 of 200 entries Previous 1 2 3 5 14 Next

The Error Log displays Date, Agency, Size and Result data.

Testing Tools has an option to Reset Last FBI Export.

TESTING TOOLS

Reset Last FBI Export

| January 2017
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The Submission tools are used to select a NIBRS file for validation and submission.

Repository agency example:

NIBRS Administration

Submission  FEI

Select NIBRS file
Browse...

Validation Manager

D 3

Inactive
Last Processed Flle: 01/10 07:11 GROZ30400 [08/2016] - FLAT FILE COMPLETED

’wmy size

ReportDate  Est Compietion  Time In Queue |

ALL AGENCIES

Submission Results

Date Agency Incidents Arrests

Period Rate Result (click to view) Log Remove

Law Enforcement agency example:

NIBRS Administration

Submission  zero oy St

Select NIBRS file
Browse..

Validation Manager

Displaying all files pending validation. Your upload will be processed after all files before it have processed.

Inactive
Last Processed File: 01/10 07:11 OR0Z50400 [08/2016] - FLAT FILE COMPLETED

,Agem:y Size

ReportDate  EstCompletion Time In Queue

OR0290400 Tillamook City Police Departme

Submission Results

Date Agency Incidents Arrests

Period Rate Result (click to view) Log

Showing 0 to 0 of 0 entries
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Use the Browse... button to search for and select a file for validation. Click Save to begin the validation process.
The Validation Manager will display the files waiting for validation in the Queued grid. When the system is
processing a file, validation progress will be displayed in the In Progress grid. Files will be processed in the order
they were uploaded.

The Submission Results grid displays information about the processed files.

The Remove link in the Submission Results grid allows a user to remove a file from the results.

Validation results are available in the Results column. If errors are found during validation a link will be
displayed. Clicking the link will open a detailed error report.

Agency example:

Agency: OR0020100 Date: 12/31/16 12:03 User: tac10 Period: 09/2015
Total Inddent: 557 Total Arrests: 112 Incidert Warnings Arrest Warnings
Errors: 35 Errors 0 (1} L1} B

Incident And Group A Arrest Reports with Errors

Case Number Description Federal Error Code  Sequence

INCIDENTS
Estimated Drug Quantity Not Completed FED_302_EDQ
Estimated Drug Quantity Not Completed FED_302_EDQ 1
Estimated Drug Quantity Mot Completed FED_302_EDQ
Wictim Injury Mot Completed 1] 1
Cargo Theft Can Only Be Entered For Spedfic Offenses FED 119
LEOKA Type Of Activity Not Completed FED_454 CAT c
LEOKA Type Of Activity Not Completed FED_454_CAT
Property Loss Ty pe must be "1 or '8’ FEC O7F >
Property Loss Type must be 1" or '8 FEC O7F
Property Record Must Exist With This Offense FED 074
Property Record Must Exist With This Offense FED 074
Property Record Must Exist With This Offense FED 074 1
Property Record Must Exist With This Offense FED 074
Property Record Must Exist With This Offense FED 074
Estimated Drug Quantity,/Type OFf Drug Measurement Mot Completed FED_364 1
Estimated Dug Quantity/Type OFf Drug Measurement Mot Completed FED_364
Estimated Drug Quantity/Type OFf Drug Measurement Mot Completed FED_364 2
Estimat ed Drug Quantity/Type Of Drug Measure ment Mot Completed FED 364
Estimated Diug Quantity Mot Completed FED_302_EDQ
Estimated Diug Quantity Mot Completed FED_302_EDC 1
Estimated Drug Quantity Mot Completed FED_302_EDQ
Estimated Dug Quantity Must Be 1" When Type OF Drug Measurement is 00 FED 384 2
Estimated Drug Quantity,/Type OFf Drug Measurement Mot Completed FED_364 2
Estimat ed Drug Quantity/Type Of Drug Measurement Mot Completed FED 364
Estimated Dug Quantity Mot Completed FED_302_EDQ
Estimated Dug Quantity Not Completed FED_302_EDQ 2
Estimated Drug Quantity Not Completed FED: 302 EDQ
This Loss Code Type Cannot Exist with the Related Offense FED 081_2
This Loss Code Type Cannot Exist with the Related Offense FED 081_2
This Loss Code Type Cannot Exist with the Related Offense FED 081_2
This Loss Code Type Cannot Exist with the Related Offense FED 0812
Ty pe of Criminal Activity Mot Completed FED _201_ACT 1
Ty pe of Criminal Activity Mot Completed FED _201_ACT
This Loss Code Type Cannot Exist with the Related Offense FED. 0812
This Loss Code Type Cannot Exist with the Related Offense FED_081_2
This Loss Code Type Cannot Exist with the Related Offensze FED 081_2
This Loss Code Type Cannot Exist with the Related Offense FED 081_2
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The Rejected Records count has a link format. Click the link to view a detailed list of rejected records.

Agency example:

to Error repart
Agency: ORD020100 Date: 12/31/16 12:03 User: tac10 Period: 09/2015

Rejected Incidents/Amests
Casef Arest NumberRecord TypeDescription

lgnared arrests LINE #2950 - INCIDENT REPORT ALREADY OM FILE - 15I1SPC006219, RESUBMIT AS AM UPDATE WITH DELETE SEGIMENT
lgnored arrests LINE#29517 - OFFENSE RECORD REJECTED, DUPLICATE INCIDENT REPORT ALREADY OM FILE - 1515PCO068219

Ignored arrests LINE #2952 - VICTIM RECORD REJECTED, DUPLICATE INCIDENT REPORT ALREADY OM FILE - 15I1SPOD06219

lgnored arrests LINE#2953 - OFFENDER RECORD REJECTED, DUPLICATE INCIDENT REPORT ALREADY OM FILE - 1515PC006219
Ignored arrests LINE #2954 - INCIDENT REPORT ALREADY OM FILE - 15ISPCO06219, RESUBMIT AS AM UPDATE WITH DELETE SEGMENT
lgnared arrests LINE #2955 - OFFENSE RECORD REJECTED, DUPLICATE INCIDENT REPORT ALREADY OM FILE - 151SPCO06219

lgnared arrests LINE #2956 - VICTIM RECORD REJECTED, DUPLICATE INCIDENT REPORT ALREADY OM FILE - 1515PCO06219

lgnared arrests LINE#2957 - OFFENDER RECORD REJECTED, DUPLICATE INCIDENT REPORT ALREADY OM FILE - 151SPCO06219

Note the Return option in the upper left.

Selecting a link in the Case Number column of the detailed error report will open the selected record.

e ________________________________ |
Incident: 15ISPC006022
SIDetaits
% Information Incident
B vy
& Offendes(3 ORL: Incident Number
T ooz joR0@20100 iy 1SISPC006 022 pos
Propedty (1) Excmtional Cearance Excmgtiond O=arenc= Dat=
ﬂ'&""m: " [t et v B
o Carga Theft Cad= I Window S=gment
[ | CiFem O Tre
Octurred Dabe Tirne Octurred Start
20150705 = 15:00 -
Report Dale
=

You may close the detailed error report by selecting the Submission option in the NIBRS Administration menu.
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FBI EXPORT

To export a file to the FBI, select FBI Export from the NIBRS Administration menu.
e Click the Download Most Recent button to download the most recent FBI file.
e Select a month/year from the Month dropdown list for the export.
e  Click the Run Export button.

e The Export Results will be displayed in the grid.

NIBRS Administration

Admin Portal Submission FBIExport EDS Import ZeroEntry Standard

ERIG R ALL AGENCIES v

FBI Export Download Latest FBI Export

Create Monthly FBI File
Most R t FBI file: 0250400X.066
Month: | 1212016 v| I ost Recen ile: 025

Download Most Recent ‘

Export Results

| Run Export |

FileName Month |Year |Date Exported
IBR2016120R |12 2016 12/20/2016 10:41:07 PM
IBR2016120R (12 2016 12/20/2016 10:31:33 PM
IBR2016120R (12 2016 12/20/2016 10:28:43 PM
IBR2016120R (12 2016 12/20/2016 10:20:52 PM
IBR2016120R (12 2016 12/20/2016 10:11:25 PM
IBR2016120R |12 2016 12/20/2016 1:29:23 PM
IBR2016120R |12 2016 12/20/2016 1:23:36 PM
IBR2016120R (12 2016 12/20/2016 1:19:23 PM
IBR2016120R (12 2016 12/20/2016 &:48:14 AM
IBR2016120R (12 2016 12/20/2016 8:16:43 AM
1

Select Year to Search: 2016 v
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ZERO ENTRY

To submit a Zero Entry report select Zero Entry from the NIBRS Administration menu.
e Choose and agency from the Select Agency drop down.
e Select a Month/Year.

e Click the Add New Zero Report button.

NIBRS Administration

Admin Portal Submission FBI Export EDS Import ZeroEntry  Standard Reports  Adhoc Reports

AT OR0060500 Myrtle Point Police Dept v

Zero Entry Reporting

Zero entry report successfully created for OR0060500

Add Zero Report

Select Month/Year:‘ 11/2016 V‘l

| Add New Zero Report |

Zero Report List (?2/?? will appear in Submitted column until an export is performed)

Submitted Agency Report Date Segment Type Action
nuen OR0060500 12/2018 A
w7 OR0060500 10/2016 A

Showing 1to 2 of 2 entries Previous 1 Next

A Zero Report List will be created. The Submitted column will display ??2/?? for the date until an export is
performed.

A Delete option is available for each row of the Zero Report. Clicking Delete will remove the row from the
report.
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STANDARD REPORTS

Selecting Standard Reports will display a menu of available reports.

NIBRS Administration

Admin Portal Submission FBl Export EDS Import zerokntry Standard Reports  Adhoc

RE W FN Tt OR0SP0000 Oregon State Police ~

Standard Reports

These reports can be filtered by date/date range and Agency

Age of Persons Arrested

Arrest by Contributor
Distribution of Arrests by Offense
Drug Seizures

Incident Arrest Counts

Narcotic Arrests By Contributor
Offense By Contributor

Race and Sex of Persons Arrested
Stolen and Recovered Property

Value of Property Stolen and Recovered

Reports can be filtered by date or date range and agency along with additional options varying per report.

Select a report by clicking on the link. The report will open to the available filter options.

Complete the filter options using the suggested format or drop down list. Once the filters are complete, click the
View Report button on the right to run the report. Note: if your agency uses a different date format in the data
than the parameter suggests, use your agency date format in the filters (example: 2016/01/01 instead of
01/01/2016).

The report will run and display the results found according to the filters set. An additional pane will be added to
the report filter section for managing the report. Functions include paging, sizing, Find and Next, selecting an
Export format, orientation and print.

4 41 Jofaz » Pl [100% v | |Find | next [ select a format v]expot @ &
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Agency example:
vear (yym)
Include County Subtotals
4 4 0f41 [ | 100% V| ‘ ‘Fin:l | Mext |Se|ec‘taformat V| Export 1] =
INCIDENT & ARREST COUNT FOR 01/01/2016 - 12/31/2016
Agency ORI Count Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Total
OR0379998 Grp A Incident
Grp A Arrest
Grp B Arrest
OR0999997 Grp A Incident
Grp A Arrest
Grp B Arrest
OR0999998 Grp A Incident
Grp A Arrest
Grp B Arrest
ORJANIZBE Grp A Incident
Grp A Arrest
Grp B Arrest
ORSMARTP2 Grp A Incident
Grp A Arrest
Grp B Arrest
Agency 2 ORFP0200 Grp A Incident
Grp A Arrest
Grp B Arrest
Agency 97 OR0379997 Grp A Incident
Grp A Arrest
Grp B Arrest
Agency Name ORFPO100 Grp A Incident
Grp A Arrest
Grp B Arrest
ALBANY POLICE OR0220100 Grp A Incident
DEPARTMENT Grp A Arest
Grp B Arrest
AMITY POLICEDEPT  OR0350700 Grp A Incident
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ADHOC REPORTS

The ADHOC Report tool is available for agencies to create reports to supplement Standard Reports. A series of
steps have been laid out to assist the user in report development.

Select ADHOC Reports from the NIBRS Administration menu.

NIBRS Administration
Admin Portal Submission FBIExport EDS Import ntry  Standard s Adhoc Reports
o REPOI't Se'l'ﬁhgs | Reset H Load || Save |
tep 1: tep 2: tep 3:

Field Aggregation

Data Source | Select Columns |

Data View

° Report Filters

° Report Results

The circle icons with the plus and minus signs are toggle buttons to expand (plus) or collapse (minus) the work
pane.

The Reset button will reset the report form.

The Load button opens a screen for access to saved adhoc reports.
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° REPort SEttingS | Reset || Load || save |

Previously Saved Reports

# |Name __________|Dae |CreatedByExecute _|Remove

11 2011 Armrest Counts by Sex tmggfzms tac10 | Run Report | I Delete Report I
3 Drug Report 4-6 2012 Hona06 - tact0 | Run Report | | Delete Report |
4 Agency Name Last s;{s;ﬁms tac10 | Run Report | | Delete Report |
2 General Report 2;{3?2016 tac10 | Run Report | | Delete Report |

The report #, Name, Date created and Created By information is displayed in the grid for each saved adhoc
report. The Execute column displays a Run Report button to run the report. The Remove column contains a
Delete Report button to delete the selected report.

In the Report Settings section follow the step by step selection options to build your report.

Step 1:
Select a Data Source

Arrest

Select a Data View

Incident, Offense Information

Incideni Offense p‘l(l[ll:!ll'\' Irifarmation
Incident. Oflense. Oender nfarmation
Incideni Cflender Information

Incident. Victim, Oflense Information
Incident, Oflense, Property, Wictim
Incident, Victim, Offender Infrmation

Step 2:

Once the Data Source and the Data View have been selected the Step 2 section will display the available
fields from the selected entities.
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Use the checkboxes to select the fields you wish to include in the report. The checkbox to the left of the
header label will check all fields for that section. Click the Save Selection button at the top of the field
list.

Save Selection

U inddent

o Cargo Theft

O Case Number

U pate Oceured

o Exceptional Clearance
o Exceptional Clearance Data
Hincident Address
Hincident City
Hincident State
Hincident ZIF Code

O atitude

Oon gitude

Hop

¥ peport Date (2)

O Time Occourred

U OFFENSE

Hacr a

Uacr g

Oucr ¢

M Gang Activity

DLDCEtiD"I

O Method of Entry

O Numbser of Premises Entered

U offender Suspected of Using A
U offender Suspected of Using B
O pffender Suspected of Using C
B offense @)

U offense Attempted Completed
N premise Inhabited

O state Statuts

DTypeufBias

43



© CALIBER State Repository User Manual

| January 2017

Step 3:

The fields selected in Step 2 will be listed in the Field Aggregation group. Your options for each field are
Group By or Count. When you have finished your Options selections click Accept.

Field Aggregation
Attribute Options
Report Date
Offense

The Report Settings section has now been completed. The Report Settings pane will collapse and the Report
Filters pane will automatically open.

The Report Filters pane displays the Report Filter Options for each attribute (field) selected in Step 2. Make a
selection from the Options list for each Attribute. Depending on the option selected you may need to complete a
Value 1 and a Value 2. For example, if the attribute is a date field, and you select Between as an option, you will
need to provide a Value 1 and Value 2 for the start and end dates.

When the options are completed select Create Report.

° Report Filters

Report Filter Options
Atributeloptions ______|Value 1 ____|Value2 |

ORI OR001SP00
e Between v|  2016/01/01 2016/12/01

Date

Offense Is not Null v

Create Report ‘

When there are results found for your settings the results will be displayed in the Report Results section.
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Agency example:

o Report Results

Report Filters: ADMIN,PROPERTY, OFFENSE | DateOccured Between (4/1/2012 and 6/1/2012)

Agency
Name

Sum
(EstimatedValue)

UCR Type of Drug Gang
“ Code easuremen( Activity

11000137 1 4 OR0020600 290

ADAIR
VILLAGE
POLICE
DEPARTMEMN

BENT Morrow 12000006 6 OROZ50600  35A Gl
County
BENT Morrow 12000008 6 OROIS0800 354 G
County
BENT Umatilla 15000024 6 ORO301300  35A NP
County

CARLTON

POLICE 12000024 33 7 OR0360500 268
DEPARTMENT

BENT Umatilla

_ 12000026 [ OR0301300 354 GM
County

CARLTON

- SIS

The Report Filters set for this report are displayed in the header. You may select the number of entries to show
in the report.

Choose Export to export the report to Excel. Choose Print to print the report in a standard format. Select Print
page from the preview to print the report.

Agency example:

Agency Name Case Number Sum(EstimatedValue) Loss Code ORI UCR Code Type of Drug Measurement Gang Activity
ADAR ILLAGE FOLICE DEPARTHEN 1ot 1 ‘ cromoon =

SENT Norrom Courty 2000008 B rozstsen 5 e
SENT Hortow Courty 2000008 s rozen Ey o
SENT Umatia Cauny 2000026 B Sroaizon £ [
‘CARLTON POLIGE DEPARTHENT [T ) 7 rasnaen =

SENT Umatia Cauny 2000028 B roazon E Y
CARLTON POLIGE DEPARTHENT 2000030 a0 7 Grosanzen =

JACKSOMVILLE FOLICE DEPARTIENT 2000013 B Rotonson 2 3
AT FOLICE DEPARTIENT 200008 @ Gromaoren E2 o
Yamml o Dsparment 2000041 o Grosouson E= o
ROGUE RVER POLICE DEPARTHENT 20000t £ 7 rotssen E

‘ACKSOMVILLE POLIGE DEPARTIVENT zo00ss0 3 7 roromon F)

ROGUE RIVER POLICE DEPARTWENT o000z =0 7 rorssen )

ROGUE RIVER FOLICE DEPARTWENT 2000 50 T rotason =

‘JACKSOMVILLE POLICE DEPARTIVENT 200004z = 3 Srorsmen £

AGKSONVILE POLICE DEFARTHENT 20000 3 3 Grotamon w

ANTY POLICE DEPARTUENT 2000048 s v Romoron 0

Yaml Potes Dsparment [FT o oraaon E2 3
Yammil Foie Doparment 12000067 ] I3 rosouson )

ACKSONILLE POLICE DEPARTHENT 20000473 = 7 Grotanzon 2

ROGUE RIVER POLICE DEPARTMENT Tz000ae Fd 7 Grotason 0

‘JACKSOMVILLE FOLICE DEPARTIENT o000z ) 3 rorsosen )

‘JACKSONVILLE POLICE DEPARTIENT z000sso 340 T rotomon o

ROGUE RIVER POLICE DEPARTWENT o000 20 7 rorssen e

ROGUE RIVER FOLICE DEPARTWENT zvo00sss Fi T rotason e

ROGUE RIVER FOLICE DEPARTWENT 20000503 o B Srorsoen =0

ROGUE RIVER FOLIGE DEFARTMENT zv00to0a o B Grotamon 0

ROGUE RIVER FOLICE DEPARTWENT 20000503 o 7 Rotan 20

ROGUE RVER FOLIGE DEFARTMENT aonte0a o 3 roraen F

ROGUE RIVER FOLICE DEPARTMENT 120000503 0 B Grotoon 2oc

ROGUE RIVER POLICE DEPARTWENT 20000603 [ 7 Groreen S

‘JACKSOMVILLE FOLICE DEPARTIVENT 20000000 3 7 rotomon =

JACKSOVILLE FOLIGE DEPARTIENT 20000507 1 roresen oz

JAGKSONVILLE FOLIGE DEPARTIVENT 20000008 ] Grotons0n [
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MASTER SEARCH

Master Search is an ad hoc search and reporting tool. All fields in the Caliber system may be utilized to find a
particular record, or a group of records. Selecting the Master Search button beneath the View on any Quick Find
screen will open the Master Search function. A new search condition will be available on the form.

Master Search: Incidents

ety cces Swveacmsiend (v v
Query [New] v| | saveQuay = 1= P

Searching Inddents

New Condition || Relationships || Group Sdected | DdeteSdected 4m =

my 22020202020 X vi

& Any

The first field contains a drop down list of all the fields on the information form for that entity. Select the field to
include in your search. The second field contains a drop down list of conditions for your search. These will
change based on the type of field chosen. The third field is used to complete the condition. The third field will
match the type of field you chose (e.g. text, lookup, drop down list).

Incident Master Search condition example:
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Master Search: Incidents
= e
Query [Nen] | | saveQuery g X
Searching Inddents
® NewCondition || Relationships || Group Selected || Delete Selected 4 =
¥
(Wl Reportzi e v
Update Preview Generate Report Edit Grid Layout ConpStat Report
~MNew | & D |8 X o) <A~ - OpenSummary = PrinkNarratives ViewHstory~ | Clone | More Actions ~
[] | CaseNumber | Agency | Report Date | callType | Address | apt | city | Reporting Officer | Case Satus |
~ SC-140804 1AAPDO000 08/04/2014 LOCATION LN WATERLOO Deputy, County ~ Adive
POl 02-14-003870 1A0520000 08/04/2014 Assaut WATERLOO
» L Al41128 TAAPDOO0D 08/04/2014 999 HOME PLAZA DRIVE WATERLOO Adive

Additional conditions may be added by clicking the New Condition button.

Fields located in the Details section of the current module, or in related main modules may be accessed for
conditions by clicking the Relationships button.

As a search is built, conditions may be deleted by checking the box preceding the condition row and clicking the
Delete Selected button. In addition, the arrows to the right of the Delete Selected button may be used to scroll
back and forward through the search build process.

Conditions may be grouped by checking the condition row boxes and clicking Group Selected. On the left hand
side of each condition group the user may select All or Any. By selecting All the search results will include only
the records that match all of the search conditions in that group. By selecting Any the search results will contain
the records that match any of the search conditions in that group.

Once the criteria for the search is complete, clicking the Update Preview button below the condition form will
return the matching records in the grid.
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Master Search: Incidents

SweamsLavd
Save Query Hd@x

F s
e

Searching Inddents
NewCondition | | Relationstips | Group Salected || Delete Selected 4m b

O e | st V]

@ Ay

Script Prompt
Pleass enter a nams for the new query

Update Preview

Shew | D@ X A

Generate Report Edit Grid Layout

- OpenSummery = PrintNarratives ViewHstory ~ | Clone | More Actions ~

ConpStat Repart

[ | CaseNumber | Agency

. SC-140804 IAAPDO0OD
b s 02-14-003870 LA0520000
boal A14-1128 TAAPDOOOO

| Address | Apt
LOCATION LN

| Report Date
08/04/2014
08/04/2014 Assaut
08/04/2014

| calltype

999 HOME PLAZA DRIVE

| city
WATERLOO
WATERLOO
WATERLOO

| Reporting Officer | Case Satus
Deputy, County  Adtve

Adive

| January 2017

If the user feels that the search would be useful for future situations, the search may be named and saved by

clicking the Save As icon.

The saved searches visible to you on the Quick Find View are determined by the relationship of the logged in
user to the user who created the search and what Access level that search is set to.

The Access Levels are:

e Me —logged in user who created the search

e Unit —logged in user is in the same system business unit as the search creator

e Agency — logged in user is in the same agency as the search creator

e Organization — all users in the organization, whether single or multi-agency organization, have access

e All —the default setting for Filter By Access would show the saved search in the View to all users
On the Master Search screen, the Access Level setting will determine which users will be able to use a

saved master search from the Quick Find View or from the Master Search Query list.
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I Master Search: Inddents

Filter By Aaess | all W Acamss Level | Me v

Seoey  A@y

Searching Inddents

Mew Condition || Relationships | | Group Seledied | | Delete Seledied | 4m =

(] | © | v

® Any

In order to make changes to a master search the user must have access granted in the new privilege for Edit
Master Search. Agencies should review their settings with this update to grant this privilege to users as needed.

Role: System Administrator

LDem'\E | Core Records | Jai || system Management || customization | custom Entites |

Entity Create Read List Read Wiite Delete Append Append To Assign Share
Sex Offender Re-Registry (none) [ ] [] [] [ ] [] [] [] [] []
Visits (none) e L L L L @ L @ L

Vehide (orgarization)
Vehide Relationship (none)

Search Warrant (organization)
Warrant (user)

‘Warrant Offense (none)
‘Warrant Service Log (none)
‘Warrant Status (none)
‘Warrant Location (none)

Misc Privileges

Complete Incident
Complete Case
Complete Internal Affairs
Edit Investigation of Use of Force
Expungements
Juvenile
Lodk Entity
Master Search
I Edit Master Search
Print Chedk

Supervisor Approval

UnLock Entity

Hald Nibrs Submission Priviege
NIBRS Validation

Transfer Muitiple Properties To Evidence

Once a search has been saved, you may select the fields to appear in the grid columns when that search is run.
Select Edit Grid Layout to open the layout editor. Fields may be added, deleted, renamed, resized, reordered
and sorted from the layout editor.
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Layout Editor

View Editor
Case Nunber Report Date Address aty | Reportng Officer | Case Ratus

1] properties
B criteria

E| Group By
I| Report Totals

+ Add columns
H Add Aggregate
E| edit coumn

9| pelete column
D pelete AN

-

Finish Cancel

H

ncertD (adenk) | modentoffensed (rcdentofiense) h

Label Name
r Acodent 1d acodentd
™ Address Oty addressaty
™ Address Country addresscountry
I Address Country Code addresscountrycode
™ Address County Code addresscountycode
I Address Pl Text addresshltext
[ Address Lattude addressatitude . . e
I Adsemine 1 poviaay When a relationship condition
Address Longtude addressongtude .
I™ Address Neghborhood Code asddressnesghborhoodcode
B ——— is part of the search, a separate
™ Address Postal Code addresspostaicode H .
I~ Adrers Pt Coe Extoron b cmpesdcdocstonden tab for the related entity fields
™ Address Postal State addresspostalstatecode . . .
: Sbemiroes will appear on the list of fields
I 2dG sty eetextenmon
r addresssteetidtext
r o to add.
Address Sheet Number 28 ess3% cetrumber
™ Address Street Post Directional addressstreetpostdrectional
[T sddressaddressd sddressaddressd
[T addressaddresstypecede addressaddresstypecode
™ oddressine2 addressine2
I sddressined addressire
7 adaressiocationd addressiocaborsd
I™ sddressmastersddressd addressmaster sddressid
7 Alkohol Crime Code akohokcrmecade
™ Al Access alaccess
[ Apartment Address o tmentaddress
™ Approved By aoproveddy
™ Approved Date approveddate
™ ArrestDote Tme arestiatetme
pseis e
Cancrt

A saved search may be used as a template to create a new search by changing the conditions of the search. The
changes to the search may be saved by clicking the Save icon. This will permanently change the original search
while retaining the original search name.

The changed search may also be saved as a new search by clicking the Save As icon. This will allow the user to
name the new search and save it. The original search will remain as it was prior to the changes.
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Saved searches also appear on the Quick Find screen in the View dropdown. These saved searches may be run
from the Quick Find screen by selecting the search in the View. The search conditions will appear on the Quick
Find screen and may be changed when appropriate.

| Incidents: Quick Find

Case Number Case Status Exceptional Clearance
) ‘ V]| v Find ("2 incident Reports Last Year

Report Date o End Clear Master Search Full Search

[ use Range v =1 v

Street Reporting Officer
(£] Generate Report

[feporeavie |9 v
2 Date A
Incident Offense (incidart I AL —
e v v
S [a \ v

New | S D& X Iy~ Open Summary = Print Narratives View History = | Clone | More Actions +
[] | caseNumber | Report Date | address | ciy | statute | Reporting Officer | Case Status

. 02-14-003844 03/12/2014 400 PINE TOWA CITY ASSAULT 1STDEGVICTIM...  Seylar, Andy
> L 02-14-003862 06/09/2014 1234 NORTH EAST STREET PERSONS < 21- GAMBLIN...  Seyar, Andy Active
» O A141013 02/14/2014 123 E MAIN ST ANYTOWN BURGLARY 3RD DEGREE - ... Mobile, User Active
b A141014 02/14/2014 555 TESTST BURGLARY 3RD DEGREE - ... Mobile, User Active
» L A141017 03/05/2014 5324 ELM ST ANYTOWN BURGLARY 3RD DEGREE - ... Active
b O A-14-1072 03/20/2014 TES TTHISADDRESS NOT ... CRIMINAL MISCHIEF 4TH .. Test, Carliske Active

GENERATING A REPORT FROM MASTER SEARCH

A report may be generated from the master search results by clicking the Generate Report button. The screen
below will open with another opportunity to make column changes to the report.

Report Generator

View Editor

Case Number Report Date | Address Gity Statute Reporting Officer | Case Status

| ] properties
[E] criteria

| 6roup By
[E] Report Totals

|4 Add columns
[# add Aggregate
|| edit column
[D] pelete Column
| D] Delete Al

e 8

Report Tkle Incident Reports Last Year

Agency: () ANYTOWN PD )

Finish Cancel

The report columns containing record field names may be changed using the options in the View Editor menu on
the right of the screen.

Click on the Properties option and a new window will open to add a description and select a sort column for the
report. Select the sort order of ascending or descending. Finally, decide whether to allow a preview of the
report.
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When the Add Columns option is selected the user is given a check list of all the fields available for this file.
When a field is checked, a column will be added to the report with that field name. Once a field is included in the
report it will not appear on the Add Columns list when reopened. A warning will be given if the report contains
more than 8 columns because the report will not fit on a standard sheet of paper when printed.

A column name and size is edited by clicking on the column header to highlight it, and selecting the Edit Column
option.

To delete a column the user should highlight the column header and click Delete Column in the View Editor. A
window will appear asking if the column should be deleted. Selecting OK will delete the column. Selecting Cancel
will not change the report.

To move a column in the report, highlight the column header then click on the right or left arrow at the bottom
of the View Editor menu until the column is in place.

The Report Title will default to the name given the master search. This may be changed if desired. The Agency
will default to the current agency, but may also be changed if appropriate. Clicking the Finish button will
generate the report, which may be viewed, exported to another format or printed in the present format. The

Cancel button will cancel the report.

This is an example of a report screen:
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IR ] 1

Case Number

oft b bl [100%

v | | Find | Next

Report Date

Address City

Selecta format | export ¢

Incident Reports Last Year - ANYTOWN PD

Reporting Officer

Statute

=

Case Status

02-14-003844

02-14-003862

A-14-1013

A14-1014

A-14-1017

A14-1072

A14-1112

A141112

A-14-1112

A-14-1113

A14-1120

A-14-1124

A14-1127

3122014

6/9/2014

2/14/2014

2/14/2014

352014

3202014

512012014

5/2002014

52012014

52312014

6/25/2014

711612014

201012014

400 PINE IOWA aTY

1234 NORTH EAST
STREET

123 E MAIN ST ANYTOWN

555 TEST ST

5324 ELM ST ANYTOWN

TES TTHIS
ADDRESS NOT
VALIDATED

WATERLOO

WATERLOO

WATERLOO

111 MILK AVE CEDAR FALLS

INCIDENT.ADDRESS INCIDENT. ADDRESS

LINE1

WATERLOO

WATERLOO

ASSAULT 1STDEG- Seylar, Andy
VICTIM<AGE 10
PERSONS < 21-
GAMBLING WAGER
vioL

BURGLARY 3RD
DEGREE -
UNOCQUPIED
MOTOR VEHICLE
(AG

BURGLARY 3RD
DEGREE -
UNOCQUPIED
MOTOR VEHICLE
(AG

BURGLARY 3RD
DEGREE -
UNOCOUPIED
MOTOR VEHICLE
(AG

CRIMINAL
MISCHEF 4TH
DEGREE (SRMS)

ASSAULT CAUSING
BODILY INJURY-
1978 (SRMS)
SEXASSAULT 2ND
DEG,VCTM=<16Y RS
POSSESS
WIINTENT (SBS
OFF)
HARASSMENT /
2ND DEG. - 1989
(SRMS)
POSSESSION OF
TETRAHY DROFURA
N (FELD)

ASSAULT 1ST DEG-
SER PHYS INJRY

SEXUAL

Seylar, Andy

Mobile, User

Mabile, User

Test, Carlisle

Active

Active

Active

Active

Active

Active

Active

EXPORTING A REPORT FROM MASTER SEARCH

Once a master search report has been generated, the report may be exported to an Excel format to provide a
variety of options for statistical analysis, formatting and data manipulation.

For example, an agency has created a master search report listing all of the incidents that occurred in a location

during a specific time frame.
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4 4 of1 I [kl | 100% V| | | Find | Mext | Select a format Vl Export ﬂ =
2014 Incidents - Waterloo - ANYTOWN PD
Case Number Agency Report Date City Case Status
SC-140804 IAAPDOO0OO 8/472014 WATERLOO Active
A-14-1149 IAAPDOO0OO 11/19/2014 WATERLOO Cleared By Arrest
A-14-1138 |AAPDOO0O 10/3/2014 WATERLOO Active
A-14-1123 IAAPDOO0OO 7M5/2014 WATERLOO Active
A-14-1117 |AAPDOO0O 6/23/2014 WATERLOO Active
A-14-1121 IAAPDOO0OO 6/27/2014 WATERLOO Active
A-14-1125 |AAPDOO0O 712172014 WATERLOO Active
A-14-1003 IAAPDOO0OO 2M14/2014 WATERLOO Cleared By Arrest
A-14-1139 IAAPDOO0OO 10/2/2014 WATERLOO Active
A-14-1104 IAAPDOO0OO 4/29/2014 WATERLOO Active
A-14-1119 IAAPDOO0OO 6/24/2014 WATERLOO Active
A-14-1128 |AAPDOO0O 81472014 WATERLOO Active
A-14-1147 IAAPDOO0OO 11/4/2014 WATERLOO Unfounded
A-14-1150 |AAPDOO0O 11/25/2014 WATERLOO Cleared By Arrest
A-14-1124 IAAPDOO0OO 7M6/2014 WATERLOO Active
A-14-1085 |AAPDOO0O 4/15/2014 WATERLOO Cleared By Arrest
A-14-1001 IAAPDOO0OO 2/15/2014 WATERLOO Cleared By Arrest
2014-05897 IAAPDOO0OO 6/10/2014 WATERLOO Cleared By Arrest
A-14-1140 IAAPDOO0OO 10/3/2014 WATERLOO Active
A-14-1004 IAAPDOO0OO 21472014 WATERLOO Cleared By Arrest
A-14-1110 |AAPDOO0O 5/8r2014 WATERLOO Cleared By Arrest
A-14-1126 IAAPDOO0OO 113172014 WATERLOO Active
A-14-1108 |AAPDOO0O 5572014 WATERLOO Cleared By Arrest

The agency is interested in displaying the total number of incidents included in this report. From the Export
dropdown, select Excel and click the Export link to export the report data to an Excel format.

nput Hate

fir | 2014incidents - Waterloo - ANYTOW

Case Numbet
3 [5C-140804
A-14-1143

A-14.1138
6 [A-14-1123

7 A7
A41121
A141125

0 A-14-1003

1/A-14-1139

2 |A-14-1104

3 A-14-1118

4|A-1a-1128

15 4141147

16 |A-14-1150

17 A2

24 A-141126
5 A-14-1108

IAAPDD0OD
IAAPD0OO
LAAPDIO0
LAAPDNO0
IAAPD0O0
AAPDO0
LAAPDO0
IAAPDDOO0
VAAPDIO0
IAAPDD0OO
IAAPDD0OD
IAAPD0OO
LAAPDINO0
IAAPDDNO0
IAAPDO0
IAAPDD0OO
IAAPDD0O0
IAAPDD0OO
AAPD0O0

WATERLOO

Cleared By Arrest
Actre
Acthe
Aty

Acty

Unfounded
Cleared By Anrest
Acte

Cloared By Arrest
Cleared By Arrest
Cleared By Arrest

Cleared By Arrest

54



@ CALIBER

State Repository User Manual
| January 2017

Click on the report title to edit the title. Highlight the title bar and use the Excel functions highlighted below to
change the font style, size and color; or change the background color using the highlighted tools.

FILE HOME

ay X Cut
D B Copy ~

Paste
Clipboard
Al -

A

Case Numhber

INSERT

- ¥ Format Painter

F}

PAGE LAYOUT

FORMULAS

Arial

|18 | A a

B ru-[H- 2-4A-

Font

-

Pl

J

B

Agency

DATA REVIEW

[
Il
N7

1
i
i
fi

Alignment

Anytown PD 2014 Incidents in Waterloo

C

Report Date

D

City

=2 Wrap Text

Merge & Center -

ADD-INS
General -
$-9% > wW

Fl Mumber Fl

in Waterloo

Case Status

SC-140804
A-14-1149
A-14-1138
A-14-1123
A-141117
A-14-1121
A-14-1125
10 |A-14-1003
11 |A-14-1139
12 |A-14-1104
13 |A-14-1119
14 |A-14-1128
15 |A-14-1147
16 |A-14-1150
17 |A-14-1124
18 |A-14-1085
19 |A-14-1001
20 |2014-05897
21 |A-14-1140
22 |A-14-1004
23 |A-14-1110
24 |A-14-1126
25 |A-14-1108
2L

[ == TN B RS o R =S VR LN

IAAPDOO0D
IAAPDOO0D
IAAPDOO0D
IAAPDOO0D
IAAPDOO0D
IAAPDOO0D
IAAPDOO0D
IAAPDOO0D
IAAPDOO0D
IAAPDOO0D
IAAPDOOOD
IAAPDOO0D
IAAPDOO0D
IAAPDOOOD
IAAPDOO0D
IAAPDOO0D
IAAPDOOOD
IAAPDOO0D
IAAPDOO0D
IAAPDOO0D
IAAPDOO0D
IAAPDOO0D
IAAPDOO0D

8/4/2014
11/19/2014
10/3/2014
71572014
6/23/2014
6/27/2014
712172014
2/14/2014
10/2/2014
4/29/2014
6/24/2014
8/4/2014
11/472014
11/25/2014
7162014
4/156/2014
2/15/2014
6/10/2014
10/3/2014
2/14/2014
882014
773172014
87512014

WATERLOQ
WATERLOQ
WATERLOQO
WATERLOO
WATERLOQ
WATERLOQO
WATERLOO
WATERLOQ
WATERLOO
WATERLOO
WATERLOO
WATERLOO
WATERLOQO
WATERLOO
WATERLOQ
WATERLOQO
WATERLOO
WATERLOQ
WATERLOQO
WATERLOO
WATERLOQ
WATERLOQO
WATERLOO

Active

Cleared By Arrest
Active

Active

Active

Active

Active

Cleared By Arrest
Active

Active

Active

Active

Unfounded
Cleared By Arrest
Active

Cleared By Arrest
Cleared By Arrest
Cleared By Arrest
Active

Cleared By Arrest
Cleared By Arrest
Active

Cleared By Arrest

Columns may be removed by highlighting and using the Delete function. In this situation the Agency column was

removed.

4 ;
& O [

H H

Inzert Delete Format

- -

Cells

|

-
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The columns can be adjusted by clicking on the column separators and dragging to the desired position.

Y B C D
; Anytown PD 2014 Incidents in Waterloo
2 |Case Number Report Date City Case Status
3 [5C-140804 8/4/2014 WATERLOO Active
4 |A-14-1149 11/19/2014 WATERLOO Cleared By Armest
5 |A-14-1138 10/3/2014 WATERLOO Active
5 |A-14-1123 715/2014 WATERLOD Active
7 |A14-1117 6/23/2014 WATERLOO Active
8 |A-14-1121 6/27/2014 WATERLOO Active
9 |A-14-1125 7/21/2014 WATERLOO Active
10 | A-14-1003 201442014 WATERLOO Cleared By Armest
11| A-14-1139 10/2/2014 WATERLOO Active
12 |A-14-1104 4/29/2014 WATERLOO Active
13 | A-14-1119 6/24/2014 WATERLOD Active
14 |A-14-1128 8/4/2014 WATERLOO Active
15 | A-14-1147 11/4/2014 WATERLOO Unfounded
16 | A-14-1150 11/26/2014 WATERLOO Cleared By Armest
17 | A-14-1124 716/2014 WATERLOO Active
18 | A-14-1085 4/15/2014 WATERLOO Cleared By Arest
19 | A-14-1001 2/15/2014 WATERLOO Cleared By Armest
20 |2014-05897 6/10/2014 WATERLOD Cleared By Armest
21 |A-14-1140 10/3/2014 WATERLOO Active
22 |A-14-1004 21142014 WATERLOO Cleared By Arest
23 |A-14-1110 5/8/2014 WATERLOD Cleared By Arest
24 |A-14-1126 7/31/2014 WATERLOO Active
25 |A-14-1108 5/5/2014 WATERLOO Cleared By Arest
27
28

Column data may also be aligned using the alignment options in Excel. Click and drag to highlight the column or
row then select the prefered alignment option.

- = Wrap Text

Alignment

3= Merge & Center -

[P

Cell borders can make the report
Borders drop down.

easier to read. Select the cell or group of cells and use the options in the

56



@ CALIBER

State Repository User Manual

| January 2017
HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW WIEV
oy W s v o=
ot Cut Arial -0 AN == - =¢ Wrap |
Past "B Copy ~
a: E - - - - E E E — 3=
- ¥ Format Painter T u & = === &%= E Merge
Clipboard a Font T Alignment
C35 - fl
A B C B
1 A 0 ~ L J14 ofs ateriog
2 Case Number Report Date City Case Status
3 SC-140804 8/4/2014 WATERLOO Active
4 A-14-1148 11/19/2014 WATERLOO Cleared By Arrest
5 A-14-1138 10/3/2014 WATERLOO Active
B A-14-1123 715/2014 WATERLOO Active
7 A7 B/23/2014 WATERLOO Active
g A-14-1121 B/2T/2014 WATERLOD Active
9 A-14-1125 72172014 WATERLOO Active
10 A-14-1003 214/2014 WATERLOO Cleared By Arrest
11 A-14-1139 10/2/2014 WATERLOD Active
12 A-14-1104 472972014 WATERLOO Active
13 A-14-1118 B/24/2014 WATERLOO Active
14 A-14-1128 B/4/2014 WATERLOO Active
15 A4-1147 11/4/2014 WATERLOO Unfounded
16 A-14-1150 11/25/2014 WATERLOO Cleared By Arrest
17 A-14-1124 716/2014 WATERLOD Active
18 A-14-1085 418/2014 WATERLOO Cleared By Arrest
19 A-14-1001 218/2014 WATERLOO Cleared By Arrest
20 2014-05897 6/10/2014 WATERLOO Cleared By Arrest
21 A-14-1140 10/3/2014 WATERLOD Active
22 A-14-1004 21472014 WATERLOO Cleared By Arrest
23 A-14-1110 5/g/2014 WATERLOO Cleared By Arrest
24 A-14-1126 7312014 WATERLOO Active
25 A-14-1108 B/a2014 WATERLOO Cleared By Arrest
27

Another available tool in Excel is the Sort & Filter function in the Editing section.

E AutoSum ~ A
&) Fill - 2

S0

Editing

_’CLEE.F;/ Filter = Select~

v i

rt & Find &

57



@ CALIBER

State Repository User Manual
| January 2017

The Sort function will sort the selected data based on your choice. In this example, only the data in column D,
rows 3 though 25 were highlighted. The sort option A to Z was selected. A Sort Warning was received asking if
you want to include the related rows in the sort. If you select “Continue with the current selection” only column
D will be affected and the information in the other columns will not stay with the original Case Status. “Expand

the selection” will keep the related data together with the sort.

A B C D

i B D =L J14 e ateriog
2 Case Number Report Date City Case Status
3 SC-140804 8/4/2014 WATERLOO Active

4 A-14-1149 11/19/2014 WATERLDO Cleared By Arrest
5 A-14-1138 10/3/2014 WATERLOO Active

] A-14-1123 7/15/2014 WATERLOO Active

T A-14-1117 6/23/2014 WATERLOO Active

8 A-14-1121 6/27/2014 WATERLODO Active

9 A-14-1125 7/21/2014 WATERLOO Active

10 A-14-1003 211472014 WATERLOO Cleared By Arrest
11 A-14-1139 10/2/2014 WATERLOO Active

12 A-14-1104 4/29/2014 WATERLOO Active

13 A-14-1119 6/24/2014 WATERLOO Active

14 A-14-1128 8/4/2014 WATERLOO Active

15 A-14-1147 11/4/2014 WATERLOO Unfounded

16 A-14-1150 11/25/2014 WATERLOO Cleared By Arrest
17 A-14-1124 7/16/2014 WATERLOO Active

18 A-14-1085 4/15/2014 WATERLOO Cleared By Arrest
19 A-14-1001 2/15/2014 WATERLOO Cleared By Arrest
20 2014-05897 6/10/2014 WATERLOO Cleared By Arrest
21 A-14-1140 10/3/2014 WATERLOO Active

22 A-14-1004 2/14/2014 WATERLOO Cleared By Arrest
23 A-14-1110 5/8/2014 WATERLOO Cleared By Arrest
24 A-14-1126 7/31/2014 WATERLOO Active

25 A-14-1108 5/6/2014 WATERLOO Cleared By Arrest

|

Microsoft Excel found data next to your selection. Since you have not
selected this data, it will not be sorted.

Wh 2

Cancel

The report sorted by Case Status.
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L ) =B ir: o= Ateriooc
Case Number Report Date City Case Status

S5C-140804 8/4/2014 WATERLOD Active

A-14-1138 10/3/2014 WWATERLOO Active

A-14-1123 71582014 WWATERLOO Active

A-14-1117 6/23/2014 WATERLOD Active

A-14-1121 6/27/2014 WATERLOOD Active

A-14-1125 7212014 WWATERLOD Active

A-14-1138 10/2/2014 WWATERLOD Active

A-14-1104 4/29/2014 WATERLOOD Active

A-14-1118 6/24/2014 WATERLOOD Active

A-14-1128 8/4/2014 WATERLOD Active

A-14-1124 7162014 WATERLOD Active

A-14-1140 10/3/2014 WATERLOD Active

A-14-1126 73142014 WWATERLOO Active

A-14-1148 11/19/2014 WATERLOD Cleared By Arrest

A-14-1003 21472014 WATERLOD Cleared By Arrest

A-14-1150 11/25/2014 WATERLOOD Cleared By Arrest

A-14-1085 4M15/2014 WWATERLOD Cleared By Arrest

A-14-1001 2M15/2014 WWATERLOOD Cleared By Arrest

2014-05897 6/10/2014 WATERLOOD Cleared By Arrest

A-14-1004 21472014 WATERLOOD Cleared By Arrest

A-14-1110 5/8/2014 WATERLOD Cleared By Arrest

A-14-1108 5/5/2014 WATERLOD Cleared By Arrest

A-14-1147 11/4/2014 WATERLOD Unfounded

Frequently, agencies are looking for a count when they generate a report. Excel offers basic formulas to
calculate statistics. COUNTA is a formula option that will count entries as apposed to adding numbers.

In this situation, the agency wants an automated count of the number of incidents included in the report.

Click a cell in which you want the count to display. Type =COUNTA( in the cell to start the formula. Click the top
cell in the column you want to count (do not include the label). Drag the curser from the top cell to the bottom
cell to highlight all the data in that column. The first selected cell name will be added to the formula when you
click on the cell. When you stop on a cell the system will add a colon and the last cell. You must then add the
ending parethesis to the formula.
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LTl

WD 00 = O Mo L R =

A B C D

- " = L U714 o= Ateriog
Case Number | Report Date City Case Status

SC-140804 B/4/2014 WATERLOO Active

A-14-1138 10/3/2014 WATERLOOD Active

A-14-1123 T15/2014 WATERLOD Active

A-14-1117 6/23/2014 WATERLOD Active

A-14-1121 B/27/2014 WATERLOOD Active

A-14-1125 7212014 WATERLOOD Active

A-14-1139 10/2/2014 WATERLOOD Active

A-14-1104 412972014 WATERLOO Active

A-14-1119 6/24/2014 WATERLOO Active

A-14-1128 B/4/2014 WATERLOOD Active

A-14-1124 7162014 WATERLOD Active

A-14-1140 10/3/2014 WATERLOD Active

A-14-1126 71312014 WATERLOOD Active

A-14-1149 11/19/2014 WATERLOOD Cleared By Arrest

A-14-1003 21472014 WATERLOOD Cleared By Arrest

A-14-1150 11/25/2014 WATERLOO Cleared By Arrest

A-14-1085 4M15/2014 WATERLOO Cleared By Arrest

A-14-1001 2/15/2014 WATERLOOD Cleared By Arrest

2014-05897 6/10/2014 WATERLOD Cleared By Arrest

A-14-1004 21472014 WATERLOD Cleared By Arrest

A-14-1110 5/8/2014 WATERLOOD Cleared By Arrest

A-14-1108 5/5/2014 WATERLOOD Cleared By Arrest

A-14-1147 111/4/2014 WATERLOOD Unfounded

27!

28 [=COUNTA(AT A25)

Adding a statistical label along with some additional formatting completes a report ready to share.
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A 0 =B )] L (1€ ATerioc
Case Number Report Date City Case Status

SC-140804 B/4/2014 WATERLOD Active

A-14-1138 10/3/2014 WATERLOOD Active

A-14-1123 715/2014 WATERLOOD Active

A-14-1117 B/23/2014 WATERLOOD Active

A-14-1121 B/2772014 WATERLOOD Active

A-14-1125 72172014 WATERLOD Active

A-14-1139 10/2/2014 WATERLOO Active

A-14-1104 4/29/2014 WATERLOOD Active

A-14-1119 B/24/2014 WATERLOOD Active

A-14-1128 B/4/2014 WATERLOOD Active

A-14-1124 716/2014 WATERLOOD Active

A-14-1140 10/3/2014 WATERLOOD Active

A-14-1126 73172014 WATERLOD Active

A-14-1145 11/19/2014 WATERLOD Cleared By Arrest

A-14-1003 21472014 WATERLOOD Cleared By Arrest

A-14-1150 11/26/2014 WATERLOOD Cleared By Arrest

A-14-1085 415/2014 WATERLOOD Cleared By Arrest

A-14-1001 21572014 WATERLOOD Cleared By Arrest

2014-05897 6/10/2014 WATERLOD Cleared By Arrest

A-14-1004 21472014 WATERELOOD Cleared By Arrest

A-14-1110 big/2014 WATERLOD Cleared By Arrest

A-14-1108 bi6/2014 WATERLOOD Cleared By Arrest

A-14-1147 11/4/2014 WATERLOOD Unfounded

23

Often a master search uses criteria that returns duplicate records when they are not needed. A simple example
is a search for all inmate names booked in year to date. If a person was booked more than once in that time
frame, they will appear multiple times in the list. If the agency does not need to include a name more than once,

Excel has a tool to remove duplicates.
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B H ©-

e

o

oo =i

10
1
12

13
14

2

=

2

22

23
24
26
27

T

INSERT PAGE LAYOUT FORMULAS REVIEW VIEW

HOME

[=] Connections & n Y ¥
ez & B o TE e
From From From From Other Existing Refresh Zl Sort Filter X Text to
Access Web  Text Sources~  Connections  All~ h Yo Advanced  Columns
Get External Data Connections Sort & Filter
06 - e
A B

Inmate Name

226, PERSON

TESTING Jr.
22THENRY,
MERGEMASTER
TESTII

BASE, JON
CAPONE, AL BART
CLARK, KENMNETH
EUGENE

COLE, MIKE
GOMEZ, JOHN JAY
HALL, NICHOLAS
ALLEN

HAYTOMN, RYAN LEE
Jr.

HUNT, OWEN CHRIS
KHIN, DAVID AUNG
LUCERO, JAMES
JON Jr.

SMITH, BOB JOHN
SMITH, BRIAN
EDGAR

SVATOS, AVA
CATHRYN Jr.
SVATOS, AVA
CATHRYN Jr.
SVATOS, AVA
CATHRYN Jr.
SVATOS, AVA
CATHRYN Jr.
SVATOS, AVA
CATHRYM Jr.
SVATOS, AVA
CATHRYN Jr.
WILKS, CHARLES
JOE Jr.

WILSEY, GERALD
JAMES

YANG, CHRIS ANNE

AdhocReport] xls [Read-Only] [Compatibility Mo

2 ER | B~ B
Flash | Remove Data Consolidate  What-If
Fill | Duplicates Yalidation ~ Analysis =
Data Tools
c D E F G H

e Remove the report header row containing the report title.
e Select the Data tab on the Excel tool ribbon.

e C(Click on the column with the duplicates to highlight. If there are multiple columns with duplicates to

remove, wait for the next step.
e Select Remove Duplicates.
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&1 [l DD DE’_ BN (&) Comectons 5| 7R Y =% B B { B= B E]

Fram From From From Other Existing Refresh zl Sort Filter . Textto Flash Remove Data Consolidate  What-If Gr
Access Web Text Sources~  Connections  All- B Yo advanced  Columns il Duplicates Validation - Analysis

Get External Data Connections Sort & Filter Data Tools

A2 - S || 226, PERSON TESTING Jr.

o B c D E F G H
1 |Inmate Name
226, PERSON
2 [TESTING Jr.
22THENRY,
MERGEMASTER
3 |TESTI
4 |BASE, JON
5 |CAPONE, AL BART
CLARK, KENNETH
6 |EUGENE
T |COLE, MIKE
& |GOMEZ, JOHN JAY To delete duplicate values, select one or more columns that contain duplicates,
HALL. MICHOLAS
9 |ALLEN 3= Unselect Al My data has headers
HAYTOM, RYAN LEE
10 [Jr.
11 [HUNT, OWEN CHRIS
12 |KHIN, DAVID AUNG
LUCERD, JAMES
13 [JON Jr.
14 |SMITH, BOB JOHN
SMITH, BRIAN
15 |EDGAR
SVATOS, AVA
16 [CATHRYN Jr.
SVATOS, AVA
17 [CATHRYN Jr.
SVATOS, AVA
18 [CATHRYN Jr.
SVATOS, AVA
19 [CATHRYN Jr.
SVATOS, AVA
20 [CATHRYN Jr.
SVATOS, AVA
21 [CATHRYN Jr.
WILKS, CHARLES
22 [JOE Jr.
WILSEY, GERALD
23 [JAMES
24 |YANG, CHRIS ANNE
26
27
28
29

Remove Duplicates ? X

Columns
Inmate Mame

oK Cancel

A Remove Duplicates box will open.
e If your report has headers, check the box for My data has headers.
e Check the column(s) that has the duplicates.
e C(Click OK.
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[ i S 3]

-

10

12

13
14

15

16

17

18
19

A
Inmate Name

226, PERSON
TESTING Jr.
22THENRY,
MERGEMASTER
TESTI

BASE, JON
CAPONE, AL BART
CLARK, KENNETH
EUGENE

COLE, MIKE
GOMEZ, JOHMN JAY
HALL, NICHOLAS
ALLEM

HAYTON, RYAN LEE
Jr.

HUNT, OWEN CHRIS
KHIM, DAVID AUNG
LUCERO, JAMES
JOM Jr.

SMITH, BOB JOHN
SMITH, BRIAM
EDGAR

SVATOS, AVA
CATHRYM Jr.
WILKS, CHARLES
JOE Jr.

WILSEY, GERALD
JAMES

YANG, CHRIS ANNE

Microsoft Excel *

o & duplicate values found and removed; 19 unique values remain.

Was this information helpful?

Master Search will provide the data and a basic report. Excel will take your report to an advanced level. Excel
tutorials can be found on line or in classes to learn additional functions and formulas.
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MORE QUESTIONS

If you have any questions or concerns, please contact
Caliber Client Services:
Phone: 319-433-7500
Email: customerservice@tac10.com
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