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Agency Setup
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2 This file contains the Descriptions for all Agencies installed.
You can Add, Edit, or Delete Agencies.
Agency Number: [ 01 Organization Name: | BUBBA'S POLICE DEPT
Address: | 220 ABERDEEN DRIVE
Address 2:
City: | FLOREMCE State: | SC Zip: {29501
Phone: | (843) 393-7300
County/City Name To Appear on Some State Forms: I FLOREMCE [ County [¥ Municipality
ORI #:I SCIEXTEST Last Index Date:l 08/29/2012 License Expires:l 01012015
[~ Check to Turn Off Main Timer Options on CAD [¥ Print Recommended Bond on Tickets

I# Check ifGPS is in Decimal Degrees I [This Agency submits 10 SCIEx :
ket 6 Pl oo ko TS acoots I™ Make Default DO NOT automatically send report

[¥ Check if you want officer list in alphabetical order
¥ This Agency submits to CopLink

[¥ Check to Make The Starting Directory for Finding Pictures the Server's Picture Directory. Unchecked will start in C:l
Customized Jail Bracelet Report Name: IJP.IL_CCEIRACELET

[~ Check to Make GPS Mandatory - Starting From Date: I I

"< previous |  Next— Browse | Edit | Add | Delete [Esc}-E;nl

If creating a new Agency, a user will be added with the Name and Password of "ADMIN" + the Agency Number (e.g. ADMINO2)
You must call NBS to get a code to open up the New Agency.

Company [c:nbspolicettdatahcompany. dbf] Record: 11 Record Unlocked | MUK o

This file contains information about your agency that will appear on many reports and
exports. Edit this screen to reflect your Agency Information. There are also “switches”
which determine how some datais handled.

LawTrak can accommodate M ultiple Agencies using the same data files. 1f you plan to
have multiple agencies in the same L awTrak database, please call LawTrak Support to

set this up.

Following is a list of “switches” on the Agency Setup page:

Check if GPS is in Decimal Degrees — Unchecked is Degrees / Minutes / Seconds:
This switch shows how the Latitude/Longitude is initialy displayed on several input
screens. This switch affects the entire agency. However, there is usually a switch beside
the GPS coordinates to toggle back and forth between the two choices if necessary.

Check to Make GPS Mandatory — Starting From Date: This will make collecting
GPS information on Incidents and Tickets mandatory. The officer will not be able to




save the records unless there isa GPS reading. This should only be used by agencies that
have mapping programs which allow you to select places on a map, or you have hand-
held GPS displays. Any record which happened before the starting date can be saved
without GPS coordinates.

Check to Make The Starting Directory for Finding Pictures the Server’s Picture
Directory. Unchecked will start in C:\: When using the Get Picture option for Mug
Shots, Collison Report Drawings, Additional Pictures, etc., you can select to start
looking for the pictures in either the Main LawTrak Picture Directory or C:\. The
advantage to starting in the C:\ directory is that there is less of a chance to accidentally
delete pictures on the server. Since most pictures come from folders residing on the local
computer or digital cameras, you usually have to navigate away from the Main Picture
Directory anyway.

Print Recommended Bond on Tickets:. This will cause the Recommended Bond to be
printed on the Drivers Copy of the E-Ticket if itisfilledin.

This Agency Submits to SCIEx: If the agency sends records to SCIEX, this switch
causes Incident Reports and Outstanding Warrants to be sent to SLED automatically.
The switch for Make Default DO NOT automatically send report will put an Incident
Report on hold until it has been reviewed before it is sent to SCIEX.

This Agency Submitsto CopLink: If the agency sends records to CopLink, this switch
causes severa types of records to be created so that they can later be uploaded to the
CopLink server.

Check if you want officer list in alphabetical order: On severa data entry screens,
you can press F1 to get an officer listing. Checking this switch will put the officers in
Alphabetical Order. If it isnot checked, the officerswill be listed in Officer ID order.

Customized Jail Bracelet Report Name: If your agency uses a Jail Bracelet other than
the normal default one, enter the name here. This report must be created by LawTrak
Support.
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SC Court Setup

“Aency:[01  CourtMame:[TEST COURT Default Trial Officer: [JUDGE
Court Location: [ 123 WAIN STREET Defauit Judge: | 7062
city: [ FLORENCE State:[SC  Zaps[ 20501 [7 Create CIS Files
Area Code: 343 Phone: [ 393-7300 County: | FLORENCE Default Trial Tame
Fax:[(843) 393-1798 [1500

wumber:| 1 Dnsm::t:|_2 (for 2utomatic input on tickets)

[¥ Does your court charge 3% on Time Payments? [~ Do Not Print Date on NRVC's [ Print Red Warrant Number

Credit Card Fee:  Percentage of Fine: 200 % nntree:|
Return To on Warrants: [ TEST COURT Z[123 MAIN STREET
3:| FLORENCE, 5C 29501 4|
Number of Receipts to Print: |_1 I™ Turn Receipt Printing Off I™ Use Master ID Addresses on Mailings

City/County Code: | 0000  {4-digit code on Assessment Reports) [ Automatically apply receipts to restitution

On Warrants, fields to list at top: |~ County [ Municipality ~OF [FLORENGE

Alternative Summons Address: I
Edit | [Esd] - Exit | Save | [Esc]-Revert
| | Edit User-Defined Reports I
Company? [c:nbspolicetdata\company2. dbf] Record: 1.1 Record Unlocked | MUK o

This screen contains information about the local court that will be used on reports and
mail merge letters. There are also some “switches” to turn on and off, and some fields
that will fill in certain data entry screens automatically.

Default Trial Officer: [ JUDGE The Default Trial Officer and Judge will automatically fill
s — in the Trial Officer and Judge fields on Tickets and

Warrants. These should be set to the Judge who will
handle the most cases for the court. After the fields are pulled in, they can always be
overwritten either at the time the ticket is written, or when the court puts a disposition on
the case.

Default Tl Time The Default Trial Time should be set to the Military Time of the

|15|:u:| majority of your cases. If you have more than one tria time, you can

aways overwrite the trial time when the ticket iswritten. If no Default

Trial Timeis put in, the time will default to 0000 on the tickets, but can be overwritten as
well.



The option to Create CM S Files will automatically create data
files for every Ticket and Warrant Service done in LawTrak.
These files are kept on the server until a message is sent from the CMS program
requesting the information. |f your courtisnot on CMS, do not use this function.

[¥ Create CMS Files

By law, every court should charge a 3% STP
fee. This should aways be checked on.
Whether or not your court chooses to impose
the feeis up to your Judge.

[¥ Does your court charge 3% on Time Payments?

|— If your court imposes a
300 % HatFee:
Credit Card Fee, you can

add that to the Court Fees when you take in areceipt if you fill out exactly how much you
charge for the fee. Y ou can either charge a Percentage of the Fine (usually 3 or 4%), or a
Flat Fee. To automatically calculate the fee, you must fill in one option or the other.
Y ou cannot have both options.

Credit Card Fee: Percentage of Fine:

The option to Use Master ID Addresses on Mailings
will cause printouts like NRVC’s to use the Master
ID address instead of the address on the actual ticket. Theoretically, the Master 1D has
the newest address for an individual. However, this option assumes that the Master ID is
incredibly well-kept. Most of the time, using the address on the Ticket or Warrant gets a
better result.

[~ Use Master ID Addresses on Mailings

Most of the time, the option to automatically apply
receipts to restitution first should be checked. If it
is not selected, you will have to apply money to either restitution or fines before you run
monthly assessments. Selecting this option keeps the money collection consistent.

[¥ Automatically apply receipts to restitution

Edit User Defined Reports
CUSTOM REFORTS FOR THIS AGENCY
B Custom If your court wants to have reports that are
Parking Receipts: Conrt

Lettare
Setup

different from the Default LawTrak reports (i.e.

Miscellaneous Receipts:

Bench Warrant:
Refund Viouchar
Nocket:

STP Agreament:
Nefendant:
Aftorney:

Nef. Confinnance:
Commitments:
Nischarge:
Subpcena:

COverdue TP:
Criminal History Printout:
Rule fo Show Cause:
Restitution Voucher

PICKEMNSBENCH

RPTOIOCKFTFI I ORFF

MANMINGTIMFPAYAGR

ATTORMN=Y
TESTI FTTFR

WILLIAMSTONSUBPCENA

CAMDENCRUMHIST

sz] Revet |

different Docket or Bench Warrant Layout),
LawTrak Support can make the reports on this
screen look any way you wish. We will create
the report and tell you what the name is so you
can fill it in on this screen. This will cause
LawTrak to use a custom report instead of the
default.

The three reports with Blue Backgrounds are
created in the Custom Court Letters, and serve
as a short-cut on the Courtroom Proceedings
screen to print the letters quickly.



Incident Report Settings
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Incident Report Setup Information

Agency Code:[01  [BUBBA'S POLICE DEPT

I~ Auto-Assign Case Numbers

[~ Remotes Download Blocks for Autonumbering Number For Remotes to Download (5-30): I

[ Check If Your Agency Uses Multiple ORI Numbers ({Highway Department, Forestry Commission, etc.)

Below is the current submission date being used by NIBRS. Once a submission date has
expired, a NIBRS Administrator must reset the date for the new submission period.

The submission date must be active for it to automatically fill in or change
the Activity Date on an Incident Report.

The Submission Date will stay active for 3 days past the end of the month before it expires.

Current Submission Date: | {ef:]jcg g

[¥ Active

¥ Send Mail to Investigators Assigned? ¥ Assigning Follow-Up Officer Automatically Assigns Investigator for Case Management

¥ Adding Supplementals Cause Incident To Be Marked For Review ¥ Investigators/iPrimary Officer Can Close Own Cases
If you use Easy Street Draw, indicate which version you are using. [~ Version3 [ Version4 ™ Version 5
If you use ScenePD, indicate which version you are using.

[~ Version4 ¥ Version 5
[™ All Offenses Must Have Zone Designated

I All Offenses Must Have State Statute Attached
Preset These Fields to Automatically Fill In Incident Report Location.

Location:
City: | FLORENCE Sta.te:ISC Zip:IEQSD'I
Edit | [Esc]-Cancel | Save | [Esc] - Revert |
Company3 (o \nbzpolicettdatatcompany3. dbf] Record: 11 Record Unlocked | MUK o

This screen contains information about how your agency deals with Incident Reports.

Current Submission Date:[08/31/2012 [ Active  |T YOU want to automatically pull in the Current

Submission _Date when officers validate an
incident, you must fill thisin. If it isleft blank, or if the date expires, the officers will be
asked for the Activity Date when they validate an Incident Report.

Auto Assign Setup | [¥ Auto-Assign Case Numbers

[¥ Remotes Download Blocks for Autonumbering Number For Remotes to Download (5-30) I 15

If your agency wants to allow LawTrak to automatically assign case numbers, you can
turn on the option to Auto-Assign Case Numbers and run the setup.




Incident Humber Auto-Assign Setup

The only format LawTrak will use
for auto-assigning is the year (can
be 2 or 4 digits), a dash (optional),
and a sequential number. The
number you set up cannot be larger
than 12 characters due to SLED
restrictions.  This number will
automatically reset itself to O at the
beginning of the next year.

There is adso a setup to alow
remotes to download blocks of

numbers, and the number of cases they should download. This allows the remotes to use
the automatic numbering system instead of relying on a dispatcher to give you a number.

t | [ Check If Your Agency Uses Multiple ORI Numbers

NIBRS Agendies for Multiple ORT's N

If your organization uses multiple Agency ORI's when filling in
Incident Reports, you must add all ORI Numbers needed.

If your agency uses Multiple ORI
Numbers, you will need to set up
the Agency List to use with your
Incident Reports.  This option
should only be selected by state

e | agencies (Highway Department,
_ Forestry Commission, etc.) where
0R|#:|SDU12345:|
the agency crosses more than one
Beselccocraus county line, and the incident
reports need to be numbered
[ oo 1 1 e | according to the county where they
Save |[F—'-¢l Revert

occurred. Set up the ORI’s and
County Names your agency uses.
If you are in doubt as to whether your agency uses Multiple ORI’s, please check with
SLED.

Preset These Fields to Automatically Fill in Incident Report Location.

City: | FLORENCE

State: | 5C ip: | 29501

If you fill in the Eield Presets, they will automaticaly fill in when the officer starts the
Incident Report. These fields can be overwritten in the Incident Report if necessary.

There are several “switches” that can be turned on, and are explained as follows:
Send Mail to Investigators Assigned: When an investigator is assigned in Case

Management, LawTrak will send a mail message to that investigator if the Officer ID is
linked to the User Name.




Assigning Follow-Up Officer Automatically Assigns Investigator for Case
Management: Thisoption is used mostly in smaller agencies. When an officers puts in
the Follow-Up Officer in the Incident Report, it will automatically assign that follow-up
officer as the Investigator without any input from the person responsible for assigning
investigators in Case Management. If your follow-up officer is always the investigator,
feel free to turn thison.

Adding Supplementals Cause Incident To Be Marked For Review: By default,
adding a supplemental report does not cause an Incident Report to go back for review.
Thistriggers areview when a supplemental is added.

Investigators / Primary Officer Can Close Own Cases: This option is used mostly in
smaller agencies. This allows the Investigator and/or Primary Officer to close their own
cases in Case Management even if they are not designated as a Case Manager.

All Offenses Must Have Zone Designated: [f your agency wants to require Zones on
all Incident Reports for reporting purposes, you can turn this switch on. The Zone must
be entered for the offenses before they can validate an Incident Report.

All Offenses Must Have State Statute Attached: If your agency wants to require State
Statutes to be entered for Offenses on an incident report, you can turn this switch on. The
State Statute must be entered for the offenses before they can validate an Incident Report.

If you are using Easy Street Draw or ScenePD, there are switchesto tell LawTrak which
version you’re using.




