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Starting Forensic Advantage

The Forensic Advantage (FA) application is found under Start, Programs, TCSC and is named Forensic
Advantage (MSP) for the Production version and Forensic Advantage (Train) for the Training version.
Only one version of FA can be running on the PC.

When Forensic Advantage is started for the very first time it will prompt you to select a server. A window
listing all seven laboratories and the Hosting Center is displayed. If you are working from a remote
location choose hosting center otherwise select the laboratory you are working in.

The server selection screen can be brought up later if you need to change work locations. This is done
by holding the CTRL and SHIFT keys on the left side of the keyboard while launching the program. To do
this go to Start, Programs, TCSC, Forensic Advantage (MSP) just as if you were running the program
normally. Before clicking the Forensic Advantage (MSP) menu item, depress the CTRL and SHIFT keys
on the left side of the keyboard and then select the FA menu item. Continue to hold the keys for
approximately 30 seconds until the server selection window is displayed. Note that this selects the server
that will be used for you on this PC until this process is repeated and another server is chosen.

Forensic Advantage will open in the Case Processing view and have your default laboratory selected.
The server you are running FA from and the user name currently logged in is displayed in the lower right
corner of the screen. Expanding the Laboratory folder will display the units that you are authorized to
access. Expanding the unit folder displays the My Case Records, Unassigned and Reviews folders.
Selecting the Unit folder displays all cases assigned to the unit with columns for the lab case number,
current case status, the name of the examiner assigned the case, the date the case was submitted to the
lab, the first court date (if applicable) and the case priority. The My Case Records folder displays cases
that are assigned to the examiner with columns for lab case number, status, date submitted, in section
date and case priority. The Unassigned folder displays all cases not currently assigned to an examiner
and cases can be assigned to analysts from this screen by either selecting the desired analyst from the
Examiner pull down menu, or by clicking Assign Examiner and specifying the examiner in the pull-down
menu then clicking OK. Both actions require the Commit Assignments link in the right hand menu to be
selected after specifying which examiner to assign the case to. The Reviews folder displays case review
requests that have been sent to you. This view has columns to display the lab case number, the case
record number, the type of review requested, the date the review was requested, the status of the review,
the examiner requesting the review and a list of examiners that the review request was sent to. This
folder structure is repeated for every lab/section you are granted access to.
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To close Forensic Advantage click File, Exit from the top menu. The familiar X in the upper right corner

minimizes the application and does not close the program.
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New Submission Entry

A new submission is entered in Forensic Advantage by selecting the Evidence module then selecting any
of the section folders you have access to or the New Submissions item in the section folder listing. Then

choose the New Submissions link in the right hand pane.
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The New Submission entry screen is then brought up.

#9New Submission 2%l
General | Officers | Details | Parties of Interest | Evidence | Extended | RFLE |
r—Iritial Informatiorn
Case #: Lab: Lansing Labaratary -
Submigsion Type: Fuorensic Examination -
Investigating Agency: |‘ ‘ ORl: -
Agency Caze # Add Multiples
Delivery Method: Personal Delivery ¥ Carrier Package #:
Primary Section; > Dizcipline #:
Return Method: Personal Delivery -
—Description
Statement of Facts: d
| /|
Case Comments: d
El
Submission j
Comments:
| /|
Search. Impart | Clear | Submit | Cancel |
v

Begin by entering the agency name in the Investigating Agency area. FA utilizes a 'type ahead' feature
so you can usually enter the first few characters of the agency name which will take you either to or very
close to that agency's entry in FA. Use the arrow keys on the keyboard to scroll up or down in the agency
listings.

Next enter the agency case number. FA then runs a check in the background to determine if the agency
name and case number correlate to a previous case and if so it will be entered as a Supplemental
Submission which is covered later.

The Delivery and Return Method areas default to Personal Delivery but there are options for Commercial
Carrier, First Class Mail and FAX as well as other selectable options. Some selections for Delivery
Method such as FedEx or UPS will require that the Carrier Package # field be completed.

Next select the Primary Section which would be the section performing the first requested examination for
this submission.

Toward the bottom of the submission screen are three comment sections named Statement of Facts,
Case Comments and Submission Comments. These are free text areas that can be used to enter any
pertinent data for the submission and case.
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#7New Submission 21l
General I Officers | Details | Parties of Interest | Evidence I Extended | RFLE |
— Iriitial Information
Caze #: Lak: Lansing Laboratory -
Submission Type: Farensic Examination -
Investigating Agency:  Lansing Police Department * QORI MI3351900 -
Agency Cage #: 07-85AB55 Add Multiples
Deliveny Method: Personal Delivery ¥ Carier Package #:
Primary S ection: Contralled Substances Unit |v| Discipline #:
Return Method: Persanal Delivery -
i Description
Statement of Facts: This is a sample submission that will be deleted once the demo case has been documented. ﬂ
[ -]
Case Comments: Comments specific to the case would be entered here, ﬂ
[ -]
Subrmizsion Comments specific bo the case submission would be entered here, | ﬂ
Comments:
-]
Search. | Impart Clear Submit | Cancel |
%

Adding and Modifying Officer Details

The officer tab of the new submission window will list all currently entered officers for the selected agency.
Select the Investigating, Submitting and any officers who are to receive a copy (CC column)
of the report.
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General Officers | Detailz | Parties of Interest | Evidence | Extended | RFLE |
Agency:  Lansing Police Department
Y [SUB [CC [Mame & Agency |Phone # |Email | =]
[0 [ [0 A&FIS Generated Lansing Police Department [ T
1 bl [ Agency Lansing Palice Department [ I
IERECECE Avstrona, Morm Lansing Police Departrment
O [ [ Balor, Cherie Lansing Police Department [
1 [0 [ Barnes, william Lansing Palice Department [ S I o
[0 [ [0 Bartlet,s. Lansing Palice Department [
[0 [0 [ Beasinger, Paul Lansing Police Department |
[0 [0 [0 Beattie, Anthorey C. Lansing Police Department [
O O [0 Berish Lansing Police Department (-
[0 [ [0 Eirasley, Connie Lansing Police Department () -
[0 [ [ Blount, Darren Lansing Police Department [
[0 [ [ Blount, Terry Lansing Police Department |
[0 [0 [0 Bock Jason Lansing Police Department [
[0 [0 [ Bryant, Michelle Lansing Police Department [
[0 [0 [0 Cook Catring Lansing Police Department [ T
[0 [ [0 Curis, Bryan Lansing Police Department -
O [ [ Cutler, Joel Lansing Police Department |
0 [ [ Dahlke, vick Lansing Police Department [
[0 [0 [0 Delivery, UPs Lansing Police Department |
[0 [ [0 DetSeyka Lansing Police Department, (0 - -
Change | More Officers... |

Search. Impart | Clear | Submit | Cancel |

g
Highlighting an officer entry and selecting the Change button brings up the Officer Profile for that officer.
The name tab is where the officer's first, last and optional middle name are entered, the Details tab is
where the officer's title, phone number, FAX number and e-mail address would be entered. The system
will send the report via e-mail if an address is entered for the officer, otherwise it will then look for an
officer specific FAX number and if neither are present it will default to the FAX number entered for the

agency.
(Worficer =101 x|
File Edit Help
Save and Close gk S r_gé @ 5
Remote Access |
Agency: Lansing Police Department -
Title: Dk,
Pasition:
Badge #:
Salutation:
Phone Number:
F Mumber: (517)483-7666
Email Address: natstrong@ci, lansing. mi,us
i

The Remote Access tab pertains to the FAWeb application and is managed by the FA System
Administrators.

Click Save and Close in the upper left of the screen to save any changes you've made to the officer
profile screen.
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If you need to enter an officer who is not listed in the existing list for the agency click the More Officers
button then in the next screen the New Officer button.
20|

General Officers IDetai\s' Patties of Interest | Evidence | Extended | RFLE |

Agency.  Lansing Palice Department
MY [SUB |CC [Name | Agency |Phone # | Email |=]
[0 [0 [ AFISGenerated Lansing Police Department [
[ &l [ Agency Lansing Police Department [
muu Armskrong, Morm Lansing Police Department m—
[0 [ [ salar, Cherie Lansing Police Department [
[0 [0 [ Barnes, William Lansing Police Department B
1 [ [ Bartlett, 5, Lansing Police Department
[ [ [ Beasinger, Padl Lansing Police Department
[1 [ [ Beattie, Anthomy C. Lansing Police Department
[0 [0 [ Betish Lansing Police Department
[0 [0 [ Eiasley, Connie Lansing Police Department
[ [0 [ Elounk, Darren Lansing Police Department
[0 [ [ EBlount, Terry Lansing Police Department:
[1 [ [ Bock, Jason Lansing Police Department
[0 [0 [ Bryant, Michels Lansing Police Department
0 [0 [ Cook Catrina Lansing Police Department
[ [0 [0 Curtis, Bryan Lansing Police Department
1 [ [ Cutler, Joel Lansing Police Department
[0 [0 [ Dahlke, vicki Lansing Police Department [
[0 [0 [ Delivery, UPs Lansing Police Department [
1 [ [ Detseyka Lansing Police Department [ I -
Ehm Mm,m |
S~ 4

Search.. | Import Clear | Submit | Cancel |

%

1~ Officer

Agency  Lansing Polics Department -

Officer: | ]

Phare#t (_J__-__

Emait

1~ Dfficer Types
[ Investigating
[~ Submitting
I™ Carbon Copy

@' Ok Cancel
This brings up a blank Officer Profile screen where you can enter the information for the new officer.

Populating the Details tab

The Details tab is where we specify the nature of the offense, the offense date and court date (if known)
and the requested exam(s) for the submission.

The Jurisdiction field will be populated with the jurisdiction entered for the agency. This may need to be
changed from the default selection for multi-jurisdictional teams or federal agencies this is a type-ahead
enabled field.

The offense field lists the Michigan offense codes numerically and is also a type-ahead field so you can
either choose the offense from the pull-down menu or enter it in numerically.
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The Court field is populated alpha-numerically with numbered courts being listed first. If known you can
specify the court in this area.

The Offense Date and Court Date areas use fly-out calendars so you can easily choose the date (if
known) for those fields.

Click the Add button in the Requested Exams area to add an examination request to the submission.

Eenerall Officers  Details I Parties nflnterestl Ewdancel Extendedl RFLE |
— Dietails
Jurisdiction Ingham Counky > Add Multiples

(ffenge: 3500-1 - Viclation of Public Health Codr ~ Add Multiples Offenge Date: 7
Court: 3ath Circuit Court - Lansing - General ¢ »  Add tultioles Court D ate: -

Primary Examiner: -

—Requested Exams

/Add\

LChange

Bemove |

r— Case Records

Section \ Status Examiner \ Requested Exams \ Sedq. \ Priarity |D\s Modify

Add Exam
4| | »
Search.. | Impart Clear | Submit | Cancel |/
24
Add Exam 7| x|

Exam
| M

[] Create Mew Case Record

k. I Canzel |

The pull down menu in the Add Exam screen contains all available exams for the Forensic Science
Division listed alphabetically. Select the exam and click OK, then if necessary click the Add button again
and select the next requested exam and repeat as necessary. The Create New Case Record option is
rarely used, each exam type will have its own case record. This option is used when an agency desires a
separate report for the same exam on several items as by default all evidence examined appears on the
same report for that exam type. One example would be a Polygraph exam, it is generally desired that the
Polygraph exam report consist of only one examinee while a Polygraph case often has multiple subjects
to examine.

During the submission entry you do have the option to Change or Remove the selections in the
Requested Exams field if necessary.
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Creating and Searching for Parties of Interest

The Parties of Interest tab is used to specify persons and/or businesses that are involved with the case.
The entry screen for each is similar but still slightly different as the details for persons and businesses do
differ.

The Person of Interest entry begins with a Relationship selection which contains all the selectable
options. Next the Identification area is to be completed which is where the person's last, first and middle
names are entered as well as a suffix such as Jr. and any known aliases can also be entered.

The bottom portion of the screen is where statistics for the person are entered which consists of the
person's race, sex, date of birth, a Juvenile indicator which is automatically enabled based on the date of
birth entry, a SID #, FBI #, other ID field and Comments section.

There is also a Find button that can be used to search for previous entries for that person based if

desired.
x|

r— Submission
Relationship: Suspect -

- Identification
Last Mame: Smith i
First Mame: David ﬂ
Middle Mame:  Alan
Suiffie: St.
Digplay Mame:  Smith, David Alan Sr. j

— Statistics
Race: Caucasian hd
Sex: Male ~
Diate of Birth: 4{25/1966 * [ Juvenile
SID: #
FEI #:
Other 10
Comments: =]

/|
Find | Strong - ’TI Cancel |

The Business of Interest entry is very similar to the Person of Interest entry screen except it uses an
Address area in place of the Statistics area.
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—Business
Type: Target -
Marne: Skan's Comic Emporium
Comments: =
E

r~ Address Details

Address: 123 Main Street |

C/S/Z Lansing MI 45593

(517) 555-1212]

Phone #:
Fax #:

Eind |

[ ok ]

Cancel |

During submission entry you also have the option on this screen to Add, Change and Remove entries as

necessary.

Entering Evidence

The evidence tab is where you enter the evidence being submitted for examination. A new submission

would begin with the Add button to enter new evidence into the system. If evidence is being returned for
a examination or as a supplemental submission the Resubmit button would be used. You also have the
option to change and remove entries during the evidence entry stage.

2
Generall Elfhcelsl Detallsl Parties of Interest  Evidence IExtandedl RFLE I
i Evidence
Type | % | Description | Add
Resubmit |
Change |
Bemove |
—Reserved Evidence
Type | # |Status \ Description Add |
Change |
Cancel |
Import |

x|

Search... Import |

Clear | Subrmit |

Cancel |

4

Selecting the Add button brings up the Add Containers/Containerless ltems window. Generally the
evidence is always submitted in a container. You can assign evidence numbers or allow the system to
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auto assign numbers to the evidence. Evidence numbers can not contain decimal characters. There is
also a place to enter the Agency Evidence number if applicable. There are options to describe the
evidence; the Desc Code pull down menu has many pre-defined evidence descriptions available. Simply
select one from the list and then click in the Description window and the pre-defined description will be
inserted. The Description area is a free text zone so you can alter the pre-defined description or enter a
description that is specific to the evidence if desired. This screen also has a free text comments area so
any comments specific to that evidence may be captured.

r~ Evidence
Type: Container -
Evidence #: Agency Evidence #: 15-854-45
Desc Code:
Diescription: 1-Sealed paper evidence container with additional descriptive text added, d
Comments: Evidence comments would be entered here, d
| |
oK I Cancel |

The Reserved Evidence area is generally used with a pre-logged submission which is covered
separately.

The Extended tab is not currently used but is an optional area that can be configured by the FA
Administrator to contain selectable values that are optional or mandatory for the submission.

The RFLE tab is used to capture the FSD-7 Request for Examination form that is completed and provided
by the submitting agency. This form is generally scanned in either at the time of submission or shortly
afterwards at the discretion of the employee. The system can accommodate a direct scan into this tab, or
an image can be imported from the file system if the documentation is scanned elsewhere and
transported as an image file.

To scan the FSD-7 form into the RFLE tab place the document(s) into the scanner's sheet feeder
assembly ensuring that they are fully inserted into the device. Then click the Scan button on the RFLE
tab of the new submission entry and the scanner should then scan the documents into the submission.
Importing an image file to the tab is done by clicking the icon to the immediate right of the Scan button.
This action brings up a browse window where you can then select the file to import. Note that this tab
only accommodates image files such as PDF, TIFF, or BMP. Adobe PDF files are not acceptable formats
at this time.
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General | Officers | Details | Parties of Interest | Evidence | Extended RFLE |

@RED S K -
e

|»

-
4| I B

Search | Impart | Clear | Subrmit | Cancel |
%

When the submission entry is complete select the Submit button on the lower right portion of the window
and the Submission Confirmation window will appear. The default parameters for your labels and report
(receipt) are configured under Tools, Settings from the main Forensic Advantage screen. The system will
print one label for each submission, one label for each container/item entered on the submission and one

receipt by default. You do have the option to increase the number of labels and receipts if desired.
el

Summary:

Primary Agency 1)
LEIN ROLLOUT TEST AGENCY

iAgency Case #
09-554483

Investigating Officers
Williarms, Wayne Jr

Submitting Officers -
Williams, Wayne Jr

Parties of Interest

Person(s) j

"] Do nat print Labels
Submigsion Labels: -

Evidence Labels: i =

bl

Submission Reparts: -

0K Cancel

After labels and receipt is printed a second confirmation window appears where you can then receive the
evidence or continue with another submission. If you choose to continue with another submission you
have the option to retain several entries from the current submission for the next entry.
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r~ Submigsion |nformation

The follawing Submiszsion has been created.  To receive the evidence
niow, click the "Receive' button.

Caze #: L510-854
Sub #: 1

Receive |

— Mext Submizsion

To create another Submission, choose the information to retain and click
the "Mext"" button,

[C] Primary Agency
[] &l Officars
[_1 submitting OFf,

["] CasefSubmission Comments
[7] Jurisfoffenses/Courts

[l requested Exams
[] DeliveryReturn Method "] Evidence

Hext
[ Primary Section _433'
Finizh |
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Pre-Logged Submissions

Client agencies can pre-log submission information using the FAWeb application which is provided in the
MSP MICJIN portal web site. This application allows the remote user to pre-enter the submission details
and that information is then imported into a new submission which saves the front desk user significant

time and effort.

A typical pre-log submission form is shown below:
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FA Web Page 1 of 1

pre Submision Confirmation LN

Pre-Log Entry I1D: 11991
Submitting Officer:
General

File #:

Laboratory: Lansing Laboratory
Submission Type: Forensic Examination
Agency: LEIN ROLLOUT TEST AGENCY
Agency Case #'s: 09-554488

Delivery Method: Personal Delivery
Carrier Package #:

Return Method: Personal Delivery
Statement of Fact:

Officers
- PP .. oPhone .

Officer Name Agency Name lnvcshgzﬂmg?Subml‘rtmg?Num,m:r Email Address
Williams, LEIN ROLLOUIFTEST Yes Yes O williamw@michigan.gov
Wayne Jr AGENCY ; 2778 @michigan.g
Details

o Jurisdiction: Ingham County

¢ Date of Offense:

o Offenses: 3500-1 - Controlled Substances: Violation of the Public Health Code

« Court:

o Court Date:

s Requested Exams: Controlled Substances

Parties of Interest

For security reasons, this information cannot be displayed.

Evidence
Item Numberltem Description Item Comments
1 Sealed plastic evidence envelopeContains suspected narcotics

Submission Comments:

https:/micjin.state.mi.us/FAWeb/Secure/ Views/PreLog/Summary.aspx 3/1/2010
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Note that this document does not include any Parties of Interest information. To enter the pre-logged
submission start a new submission and then select the Import button near the bottom of the screen.

% New Submission i 2=l
General | Officers I Details I Parties of Interest I Evidence I Extended I RFLE I
7~ Initial Informatiar
Caze # Lab: Lansing Laboratory -
Subrizzion Type: Forensic Examination -
Investigating Agency: |" ORl: x
Agency Caze #: Add Multiples
Delivery Method: Personal Delivery ~*  Carier Package #:
Frimary Section: ~  Dizcipline #:
Fieturn Methad: Personal Delivery -
— Description
Statement of Facts: j
|
Caze Commets: j
B
Subrizsion j
Comments:
|
Search... qflmpon\D Clear | Subrnit | Cancel |
A

This brings up the 'Import RFLE' window where you either scan in the bar code on the Pre Log
Submission form or simply enter the 'Pre-Log Entry ID' number.

B
~ Enter RFLE #
BrE® |
0K I Cancel |

The submission window is now populated with the data the officer entered remotely. You will need to
specify the Primary Section on the General tab, then confirm the data on each tab is accurate. The
Evidence tab will contain the evidence the officer entered is in the Reserved Evidence window. You can
alter the evidence description by selecting the evidence and then the Change button as necessary. You
can also add new evidence in the top Evidence portion of the window just as you would on a manually
entered submission. To bring the pre-entered evidence into the submission you select it then click the
Import button.
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Genela\l Dllicelsl Detailsl Parties of Interest  Evidence |Exlended| FFLE |

i~ Evidence

ddd

Resubmit
Change

Bemove

Type |# | Description

i

|~ Fieserved Evidence

| &dd
LChange

Cancel
Import )

Submit I

| Status | Description

Pending

Cancel |

Search. Import: |
7

When the Import button is selected the Add Containers/Containerless Items window appears and you can
alter the evidence number, agency evidence number, evidence description and enter any pertinent

comments.

Clear |

Add Containers,/Containerless Items i x|
i Evidence
Type: Cantainer =
Evidence # 1 bgencyEvidencet [ |
Desc Code:
Description: Sealed plastic evidence envelope d
=
Comments ||
| <]
Caeel_|

Next scan the Pre-Submission Confirmation document into the RFLE tab and the submission entry is
complete.
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Receiving Evidence

Evidence can be received in Forensic Advantage either immediately after the submission entry or after
the submission(s) has been entered into the system. Receiving the evidence immediately after
submission entry only affects the evidence on that specific submission while receiving the evidence after
all submissions are entered allows you to receive multiple submissions simultaneously.

Clicking the Receive button on the second confirmation screen after submission entry brings up the
Transfer Evidence window for the evidence in that single submission. To receive multiple submissions
select the New Submissions section in the Evidence Module under your lab. Then select the submissions
from the list and select the Receive Evidence link in the Task Pane.

File  Edt

_"] Hew [

View

S d|j

Toals

Ewvidence

(= [ Lansing Laboratory [Primary « §

@ New Submissions

1 Cankio

Actions

w LCase Processing

Help

jﬁ =] @ New Submission | & Receive Evidence %

2 Foad b TrO8-7981
% eady to tatum L510-054
[ [ Section: Evidence Rec
# [ Section: Biology Unit Ill0e0
B [ Section: Bomb Squad L510-840
B [ Section: CODIS Uit~ |[L510-631
[ [ Section: Controlled Sub. L510-630
# [ Section: Crime Scene L510-629
B [ Section: Firearms/Tooln L510-626
3 Section: Latent Print Ur S
E [ Section: Polygraph Ty
[ [3 Section: Questioned Dc
m > ||L510-825

L510-625

= LSL0-615

Firearms Collection
LS10-609
@ Reference Library L510-553
L510-591

@ Testimony

L510-589
L510-586

L510-577

ares .
Admin
Lt L510-560
EJ Resource Manager L510-546
L510-462
2 ||Ls10-489

Case # V[=]|... W[/ # Ite... [=]|Primary Agency

1 Corunna Post Polygraph

1|LEIN ROLLOUT TEST AGENCY Controlled Substances ...
1 Lansing Community College Pal... Firearms/Toolmarks Unit

1 Lansing Police Department - Dr.,, | Controlled Substances ...
1 Branch Counkty Sheriff Depart... | Pokygraph

1 | Grand Haven Post Polygraph

1 Brighton Post Palygraph

Palygraph 9

Post
1| Saginaw Police Department

2

1

1

1

1

1

1

1| 1 Branch County Sheriff Depart...
1 5

1

2 1 Major Case Unit
1

1

1

1 Major Case Unit Polyaraph ] Refresh
Grid Settings o
E Save
1 = _} Load
1 1 Hastings Past Palygraph
1 1 Owossa Palice Department Polygraph Object Repository 3
1 1| DeWitt Police Department Palygraph
+ e i fﬂ Open Case Objects
1 1 Grand Haven Post Palygraph = i X
1 Pokygraph J Open Submission Objects

1 Bridgeport Post

-I_ Jo Post
1 1 Adrian Post Palygraph
1 1 | Livingston County Sheriff Dep... | Bomb Sguad
1] 1| Toria Post Palygraph
1 1 Lansing Palice Department Bomb Squad
1 1 MSP Lansing Laboratory Bomb Squad e

[=]! Primary Section

Polygraph

Pakygraph
Polygraph

S [=]

&P Case Detais

Q Goto Case #

&P Case Search

Submissions 3

B Mew Submission
Receive Evidence
Submission Details

152 Print Submission Labels

ﬁ Print Subrission Repart

Items: 567 |

| @ Hosting Center | 2 whilliams, Wayne 7

There are four Transfer Types available for receiving submissions. The default option is Submitted by
Agency but other options are Escorted to Storage, Placed in Storage and Submitted to Locker. We want
to keep the front desk staff from populating the Chain of Custody for the evidence and the only option that
does not require the intervention of an evidence technician or forensic scientist is Submitted to Locker.
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When selecting this option you will see that the 'Recorded by’ field is defaulted to the currently logged in
user and cannot be changed. You do need to check the Place in Storage option then specify the Storage
Area and if applicable the Storage Location.
Note that when initially receiving evidence you can alter the date and time the transfer occurs.
This is only available on this screen, the date and time for all other transfers of evidence in the system are
recorded as they occur.
Once the evidence is received into the lab the case record is then available for examination and if the
section(s) performing the exam has automatic case rotation enabled the case record is then assigned to
an examiner. Cases are not assigned to examiners until evidence is received in the laboratory. The case
record status remains in 'Backlog — Waiting for Evidence' until the evidence is received into a storage
area for the section performing the exam.

=loix|

[~ Evidence

Case # \ID ﬂ\ Description |Status | Storage Location iSe. .

Sealed plastic evi lope Entered into the ... _m

Evidence Status:  Entered inta the System Batch Sequence H: 3301014 Select All | Select Mone
~ Destination

Transfer Ty:Ie: Submitted ko Locker *  Transfer Reason: Far Storage -

| 1

Recorded By ‘williams, Wayne Transfer Date: 3142010 =

At Lah Lansing Laboratory ox Transfer Tife: 9:24 AM :

At Section: Evidence Receiving -

Place in Sloage e Comments: J

i

Storage Ared: LS Evidence Receiving Strg -

Storage Lochtion: || |'| o Transfer
[ Print Receipt Settings | Eddress Labels | ok I Cancel L

If transfer types other than Submitted to Locker are selected the user specified is recorded in the Chain of
Custody for the evidence. Those transfer types do allow you to select from the list of all laboratory
employees and the At Lab and At Section options will change to the selected individual's default lab and
section. To commit the transfer click the Transfer button in the lower right area of the Evidence Transfer
Window. All evidence transfers require the selected person to enter their unique password before the
transfer is committed. As you can have multiple selections in the upper evidence window this window
does not auto-close after the Transfer button is selected. This way you can select multiple submissions
to receive to different areas by different individuals if desired. When you are finished with this screen
click OK to close it and return to the main window in Forensic Advantage.

THIS DOCUMENT IS UNCONTROLLED IF IN HARD COPY FORM
MICHIGAN STATE POLICE FORENSIC SCIENCE DIVISION



LOM 3.2 Using Forensic Advantage
Document #: 1322 Page 20 of 43
Revision #: 1 Issued Date: 10/30/2017
Document Manager: John Bowen Approved By: Jeffrey Nye

Evidence Transfers

There are several different types of evidence transfers available within Forensic Advantage. Depending
on what you plan on doing with the evidence will determine which Transfer Type is appropriate for the
situation.

The available Transfer Types are:
e Removed from Storage
Placed in Storage
Change Storage Location
Placed in Archive
Returned to Agency
Transferred Out
Placed in Lockbox
Personal Delivery
Consumed
Destroyed
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-Ioix]

- Evidence

Case#  AlTvpe  |ID A Description | status | Storage: Location |se...

Sealed plastic evidence envelope _n

Evidence Stalus:  Slorage Batch Sequence #: 3301020 Select All | Select Mone
~Oestination

Transter Type: Removed From Storage *  Transter Reason For Exam -

By Emplapes: wiilliams, Wayne »  Comments: J

-
At Lab: Lansing Laboratory -
At Section: Evidence Receiving - :7|
Transfer

™ Erint Receipt Settings | Address | abels | Cancel

%

The Removed from Storage Transfer Type is used when you are taking the evidence into your personal
custody for examination.

The Placed in Storage Transfer Type is used when you are returning the evidence to storage or are
changing the storage area the evidence will be stored in. Storage Areas are physical locations within the
laboratory often described as a Property Room, Vault or Garage.

The Change Storage Location Transfer Type is used when you are changing the storage location the
evidence is currently located in. Storage Locations are within Storage Areas and are generally described
as Bins, Shelves, or Lockers.

The Placed in Archive Transfer Type is only available when the property is in your personal custody and
places the evidence in a unique storage area that is exempt from Ready to Return searches. Evidence
stored in the archive is available for future use as necessary.

The Returned to Agency Transfer Type is used when returning evidence and requires the officer
receiving the evidence to be specified. This puts two links into the chain of custody, a 'Remove from
Storage' transfer is assumed and listed on the chain prior to the Return to Agency link.

The Transferred Out Transfer Type is generally used when the evidence is transferred to a 3 party lab
for analysis.

The Placed in Lockbox Transfer Type is used when evidence is being transported to another laboratory
for analysis. This may be replaced by the Personal Delivery option described below.

The Personal Delivery Transfer Type is used when you are transferring the evidence to another
individual. The system requires you specify the person you are transferring the evidence to and then
requires the password for the person delivering and receiving the evidence. There is a 'Place in Storage'
option for this transfer type that when enabled allows the person receiving the evidence to specify a
Storage Area and Storage Location where they are placing the evidence. This puts two links in the chain
of custody, transfer from person A to person B and placed in storage by person B.

The Consumed and Destroyed Transfer Types are used when evidence is either consumed or
destroyed during analysis and updates the chain of custody accordingly.
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Evidence transfers can be initiated several ways including:

& Case L510-854 - Case Details i (=] 53}

File Edit Miew Actions Help
Save and Close ?a =, “% Ll = x@ @ == §& & @E

Dela\lsl Case Records  Evidence IEvidenceAssignmentl Related Casesl Submissiunsl Exlendedl

Marme | Current Custady |Descript\on iy
=l sub#i1
In starage area LS Evidence Sealed plastic evidence envelope
Container 1 Receiving Strg at Lansing

Laboratory - Evidence Receiving.

A

The evidence tab in Case Details view, green arrow icon or top menu Actions, Transfer Evidence.
laix

Fle  Edt View Tools Actions  Help

B & @ | B Transter Evidence | £

Section: Evidence Receiving (Primary)

vew B | & @

= (1 Lansing Laboratory iy | (Caze vl A AR Desrintion A . =] Cases A =
@ gewdh"b';'sf'“'"s MQDI-941 Co.. 1 |1-Sedled white envelope: LS Evidence Receivi... &P case Detals
e Sk:ztianEv\ed::‘DE - MQD9-529 Co. |1 1-sealed brown paper bag... LS Evidence Receivi... & cotocase #
1 3 Section: Eiology Uit L510-859 Co.. 1 |1Sealed cardboard evide, . | L5 Evidence Receivi,.. £ cose smarch
[ ase Seard
[ Sectior: Bornb Sauad 1510-858 Co.. |1 |1-Heatsealed plastic svide... L5 Evidence Receivi... |Lo. | |
® [ Section: CODIS Unit L510-857 o L | 1-5ealed evidence envelope | LS Evidence Reced Submissions 2
# (3 Section: Controlled Sub 1510-857 Co.. |2 |1-Heatsealed plastic svide... L5 Evidence Recei .
B [ Section: Crime Scene 1510-856 Co.. |1 1-Sealed evidence envelope | LS Evidence Receivi.., New;Stbmission:
B [ Section: Fireams/T ooln 1510-855 Co.. |1 |1-Heatseded plastic evide... | LS Evidence Receivi R o
B 3 Section: Latent Print Ur T :
] i i
B G Section: Polvarach L510-852 Co.. |1 1-Sealed evidence envelope |LS Evidence Receivi.., |Dr... & Evidence Detals
[ (3 Section: Questionsd De
7 B € ot Tovectinus | LS10:851 Co.. |1 |1-Sealed svidence envelope |LS Evidence Receivi.., |Dr.. T Eidey
L510-850 Co.. |1 |1-Sealed svidence envelope |LS Evidence Receivi... |Dr.. Transfer Evidence
L510-842 Co.. |1 |1-Cardbosrd evidence box L5 Evidence Receivi. |Lo...
L510-648 Co.. |1 |1-Cardboard evidence box | LS Evidence Receivi,.. |Lo... Frink Evidence Labéls
r 1510777 Co.. 2 |1Sealed paper evidence ... |L5 Evidence Receivi... |Lo... a
& casePracessing L | (3 Request Lockbox Tra. .
510777 Co.. |3 |1-Sealed evidence envelope | L5 Evidence Receivi... |Lo... o
£ Add Teems to Batch
= - 1510-515 Co.. |1 |1-Sealed paper svidence ... | L5 Evidence Recei
Firearms Collection 3 Evidence Inventory
L510-507 Co.. |2 |1-Sealed paper svidence ... |L5 Evidence Recei
r L510-364 B 1-5ealed evidence envelope | LS Evidence Receivi.., 2] Refresh
Reference Library !
L510-327 Co.. |1 |1-Sealed evidence envelope | LS Evidence Receivi,.. Grid Settings T
- 1510296 Co.. |1 |1Sealed plastic evidence ... L5 Evidence Receivi,.,
| Testimony o ; Save
L510-269 Co.. |1 |1 sealed gunbox L5 Evidence Recevi...
= ' e
o 5 2 [ Load
&‘\y: Admin L510-266 Co.. |1 1-Sealed paper evidence ... | LS Evidence Receivi =
1510-266 Co.. |2 |1-Heatsealed plastic svide... L5 Evidence Receivi = = =
& Object Repositary 2
Wl resource Manager 1510-223 Co.. |3 |1-Sealed svidence envelope L5 Evidence Receivi,..
L510-227 Co.. |8 |1-Sealed evidence envelope | LS Evidence Receivi.., |Pr... () Open Section Objects
2 || sioeer Co... 10 |1-5ealed evidence envelope | LS Evidence Receivi.., |Pr... |« || () Open Cass Objects |

) Hosting Center | & willams, wayne g

The Transfer Evidence Link or top menu Actions, Transfer Evidence in the Evidence Module view.

Tems: 179 |

Case Processing

When a new submission is entered into the Forensic Advantage system a Case is generated with a
corresponding lab number. The individual examination requests for that case are referred to as Case
Records. Evidence may be examined on a single case record, or multiple case records as desired. For
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example Firearms may want to have the suspect firearm, fired case cartridges and recovered bullet
fragments all worked on one worksheet with one report while Polygraph may want individual worksheets
and reports for multiple polygraph exams requested on the case.

Case Record Status

The case status for case records in the system are:

Backlog — Waiting for Evidence — This is the status assigned when the case is initially entered
into the system. This implies the evidence for the case has not been received into the storage
area for the unit.

Backlog — Evidence Available — This implies the evidence has been received and stored in a
storage area belonging to the unit performing the examination.

Backlog — Evidence Transferred Out — This status is manually set and is used when the evidence
for the case has been transferred out of the lab for court or for examination at a third party
laboratory.

Exam in Process — The case has been assigned to an examiner, the evidence has been broken
down and assigned to the exam but a worksheet has not yet been created.

Worksheet Data Entered — This status is set when the examiner has broke down the evidence,
assigned it to an exam and has built a worksheet but is yet to build the report.

Review Required — The case has a complete worksheet and report but one or more required
reviews has not been sent to a reviewer.

Review in Process — All required review requests have been made but are not yet complete.
Pending Release — The review(s) for the case have been successfully completed but the
examiner has not yet released the report.

Complete — The report has been released to the submitting agency and the exam is complete.

Adding Additional Exams

There are several ways to add exam requests to existing cases. One way to create an additional case
record on a case is to open the case details, case records tab and select the New Case Record icon or
select New Case Record from the Actions menu. Select the Laboratory and Section as appropriate and if
applicable you can specify a specific examiner.
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i
File Edit “ew ‘Worksheets PReports Actions  Help
save and Close | % Sz [ S| ENERZ] 7] | what's This? Help (3 |22 l
Detailz | Requested Examsl
Caze #: L510-854 Lakby: Lansing Laboratory v
Record #: Sechion: Latent Print Unit =
Status: Backlog - Waiting For Evidence Submitted:
Tupe: Forensics Exam *  In Section:
E=aminer: williams, Wayne > Assigned:
Mate: Exams Started: ~
Sequence: 50 5 Pricrity: 9 2 Exams Completed: v
‘working D ays: Due Date: -
Dizcipline #: Completed:
Commerts: | j
/|
A

Next go to the Requested Exams tab and click the Add button. Specify the exam type from the pull down
menu, select the appropriate submission the request is associated to, and then specify the origin of the
request either RFLE (agency request) or if this request came from the examiner themselves.

Add a Requested Exam

Exam Type: Latent Prints -

Azzociated Sub #: EE

Origir; E:arniner -

Ok LCancel I

B LS10-854 New Case Record - Case Record Details i ] 9]
File Edit “iew ‘Worksheets Reports Actions  Help
Save and Close | % Bz [ BN %] | what's This? Help () [z2 E
Details  Fequested Exams |
ﬂ| Sub # ;5.|Exam Type |Origin |Originat0r Add

1 Latent Prinks Exarminer W ]
Remave |

View of screen after clicking OK in Add a Requested Exam
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&% Case L510-854 - Case Details =10} x|
File Edit View Actions Help
iflseveandciose | (B P A N XD @!
Details Case Records | Evidence | Evidence Assignment | Related Cases | Submissions | Extended |
Record # & Section | Type | Status | Exarniner | Sequence | Discipline #
1 Controlled Substances Unit Forensics Exam Backlog - Waiting for Evidence 100
2 Lakent Prink Uit Forensics Exam Backlog - Waiting For Evidence 50

Some items have been automaticaly assigned. 4

View of Case Records list after new case record successfully added to case.

Another method to add an exam to a case is to open the submission, go to the Details tab then click the
Add button in the Requested Exams area.

#71.510-854 #1 - Submission Details 2 x|

Generall Oificers  Details IParties 0f|nterest| Evidencel Extendedl RFLE I

—Details
Jurisdiction: Tuscola County *  Add Multiples
Offenze: 3500-1 - Controlled Substances: Wiolal »  Add Multiples Offenze D ate: A
Caurt: *  Add Multiples Court Date: =
Primary E xaminer: Williams, Wayne -

—Requested Exams

Controlled Substances A

-

—Case Records

Seckion | Skatus | Examiner |requested Exams | 5eq. |Priority | Dis Modify

Conkrolled 5... | Backlog - Evide... | wiliams, Wayne Controlled Substances

Latent Prin... |Backlog - Wa... | Williams, Wayne |Latent Prints ﬂ‘.

Add Exam

il

Iz 15
= o
2 |2
 |®

Save | Cancel |/
ra

When adding an exam request using this method you are asked if you wish to create a new case record.
This only applies if an exam of the same type is already selected for this case otherwise a new case
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record is created by default — Biology and Latent Print exams would certainly not belong on the same
worksheet or report!

Generally a single case record per exam is desired meaning all the evidence on the exam request is
examined on the same worksheet and a single report is built. There are instances where that is not
applicable though, Polygraph may have a case with multiple persons (evidence) to be tested and it is
desired to have a report for each test which in turn would require separate case records for each
examinee. If a supplemental submission is received after the initial exam has been completed a new
case record is automatically generated and the evidence on the new submission is reported on separately
than the evidence received and examined earlier.

Ewam
[ M

[] Create Mew Case Record

] I Cancel |

Evidence Breakdown

Submitted evidence is generally packaged in sealed containers or envelopes. There are exceptions of
course such as vehicles and polygraph examinees. When evidence is submitted in a container, it must
be opened by the examiner and the items within are then described in detail in the application, this is
called 'evidence breakdown'. The system is quite flexible to accommodate any and all types of evidence
submitted. The most common items have pre-defined descriptions that are available in a pull-down
menu. The user can add to these pre-defined descriptions or free type a unique description if desired.

To create a new sub-item within the submitted container select the blank page (new child evidence) icon
from the top menu or from the Actions menu select New Child evidence, New Sibling evidence, or New
Evidence Created in Lab as appropriate. New Child evidence refers to evidence within existing evidence
such as an item or container within another container. New Sibling evidence refers to evidence that is not
within another existing container. New Evidence Created in Lab refers to an item created for examination
such as a sample or cutting from a submitted item.
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& Case L510-854 - Case Details

_iof x|
Ele Edt Wew Actions Help
Heveanidose |6 2B 12X O=23 P2
Detal\sl ase Recards  Evidence I Evidence Assighment | Related Cases | Submissions | Exlendedl
Mame \ Current Custody \ Description Fis
_’ In personal custody of Wiliams, Wayne at 1-Heatsealed plastic evidence bag
[=] Container 2 Lansing Laboratory - Controlled Substances
Uit
In personal custody of Williams, Wayne at folded paper envelope containing a white powdery substance
Ikem 2-1 Lansing Laboratory - Controlled Substances
Unit,
—1> Ttem 2-2 Created in Lab Latent Lift From item 2-1
In personal custady of Wiliams, Wayne at Sealed plastic evidence envelope
> [=] Container 1 Lansing Laboratory - Controlled Substances
Lt
o In personal custady of Williams, Wayne at 32 small blue tablets marked AZT
L Item 1-1 Lansing Laboratory - Controlled Substances
Unik,
Some items have been automatically assigned. v
—»  Original Submission
—>
< . .
Child Evidence
———» Created in Lab Evidence
L Sibling Evidence

Assigning Evidence

Once the evidence has been broken down the individual items need to be assigned to the appropriate
exam. If there is only a single exam request all items are assigned to the exam by default. Select the
evidence on the left hand pane then select the appropriate exam in the right hand pane and click the

THIS DOCUMENT IS UNCONTROLLED IF IN HARD COPY FORM

MICHIGAN STATE POLICE

FORENSIC SCIENCE DIVISION



LOM 3.2 Using Forensic Advantage

Document #: 1322

Page 28 of 43

Revision #: 1

Issued Date: 10/30/2017

Document Manager: John Bowen

Approved By: Jeffrey Nye

Assign button in the center of the screen. Note the evidence in the left hand pane is sorted numerically
by container and then by item. In this example it appears that all three items are within Container 2 but
that is not the case.

Fie Edt View Actions Help
[ 5ave and Close j: 2y B3 D B

Detals | Case F\eculd!l Evidence | Evidence ASS\QI ment4| Related Cases | Submissions | Extended |

=10l

Evidence:

Requested Exams:

Name  /|Description | Assigned Assign >> | Exarn

(=) Submission: LS10-854 #1 << Remave | =] Subrnission: LS10-854 #1

Container 1 Sealed plastic evidence a [-] Case Record #1 Controlled Substances Exam

Container 2 1-Heatsealed plastic evidence [m] 1-1 32 small blue tablsts marked AZT

Item 1-1 32 small blue tablets marked AZT [wl 2-1 folded paper envelope containing & whits powdary substance
Ttem 2-1  folded paper snvelope = i

Item 2-2 Latent Lift from item 2-1 /| 2z Latent Lift from item 2-1

Piess the <Chl> key while clicking to deselect an item.

Some items have been automatically assigned. 4

Worksheets

Each lab discipline has its own unique worksheet. It is not the purpose of this document to detail how
each individual worksheet should be completed, but common tasks in creating and working with
worksheets will be addressed.

In the Case Record Details view select the Exams / Worksheet Tab. The evidence assigned to this
particular exam request as detailed above in the Assigning Evidence section should be present in the
upper portion of this window. Select the evidence that you wish to examine on the worksheet by left
clicking and holding the Shift key for items adjacent to each other, or use the CTRL key to select multiple
items not next to each other. Once all desired items are selected and highlighted select the New
Worksheet icon on the icon bar or Worksheets, New Worksheet from the top menu.
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Create new worksheet button

B L510-854 Case Record 1 (Controlled Substances Unit) - Case Record De -0 x|
File Edit \Wiew ‘worksheets Reports  Actions

[ 5ave and Close = | E: | H 51| P 7| what's This?Help @ g -

Detail&l Fequested Exams  Exams /'Worksheets I Lab Flepu:urt&l Specimen Eu:uuntl Caze Record HiSll:lr_l.JI E:-:tendedl
—Evidence Exams

[=1(m]

Evidence | Esxcam Type |Examined

Item 1-1: 32 small blue tablets marked AZT Controlled Substances “

Item 2-1: folded paper envelope containing a white po... | Controlled Substances

—\worksheets
YWarkshe,,, | Created [ Type |Evidence Examined | Specimen Count

Y

Microsoft InfoPath will now launch with the appropriate worksheet loaded. Complete the worksheet to
record the results of examination as required and click Submit when finished. Once an item has been
recorded as being examined in a worksheet the Examined checkbox will be marked in the upper pane of
the Exams / Worksheets tab. The lower pane will contain the worksheet(s) for this exam. Clicking the
plus sign to the left of the worksheet displays the evidence examined on the worksheet. Right clicking the
worksheet brings up a menu that has several options available to the examiner.
o View Worksheet (read-only)
o Edit Worksheet (restricted to the analyst, his/her supervisor and system administrators)
e Cancel Edit
e Open Worksheet Details — lists resources used in the exam and displays Persons/Businesses of
Interest that are included in the worksheet
e Add Iltem(s) to Worksheet — applicable if not all evidence was included in the initial build of the
worksheet or if additional evidence was received prior to the case being complete.
¢ Remove ltem(s) from Worksheet — expand the plus sign to the left of the worksheet to display the
evidence examined, then select one or more items prior to selecting this option.
o View Worksheet History — shows a list of previous worksheets from the case record and provides
an option to open each version.
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o View Worksheet Check Out Status — shows if the worksheet is opened for edit and if so which
user has the worksheet checked out.

o Delete Worksheet — this action deletes the worksheet (which is still available under Worksheet
History) and un-marks the Examined option next to the evidence listed in the pane above so the
evidence can now be examined in another new worksheet.

When you are satisfied with your worksheet select the Lab Reports tab then click the 'Create a new lab
report' icon in the icon bar or from the top menu select Reports, New Lab Report. Either action brings up
the Generate Report window. You can choose to show the primary and/or secondary agencies on the
report, the Investigating Officer(s), Carbon Copy Officer(s), Persons of Interest and select any additional
predefined text from this screen. Note that selecting Carbon Copy Officers on this window does not send
a copy of the report to the specified individuals; it simply includes their names on the report near a CC
heading. To add carbon copy recipients do so in the Officer tab of the case Submission.

Generate Report - Basic Repork ilil
S, AP, | Agency | address | ik |Skake | Show
1 [w] LEIM ROLLOUT TEST AGENCY 7130 HARRIS DRIYE LANSING ML vl
—Irwestigating Officers Carbon Copy Officers
Mame | Shaw Tame | Show Add
williams, Wayne Jr [w]

—Perzons of Interest

Mame | Tvpe | Gender |Race | Show
Hugginkiss , Amanda Suspect F [w]

—ddditional Report Test

Additional Text | Show |~
The evidence is being returned under separate cover, O
The evidence is returned herewith, |
The auidencs ic baina rat sinad Eor narconal nickun o B

Create I Cancel |

By default the Generate Report window will have the Primary Agency, Investigating Officer and Persons
of Interest selected to appear on the report. Clicking the Create button will create the report which initially
appears on the Lab Reports tab in a Draft mode. Double clicking the report opens it in a Read-Only state.
Right clicking the report or selecting Reports from the top menu bring up the following options:
o New Lab Report — Used for re-creating a cancelled report or creating an amended report after the
initial report has been released.
o View Lab Report (Read Only) — the default action when double clicking a report on this screen.
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o Check-out Lab Report — downloads a copy of the report to your PC and then opens the report so
you can modify the report as necessary. The report can only be checked out by one user at a
time, no one else can access this report in an editable mode while the report is checked out.

e Check-in Lab Report — only valid if the report is currently checked out.

¢ Undo Check-out — only valid if the report is checked out, use this option to check the report in but
only if no changes were made.

o View Lab Report Check-out Status — if the report is checked out this will tell you the name of the
user who checked out the report, when the report was checked out, the name of the computer it
was checked out to, and the location the report was checked out (saved) to.

e View Lab Report History — displays a list of the various versions of the report that were created
and saved during the case history. You have the option to download any versions of the report,
they are saved as editable files at a destination of your choosing.

o Release Lab Report — sends the report to the Investigating Officer and CC Officers as specified
on the case submission. Delivery is automated and done by either fax or e-mail.

e Cancel Lab Report — cancels the report so a new version can be made. Some areas such as
worksheet editing are locked once a report is created and the report may need to be cancelled
and re-created if the worksheet requires changes.

Case Review

Case reviews consist of a Technical and Administrative review which can be done as a single
Tech/Admin review or separately. This is configured at the Lab/Section level and would apply to all
members of that particular Lab/Section. Reviews are required on all cases prior to the report being
released, the system will not allow a report to be released until all required reviews have been
successfully completed.

The system will auto-generate review request(s) when the lab report is created and place the case record
status to Review Required. The analyst needs to specify the individuals that are eligible to perform the
review. The analyst can access the Review Management window by either clicking Actions, Manage
Reviews from the Case Record Details view, or in the Case Processing view selecting the case record
then clicking the View Reviews link.
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Review Management - L510-7 Record #1

Pl
File  Yiew Ackions Help B
dose | M N Z X @ f
Reguested 2 Type | Skatus | Reviewer | Reviewed
M 4/23(2010  |Administrative  JRequred | |
41292010 Technical Required
Histary:
04/29/2010 09:23 AM - {FA SYSTEM}: Mew Lab Report drafted, ﬂ
hd

To select personnel to assign the review to open the desired review with a double click or select Open
Review from the Actions menu.

Review Details - LS10-7 Record #1 Administrative Review

=101 x|

File  Actions Help
Save and Close Pass Fevisw Return Review 91 k? @ !

Caze Record: L510-7 Record #1 Examiner; Williams, Wayne

Type: Adminiskrative Requestor: {FA SYSTEM}E

Status: Required Reviewer:
—Histary

04/2972010 023 AM - {FA SYSTEM}: Mew Lab Report drafted, j

La

i
Select the Reviewers tab then choose the personnel from the list and click the Add button. You can send
reviews to as few or as many staff as desired.
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Review Details - LS10-7 Record #1 Administrative Review
File

Actions  Help

Save and Close g"h =

Reviewers

Pass Review Return Review

Details

Awailable Feviewers:

Fequestz Sent To:
Mahanti, Mibedita

Graham, Micole
Howensting, Julie
Johnson, Heather
Merideth, Katherine
Proctor, Amelia
Ramos, Lisa
Schelling, Kriskin
Smith, &mber L
Sowle, Susan
Stanchek, Lauren

Add > Mye, Jeffrey

i

< Hemove

‘Williams,

[T Show Al Employess

Y

The analyst is prevented from selecting themselves as a reviewer, that rule has been temporarily
rescinded for the purpose of creating this manual. The review status changes to Requested and the
Case Record status is changed to Review in Process.

Forensic Advantage

Tools

=

=Dl =]

Ele  Edit
new

Case Processing
= [ Lansing Laboratory
[ 3 Biology Unit
[ My Caze Records
1 Unassigned
1 Reviews
[ Blood Alcohol

View Actions  Help

(@ # Refresh | [Z] Review Details | 2] Accept Review | [2] Accept and Complets 5] Complete Review  [3] Cancel Review !

|Record # | Type |requested Date | Status

4{z9/2010

Cases &

| Examiner | Requests Sert To

&P Case Details
9 Gaoko Case #
55' Case Search

Mahanti, Mibedita
williams, Wayne | Mye, Jeffrey
Williams, Wayne

1| Administra... Requested

Case Record S

7 case Record Details
2] Refresh

&m“:

Review &

Firearms Collection [#] Review Detals
#] Mccept Review
#] Accept and Complete

B camplete Review

@ Reference Library

@ Testimony

[ Cancel Review

5% Admin

ﬂ Resource Manager

¥

‘ | Training ‘ a williams, YWayne v

The analyst receiving the review request will find them in the Case Processing view in the Reviews folder
under the specific Lab/Section. Once an individual accepts a review the system prevents any other
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person from accepting and completing that review as such a review should only be accepted if you are
certain you can complete the review in a timely manner.

When a review is accepted it changes to the In Progress status and then when the review is passed by
the reviewer it changes to Completed status.

Forensic Advantage

=10l x|
Ele Edt Wew Tools Actions Help

Oun |3 @ B2 2

@ Z] Refresh | [#] Review Detalls | 2] Accept Review | [£] Accept and Complete 5] Complete Review [3] Cancel Review l
Case Processing
= [ Lansing Laboratory
= [ Biolagy Unit
[ My Case Records
[ Unassigned

&P Case Details

i i @ (Goto Case #
B 1 Administra,,, 4/29/2010 Completed ‘Williams, Wayne |Mahanti, Nibedita o
[ Reviews Mye, Jeffrey &P Case Search
3 Blood Aleahal

williams, Wayne

7] Case Record %

tl Core Rocerdbetals

#] Refresh
N

Review E3

Firearms Collection

7] Review Details

] [

[E] Accept Review
@ Reference Library éj Accept and Complete
] Complste Review
@ Testimony

%] Cancel Review
X’ Admin

ﬂ Resource Manager

¥

Items: 1 Training ‘Williams, Wayne
| |9 4

If the case does not pass the review criteria for any reason the reviewer has the option to Return the

review back to the examiner. The reviewer is prompted to enter comments when the review is returned
so the analyst knows what portion of the case requires further attention.

Review Details - L510-7 Record #1 Technical Review

=13
Eile  Actions  Help
Save and Close %l | [ pass Review (G Return Review | w? 3 B
[Datails | Reviewers | Review Questions |
i Details
Case Record: L510-7 Record #1 Examiner: willams, Wayne
Tope: Technical Requestar: {Fa SYSTEME
Status: In Progress R eviewer williams, Wayne
i History
04/29{2010 09:23 AM - {FA SYSTEM}: Mew Lab Report drafted. -
0S{04/2010 09:30 AM - Williams, Wayne: Status changed to In Progress
)

x

Return the review and leave feedback for the Examiner? Once
returned, only the Examiner can continue the review.

Feedback:

The Case Record requires additional input From the Examiner, j
attached documents are incomplete,
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When a Review is Returned to the Examiner the status of the review changes to Returned to Examiner
and the case status returns to Review Required as the case does need to be re-reviewed once any
changes to the case are made.

When the analyst is ready for the case to be re-reviewed they select View Reviews from the Task Pane or
Manage Reviews from the Actions menu and then open the returned review. The green icon with the
circular arrows will return the review back to the reviewer. A comments box is opened for the analyst to
include any pertinent information regarding the case.

The Review is then set to Continued Status and the Case Record is again set to Review in Process.

Review Details - L510-7 Record #1 Technical Review =]
File Actions Help

gave and Close Pass Review 3etur G Q k? @ 5

Case Record: L510-7 Record #1 Examiner. ‘Williams, Wayne

Type: Technical Fequestor: {F& SYSTEM}

Status: Returned ta Examiner Reviewer: Wwilliams, Wayne
—Histary

04/29/2010 09:23 AM - {FA SYSTEME: Mew Lab Report drafted. j
05/04/2010 09:30 AM - Williams, Wayne: Status changed ko In Progress

05/04/2010 09:34 AM - Wiliams, Wayne: The Case Record requires additional input: From the

Examiner, attached documents are incomplete.

x

Thiz review was previously returned. Hawve pou looked at the
feedback ahd made any necessany changes?

Feedback:
1 made necessary changes, The Case Record is ready for review, ﬂ

|

Tes Mo |

Once all required reviews have been passed the case is then set to Pending Release and the examiner
can now release the report.

Releasing the Report and Completing the Case

There are multiple options available to the analyst to release the report. In Case Processing view the
Task Pane under the Case Records section includes a Release Report object. Clicking this option will
release the report of the selected case.
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Forensic Advantage

fle Edit Wew TIooks Actions Help
vew B | & [d | P = 2| H| @ & sreakdown Evidence ] view Reviews £ Transfer Case Record |8

Case Processing
= 3 Lansing Laboratory -

My Case Records

| Status & Exams | submitted | In Section |Priority |15,
B [ Biology Uit Backlog - Evidence Available | DHA 5/7(2008 s{7/z2008 5
(3 My Case Recards
3 Unassigned Backlog - Evidence Avalsble  Biology 7123/2008 54742008 5
3 Reviews Backlog - Evidence Avalsble | DNA 2/23/2008 2j23/2008 5

[ Blood Aleohol
[ Bomb Squad
(3 CODIS Unit

(23 Controlled Substances L507-48
F a Mrime Srene

i =Mliz07-161
4 | »
& evidence

Firearms Collection

Fending Relsase Biology

4 10
6[28(2007
10/24/2007

6/1j2007 5
10j24j2007 5

Review Required
Worksheet Data Entered

Biology
Biology

[ reference Library

@ Testimony

5% admin

ﬂ Resource Manager

=1gix]

Cases E—

&P Case Detals
& Goto Case #
P Case Search
[l Case Report
& Breskdown Evidence

Case Records S

71 case Record Details
&) Case Record Exams

#] Wiew Reviews

Grid Settings

Save
7 Load

Object Repository &

»

[ open Section Objects
Al onen Case Ohierts

Thems: 7 ‘

‘ Training ‘ & wilizms, Wayne

The Case Record Details view also provides a button to release the report.

W L510-7 Case Record 1 (Biology Unit) - Case Record Details

File Edit ‘ew ‘Worksheets Reports  Ackions  Help
[ 5ave and Close | ke By [

=0l x|

= RE }ij D [ winars izt @ =1 |

Requested Examns I Exams / Wwiorkshests | Lameen Cavnt LReIease Lab Reporti‘ | Extended I

Caze i L510-7 Lak: Lansing Laboratory

Record #: 1 Setian: Biology Linit

Shatus: Pending Release Submitted: 412902010 9:21 AM

Tope: Farensics Exarn * In Section; 4/20/2010 9:21 AM

E xaminer: ‘williams, Wavne Azsigned: 4/29/2010 2121 AM

Mate: Exarns Started: 412972010 9:22 AM hd
Sequence: 100 Priarity: 5 . ExamsCompleted:  4/23/2010 3:23 AM -
Working D ays: Due Date: -
Dizcipline #: Completed:

Cornrmetits:

The Reports menu also includes a Release Lab Report command.
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Once the report is released it is sent by either e-mail or fax to the individuals specified on the related
submission(s). The status of the case is then set to Complete and it is removed from the sections
backlog view and is now found in the analyst's Completed folder which is found beneath the My Case
Records folder in the Case Processing view.

i
Fle Edit Wew Tools Actions Help
vew | < | 2 F|E | @ & ereakdown Evidence 7] view Revisws | 5 Transfer Case Record B
Case Processing Completed (last 90 days) X
[ [ Lansing Laboratory B 7| Status | Excamniner | Completed Cases & —
= [ Biology Unit S " -
Complete L 0 &P caseDetals
&1 3 My Case Records L5105 Complete Willams, Wayne 4/29/2010
[ Completed (last 30 days) o — e T P Goto Case #
4 Unassigned X omplete liars, Wayne B 29 Cose soonch
1 Reviews - i
Case Repart
[ Blood Aleohol & cazz Repar
3 Bk Seuad 3 Breakdown Evidence
[ CODIS Unit - R
[ Controlled Substances (EER AR 8
i £ Case Record Details
g Evidence Case Record Exams
2] view Reviews
E;,'m / 3} Transfer Case Record
— ] Release Report
[E] Firearms Collection 2) mefresh
@ Reference Library Grid Settings Pe
-
@ Testimony save
B Load
Cighr i
) dmin Object Repository %
ﬁ] Resource Manager (T Open Section Objscts
> [ open Case Objects
h A Gnen Case Record O, hd
Ttems: 3 ‘ ‘ Training ‘ & Wiliams, Wayne 7

This folder shows the completed cases for the past 90 days. If it becomes necessary to re-release a
report, if for instance the receiving agency misplaced the fax, or an additional recipient needs a copy of
the report the report can be re-published. Additional recipients would need to be specified in the Officer
tab of the case submission and any pertinent delivery information such as fax number or e-mail address
may need to be entered. To re-publish the report select Publish Case Record Information from the
Actions menu in the Case Record Details view.

W L510-7 Case Record 1 (Biology Unit) -

=10l x|

File Edit ‘ew orksheets Reports artions | Help
save andClose | O Change Case Record Status wihat's This? Help () 2 %
Requested Exams | Exams / Worksh G Cet Hoid Histary | Extended |
@ Transfer Case Record
Casze i L510-7 : oty
Record #: 1 Ej Manage Reviews
h

Status: Complete I:? Cpen e ekl 1AM

i @ ﬂ Cpen Case Record Qbjects L AP

B Weiliams, Wayne 152 Open Case Record Chain of Custady :'1 aM

Mute: 25| Communication Log % o -

Sequence: 1o ; Priarity: | Publish Case Record Information |j3 A X

Wworking D ays: a - T Leuvae” TR, &

Digcipline #: Completed: 5/5/2010 Z:48 PM

Comments: ﬂ

|
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Working with the Object Repository

The Object Repository is accessed either through the Object Repository area in the Task Pane, from the
top level Actions menu, or by selecting the Object Repository icon in the current view.

Forensic Advantage
Fle Edt Yew Tools

=l8lx]

Actions | Help

tew B3| S @ B - e |
Case Processing 5? Case Details H
e, | @ Goto Case # = :
(23 Detoit PD Lab 3 | @ Case Details
1 Grand Rogics Lataratof e 858 S2aFCh | wlans, wayme [#29/2010 &P GotoCase #
[ Grayiing L aboratory Willams, Wayne 4f29(2010 - —
Bl [ Lansing Laboratory 21 Case Report I [l Cose Repot
1 Binlagy Unit
= Lg Ljﬂ,\,lgj E:;E i : & Breakdown Evidence
o £F Ereakdown Evidence
3 Unassigned . l Case Records E3
3 Reviews j Case Record Details 9 7 Case Record Details
[ Blood Alcokol =
2] Case Record Exams
(4 Bomb Squad I% Case Record Exams :' X
3 CODIE Unit - 5] view Reviens
j E:::g?:::mxan B Wiew Reviews 3 ;ra‘nsfer:ase:lecovd
£ Releass Repor
[ Evidence Receivin =
3 FirearmsToolmarks f@ Transfer Case Record 2] Refresh
[ Latent Prints Grid Settings £
3 Polvaraph 5] Release Report
[ Questioned Diocurn Save
(3 Toxicology 3 Delete F Load
P MV
4l . i Object Repository a
& Evidence Open Section Objects TJ Open Section Objects
7 Open Case Objects [ Open Case Objects
(5| Firearms collection Open Case Record Objects
LA
[{J) reference Library
53] Testimony
x* Admin
ﬁ_} Resource Manager
-

Ttems: 3 ‘ ‘ () Training | & Wikiars, wayne

Submission Objects

The Submission Object Repository is accessed through the link in the lower right corner of the Evidence
view when viewing new submissions.
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Forensic Advantage i =] 3]
Ele Edit Wew Tools Actions Help
Dluew B & @ =R ANERRE hew Subrission | {3 Receive Evidence B
Evidence New Submissions
£ [ Training Lab (Primary] Al|case#  F[=5... ¥[]|#Items)... [Z|Primary Agency [=1| Primary Section [x]] =] Cases S
Mew Submissions G {Toolmarks &,," I
2. Feady to Feh — e Case Details
i ea.p ° e.l'.lm . HHO5-17 1| Fire Marshal Gaylord EBomb Squad
(3 Section: Training Urit [F__| g Goto Case #
3 Section: Biolagy Unit ¥¥08-10 1 1 |Kalamazoo Counky Sheriff Department Toxicology 9 Case Search
3 Sectior: Bob Squsd || *06-8 1 1 [LEIN ROLLOUT AGENCY CODIS Linit
(3 Section: CODIS Unit XKHOE-6 1 1 |Macamb County Sheriff Department Contralled Substances Submissions. rS
3 Section: Contralled Sub KX07-602 1 1 |Lansing Post Bomb Squad
(3 Sectior: Fireams/Tool | xai7-597 1 1| LEIN ROLLOUT AGENCY Training Lnit £ tew submission
ELEA Sechion Bolugonh, D XX07-588 1 1| Addison Police Department Contralled Substances B Receive Evidence
»X07-577 1 1| Addison Palice Department Contralled Substances | {0 submission Datails
KHOT-567 1 1| Albee Maple Grove Police Department Training Unit 158 Prink Submission Labels
= ¥H07-562 1 1| Alger Co. Sheriff Department Training Unit ﬂ Print Submission Report
gy Case Processing ER07-559 1 1| Ontonagon Co. Sheriff Department Controlled Substances # Refresh
¥¥07-558 1 1| Negaunee Post Fireatms)Taolmarks
Firearms Collection ®H07-557 1 1| MSP Munising Contralled Substances Grid Settings &
wx07-534 1 1 | Manistee Police Department Training Lnit Save
@ Reference Library X¥¥07-532 1 1| ZEELAND TWP FIRE DEPT § 2446 64TH A... | Training Unit Load
X¥HO7-516 1 1|0akland Co. Sheriff § 1201 N, Telegraph ... | Controlled Substances
@ Testimony XA07-508 1 1| MERIDIAM FIRE DEPT { 5151 MARSH RD ... | Biology Unit £
= KHO7-495 1 1|LEIN ROLLOUT AGENCY CODIS Unit
S pdmin [ Open Case Objects
¥A07-451 1 2| LEIN ROLLOUT AGENCY Training Uit
¥x07-421 1 1|5.C.ENT. | P.O. Box 221 | 6167 Biology Unit () open submission Obises
ﬂ Resource Manager ¥l07-414 1 1| ADDISOM FIRE DEPT | 313 E MAIN |, 517... | Training Unit
= || EX07-413 1 1| &kron Police Department Y, 4380 Beach St... | Firearms/ Toolmarks
h 07411 1 Ezw Cib Dolire Denartment Contrelled Syhatan h
Tkems: 61 ‘ ‘ Training | a ‘Williams, Wayne v

The submission object repository is only accessible through this screen. Once the evidence is received
on that particular submission there does not appear to be any way to access the submission object
repository. This is a known issue with Forensic Advantage and the Submission Object Repository should
not be utilized at this time.
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Evidence Objects

The Object Repository section of the Task Pane changes slightly when in the Evidence Module. The
'Open Case Record Objects' link is replaced with 'Open Evidence Objects'.
R-TE

Bl Edit e AL
e BF | A 89 Goto Case # A
Evidence &P Case Search
[= [ Lansing Lab o o | Description =]l &rea [l Location (S Cases £
o g:ﬂif [ Mew Submission One sealed brown envelope identified as ... | LS Biology/DiA Strg | Biology Refrigerator &P Case Detalls
= £ Section Evidence Details k Goto Case #
3 My 9 1- Medium sealed manila envelope identifi,.. LS Biology/DNA Strg | Biology Refrigerator g Cass Search
3 Section g‘ Breakdown Evidence I one extraction bube containing cuttingls)... | LS Biology/DNA Strg | Biology Freezer ’
3 Section ane extraction bube containing cutting(s)... |LS Biology/DiA 5trg | Biclagy Freezer Submissions 2
3 Section| £ Transfer Evidence ... | one extraction tube containing cuttingis)... |LS Biology/DNA Strg | Biclagy Freezer . )
(3 Sectior ... | ore extraction bubs cortaining cutting(s)... | LS Biokogy/DNA Strg | Biology Freszer (! New Submissian
| EED“D”_ 18| Scan Evidence for Transfer R | one extraction bube containing cuttingis)... |LS Biolagy/DNA Strg | Bickagy Freszer Evidence .
= :ectm”: | one extraction tube containing cuttingis)... |LS Biology/DNA Strg | Biolagy Freezer
j 5:;:2: I5= Print Evidence Labels [ |one extraction tube containing cutting(s)... LS Biology/DNA Strg | Biology Freezer & Evidence Details
= Section]| & Request Lockbos Transfer one extraction bubs containing cuttingis)... |L5 Biology/DNA Strg | Biology Freezer & Breakdawn Evidence
3 Section [ET) a - | 1-Sealed medium manila evidsnce envelo. .. |LS Biology/DNA Strg | Biology Refrigerator & Transfer Evidence
3 Sectior| B9 add Ihems to Batch ... | vaginal swab - epithelil fraction L5 Biology/DNa Strg | DNA Freezer 1 8 Sean Evidenc for Transfer
3 Section: + | |waginal swab - sperm frackion L5 Biology/DNA Strg | DMA Freezer 1 %) Print Evidence Labsls
[ Lockbo: g Evidence Inventary ... | One extraction bube containing cuttings i... | LS Biolagy/DMA Strg | DMA Freszer 1 ) Request Lockbox Transfer
(3 Batches F... | one extraction tube containing cuttings i... |LS Biology/DA Strg | DMA Freezer 1 B add tems to Bakch
I i i .. | One extraction bube containing cuttings i... | LS Biology/DNA Strg | DNA Freezer 1
J Open Section Objects L 5 O 3 = Ll 2 ¥ Evidence Inventary
1 - sealed envelope identified as GRO9-1... |LS Giology/DNa Strg | Biology Freezer -
['__'i Open Case Objects hi... | Gne extraction bubs containing cUEtings L. |LS Biology/DNA Strq | DMA Freezer 1 2] refresh
< y . : e extraction bube containing cuttings i... |LS Biology/DNA Strg | DNA Freezer 1 o o S
Qw Case Proces i Grid Settings A
{7 Open Evidence Objects O extraction tube containing cuttings i... | L5 Biokogy/DNA Strg | DNA Freezer 1

T ERET =

-
e extraction tube containing cuttings i, | LS Biology/DNA Strg | DMA Freszer 1 Save

[ Firearms Collection LS0e 7] ltem
L508-89 Ttem . | One extraction bube containing cuttings i... | LS Biology/DNA Strg | DMA Freezer 1 [ Load
@ Reference Library L5089 |Ttem . |one extraction tube containing cuttings i... |LS Biology/DNA Strg | DNA Freezer 1 2
L508-89 Tkem . One extraction kube containing cuttings i... LS Biology/DA Strg | DMA Freezer 1
@ T 150845 | Container 1-Sealed white svidence envelops L5 Biology,/DIuA Strg | Bin 302 [ Open Section Object
[+] LS0B-45 Container 1-Sealed CSC Kit LS Biology/DhA Strg | Bin 302 5 Open Case Objects
% admin L508-45 | Container 1-Sealed white evidence envelope L5 Biology/DIA Stra | Bin 302 "N open Evidence object
[+] LS0B-2 Container 1-5ealed plastic evidence container L5 Biology/DMA Strg | Bin 301
ﬁ; Resource Manager L507-182 | Container 1-Sealed plastic evidence bag L5 Biolagy/DHA Strg | Bin 300
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Case Objects

The Case Object Repository can be accessed through the link in the Object Repository section of the
Task Pane when in Case Processing view, the Actions menu in Case Processing view, the Actions menu
in the Case Details view or by selecting the Object Repository Icon.
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Case Record Objects

The Case Record Object Repository is accessed through the Object Repository section of the Task Pane
while in Case Processing view, the Actions Menu in Case Processing view or by selecting the Object
Repository icon.
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All objects imported into the Object Repository should be approved by the analyst once they are satisfied
that the imported item should be associated with the case or case record. Currently once an item is
approved in the Object Repository it cannot be removed or deleted. An upcoming release of Forensic
Advantage will provide the ability to delete approved objects from the Object Repository but we currently
don’t know how exactly that option will be configured.
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