Paragon Software International, Inc.

CRIME

June 15, 2004
C.R.ILM.E. Text Document Approval System

A method for advancing into the realm of the paperless office has been added to the C.R.I.LM.E. system. Text
documents can now be approved or rejected at various points in the process of handling an incident. When an
incident text document (part 8) is added to the system, it is marked as a new document. Supervisors can then
search for the new documents and review them. Upon review the documents can be either approved or rejected.
In either case an incident activity log entry is made and optionally an email sent automatically to the filing officer or
clerical staff that entered the document. If the document is approved, its status changes to an approval level. If the
document is rejected, its status changes to a “requires changes” level.

There are three basic statuses a document can be assigned:
Requires Changes
New / updated
Approved — Final

There are more approval levels available if your agency has a more complex approval process:
Approved — Level 1
Approved — Level 2
Approved — Level 3
Approved — Final

In the sections that follow, examples of the new or changes screens will be presented. There are also sections of
procedures to follow for the various groups of staff involved in handling the incidents as they flow through the
department.
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C.R.I.LM.E. Release Announcement Letter
New / Changed Screens

Incident Text Search

This is the enhanced “Incident Text Search” screen. “Review status” search criteria field has been added and the
jurisdiction field is now based on the filing officer jurisdiction for the document instead of the service call. The
jurisdiction field will be filled in with a default of the current user’s jurisdiction. So by default, you will normally search
just your agencies documents. The list now shows the review status, filed date and changed date. The options
available to apply to the documents in the list now include “A” (approve) and “R” (reject).

J@Hﬂ&%%% JE,;'&. [ 3 J“j s JHTHEHTHLPPRTR
Incident Text Search
Date filed.......: [J1/01/1900] To [12/31/2099 Filed by unit: [ ]
Date last changed: | | To | | Officer shift: D
Review status....: D
Type of text.....: D

Owning Jurisd....: Anytown

Options: 8=Text| 1=Service| W=0verview| P=Print H=prr0ve| R=Rejecﬂ

04-0000-004 1| Narrative | SUSPICIOUS Approved 9/12| 520 11/20
[] 04-0000-001 1| Narrative | ACCIDENT Approved 3710 100 8/02
[] 05-0000-001 2| Narrative Approved 2706 100 8/01
[] 05-0000-001 3| Narrative Approved 2/706] SANDU 8/01
[] 05-0000-001 4| Summary Approved 7708 600 8/01
[] 05-0000-001 5| Summary Approved 7708 600 2/08
[] 05-0000-001 6] Narrative Approved 7708 600 2/08
[] 05-0000-001 7| Narrative Approved 7708 600 2/01
[] 06-0000-001 1] Clearance Approved 12/31| 200 8/1 |

F3=Return| F5=Refresh| F7=Previous day| F8=Next day| F9=Change mode F21=Prinﬂ

Row: 3 Col: 21
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C.R.I.LM.E. Release Announcement Letter

Approve Incident Document

This is the new “Approve Incident Document” screen.  This program will assign a new review status to the
document and optionally notify the participants in the document of the approval. Comments can optionally be added
during this step. The approval step will be documented in the incident activity log (shown later). F5 is used to
perform the update instead of ENTER. Hopefully, this will convey the importance of this step and reduce accidents.

H@Hﬁ&&&@@ J@,{if&. > J”,‘ = JHTHEHTHLPPRTR
APPROVYE INCIDENT DOCUMENT 01-0000-001 IRMI185R
For Part 08 Incident Text Information Document Number 001

Press F5 to approve and send comments
Assign to new review status of E Approved - Final

Notify I (Y,N) Filed by 200 BURKOLT ,B0OB
Notify @ (Y,N) Entered by CRIME RUFFALO, JAMES

Comments: {comments are not necessary if approving)

Fl1=Help F3=Exit| FS5=Approve F12=Canceq

Row: 7 Col: 33
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C.R.I.LM.E. Release Announcement Letter

Reject Incident Document

This is the new “Reject Incident Document” screen.

This program will assign a new review status “Requires

Changes” to the document and optionally notify the participants in the document of the rejection. Comments can
optionally be added during this step. The rejection step will be documented in the incident activity log (shown later).

F5 is used to perform the update instead of ENTER.

reduce accidents.

Hopefully, this will convey the importance of this step and
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Press F5 to reject document,
Assign to new review status of E

Notify (Y,N)
Notify [N (Y.N)

Filed by 200

REJECT INCIDENT DOCUMENT

For Part 08 Incident Text Information

mark as needing more work,

01-0000-001 IRHI185R

Document Number 001

and send comments

Requires changes

BURKOLT ,BOB
Entered by CRIME RUFFALO, JAMES

Comments: (comments are not necessary if approving)
Fi=Help F3=Exit| F5=Reject F12=Canceq

Row: 7 Col: 33
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C.R.I.LM.E. Release Announcement Letter

Procedures

Clerical Staff Procedures

Almost no changes to the way clerical staff operate are necessary. The system will mark new documents as “NEW
/ UPDATED” and any documents being corrected will be marked “NEW / UPDATED” also. So any document
touched by anyone will be marked as “NEW / UPDATED”. This status is what supervisors will be looking for to
review.

CAUTION: watch what you do in maintenance mode

Clerical staff may receive an email from a supervisor advising changes needed for a document. When the changes
are made, it will restart the process by placing the document back into the “NEW / UPDATED” status.

Additionally, clerical staff can use the search program to find documents that require changes. The incident activity
log can be used to determine what changes are needed. Perhaps from the prior shift.

Supervisor Procedures

Supervisors can use the “Incident Text Search” program (in inquiry mode) from the Inquiry Menu to search for new
documents that require review. Supervisors can search for documents in the “NEW / UPDATED?” status, review
them and then approve/reject them. Documents can also be searched by filing officer, so if supervisors wish, they
can review only the officers on their shift.
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C.R.I.LM.E. Release Announcement Letter

Approving a Document

After reviewing a document, on the “Incident Text Search” program use the option “A” to approve the document.
The “Approve Incident Document” screen will appear. The new review status of “Approved — Final” will already be

shown on the screen. By default the officer will be notified of approval and the entering person will not. This can be

overridden if desired. There is an area for comments if desired. The comments will be emailed to whomever is
elected to be notified. The comments will also become part of the incident’s activity log.
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Notify [N (Y,N)

APPROVE INCIDENT DOCUMENT 03-0000-002

For Part 08 Incident Text Information
Press F5 to approve and send comments
Assign to new review status of ! Approved -

Notify I (Y,N) Filed by 200 BURKOLT ,B0OB
Entered by CRIME RUFFALO, JAMES

Document Number 001

Final

Comments: {comments are not necessary if approving)

IRMI185R

Good job, simple and to the point.

Be sure to include the RP DOB next time.l

Fl1=Help F3=Exit| FS5=Approve
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C.R.I.LM.E. Release Announcement Letter

Rejecting a Document

After reviewing a document, on the “Incident Text Search” program use the option “R” to reject the document. The
“Reject Incident Document” screen will appear. The new review status of “Requires changes” will already be shown
on the screen. By default the officer will be notified of the need for changes and the entering person will not. This
can be overridden if desired. There is an area for comments if desired. The comments will be emailed to
whomever is elected to be notified. The comments will also become part of the incident’s activity log.

H@Hﬁ&&&@@ J@,{if&. > J”,‘ = JHTHEHTHLPPRTR
REJECT INCIDENT DOCUMENT 03-0000-002 IRMI185R
For Part 08 Incident Text Information Document Number 002

Press F5 to reject document, mark as needing more work, and send comments
Assign to new review status of E Requires changes

Notify I (Y,N) Filed by 200 BURKOLT ,B0OB
Notify @ (Y,N) Entered by CRIME RUFFALO, JAMES

Comments: {comments are not necessary if approving)
The DOB is needed for all the contacts. The details of what you saw in the back

seat need more explanation and time reference.l

Fi1=Help F3=Exit| F5=Reject F12=Canceq

Row: 14 Col: 48
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C.R.I.LM.E. Release Announcement Letter

Activity Log Reviewing Entries

This screen shows the results of the above approval and rejection steps. They are added to the incident activity log
like any other maintenance activity. The do however have special “Group” code entries. This allows for search the
activity for just these types of entries including searching for them without an incident number. Which could also be
a way of reviewing what activity has been generated by whom.

The “Reference” label found in the description column contains a snippet of the actual text from the document being
approved or rejected. It is followed by the “Comments” label which will contain the comments from the approval or
rejection screen.

1548 Hu By % a2A @ > MEOME | GTN ENT HLP RRT R
INCIDENT ACTIVITY LOG - Document wview IRMI305R
Order: *DESCEND

Date/Time JJ1/01/1900][ 0:00:00] to [12/31/2099 [24:00:00| Acty ID
user [ | Group [ | Tupe[ | Reference| |

Options: P=Print Entry Detail

Opt Date/Time Description User
Comments:

[] 05/24/2004 21:58 Text document 1 approwved by CRIME CRIME
Reference: " Comments... and more comment" Comments:

[] 06/25/2004 19:43 Text document 1 approved by CRIME CRIME
Reference: " Comments... and more comment"” Comments: Good job, simple
and to the point. Be sure to include the RP DOB next time.

[] 06/25/2004 20:00 Text document 2 rejected by CRIME CRIME
Reference: " blah blah blah blah"” Comments: The DOB is needed for all
the contacts. The details of what you saw in the back seat need more

explanation and time reference.

F3=Exit F5=Refresh list F10=List View

57} Fuow: 4 Cal: 12

Officer Procedures

Officers are able to enter documents from the car when they clear from an incident and are able to dictate
documents that will later be entered by clerical staff. Both methods will cause a new document to be added to the
system and marked as “NEW / UPDATED".

Officers may receive an email from a supervisor advising changes needed for a document. The officer will then
need to dictate, email, or otherwise communicate the information needed to complete or alter the document. When
the changes are made, it will restart the process by placing the document back into the “NEW / UPDATED” status.

Additionally, officers can use the Incident Text Search program to find documents of theirs that require changes.
The incident activity log can be used to determine what changes are needed.

Officers may also use the Incident Text Search program to locate the current status of all their documents for the
day, prior day, or some other date range.
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Complex Approval Procedures

At some agencies the path of work flow through the agency may be more complicated. There may be several levels
of approval required before the document is considered approved. For this environment we have created a system
that can handle many levels of approval. Each level is requires a person to mark the document as approved, to
move it to the next level. If your department has officers review their documents first, then on to district supervisor,
and then on to shift supervisor, then this method will work.

Each successive reviewer would search for completed work at their review status, and approve it to move it forward
to the next level. So in the above example the officer would be reviewing first and would search for his documents
that are at the “NEW / UPDATED?” level, then approve them to move them on to “APPROVED - LEVEL 2".

The district supervisor would then search for documents that are at the “APPROVED - LEVEL 2", review them, and
approve them to move them to “APPROVED - LEVEL 3".

The shift supervisor could then search for documents that are at the “APPROVED - LEVEL 3", review them, and
approve them to move them to the “APPROVED - FINAL” status.

Each of these levels can also have their description changed to make them easier to remember and use. For
instance, “APPROVED - LEVEL 3" could say “APPROVED BY DISTRICT SUPERVISOR”.
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