-

CAD TRAINING

Workbook

17.1.25



Contents

1.0
11
1.2

2.0
2.1
2.2
2.3
2.4
2.5

3.0
3.1
3.2
3.3
3.4
3.5
3.6

4.0
4.1
4.2
4.3

5.0

6.0

7.0

8.0

9.0

10.0

NQVIZATION Lottt e e ettt et e e e s e s bbbt e e e e e s e s abb et eeeeeeesannnseeaeeeeessannrenaaaeeessnnan 2
COMMEANG IMIBNU ..ottt ettt ettt et e st e e bt e e s bt e e s abeesabeesbeeesabeeesaseesaseesneeesareennne 3
(0711 ] Vo (ol U =12 TSP 4

CAD INEEITACE .ttt ettt ettt e b e s b e s bt e sat e st e e bt e bt e beeabeesaeesnteenteenbeesseesneenas 6
Call DELAIIS. ...ttt ettt sttt e b e h e she e st s e et b e b e n b e sbeeeaeeenreen 8
Reporting Person and LOCation HiStOMY ......oocuiiiiiiiiiiiiiiiec ettt ree e e s e s 9
Officer ASSIZNMENT AN ..uviiiiiiiiei ittt ettt ettt e e s st te e e s st ee e e s sbteeesssbtaeessaseaeessseeeessasseeassnes 10
AVAIIADIE UNIES LISt ..eeueiriiiiiiiieeieesieeste ettt sttt ettt et e b e beesmeesmeesaeeeneees 12
(0] o1 o J 01 | 3 I PPNt 13

Creating @ CAD EVENT ....oiiiiiii ittt e e sttt e e e s s st e e e e e e s essabbbaeeeeessessssssaaeeeesssssnnnsnns 14
ACCESSING List VAlIUES 1N CAD ...oiiiiiie ettt et ree e e e e s st e e e s sbae e e snreeessnreeas 15
Adding an Officer t0 @ CAD EVENT ...ccoueiiiieciieeeccteee ettt et e e e ee e e ave e e e sbae e e sntee e e snreeas 16
Adding Multiple Officers t0 @ CAD EVENT .......ueiiiiiiieeceee ettt e e 17
Finding an EXiSting CAD EVENT........vviiiiiiiie ettt ettt e e tte e e e tee e e e eatae e e eenbae e e e enteeesenneeas 17
Modifying an EXiSting CAD EVENT .....cciiiiiiiiieiiee ettt estee e e see e s svae e e e srae e s s enbe e e e enreeas 18
LY L= a1l L3 o« J PSP T 19

CAD FUNCHIONS IMBNU...ciiiiiiiiiiiiiieeciii ettt st s e s e e s e e s e e e e s s arenes 20
Logging On / Off Shifts @and VENICIES ......c..eeeviiiieiecee ettt et et 21
CAD UNiIt MAINTENANCE ....eeiiiiiiieieeeee et e s e e s e e s enee e e s s eneeeessanes 27
FUI / INSPECE VENICIES ...ttt ettt ettt ettt e et e et e e be e saaesavesabeenbeebeenens 28

Adding @ Name t0 @ CAD EVENL......ciiiiiiiee ittt e et e e e site e e s sbte e e s sbteeessbtaeessseeaeesanes 30

Adding a Vehicle t0 @ CAD EVENT.........uiiiiciiee ettt tee e e tte e e e bae e e eenbae e s esabaeeeennenas 34

Adding a Property t0 @ CAD EVENT ...covii ittt e e e e e e e e e et e e e e e e e e nnrnnes 37

Adding an Unknown Suspect to @ CAD EVENT ........cocuiiiiiiiiie ettt ettt e e 43

CAD Pref@IrNCES ...eeieeiieiieeteete ettt sttt ettt s e sttt s bt e bt e s beesaeesaneenne et e e sneesree e 45
07\ I % s o1 o] [T PPPPPPNt 46



1.0 Navigation

Menu items can be selected by using the mouse and clicking on items from the menu bar.

File Edit ARMS Record Systern  Commands  Lists  Tools @Imlant Messenger

On a PC you can use the mouse to select a menu item or the function keys (F1, F2, F3 etc.) to select
many items from the ARMS Record System menu.

Computer Aided Dispatch
Case Management
Investigations

Master Mame

Master Business

Master Vehicle

Property/Evidence

Event Tracker
Moving/Criminal Citations
Arrests

Additional Modules

Reports

You also have the advantage of using the Alt key. This operates similar to other menu driven programs
you might have used. If you see the first letter of a menu underlined, this indicates that you can hold
down the Alt key and type that letter to pull down the menu. For example: using Alt-A pulls down the
ARMS Record System Menu.



2] ARMS
Edit  ARMS Record System  Commands  Lists  Tools @‘F_',InstantMessenger

You can then press the first letter of the module of that menu you want to access and press enter once
that module is highlighted.

1.1 Command Menu

Each window in ARMS has additional commands that are available under the Command menu item
located on the menu bar:

Commands | Functions Unit Dis

| L Next Ctrl+N
| [ | Previcus Ctrl+P
& Find Ctrl+F
,:_3 Add Ctrl+4
El;: Modify Ctrl+M

LED Print Record Ctrl+R.
X Delete

Mcedification History

The mouse may be used to point and click on any command located under the Command menu. The
following commands are available under the Command menu:

e Next - Goes to the next consecutive record entered into CAD.

e Previous — Goes to the previous record entered into CAD.

e Find — Puts the CAD into a write mode to allow users to enter search criteria and find existing
records.

e Add — Puts the CAD into write mode and allows new information to be entered into every text

field.

Modify — Puts the CAD into write mode so that an existing record can be modified.

Print Record — Prints the current record being displayed on the CAD face page.

Delete — Deletes the current record being displayed in CAD. Delete is non-reversible.

Modification History — Gives a list of all users who have modified the current record.



1.2 CAD Shortcut Keys

In addition to the Command menu, many of those same commands can be executed in CAD using
shortcut keys. The following commands can be executed without using the mouse:

Ctrl-N Go to the next record

Ctrl-P Go to the previous record

Ctrl-A Add a new record

Ctrl-m Modify the current record

Ctrl-F Find an existing record

Ctrl-R Print the current record

Ctrl-L Goes to the last entry (most recent)

Ctrl-N: Go to the Next Record

The Ctrl-N command displays the next sequential record in the database. For example, if the current
record being displayed in CAD has the CAD number 000025, using Ctrl-N will display the next sequential
record, 000026. Using Ctrl-N again will then display the record with the CAD number 000027, and so on.
Once the most current record is being displaying in the CAD interface, pressing Ctrl-N again will loop
back to the first CAD record in the database.

Ctrl-P: Go to the Previous Record

The Ctrl-P command displays the previous sequential record in the database. For example, if the current
record being displayed in CAD has the CAD number 000025, using Ctrl-P will display the previous
sequential record, 000024. Using Ctrl-P again will then display the record with the CAD number 000023,
and so on. Once the first record in the database is being displaying, pressing Ctrl-P again will loop back
to the most current CAD record.

Ctrl-A: Add a New Record



Using Ctrl-A is a common way to add a new record to CAD. Doing so, will give the user the ability to
enter new information into the CAD text boxes, starting with the “Rec’d Via” text box.

] ARMS — [Computer Aided Dispatch] [= | o [

File [a] ARMSVZR3 AR ecord System Reports Reference Commands Functions Unit Display 911 Positions

Computer Aided Dispatch

Mext Previous Last & Find Add Modify |1 Save | 3 Cancel 5 Print | X Cancel Call » Mames Wehicles Propert :
Date: | 01192017 ~ | 10:14 | Event Nbr Report Mbr: Rec'd Via: ] -
Inttial Incident: - Call Timer: 10 Police Information:
= -
Street: - |dg Map | Priority:
Commeon Name: || LookUp | | Validation |
-
Detail: Apt Nbr: . .
Public Infarmation:
City: State: Zip:
RP First Name: Last / Business Name: Phone:
Address:
Unit # Unit Mame Activity Dispatch |Enroute |Arrived |Cleared | | Disposition:
HOLD CALL HOLDING e
Final Incident:
-
- | Issue Repo |
Available Units List Open Calls List
Unif Dept Beat | Last Known Location Event# | Incident PR | Status As OFf | Elapsed Time | Unit# Beat |Location

EEEL L

FOWLER, DEVIN

Ctrl-M: Modify an Existing Record

The Ctrl-M command is used to modify the current record being displayed in CAD. Ctrl-M will give the
user the ability to modify any information previously saved in the current CAD record unless otherwise
restricted by the system administrator.

Ctrl-F: Find an Existing Record:

Using Ctrl-F will allow the user to search for existing records by entering known information into the
Date, Time, CAD Event Nbr, Report Nbr, or Reporting Person Last/Business Name text fields.



o Executing a find by date will return the first record entered into CAD on the particular date that
the user entered.

o Executing a find by CAD Event Nbr will return that event only if the exact CAD event number is
entered into the text field.

o Executing a find by report number will return the CAD event that a particular report number is
associated with. The exact report number will need to be entered into the Report Nbr field.

o Executing a find by reporting person will return the first CAD event record with the entered
person as the reporting person. If a reporting person exists in multiple CAD events, their name
as well as the date of the CAD event will need to be used as search criteria. The exact format of
the reporting person’s name will need to be entered in order for the search to execute correctly.

Users can execute a find using any combination of the search criteria above.

[a] ARMS — [Computer Aided Dispatch] = [ojm=n
File [a] ARMSW2R3 ARMS Record System  Reporis  Reference Commands Functions Unit Display 911 Positions
Computer Aided Dispatch
|l Next [ Previous Last &8 Find 3 Add 5 Modify ':_ Save | @ Cancel (=) Print | X CancelCall © MNames Vehicles © Property -
Date: || - Event Nbr: Report Nbr: Rec'd Via: -
Initial Incident: - Call Timer: 10 Police Informatior: 1 O 16 5 7
Street: ~| | @ Map | Priority: i
Common Name: v|| LookUp | | Vvalidation
Detall EHI Public Information:
City: State: Zip:
RP First Name: Last / Business Name: Phone:
Address:

2.0 CAD Interface

There are many fields in the CAD interface where call information can be entered. However, none of
these fields are mandatory, and any information entered initially can be changed or added later if
needed. As well, the order of which information can be entered into the CAD interface is left to the
user’s discretion. For instance, a new CAD event can be created and saved without having ever entered
any information or assigning an officer. In this case, the only existing information would be the CAD
event number. Later, if needed, additional information can be added to the call.

The CAD interface can be broken down into 4 different areas:
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File @ ARMSVZ2 R3 ARMS Record System Reports Reference Commands Functions Unit Display 911 Pasitions
Computer Aided Dispatch

J MNext | Previous Last #8 Find | ] Add [ Modify Save Cancel (=) Print | 9 CancelCall O Names O Vehicles O Property -
Date: | 01/19/2017 0943 | Event Mbr: | 17-01-19-000054 Report Nbr: Rec'd Via: | 917 CALL -
Initial Incident: | 911 |911 CALL/LAFAYETTE Call Timer: Notes:
Street: HICKORY LAM i
Common Mame: | HICKORY LANE i
-
Location Detail: Apt Nbr:
Public Information:
City: | UNIVERSITY State: | MS | Zip: | 38677- County: -
RP First Name: Last / Business Name: Phone:
ttiress:
Unit # Unit Name |Acti\:\ty |D\spatch|Enroute |Arri\:ed |C\eared ‘A Dispasition:
c4 JAYSOM WIRTH ASSIGMED CALL 09:43 s
Off' A - t Final Incident:
ICEr AssIgnmen M1 - 511 CALLAARAYETTE
Area - Issue Report |
Available Units List Open Calls List

Dept Beat | Last Known Location . Event# | Incident PR | Status As Of | Elapsed Time | Unit # Beat |Location

\FETER 84, 5 ) JD

Unit #

8 FIELD .
1840 v “KORY LANE, , HICKO

SEEEag

HORMER, WILLIAM



2.1 Call Details

The Call Details area is where information given by the caller, walk-in etc., can be entered into CAD.

Text Field List Value Description

Date No Numeric value for the Date and Time the incident started.

Event Nbr. No CAD Event number used to track the incident.

Report Nbr. No Auto fills when you have issued a report to show the linked case
number

Rec’d Via Yes Indicated how the call was received by dispatch or the

communications officer.

Initial Yes An abbreviated code associated with a description of an
Incident incident.

Street Nbr No A numeric value representing a location that resides on a street.
Street Yes The name of the street. This name can be either be associated

with the location codes, or used on its own.

Common Yes An abbreviated code associated with a description of a location

Name

Priority Yes The numeric value given to the call the represents the severity
of the incident. This value is set up in the crime/incident code
list.

Location No Any further details of the location that need to be recorded and

Detail are not included in the description of the location.

Apt Nbr No The numeric value representing an apartment within a larger

apartment complex.

City No The Name of the city where the incident occurred.

State Yes The State where the incident occurred. Values are taken from
the Code List.

Zip No Zip Code for the area the incident occurred.
County Yes County where the location occurred.
RP First No The first name of the individual(s) who are reporting the

Name incident.




Last/Business | No Last name of the individual(s) who are reporting the incident or

Name the business where the incident involves

Phone No The phone number of the reporting party

Address No The address of the reporting party

Public No Large text field used for summarizing the events of the incident.

Information This field is included in the Media Log

Notes No Line item text log to record any sensitive information not to be
included in the Media Log. Each line item will have a time stamp
to show when it was added.

Disposition Yes Indicates how the call was closed.

Final Incident | Yes An abbreviated code associated with a description of an
incident. Used if the final incident differs from the initial
incident.

Issue Report | No Button to allow the dispatcher to issue an ARMS report to an
officer.

2.2 Reporting Person and Location History

After first saving a CAD event, users can access reporting person history and location history by clicking
on the blue, underlined hyperlinks that lie to the left of the reporting person and location text boxes.

Street: HICKORY LAME ~ |@% Map | Priority 5
Common Name: | HICKORY LAME * | LockUp | & | validation |
Location Detail: Apt Nbr:
City: | UNIVERSITY State: M5 | Zip: | 38677- County: -
RP First Mame: Last / Business Mame: Phome:
Address:

The Location and Reporting Person

Doing so will access any existing information about a reporting person or a location that has been
entered into those respective text fields.



2.3 Officer Assignment Area

The Officer Assignment Area is where CAD Units can be assigned to a call that is currently being
displayed in the CAD interface. By default, when a new CAD event is initiated there are no officers
assigned and the officer assignment area will contain one row with the terms “HOLD” and “CALL
HOLDING” in the Unit # and Unit’s Name field, respectively.

Text Field List Value Description

Unit # Yes The Unit # of the CAD Unit being assigned to the current CAD
event.

Unit Name No (Read The name of the CAD Unit whose unit number has been assigned

Only) to the current CAD event.

Activity Yes The activity of the CAD Unit that is assigned to the current CAD
event.

Dispatch No The time that the call was given the status of “Dispatch”

Arrived No The time that the call was given the status of “Arrived”

Enroute No The time that the call was given the status of “Enroute”

Cleared No The time that the call was given the status of “Cleared”

Assigning Status Times in the Officer Assignment Area

Status times can be assigned or changed in CAD when the interface is in either add, modify or read-only
mode. When adding or modifying, the time can be enter by either typing the time into the correct
column, or by typing a “t” into the correct column and pressing the TAB button. Using the t-TAB method
for entering time stamps will enter the current system time.

If the CAD is in read-only mode status times can be assigned by clicking on the status hyperlinks above
each status column.

|Dispatch|Enru:uute |Arrived |Cleared |
The Status
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Ctrl-R: Print the Current Record

Using Ctrl-R will print out the current record being displayed in the CAD window. After pressing Ctrl-R
the user will be prompted to choose the destination of the printing job, either to a known printer, to the
screen, or to a file. This same function can be accomplished by using the Command menu and selecting
Print.

(2] Set Report Destination x|
=) Ok =) Cancel

() Printer
(®) Screen

) File

Ctrl-L: Go to the Last Record

Using Ctrl-L will go to the most recently entered record in CAD.

Final Note about Navigation

ARMS was designed to be intuitive and easy to navigate through. We do our best to keep the average
police officer in mind and realize that they have many other activities to learn without having to learn
computer commands. We’ve made the Command menu available in every window as well as access to
the quick keys. Simply put, if you want to add a record in CAD, use Ctrl-a, to modify a record, use Ctrl-m
etc. If you get to a position where you don’t know what mode you’re in, the ESC button is handy. It will
take you out of any mode you are in, and if you're not in any of the Add, Write, or Modify modes it will
close the window.

Also, the yellow text fields DO NOT indicate a required field. This yellow box merely indicates that there
are predefined list values associated with that field. These can be obtained by typing a “?” into the field
and pressing the TAB button.

11



2.4 Available Units List

The Available Units List is a display of all officers currently logged on. It includes their Unit number, their
Beat, and their Location (as assigned when the officer was logged on).Units shown in the list are sorted

by whether or not they have been assigned to a call. If an officer has been assigned to a call then their
entry in the Available Unit List will be shown in red. If they are available to be assigned to a call then
they will be shown in green.

Available Units List
Uit # Dept Beat | Last Known Location
IFX ADMIN O5TO MC O
il

MAIN

PTRL

Available Units List with Unit s
T02, C4, and JD assigned to
calls.

The Available Units List can be used to assign officers to calls by double clicking on the desired officer
when the CAD is in the Add or Modify mode.

The available units list can be sorted by Unit #, Beat or Current Location by clicking on the column
headers.

Available Units List
| Unit # | Diept | Beat | Last Known Location

12



2.5 Open Calls List

The Open Calls List displays information about all officers that are currently assigned to calls. The
information is updated in real-time on all computers running the ARMS system.

Clicking on any of the rows that are being displayed in the Open Calls List will pull up that CAD event.

Open Calls List
Event# | Incident PR | Status As Of | Elapsed Time | Unit# Beat |Location
] Dispatched 0.2
04 Dispatched 0: REBEL SHOP, 762, ALL AMERICAN DRIVE
05 t : 08: STUDENT UNION DRIVE, , STUDENT UNION DRIVE

ACCIDENT ] i 08:45 CROSBY HALL, 115, NORTHGATE DRIVE
71 DB46 2 C
911 b oute 08:45 3 JD - i JRIVE, , COMFEDERATE DRIVE

Open Calls List

Column Description

Name

Event # Indicates the CAD Event number that the open call entry is associated with.
Incident Indicates the reported incident for the open call entry.

PR The priority of the call.

Status The status of the call as given in the officer assignment area.

As Of The time that the call was given its current status

Elapsed Time | The amount of time that has elapsed since the call was placed in its current status.
Unit # The unit number of the officer that has been assigned to the call.

Beat The beat of the officer that is assigned to the call.

Location The location that was reported for the call.

The open calls list is by default sorted with respect to whether or not a priority number is given for the
call, as well as when the call was received. The following describes how the Open calls list is sorted
from top to bottom:

1. Calls on Hold that have an assigned priority number
2. Calls on Hold that do not have an assigned priority number; sorted by time received

3. Calls that are assigned to an officer that have a priority number.

13



4. Calls that are assigned to and officer but do not have an assigned priority number; sorted by time
received.

In addition to this sorting order, users have the ability to click on the headers of each column which will
in turn sort the open calls list by that column.

Open Calls List
| |Event# |incident | PR/ Status |As Of | Elapsed Time | Unit# | Beat |Location

3.0 Creating a CAD Event

CAD is, in most cases, the most frequently used module in the ARMS system. Most information obtained
from phone calls, walk-ins and officers will be entered into the CAD first before it goes into other
modules such as Case Management or the Master Name File. All relevant information about the
incidents, locations and reporting persons as well as officer tracking information can be entered and
later retrieved through the numerous reports that ARMS offers.

To access CAD go to the ARMS Record System menu and select Computer Aided Dispatch. Doing so
will open the CAD interface in read-only mode.

©)

File  Edit | ARMS Record System | Commands L

Computer Aided Dispatch ~ F1

Case Management F2

Investigations 3
G=[ Master Name F3

Master Business F4

Once the CAD interface is open Ctrl-a, or the Command menu item Add, can be used to put the CAD into
the Add-mode. The cursor will begin at the top in the Rec’d Via field. Information can be entered into
any of the text fields using the keyboard.

14



& ARMS — [Computer Aided Dispatchl [ = | o[

File [&] ARMSV2R3 ARN

Computer Aided Dispatch

Next Pr Last | @@ Find Add Modify (=] Save | & Cancel (& Print Names Vehicles Propert _
Date: | 01/19/2017 ~ | | 10:14 | Event Mbr: Report Nbr: ] sin
it Incident = Call Timer: 10| Police Information:
Street: - |@& Map | Priority: i
Common Name: || LockUp | | Validation |
-
Detail: Apt Nbr: i
Public Information:
City: State: Tip:
RP First Name: Last / Business Name: Phone:
Address:
Unit#  |Unit Mame Activity Dispatch |Enroute [Arrived |Cleared |« ~ Disposition:
HOLD CALL HOLDING s
Final Incident:
- |
Available Units List Open Calls List
Uni Dept Beat | Last Known Location Event# | Incident PR | Status As Of | Elapsed Time | Unit# Beat |Location

FOWLER, DEVIN

CAD in Add-Mode. Cursor in Rec’d Via field.

3.1 Accessing List Values in CAD

As in the other modules of ARMS any text field that is shaded yellow or is a drop-down menu contains

list values. List value fields are NOT REQUIRED FIELDS. These values can be accessed by knowing the
code and typing it in, partially typing it in or by using the “?” and TAB button to list all of the values.

Commaon Mame: -

Some examples of text fields that contain list values in CAD are the Initial Incident, Common Name,
Rec’d Via, Unit #, Activity and Disposition fields

15



3.2 Adding an Officer to a CAD Event

Once in Add-mode, information can be added in each text field by using the keyboard. The mouse or the
TAB button on the keyboard can be used to navigate through the text fields.

To add an officer while in add or modify mode:

1. Using the keyboard’s TAB button, tab into Officer Assignment Area until “HOLD” is
highlighted in the Unit # column, or use the mouse to click into the Unit # cell.

Unit # |Unit Mame Activity |Dispat1:h |Enroute |Arriwz{:| |Cleared
M ~ CALL HOLDING

The Officer Assignment Area

2. Type in the desired unit number or select it from the drop-down menu.

3. Move the cursor into the Activity column by using the TAB button or the mouse. Type in the
desired activity code or select it from the drop-down menu.

4. Move the cursor into the Dispatch column by using the TAB button or the mouse. Type a “t”
into the Dispatch cell and press the TAB button to stamp the current time or type in the
desired time using the keyboard. Repeat this procedure for each of the status columns.

5. Once the unit has been assigned and given status times (if needed) click the “Save” button
or press the ENTER button.

When CAD is in read-only mode an officer can be added by right clicking in the Officer Activity Area data
grid and selecting “Add.”

Unit # |Unit Mame A

HOLD CALL HOLDIMNG

Ed Add

3 Modify

Adding an officer to a

Once an officer has been given the status as “Cleared” the Disposition list values will automatically
appear. The disposition list values will only appear if a disposition has not been chosen for the call when
the call is cleared.

16



3.3 Adding Multiple Officers to a CAD Event

Once one officer has been added to a call it is simple to add multiple officers. After the information and
status times have been entered for the first officer, by tabbing to the end of the row, and then once
more, the window will automatically start a new row to add another officer.

Unit # |Unit MName Activity |Dispatch |Enroute |Arri-.-e-d |Cleare-d |
HOLD CALL HOLDIMG

| -

Enter the information for the new officer just as it was done for the first officer. There is no limit to the
amount of officers that can be assigned to a single call.

In addition to being able to add multiple officers to a call, CAD also allows you to add the same officer
multiple times to a call. This feature can be useful when an officer has multiple destinations in one call.

3.4 Finding an Existing CAD Event

Once the CAD is open, existing records can be found in a couple of different ways. The first way is to use
Ctrl-f and put the CAD into find-mode. Doing so will essentially put the CAD interface into a write mode.
Once in write mode, the user can search for records either by typing information into the Date and
Time, CAD Event Nbr, Report Nbr, or Reporting Person Last/Business Name field, and then pressing the
Find button or hitting the Enter key.

File [a] ARMSVZR3 ARMS Record System Reports Reference Commands Functions Unit Display 911 Positions
Computer Aided Dispatch
I Next { Previous last | @l Find | E Add E3 Modify [ Save | 3 Cancel (Z) Print Cancel Call @ Names Vehicles © Praperty Z
Date: b4 Event Nbr: | Report Nbr: |Ret'd Via: -
Intial Incident: - Call Timer: 10| Police Information: 10:04:38
Street: 1 - |. Map | Priority: B
Common Name: v | LookUp | | validation
-
Detail Bl Public Information:
City: State: Zip:
RP First Name: Last / Business Name: | Phane:
Address:
Unit# | Unit Name |Activity' ‘Dispatch|Enroute |Arrived ‘C\eared |- Zheosto
o
Final Incident:
-
- Issue Report

17



When searching for a record by date, CAD will return the first record that was entered on that date.
When searching by CAD Event Nbr or Report Nbr, and no exact match is found, CAD will display an error
message saying “No Matching record found. Check your input and try again.” If searching by reporting
person last/business name, CAD will return records that match exactly or CAD will display an error
message saying “No Matching record found. Check your input and try again.”

35 Modifying an Existing CAD Event

Once a CAD Event has been created it can be found and modified at any time. Information in the Call
Details area can be added, modified or removed as well as Units that are assigned to the call.

In order to modify and existing CAD Event the first step is to find the CAD Event that needs to be
modified. This can be done by either using the find function (Ctrl-f) or by paging backward or forward
one record at a time (Ctrl-n or Ctrl-p, next and previous, respectively). Another way is to double click on
an existing call in the Open Calls List which will in turn show the details of that call in the Call Details
area.

Once the event has been found the CAD interface can be put into modify mode put using the Ctrl-m
function.

@ ARMS 2016

File [&] ARMSWY2R3 ARMSRecord System Reports Reference Commands Functions Unit Display 911 Positions

Computer Aided Dispatch
] Mext [ Previous Last | #8 Find | B3 Add Modify [ Save | 3 Cancel () Print | % CancelCall © Names Vehicles © Property c
Date: | 01/23/2017 | | 1505 | Event Nbr: | 17-01-23-000020 Report Nbr: Rec'd Via: RADIO - TOWNL AM 01/23/2017 15:08
Intial Incident: | BOCTR + REMOVE BOOT FROM VEHICLE Call Timer: 65 Maotes: 15 . 18 . 28
Streat: | 784 COLISEUM DR/POOCLE DR. - |\To Map | Priority: 5 01/23/2017 15:05 Hazardous Material: Natural Gas, Descriptio +
T 1 = T 1 01/23/2017 15:05 Officer Safety: KMown weapons depot
|1/ % Common Name: | CAFETERIA v|| tookup | @ | validation |
- b . b | 01/23/2017 15:05 Contact Information: Smith, John 1234567 | =
Location Detail: Apt Nbr:
Public Information:
City: State: | Zip: - County: -
RP First Name: Last / Busingss Name: Phone:
Address:
Unit £ |Unit Name Activity ‘D\spatch|Enroute |Arri\ted |Cleared |- DI pEies
SVC ARMSSVC ASSIGMED CALL 15:05 15:05 M
Final Incident:
BOOTR = REMOWE BOOT FROM VEHICLE
- ‘ Issue Report ‘
| Available Units List || Open calls List

Unit # Dept Beat | Last Known Location . Event# | Incident PR | Status As Of | Elapsed Time | Unit# Beat |Location
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Use the mouse or the tab button to move the cursor into the desired field, just as it is done when adding
a new record. Once changes are made to the desired record, press the Save button.

3.6 Vehicle Stop

The Vehicle Stop module is to be used for when a unit has pulled a vehicle over. It is used to make the
entry of the Vehicle Stop quicker by getting the main information from the stop and entering it into a
CAD event automatically.

To create a Vehicle Stop go to CAD and look in the upper right corner and select the Vehicle Stop
button. Doing so will open the Vehicle Stop interface in add mode.

ARMS — [Computer Aided Dispatch] = [= [

icns  Unit Display 911 Positicns

Cancel d;hprint K Cancel Call © MNames © Vehicles © Property | © Racial Profile| m  Vehicle Stop

" 16:48:37

EMor: Rec'd Via: | 911 CALL - Master L

Call Timer: 10 Police Information:

Once the Vehicle Stop interface is open the cursor will begin at the top in the Street field. Information
can be entered into any of the text fields using the keyboard.

] Vehicle Stop -|
| Vehicle Stop
[=] save 2 Cancel

Street: | 544 REBEL DRIVE ~| CommonMName:  ALPHA OMICRON Pl SORORITY +| [ ook up |@ | Validation |

Detail: | NEAR CAFETERIA|

Vehicle License: | 123456 State: | M)~ |NEW JERSEY Color (Majori: | CAM  ~ CAMOUFLAGE Color (Minori: | CAM  ~ CAMOUFLAGE
Make:  MERZ ~ MERCEDES-BEMZ Model:  E63 « EB3 AMG
Unit: | DFX | FCWLER DEVIM Officer Safety:  KNOW TO RESIST ARREST
Date License # | State | Reference # Incident | Year | Make | IModel Color Name |Found In |
01/08/201 123456 MNJ 15-0017 IARIMY 2015  MERCEDE EG63 AMG CAMOUFLAGE  WIRTH, JAYSOM CASE

You can enter a Street number and name, or just select a Common Name and it will fill out those two
fields automatically. Then you can enter any Location Details. Next you will need to enter a Vehicle
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License and hit the Tab button. This will pull up any vehicles with that Vehicle License and you can select
the vehicle that has been stopped and it will fill in the fields with the information already in your system,
or you can fill in the fields manually if the vehicle is not yet in the system. Afterwards select the unit that
has stopped the vehicle. Then you can click the Save button.

After you hit save, a CAD event will automatically be created with all of the information you put in and
have the vehicle associated to the CAD event. The officer will already have their times marked for

Dispatch, Enroute, and Arrived.

& ARMS — [Computer Aided Dispatch] [= [ o e

File [&) ARMSV2 R3 ARMS Record System Reports Reference Commands Functions Unit Display 911 Positions

Computer Aided Dispatch

| Next | Previous Last | g8 Find [ Add E3 Modify [5] Ssve 2 Cancel (2 Print Cancel Call O Mames © Vehicles O Property | © Racial Profil= @ Vehicle Stop
Date: | 01/26/2017 1750 | EventMor | 17-01-26-000022  Report Nbr Recd Via:  RADIO - FOWLER, DEVIN 01/26/2017 175
nitial Incidert: | VEHST  + VEHICLE STOP Call Timer: 5 Police Infarmation:
set: BT LT " [,:.3 Wap | Prori 5| |01/26/2017 1751 VEHICLE STOP: 01/26/2017 17:51 LOCATION: 544 REBEL DRIVE, COMMON NAME:A |
Common Mame: | ALPHA OMICRON P SORCRITY - ‘ Look Up | @ ‘ Validation
Detail: | NEAR CAFETERIA Apt Nor: ) )
Public Information:
City: UNIVERSITY State: MS Zip: 38677
RP First Mame Last / Business Name: Phone:
Address:
Unit= | Unit Name Activity |Dispatch|Enmute ‘Amved |Cleared ‘- Dispasition:
DFX FOWLER DEVIN VEHICLE STOP 1751 1751 17St h
Final Incident:

VEHST = VEHICLE STOP

- Issue Report

4.0 CAD Functions Menu

The CAD Function menu allows users to do such things as Log on and off units and vehicles, add names,
vehicles and property to CAD events and change the way CAD behaves. When CAD is initially opened
from the ARMS Records System menu, the Function menu will automatically appear on the main menu

bar.

Functions

i Reports Reference Commands Unit Display 911 Positions
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4.1 Logging On / Off Shifts and Vehicles

Since CAD is responsible for keeping track of all incoming calls as well as the officers responding to
them, we need to have the ability to log officers onto their shift and into the CAD for dispatching. This
section covers the procedure for logging on and off people and vehicles from the CAD Functions menu.

Logging On a shift

After opening CAD from the ARMS Record System menu a Function menu will appear on the toolbar that

is specific to the CAD module. The Function menu contains many items for accomplishing tasks within

CAD.

In order to log on a shift, mouse over the Log On/Off Units menu item and a sub-menu should slide out
to the right of the mouse pointer.

I

[

This sub-menu gives the options to: Logon Units, Logoff Units, CAD Unit Maintenance, Logon Vehicles,

Log On/Off Units
Date and Time Find

Show Unit As...

Last Incident Ctrl+L
Vehicle Stop F&
CAD Preferences

Print Shift Report

Print CAD Full Report
Add Marmes

Add Vehicles

Add Property

Add Unknown Suspect
Racial Profile

Show/Hide Involved

k

Functions | Unit Display 911 Positions

Legon Units F2
Logoff Units F3
CAD Unit Maintenance
Logen Vehicles
Logoff Vehicles

Fuel-lnspect Vehicle

logoff Vehicles, Fuel/Inspect Vehicle.

01/23/2017 15:05 Contact |

Public Information:

Log On/Off Units Menu

Disposition:

-

Final Incident:
BOOTR  + REMOVE BOOT FRC
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In order to log a Unit on a shift, choose the Logon Units menu item. Doing so will open a separate
window that can search for all Units that are active and dispatchable in the department and not
currently logged on.

) Legon Units

Logon Units
Date: | 01/23/2017 - | | 1523:04 | shift:
Common Mame:

Street:

Keys: Radio: Beat:

Vehicle: - Previous Ending Mileage: Starting Mileage: @ Mewt ==

Selected Units for Logon:
Unit # Unit Mame | Vehicle |

The window will automatically open in the Add mode with the cursor starting in the Time field which will
be stamped with the current system time. Start to log on an officer by:

1. Either using the time stamped into the Time field or modifying it to reflect the appropriate
log on time.

2. Choose from the list values of available shifts in the Shift field. (These shifts can be access by

either typing in the known shift code or typing in a ‘?’ in the field and pressing the TAB key,

then choosing from the list.)

Choose from the list values of available locations in the Common Name field.

Select the Units from the available list by entering the unit number or scrolling down the list

H W
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Unit: EEE w BRYANT MICHAEL STUART
Officers: Code I Description
9510

9797D
Keys: Radio

[ »

3
Vehicle: © 9901 ng Mileage
A

5. Enter any Keys, Radios, or Beat the Unit is assigned to.
6. Enter the Vehicle and starting mileage
7. Pressthe Save button to log the officer(s) on.

After the officer(s) have been logged on through the Shift Log On window those unit numbers will
appear in the Available Units List on the CAD interface.

Available Units List
LImit # Dept Beat | Last Known Location

CAFETERIA, COLISEUM

Available Units Window
(CAD)

Logging Off a Shift

Use the Function menu to log off a shift by returning to the Log On/Off Units menu item and choosing
Log off Units. This will bring up the Log Off Units window.



€ Logoff Units
Logoff Units

T 01/24/2017  w || 08:39:21

c2 * |PEACOCK JASON

#C2 - PEACOCK, JASON

Vehicle: |366 - G31264

Starting Mileage: 32000 Last Mileage: Ending Mileage: @ Mext >

Selected Units for Logoff:
Unit # Unit Name Wehicle

b3 BAMAHAM LESLIE

* Unit with no mare than one wehicle, which is associated with this unit anly.

1. Either use the time stamped into the Time field or modify it to reflect the appropriate log off
time.

Use the drop down menu to select what unit you want to log off.

If applicable, enter in the ending mileage of the associated vehicle.

Select the Next button to queue that officer for logoff.

Now, you can select multiple units to log off.

Once you are done selecting units, press the Save button to log the officer(s) off.

ok wnN

Logging On a Vehicle

The Log On Vehicle menu can be accessed by selecting the CAD Function, Log On/Off Units, and then Log
On Vehicles. Once selected, the Department Vehicle Logon window will appear that is very similar to the
Log On Units window.
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2] Logon Vehicles

Logon Vehicles
I Mext f Previous § Last | 88 List | B Add 3 Modify [ Save | @ Cancel

Date: |01/242017 || 085904 Shift: | A « |ASHIFT

Wehicle: | 370 A4 Previous Ending Mileage: 152066 Starting Mileage: 152066

Unit Description Logon Date Call # Beat

BAMAHAM LES  01/19/2017 0929
IAYSOM WIRT - 01/19/2017 0929
FOWLER, DEVI  01/19/2017 0929
DOWNS 01/19/2017 09:29
JORGE 01/19/2017 09:29

The window will automatically open in the Add mode with the cursor starting in the Date field which will
be stamped with the current system date. Start to log on a vehicle by:

1. Either using the time stamped into the Time field or modifying it to reflect the appropriate
vehicle log on time.

Choose from the list values of available shifts in the Shift dropdown menu.

Choose the vehicle that is to be logged on from the Vehicle list values.

Enter the starting mileage of the chosen vehicle.

Choose the officer(s) from the data grid that will be assigned to the chosen vehicle by
placing a check next to that officer’s name.

6. Press the Save button to log the officer(s) on.

ukhwn

The List button can be used to display all vehicles that are currently logged on along with the officers
that are assigned to those vehicles. As well, any Beat information can be kept by typing that information
under the Beat column in the respective officer’s row.
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Logging Off a Vehicle

Use the Function menu, Log On/Off Units, Log Off Vehicle in order to log off a vehicle. Doing so will bring

up the Vehicle LogOff window.

4 Logoff Vehicles

Logoff Vehicles

E Save | @ Cancel

Date: | 01/24/2017 = | 09:05:32

| Vehicle Call # "|

Logon Date

Starting Mileage

Last Mileage | Ending Mileage

7 366
) 370
P 391

01/24/2017 08:36
01/24/2017 0903
01/24/2017 0903

32000
152066
123457

32015
hs2070

The Vehicle LogOff window will open in Modify mode starting at the Date field. Start to log off a vehicle

by:

1. Entering the date of the log off into the Date field.
2. Entering the time of the log off into the Time field.
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3. From the data grid, select the vehicle to be logged off by placing a check in the box next to the
vehicle number.

4. Enter the ending mileage into the corresponding data grid row.

5. Press the Save button. After saving, the vehicle that was chosen will disappear from the data
grid.

4.2 CAD Unit Maintenance

Occasionally it may be useful for dispatchers to have the ability to change a unit’s beat assignment, or
simply re-specify who were issued keys or radios. This is done through the CAD Unit Maintenance
window that is available in the CAD Functions>>Log On/Off Units menu item.

ARMS — [Computer Aided Dispatch]
mmands m‘ Unit Display 911 Positions
Leg On/Off Units r Logen Units F2
[= save Date and Time Find Logoff Units F3
0012 Show Unit As... 3 CAD Unit Maintenance
Last Incident Ctrl+L Legon Vehicles
- Vehicle Stop Fa Logeff Vehicles
CAD Preferences Fuel-Inspect Vehicle

After choosing the CAD Unit Maintenance menu item, the CAD Unit Maintenance window will open. It

will contain all units and you can modify any that are already logged in.
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CAD Unit Maintenance

Filter column:  Mone | Filter string:
Unit # Dept Description | Imvolved | Logged On At Logged Off At Assigned Officer | Beat | Vehicles ‘ |
9510 PTRL BRYANT MICHAEL STUART 01/17/2017 1715 [I
97%7D PTRL DOWNS JOSHUA DENTON 04/22/2016 1235 1
3 SEC BAMAHAN LESLIE 04/13/2016 08:52
9901 PTRL HOWARD, KAREM 04/22/2016 12:36 HOWARD B2
oM PTRL DOTTIE 04/13/2016 08:52
PK FTRL PETER 04/22/2016 12:35 -
Lagon Logoff ladify ] Save Cancel Mode: View
Date:  04/22/2016 123357 | Shift: A ~ |ASHIFT Unit #: | 9797D
Street: «| Beat -
Common Name: ¥| | LaokUp | | validation |
Detail:
Call# Officer Name ‘Dept |Rad\o ‘Keys |Veh|c|e |A CaH#‘ License Make Madel Mileage r
187 DOWNS, JOSHUA
Filter column:  Mone - Filter string: Filter column: | Mone - Filter string:
Call # | Officer Name Dept | Keys | Radio | - | | Call# | License Make Madel Mileage ‘ =
303 ANDERSON, TOMMY B3 0 [I
B2 AMDERSOM, WILLIAM BE 34
3 BAMNAHAN, LESLIE B4 28787
BT BANKS, WAYLON e B8 115 hd

The beat, key assignment or radio assignments can be changed by simple clicking Modify and
clicking into the desired cell and typing in the beat, keys or radio information. Once
completed pressing the Save button will commit these changes. Although the Officer name
and Call Number are shown in this window, they cannot be changed. Changing officer name
and call number can only be done from the Employee file. You can also make any
modifications to a logged on unit’s Shift, Common Name, Associated Officers, and Associated
Vehicles.

4.3 Fuel / Inspect Vehicles

Once a vehicle has been logged on, fuel, oil and other items that are added to that vehicle can be
tracked by using the Fuel/Inspect Vehicles window. The Fuel/Inspect Vehicles module can be found
under the Functions>>Log On/Off Units menu item.
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H Functfﬂnsh Unit Display 911 Positions

N Log On/Off Units » Logon Units F2
c Date and Time Find Logoff Units F3 es @ Prog
I Show Unit As... 3 CAD Unit Maintenance m
Last Incident Ctrl+L Logen Vehicles
Vehicle Stop F& Logoff Vehicles
CAD Preferences Fuel-Inspect Vehicle "gm,rEy assod
Print Shift Report _J 01/24/2017 10:23 Rec'd: 10:23
Print CAD Full Report - Public Information:
Add Names 1
Add Vehicles .

Add Property 1

Disposition:
g Add Unknown Suspect P
o CAMCEL + CAMCELLED EVENT

Racial Profile
Final Incident:

Show/Hide Involved -

Once the Fuel/Inspect Vehicles window is open, you will be able to select the Vehicle from the
drop down menu. Enter in information like current mileage, fuel added, and fuel expense. You
can also add in notes at the bottom of the page. Once all information has been entered,
pressing Save will commit the changes.

Y Fuel Inspect Vehicle

Fuel Inspect Vehicle

E Save 2 Cancel
Date / Time: | 01/25/2017 = || 1229 Wehicle: 366 b
Last Mileage: 28800 Current Mileage: 28300
Fuel Added: 2000 Fuel Expense: 40,65
Oil Check: @ Yes " No Oil Added: 0.00
MNotes
Meeds oil change
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5.0 Adding a Name to a CAD Event

Names can be added to CAD events by going to the CAD Function menus and selecting the Add Names
menu item or by selecting the Names field in the top right of the CAD screen. The Add Names window
allows users to make entries into the Master Name File that are associated with a CAD event number.
The CAD Add Names window will also show all names that are associated with the current CAD event.

ommands | Functions | Unit Display 911 Positions
Leg On/Off Units 3
[5] Savd | Dateand Time Find ncel Call | O Names |
00012 Show Unit As... b lia;  RADIO -
Last Incident Ctrl+L [ Police Inormatiorn:
. Vehicle Stop F3 [ 01/24/2017 10:23
- CAD Preferences H
Print Shift Report
Print CAD Full Report [ Public Informatiorn:
|
Add Vehicles

The Add Names window has the ability to search for existing names as well as associate additional
information such as multiple addresses and phone numbers, photos, vehicle information and aliases.
Any red field is considered a required field and must have input before this Name can be saved.

Commands
H @sﬁm =add A Modify [ Save ) Cancel
CAD Nbr 17-01-24-000012
Last Name First Name Mid Name Suffix Printed Photo
[ | | | |
DoB Age Race Sex Ethnicity 55N
e ]| v v v |
Drivers License DL St Student Id Classifigtion
| v | v]

Involvement

Name Type Email

Officer Safety

v v

v]

Right Click

4 Addr} Phone] PhysicaIDascripﬁan] Alias IDJ’Misc] Intarview} Vehicle} ArrastJReferrd} Citation] Warrant] Trespass

Restrainingorda'} Notes] Phatas] 4k

to Add,Edit and Delete A

The Add Names
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Text Field List Value Description

CAD Nbr (Read Only) Displays the CAD event number that the name will be associated with.

Last Name No The last name of the individual being added to the Master Name file.

First Name No The First Name of the individual being added to the Master Name
File.

Mid Name No The Middle Name of the individual being added to the Master Name
File.

Suffix No The suffix of the individual’s name being added to the

Text Field List Value Description

DOB No The date of birth of the individual.

Age (Read Only) The individual’s age based on the entered DOB.

Race Yes The individual’s race.

Sex Yes The sex of the individual.

Ethnicity Yes The ethnicity of the individual.

SSN No The social security number of the individual.

Driver License | No The driver’s license number of the individual.

DL St Yes The state the driver’s license was issued from.

Student Id No Student Id number.

Classification | Yes The individual’s classification.

Involvement Yes Reason the individual is being linked to the CAD event.

Name Type Yes The individual’s name type.

Email No The individual’s email address.

Officer Safety | Yes Officer safety information regarding the individual.
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To add a name to a CAD event:

1.

Choose the Add Names menu item from the functions menu or by selecting the Names field in
the top right of the CAD screen. The Add Names window will appear and be in add mode. The
CAD event number that the name is associated will be displayed at the top of the window.

You can also choose to Search by selecting the Search button, or type in a full or partial last
name or first name and the system will ask you if you would like to see a list of near matches to
what you typed.

To add a new name using the keyboard, begin entering any known information about the
individual such as their First Name, Last Name, and Social Security Number. For text fields with a
drop-down menu, you can select the correct input from the drop down or type the information
in.

Once all known information has been entered into the text fields, press the “Save” button. You
will notice the added name appear in the Involved Parties data grid in the top right of the
window.

After information has been added to the top half of the Add Names window and has been saved,
associated information can be added using the tabbed section on the bottom half.

Adding associated information in the add names window:

1.

Press the “Save” button to save any information that has been entered into the top half of the
Add Names window.

Using the mouse, click on the desired tab. You will notice that the bottom half of the Add Names
window will change depending on which tab has been chosen.

To add associated information into a tab, right click into the dark gray area and choose Add.

Address Phone PhysicalDescripﬁon| Alias | ID/Misc | Interview |
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A window specifically designed to enter information based on the chosen tab will appear.

(] Physical Description -
SlAdd A Modify [l Save ) Cancel

Weight l:l Hair Style I:I Suspect Tattoos Suspect Scars
O Extremi [ Extremi
C lexi Teeth O U
el
SN Ces D
Hair Coler l:l - O Pictures [ Pictures
gecoor [ ] Speech [ ] ONemeita [ Name/nitial

Suspect Wore (Description) Describe Tattoos/Scars
[ Stocking Mask | | A
[ Ski Mask | |
[ CapHat | |
O CoatlJacket | |
01 Shirt | | v
[ Pants | |
[ Shoes | |
[ Glasses | |
[ Gloves | |
O Other | |
Suspect Weapon Suspect Weapon Features
[ Handgun [ Butcher Knife [ Unknown [ Small Bore
[ Shotgun [ Other Cut/Stub Instrument [ Reveolver [ Large Bore
[ Rifle [ Strangulation [ Automatic [ Double Barrel
[ Simulated [ Hands-Feet-Body \Weapons [ Blue Steel [ Single Barrel
[ Toy Gun [ Blackjack/Club [ Chrome/Nickel [ Bolt Action
[ Other/Gun Unknown [ N/A [ Short Barrel [ Sawed-Off
[ Pocket Knife [ Other [ Long Barrel O Pump

[ Western Type [ Altered Stock
Other Description Additional Description
Notes

4. Using the keyboard, enter in any known information into the text fields. Use the list values
where applicable.

5. Press the “Save” button.



6.0 Adding a Vehicle to a CAD Event

Vehicles can be added to CAD events by going to the CAD Function menus and selecting the Add Vehicles
menu item. The Add Vehicles window allows users to make entries into a vehicle file that is associated
with a CAD event number. The CAD Add Vehicles window will also show all vehicles that are associated
with the current CAD event.

The Add Vehicles window has the ability to search for existing vehicles as well as associate additional
information such as photos, Tow Company, and NCIC information.

£ Vehicle |E'
Commands
EMLockup  —ade dredfy el Sawe € Cancel
Veh, Licensa State Cate Expires  Year  Make Modal Color{Major) Colon{finor)
[
- | zldem = | |
| |
Tresirancs Company TInsurancs Agank Inesurance Phions Insurance Address
I I |
Tow Company Tow Address Tow Phone Tooey Locatian
Diate Entered  Entered By Date Oearad  Oearad By Dispositian
Neic L | L | |
tlates Photos
Phiokoe [Cust=
L1 *

Text Field List Value Description

Vehicle No The license plate number of the vehicle being added.
License

State Yes The state that the vehicle is registered in.
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Date Expires | No The expiration date of the license plate number.
Year No The year of the vehicle being added.

Make Yes The make of the vehicle being added.

Model Yes The model of the vehicle being added.

Color (Major) | Yes The primary color that is visible on the vehicle.
Color (Minor) | Yes The secondary color this is visible on the vehicle.
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Text Field List Value Description

Style Yes The style of the vehicle being added such as Pickup, or Sedan.

Type Yes The type of the vehicle being added, suck as 4-door or extra-
cab.

Special No Any special features of the vehicle. These are things not covered

Features in the list values.

VIN No The VIN number of the added vehicle.

Insurance No The Insurance company of the vehicle being added.

Company

Insurance No The agent that represents the Insurance company of the vehicle.

Agent

Insurance No The phone number of the insurance company.

Phone

Insurance No The address of the insurance company.

Address

Tow No The name of the tow company.

Company

Tow Address | No The address of the tow company.

Tow Phone No The telephone number of the tow company

Tow Location | No The location of the towed vehicle.

NCIC Date No The date the NCIC information was entered into the database.

Entered

NCIC Entered | Yes Who is entering the NCIC information.

By

NCIC Date No The date the vehicle is cleared.

Cleared

NCIC Cleared | Yes Who cleared the vehicle

By

NCIC Yes The disposition that was given upon being cleared.

Disposition

Notes No Any additional notes that are needed about the vehicle.
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To add a vehicle to a CAD event:

1. Choose the Add Vehicles menu item from the functions menu. The Add Vehicles window will
appear, but will be in a read-only mode.

2. Use Ctrl-a to put the Add Vehicles window into write mode. The cursor will begin at the top left
corner.

3. Using the keyboard, begin entering any known information about the vehicle such as their
License Plate, Make, and Model. For text fields shaded in yellow, type a “?” and press the TAB
button to display the list values associated with that text field (if the value is known, it can also
be typed in using the keyboard).

4. Once all known information has been entered into the text fields, press the “Save” button. You
will notice the added name appear in the Involved Parties data grid in the top right of the
window.

7.0 Adding a Property to a CAD Event

Property can be added to CAD events by going to the CAD Function menus and selecting the
Property/Evidence menu item; you can also select Property from the CAD dash menu. The
Property/Evidence window allows users to make entries into the Property File that are associated with a
CAD event number. The CAD Property/Evidence window will also show all property items that are
associated with the current CAD event at the bottom of the window.

The Property/Evidence window has the ability to search for existing property as well as associate
additional information such as custody information or NCIC/Recovery information.
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&) Property Record

Commands  Functions
334 Look Up | SAdd # Modify . Save O Cancel | Chain Of Custody = CheckIn « Check Out = Print Label = Print

Case Number CAD MNumber Name must be added to case prior to Person Invaolved
| | [17-01-24-D00012 |

associating with property. SMITH, HARVEY H-03/03/1380-ARRESTEE

Detail | Custody| NCIC/Recovery | Bicycle Infa | Photos |

Property Number Date Found Date Entered  Lab Number Quantity  Property Type Property Category

[1321464 | [1/2212017 | [1/25p2017 | [0124 | [t | [ELECTRONIC EQUIPMENT | [FOUND PROPERTY |
Serial Number Owner AppliedNumber MNCIC Article Category NCIC Article Type Weapontype  Category Caliber
Make Model Model Number Color Size Weight Measurement Value Property Status

| | || | [rack | || | [Prop Measurement1 | | | [mPossessin |

MIBRS Type Property Loss /B NIBRSProp Description MIBRS Suspected Drug Type MNIBRS Drug Measurement MIBRS Date Recovered

| | [Televisions. Radios, Stereos, etc. | | || |
Location Found

Description Notes
Flasma screen TV Damaged in the robbery
Associated Property Records

Date Entered Serial Number Make

Text Field List Value Description

Case Number (Read Only) Displays the Case Number that the property is associated with.
Normally this will be blank when adding from CAD.

CAD Number (Read Only) Displays the CAD Number that the property will be associated
with.

Property Number | No The property number will be unique and will be auto-assigned at
the time the property is added.

Persons Involved | Yes Involved individuals that have been added to the current CAD

event, and can be associated to property.

Text Field List Value Description

Date Found No The date that the property was added. This field is auto-formatted
after being typed in.

Date Entered (Read Only) This field is stamped with the current date when the property is
added.

Lab Number No The lab number of the property if applicable.

Quantity No The quantity of the property (e.g. number of keys).

Property Type Yes The type of property being added such as jewelry, currency, etc.

Property/Evidence | Yes Differentiates if the item added is property or evidence.

Serial Number No The serial number of the property, if applicable.

Owner Applied No Any number that the owner has applied to the property.

Number

Make No The make of the item, if applicable.

Model No The model of the item, if applicable.
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Model Number No The model number of the property, if applicable

Color Yes The color of the property item, if applicable.

Size No The size of the item. This can be in any format as specified in the
measurement list value.

Weight No The weight of the item. This can be in any format as specified in
the measurement list value.

Measurement Yes The unit of measure used to describe the size and weight of the
item.

Value No The value of the property.

Property Status Yes The status of the property such as lost, found, recovered etc.

Location Found No The location that the property was found, if applicable.

Description No A description of the property.

Notes No Any notes that need to be associated with the property.

NIBRS Information

Text Field List Value | Description

NIBRS Type Property Loss/Etc. Yes Additional info for NIBRS Reporting
NIBRS Prop Description Yes Additional info for NIBRS Reporting
NIBRS Suspected Drug Type Yes Additional info for NIBRS Reporting
NIBRS Drug Measurement Yes Additional info for NIBRS Reporting
NIBRS Date Recovered Yes Additional info for NIBRS Reporting

To add a property item to a CAD event:

1.

Choose the Property/Evidence menu item from the functions menu. The Property/Evidence
window will appear, but will be in a read-only mode. The CAD event number that the property is
associated with will be displayed at the top of the window.

Use Ctrl-a to put the Property/Evidence window into write mode. The cursor will begin at the
top left corner.

Using the keyboard, begin entering any known information about the property such as date
found, quantity and property type. For text fields shaded in yellow, type a “?” and press the TAB
button to display the list values associated with that text field (if the value is known, it can also
be typed in using the keyboard).

Once all known information has been entered into the text fields, press the “Save” button. You
will notice the added property item appear in the data grid at the bottom of the window.

To add multiple property items:

Adding multiple items of property to a CAD event is simple. Once you have added your first property
item, and have pressed the Save button, simply use the Ctrl-a function and the Property/Evidence
window will allow the entry of a second item. This process can be repeated for as many items as
needed.
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The Property Custody Tab

Custody information can be tracked on a piece of property by using the Custody tab that is located on

the Property/Evidence face page.

&) Property Record

Commands  Functions

4% Lock Up | " =1Add [ 2 Modify [ Save < Cancel | Chain Of Custedy [ CheckIn « Check Out <4 Print Label = Print

Case Number CAD Mumber Name must be added to case prior to Person Involved
| | |'I}‘-U1-24{I.'l]]12 | associating with property. SMITH, HARVEY H-03/03/1580-ARRESTEE
Detail Custody ] NCIC/Recovery ] Bicycle Infa ] Photos
Officer Submitting Submitted To
|[KENMEDY, AMANDA v|  [sAWYER, GLENN v]
Property Stored At Location BIN Review Date
|Property Room - Locker 1 v] [Bin 1 v| |oyzsfaoi7] |

Property # Type Quantity Date Entered Serial Number Make Description
1321464 ELECTRONICE... 1 01/25/2017 5468794 Plasma screen TV

Once the Property/Evidence window is in add-mode (Ctrl-a) users can click on the Custody tab and
enter in the Officer Submitting, who they are submitting to, where the property is stored at, the

Location Bin and the review date. Officer Submitting, Submitted To, Property Stored At and Location

Bin are all list values. Upon clicking the Save button; all information will be committed including any

changes that have been made in any of the other tabs.
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The NCIC/Recovery Tab

The NCIC/Recovery tab of the Property/Evidence window allows information such as NCIC numbers,
recovery information and property dispositions to be maintained for a piece of property.

&) Property Record A

Commands  Functions

34 Look Up | =Add 4 Modify [ Save © Cancel | Chain Of Custody [ Checkln .~ Check Out -~ Print Label 5§ Print

Ci Mumb CAD Mumb
ase Kumber umber Name must be added to case prior to Person Involved
| | [17-01-24-000012 [ e e SMITH, HARVEY H-03/03/180 ARRESTEE v
* Detail | Custody” NCIC/Recovery | Bicycle Info | Photos |
MCIC Number Entry Date Entry By Clear Date Cleared By
548794548 | [1/2272017 | [HENDRICKS, MATTHEW v | [1/zs/2017 | |[wiLLtAMs, ERAD v
Recovery Date Recovery Value Dispo.Date Disposition
[1/20/2017 | [200] | [1/2502017 | [Released to Owner v]

Associated Property Records
Type Quantity Date Entered Serial Number Make
ELECTRONICE.. 1 01/25/2017 5468794

Once the Property/Evidence window has been put into add-mode (Ctrl-a) users can enter in an NCIC
number, entry date and other information related to NCIC/Recovery. Once all the information has been
entered, pressing Save will commit all changes. Final Note on Property

Once the Property/Evidence window has been put into add mode, information can be put into any of
the tabs. Doing so and pressing Save, will save any added information in any of the tabs. As well, if
multiple items of property are listed in the data grid at the bottom of the window, clicking on any of
those records will display the detailed information of that property item in the text fields in each of
the tabs.
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Bicycle Info
The Bicycle Info tab allows you to enter bicycle specific information for your property/evidence.

The fields include style, boys/girls, speed, frame color, and seat color. You can also specify if it has a
front or rear fender, and the tire type. Use the save button to record your bike information.

& Property Record

Commands  Functions

34 Look Up | =JAdd [ 4 Modify |l Save < Cancel | Chain Of Custody [& Check In Check Out 4 Print Label = Print

Lzl D raer Name must be added to case prior to Person Involved
| [17-01-24-000012 |

associating with property. SMITH, HARVEY H-03/03/1380-ARRESTEE v

Detail | Custody | NCIC/Recovery Bicycle Info | Photos |

Style Boys/Gils Speed Frame Color Seat Color
Standard bike v| |B | |10 | |Red v| |Black v
Fenders Tires
O s/w/s
() Rear @) BfW
) None O NjA

Photos

The photos tab works the same way it does in other modules of ARMS. Simply right-click in the grey
area to add, view, delete, copy, print, or save photos.
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©J Property Record

Commands  Functions
34 LookUp | = Add [3 Modify ] Save © Cancel = Chain Of Custody ' Checkln « Check Out = Print Label = Print

Case Number CAD Mumber Name must be added to case prior to Person Invelved
| | [17-01-24-000012 | f

associating with property. [ SMITH, HARVEY H-03/03/1980-ARRESTEE

* Detail ] Custody ] NCIC/Racovery ] Bicycle Info " Photos ]

Add Photos..,
View

Delete

Copy

Print

Save As...

8.0 Adding an Unknown Suspect to a CAD Event

Adding unknown suspects by using the unknown suspect module in CAD is a good way to keep
unneeded information out of the Master Name File. The unknown suspects module concentrates on
recording the physical information of an individual since often times not much else is known.

©J Unknown Suspect Description

¥ Next <4 Previous |@%Find JAdd | Modify | Save [E]Lst <) Cancel

Report Number CAD Number Suspect Number
| ||1?~:}1—13-ucm49 ||EUEP#I

Sex Race Complexion Glasses

Age FromAge To  Weight  Hair Color Eye Color Hair Style

Facial Hair Build Tattoos Teeth

Height (foot, inch) AKA
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The Unknown Suspects module can be found in the CAD Functions>>Unknown Suspects menu item.
Once open, use Ctrl-a to put the window into the add mode. The CAD number is displayed in a text
field at the top followed by a suspect number. The suspect number is cumulative (SUSP #1, SUSP #2,
etc.) for each CAD event. Included on the window are many list value areas where items such as race,
sex and hair color can be entered, as well as free text areas to allow the entry of an age range and
notes.

Once all information about the unknown suspect has been entered, pressing the Save button will
commit that information to the database.

Adding Multiple Unknown Suspects — Multiple unknown suspects can be added to a CAD event by first
entering any known information about a suspect into the text fields. Once finished click the Save button
to save the first suspect, then use the Ctrl-a to put the window back into the add-mode to add the
second suspect, and so on. If there has already been one or more suspects added to a CAD event, when
the Unknown Suspect window opens the last entered suspect will be displayed.

The List button can be used to view all suspects that have been added to a CAD event.

@ Unkown Suspect List

Commands

|l Select ) Cancel

Report Mumber ~ CAD Mumber Suspect Number  Sex Race Age From  AgeTo |~

__I -
15-07-19-000538 SUSP #1 MALE Black
16-06-21-000425 SUSP # 1 FEMALE Asian or Padfic Islander ] ]
16-06-06-000391 SUSP %1 MALE Black 18 20
16-06-01-000382 SUSP #1 FEMALE White 20 25
16-05-31-000378 SUSP #1 MALE American Indian or Alaskan Native 25 30
16-02-16-000069 SUSP #1 FEMALE American Indian or Alaskan Native 12 42
15-02-15-000055 SUSP #1 MALE Unknawn 30 35
15-11-20-000481 SUSP # 1 FEMALE American Indian or Alaskan Native 1 20
15-06-18-000151 SUSP #1 MALE White 28 35
15-06-17-000149 SUSP # 1 FEMALE White 22 26

£ m

Complexion Glasses Hair Colar Eye Color Head Hair

Facial Hair Build Tattoos Teeth

Double clicking on any of the records in the data grid will open up the main Unknown Suspects
window and display all the information on that suspect.
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9.0 CAD Preferences

The CAD preferences window, found under Functions >> CAD Preferences, gives a quick access
point for changing the behavior of the CAD interface.

(&) CAD Preferences -
| CAD Preferences |
a Save 8 Cancel

Dispatch by Beat

Enable filtering by Unit Type

J| istamp Rec'd Time in Police Information Field

® One Monitor

() Two Monitors

The CAD Preferences window contains areas to change to dispatch by beats, enable filtering
by Unit Type, stamp the received time in the Police Information field, and choose whether the
CAD screen it split into two monitors or not.

Dispatch by Beats — This option works in correspondence with the Location codes. In the set up menu
users have the option to include a beat number. If this has been done, when an officer is logged on they
can also have a beat number included. When the location code is used in CAD that has the same beat
number as an officer that is logged on, CAD will automatically assign an available officer to that call.

Enable filtering by Unit Type — This option will allow you to use the Unit Display menu to only display
specific unit types in your Available Units List.

Stamp Rec’d Time in Police Information — Will automatically stamp the Rec’d time of the call into the
Police Information.

One Monitor — This option will display the CAD information, Available Units List, and Open Calls List all
on one screen.
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Two Monitor — This option will display the CAD information on one screen and the Available Units List

and Open Calls List on another screen.

Once changes have been made to the CAD Preferences window, pressing Save will commit those

changes.

10.0 CAD Examples

CAD can be used in many ways, and it is up to the user to add as much or as little details to the calls

received. Below are some examples of potential ways that CAD can be used.

A CAD event can be saved without assigning an officer to the call, or having any information

entered into the Call Details area. In this case, all that exists in the ARMS database is the CAD
event number, and the date that the CAD event was created. Entering a call in this manner,
might be useful if the caller has been put on hold and no details are known about the call yet.

€ ARMS 2016

File @ ARMS V2R3 ARMS Record System Reports Reference Commands Functions Unit Display 911 Positions
Computer Aided Dispatch

J Next | Previous Last @8 Find | g Add [ Modify Save Cancel (2 Print | % CancelCall O Names

Date: | 01/25/2017 1609 | Event Nbr | 17-01-25-000059 Report Nbr: Recd Via: | 911 CALL
Initial Incidert: - Call Timer: 10| Notes:
Street: - | Map |  Priority:
Common Name + | LookUp | @ | validation |
Location Detail: Apt Nbr:
Public Informatian:
City: State: ~| zip: |- County: -
RF First Name: Last / Business Name: Phone:
Address:
Unit# | Unit Hame Activity |D\spatch ‘Enroute |Amved |Cleared ‘ | BEndi
HOLD CALL HOLDING e
Final Incident:
-
x| | Issue Report

Available Units List Open Calls List

Event #

Incident PR | Status

1609 0

B
E@
B
B

O Wehicles © Property o

As Of | Elapsed Time

1Y LANE, . HICKD

I HORMER, WILLIAM

A CAD call saved
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2. Inthe screen shot below some of the call details have been recorded and saved, a CAD event
number has been given, but an officer has not been assigned to the call yet. In the Officer
Assignment Area, the Unit # and Officer Name are “HOLD” and “CALL HOLDING” respectfully,
indicating that an officer has not been assigned. A yellow arrow along the left side of the Open
Calls List indicates which call is currently being displayed in the Call Details area.

) ARMS 2016

File @ ARMSVZ2 R3 ARMS Record System Reports Reference Commands Functions Unit Display 911 Pasitions

Computer Aided Dispatch

4 Mext [ Previous Last &8 Find d Add [ 7 Medify Save Cancel L,Eﬂ Print }( Cancel Call O Mames © WVehicles O Property :
Date: | 01/25/2017 1609 | Event Mbr: | 17-01-25-000059% Report Nbr: Rec'd Via: | 917 CALL -

SOP |nitial Incident: | POCKET = POCKET-PICKING Call Timer: 65 Notes:
Street: | 784 COLISEUM DR/POCLE DE. - | Map | Priority: 5 01/25/2017 1610 Contact Information: Smith, John 1234567 =

— . — 01/25/2017 16:10 Officer Safety: KNown weapons depot
! Common Mame: | CAFETERIA v | LookUp | & | validation |

Location Detail: Apt Nbr:
Public Information:
City: State: - Zip: |- County: -
RP First Name: Last / Business Name: Phone:
Address:
Unit # Unit Name Activity |D\spatch |Enruute |Arri\:ed |C\eared ‘ - Dispasition:

-

HOLD CALL HOLDIMNG
Final Incident:
POCKET « POCKET-PICKING

- | | Issue Report |

Available Units List Open Calls List
Event #

Last Known Location Incident PR | Status

CAFETER

POCKET

CE R ES

HORMER, WILLIAM

A CAD call saveed with some call
Aataile addad hiit with na afficar
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3. The screen shot below shows the same call as the previous, but now two officers have been
added to the call. Their names are shown in the Officer Activity Area and the call is now being
show as “On Scene” under the Status column of the Open Calls List.

RMS 2016

File @ ARMSV2 R3  ARMS Record System  Reports Reference Commands Functions  Unit Display 911 Positions
Computer Aided Dispatch

Il Mext [ Previous Last #8 Find | g Add [ Modify Ca =h Print | % Can al © MNames © Vehicles © Property _
Date: | 01/25/2017 16:09  Event Nbr: | 17-01-25-000059 Report Nbr: Rec'd Via: | 911 CALL -
SOP |nitial Incident: = POCKET  + POCKET-PICKING Call Timer: 65  MNotes:
Street: | 784 COLISEUM DRJ/POOLE DR. = Map | Priarity: 5 01/25/2017 16:10 Contact Information: Smith, John 123-456-7  «
01/25/2017 16:10 Officer Safety: KNown weapons depot
! Common Mame: | CAFETERIA - | Lookup | @ | validation |
- -
Location Detail: Apt Nbr:
Public Informatian:
City: State: - Zip |- County: -
RP First Name: Last / Business Name: Phone:
Address:
Unit # Unit Mame Activity |D\spatch‘£nroute |Arr|ver.1 |Cleared |A Disposition:
c2 PEACOCK JASON ASSIGMED CALL 16:11 1613 1613 e
15 JORGE ASSIGNED CALL 16:13 Final Incident:
POCKET ~ |POCKET-PICKING
~| | IssueReport |
Available Units List Open Calls List
Unit # Dept Beat | Last Known Location . Event# | Incident PR | Status As Of | Elapsed Time | Unit # Beat |Location

ET
55 5
POCKET i 0

9 ] i 9030

lHORNER_ WILLIANM l

A CAD call showing
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CAD also has the ability to stack calls, which means that a single officer can be assigned to

multiple calls. An officer that is stacked on calls will have to be cleared from in the order that he

was stacked.

In the screen shot below unit C2 has been stacked on call 17-01-25-000060. The Open Calls List
displays stacked calls in red. Also in this call, a case report has been issued by clicking on the

Issue Report check box. Once a report has been issued the Report Nbr. field will be filled out.

& ARMS 2016

Computer Aided Dispatch
Il Next [ Previous Last

Date: | 01/25/2017

E8 Find

=3 Add 23 Modify

1608 | Event Nbr: | 17-01-25-000059

Cancel () Print

Report Nbr: | 1700020

File @ ARMSV2 R3 ARMS Record System  Reports Reference Commands Functions Unit Display 911 Positions

X Cancel Call

Rec'd Via: | 911 CALL

Available Units List

Last Known Location

Open Calls List

SOP |ritial Incident: | POCKET  ~ POCKET-PICKING Call Timer: 65 MNotes:
Strest: | 784 COLISEUM DR/POOLE DR. < |@ wmap | Priority 5| |QIESEOT7IESS
01/25/2017 16:10
! Common Name: | CAFETERIA ~|| ookup | @ | validation |
- 01/25/2017 16:10
Location Detail: Apt MNbr:
Public Information:
City: State: | Zip: |- County: -
RP First Name: Last / Business Name: Phone:
Address:
Unit#  |Unit Name Activity |Dispatch|Enroute |Arriveﬂ |Cleared |A FEzeiEE
2 PEACOCK JASON ASSIGNED CALL 1611 1613 1613 e
Is JORGE ASSIGNED CALL 1613 Final Incident:

O Names ©

Vehicles ©O Property

Case #1700020 has been issued by HORNE
Contact Information: Smith, John 123-456-7

Cfficer Safety: KNown weapons depot

POCKET ~ POCKET-PICKING

- Issue Report

-

lHORNER_ WILLIAR .:El

A CAD call showing two calls assigned, one
of which is stacked. Also shows that a Case
Report has been issued.
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Stacking Calls

When an officer is assigned to an event and another event is assigned to the same officer, the call is
then stacked waiting for the officer to clear before he can be dispatched to another call.

Open Calls List
Event# | Incident PR | Status Az Of | Elapsed Time | Unit # Beat |Location

ity

ity

Once the officer is cleared from the first call, the Dispatcher will receive a prompt to assign any call that
has been stacked.

o 0

Unit is available

\a Assign Now 2 Cancel
Unit HOWARD, KAREM - 9901 is available, Please select the call to dispatch the unit.

Ewent Mumber Incident PR Lacation

17-01-26-000018 STROMG-ARM (HAMDS, FISTS, FEET,ET 5 JACKSOM AVE.

Re-assigning

It may become necessary to re-assign an officer to another call. For example an officer is in route to a
call and they perform a vehicle stop while enroute. Once the Vehicle Stop function is selected and the
officer is placed on the Vehicle Stop, the original call will automatically be placed in a ‘Re-Assign’ status.

Open Calls List
Event# | Incident PR | Status Az Of | Elapsed Time | Unit # Beat |Location

ity

ity

When a call has been re-assigned, the Dispatcher may elect to either assign another officer to the call or
wait until the original officer clears then place them back out on the call. Once placing an officer on a
reassigned call, the Activity code will need to be changed from REA to AC (Assigned Call) or a like code in
order to clear the re-assignment.
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