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This document is intended for use with Forensic Advantage®. Forensic Advantage® is a product
with integrated features for case management and reporting. This document explains how to
use Forensic Advantage® to create, view, edit, assign and collaborate on cases within a
laboratory. To use this guide, you should be familiar with Microsoft Windows, Office and Web
Based tools.

Please see the table below for abbreviations used throughout this guide.

Table 1 — Abbreviations

Abbreviation Description

TCSC The Computer Solution Company
FA Forensic Advantage®

FAS Forensic Advantage® Systems

CL Crime Lab

CNI Central Name Index

PDF Portable Document Format

RFLE Request for laboratory examination
WBS Work Breakdown Schedule

ZIP Compressed File

e.g. Abbreviation meaning “for example”

The following fonts, symbols, and style conventions are used throughout this guide.

Table 2 — Notation Conventions

Notation Description Example
Bold Action buttons Cancel, Open File
Italics Screen, pane or Submission Details, Evidence module
module names
Bold and ltalics Keys on keyboard Tab, Enter, Note: Pay close attention
or notes
Blue Underlined Active links See tcsc.com for more information.
Bold with > Menu navigation Select Document > New > Template from the
separators File menu.

Version 15.1 Page 1 of 165
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THREE PANE VIEW

Forensic Advantage is a feature-rich application that provides a dynamic view of its contents.
The system leverages an interface paradigm called the three pane view. The primary
components of the user interface are the Navigation Pane, Contents Pane and Notifications
Pane.

=Rl TR : . . =0
@ 5 4 9 @ Navigation Pane My Work - Forensic Advantage Contents Pane Notifications Pane =
L | Home View Admin @ ;)
O e S 8 7] Case Record Details 3] Request Reviews F] Prepare Batch ({" Case Debils ) Open Section Objects
&7 Open \:V - g Assign Evidence 7B} Transfer Case Record (P Open Case Objects
Refresh ‘Add Resources % d scriptions.
K pelete £] View Reviews £ Release Report EA tmport Batch Results | ] Case Report (3 Open Case Record Objects
File | Content Analysis | Case Records \ Cases | Object Repository
Case Processing ¢ ||case= Record # |Priority  |Due | Status Exam Summary | Court Date | Agen... | Violation Summary | Agency <
(3 My Work e 2015-00036 1 5 Case Notes Entered FBI CNI 0104 - SABOTAGE ' TCSC (FA Division)
> M: 2015-00037 1 5 Case Notes Entered FBI CNI 0104 - SABOTAGE  TCSC (FA Division)
> [ TCSC Main (Primary) C06-164 1 2 Backlog - Evidence Available Drug Analysis  4/12/2006 D -Drugs TCSC (FA Division)
> [ Central C06-167 1 5 Merged Report Drug Analysis D -Drugs CCPD / Hull St
5> || Case Record Reviews C06-18 1 ] Pending Release Drug Analysis  2/14/2006 D - Drugs Virginia State Police, ...
E Case Record Search c07-10 1 5 Merged Report Drug Analysis  1/25/2007 BA - Blood Alcohol Michigan State Police...
4% \iarkehast Admin ¥ ||co7-28 i 2 Case Notes Entered Drug Analysis D -Drugs CCPD /Hull 5t
g R C07-35 i 5 Review Required Drug Analysis 1451 D -Drugs TCSC (FA Division)
£ C07-37 1 2 Case Notes Entered Drug Analysis D -Drugs TCSC (FA Division)
o C07-38 1 2 Backlog - Waiting for Evidence  Drug Analysis D - Drugs TCSC (FA Division)
S case Processing
v co79 1 15 Baddog - Evidence Available Drug Analysis 0000 - TEST OF... CCPD /Hull St
2
°
@ Testimony £
£
| s
Elj Resource Manager z
™|
QI Firearms Collection
@ Reference Library
Items: 11 15.1 KARENRKELLER .:

Figure 1 — Case Processing My Work View

NAVIGATION PANE
The Navigation Pane provides a functional directory and is used to select high level categories
within the application.

CONTENTS PANE

The Contents Pane populates the relevant data from the selection made in the Navigation Pane.
Double-clicking a row in the Contents Pane typically displays a window with additional
information or functions related to that entry. The Contents Pane can be customized per user
(see Customizing Your Workspace).

NOTIFICATIONS PANE

The Notifications Pane displays any notifications for the current user logged in to the system.
System Notifications allow FA to notify users when certain actions occur by other users on the
system. See User Settings for information on managing notifications.

Version 15.1 Page 2 of 165
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The Ribbon allows for easy navigation and access to the available menu options. Each set of
actions is grouped together into a section grouping or ribbon tab. Clicking an icon results in the
same action as selecting a drop-down menu option.

@ = 4 58 @ New Submissions - Forensic Advantage = B
|7 7 Home View Admin E" %
J New L5 %D Case Detais - i Case Objec ﬂNe‘;' Submission @ Submission Details
_?Open \:.\/ E‘.’ Sy { Open Cee 0 L" @ a Receive Evidence ,g‘ﬂ Add Submissions To Batch [ﬂ?nnt Submission Report
}( Refresh &P Reservelab # () Open Submission Objects e Desajptionsc &% Open Selection's Evidence % Print Submission Labels
File Content Cases Object Repository Options Submissions
Figure 2 — New Submissions Ribbon
Table 3 — New Submissions View Ribbon Options
Grouping Option Effect
New Opens New-Submission Entry form to start a new
_ submission.
File
Open Opens Submission Details form to view or modify
details of the selected submission.
Content Refresh Updates the Contents Pane with any new entries.
Case Details Opens Case Details form for the selected
submission.
Cases Reserve Lab # Opens Reserve Lab # dialog to reserve a Lab #.

Object Repository

Options

Submissions

Version 15.1

Open Case
Objects

Open Submission
Objects

Iltem Descriptions

New Submission

Receive Evidence

Open Selection’s

This number can be used to create a new case
later using historical entry (see Appendix 7 —
Reserve Lab #).

Opens Object Repository — [Case #] to
view/manage objects for the case associated with
the selected submission.

Opens Object Repository — [Submission #] to
view/manage objects associated with the selected
submission.

Opens Evidence Descriptions form to add, change,
delete, or copy evidence descriptions (see Figure
26 — Evidence Descriptions).

Opens New-Submission Entry form to start a new
submission.

Opens Transfer Evidence form to receive evidence
for the selected submission (see Figure 19 —
Transfer Evidence).

Opens Batch Details for evidence associated with

Page 3 of 165
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Grouping

Option Effect

Evidence the selected submission (see Figure 30 — Batch
Details).

Submission Opens Submission Details to view or modify details

Details of the selected submission.

Add Submissions Opens Add Evidence to Batch to add evidence

to Batch associated with selected submission(s) to a new or
previous batch (see Appendix 51 — Add Evidence
to Batch).

Print Submission  Opens Submission Label to select options for
Labels printing submission labels for the selected
submission (see Appendix 8 — Submission Label).

Print Submission  Opens Submission Report to select options for
Report printing the submission report for the selected
submission (see Appendix 9 — Submission Report).

The following table describes basic terms used throughout Forensic Advantage.

Term
Agency Case #

Analysis Forms

Case

Case #

Case Record

Case Record #

Chain of Custody

Version 15.1

Table 4 — Terminology
Description

Case Number assigned to a criminal investigation.

Collection of result data recorded by an examiner for one or more
examinations within a single case record.

Contains all case-related data including all submissions, case records,
evidence, specimens, lab reports, etc. regarding an investigation. The
Case is equivalent to the Master File.

FA-generated identifier for a case. The case number is the Lab File
Number.

Unit of work within the section or discipline that results in a single
laboratory report. The Case Record is equivalent to the discipline
assignment.

FA-generated identifier for a case record. A sequentially assigned
number associated with a request for examination, typically by
section/discipline. Combined with the Case (Lab File) number, it
provides uniqueness to a specific result set (report).

The documented record of an individual piece of evidence while in the
care and custody of the laboratory.

Page 4 of 165
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Term Description

Evidence Items and/or containers submitted to the office.

Exams Unit of work that may be associated with a piece of evidence.

Lab Report Official document of the results for a single case record.

Management & Management reports are statistical reports produced monthly, quarterly
Section Reports or yearly to provide information on the work product of the office.
Offense Classification of the suspected criminal event.

Primary Analyst Person assigned to oversee completion of the case. The Primary

Analyst is the person assigned to complete the case.

RFLE Request for Laboratory Examination (RFLE) is the source document
completed by a submitter, which identifies the evidence submitted and
the examinations requested. Paper RFLEs and supporting
documentation can be scanned into FA for storage with the submission.
RFLE is equivalent to a Laboratory Analysis Request.

Submission Single instance for providing evidence and request for live exam to the
laboratory.

Several configurations exist to customize the FA application to accommodate user workflow.
Not only are system configurations available for the core product, such as entering agencies
into the system and being available within any case where needed, but most screens are also
administratively configurable to alter layout, positioning, and visibility of the controls on screen.
For example, if a particular data field is not necessary, the administrator may remove it from the
user’s view. Administrator changes to the layout of a screen become the view seen by everyone
who accesses the screen. This feature may also be reset back to the original setting. System
date and time formatting is configurable for all date edit fields on all screens. Drop-downs within
the system may also be configured to customize values specific to the user.

Configurations may be added to enable limited visibility and access to cases based on
jurisdiction (e.g. county investigators only have access to cases within their own county).
Employees may be assigned to multiple counties or all counties. Access to screens is
configured based on a list of over 130 tasks, which may be assigned according to employees’
work requirements. Viewing but not adding records, editing but not deleting records, and any
other combination of add/edit/delete operations is supported.

The File Tab menu provides options for exporting information from FA and accessing user
settings and notifications.

Version 15.1 Page 5 of 165
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Option
Export

Settings

User Settings

Support

Exit

USER SETTINGS

Forensic Laboratory User Guide

@ & Q2 o v

| ! Home View Admin
Export 4 O Excel
= oot Text
. tt
% ~ettings HTML
"“ﬁ- User Settings XML
@Suppor‘t

Export

& Exit

Figure 3 — File Tab Options

Table 5 — File Tab Options
Effect

Opens Save As dialog to select a location in which to export data in
one of the selected formats.

Opens Forensic Advantage Settings to select a signature pad display
and select a Logging level (see Appendix 1 — Forensic Advantage
Settings).

Opens Notifications — User Settings to view and opt in or out of system
notifications (see Figure 4 — Notifications - User Settings).

Opens Forensic Advantage Support to display system information and
current logs (see Appendix 2 — Forensic Advantage Support).

Exits the Forensic Advantage application.

Notifications — User Settings (see Figure 4 — Notifications - User Settings) provides access to all
system notifications and may be viewed according to Notification Type or Recipient Type. By
default, all notification types are disabled. Administrators review each notification type,
determine its applicability to their users, and set one of the following status options (see Table 6
— Notification Status Descriptions).

Notification Status

Disabled

Required

Version 15.1

Table 6 — Notification Status Descriptions
Description

Users will never receive notifications of this type.

Users will always receive notifications of this type.

Page 6 of 165
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Notification Status Description

Opt In Users will only receive notifications of this type if they opt in via User
Settings (see Figure 4 — Notifications - User Settings).

Opt Out Users will always receive notifications of this type unless they opt out
via User Settings (see Figure 4 — Notifications - User Settings).

o) Notifications - User Settings - 0

3 8 &

Save Notification Recipient

Type Type
Actions | Group By
i || Redpient Type OptIn Case Communication Log Entry
L A | | Added
Notifications Case Communication Log Entry Added Notifies Submission Request
Submission Request Coordinator Required Coordinator and/or Case Record

Examiner(s) when a new
communication log entry is added if
during the addition, the user selected

Case Record Examiner

Case Record Assigned Save and Notify.
Case Record Examiner Required Sample

A new communication log entry has
Case Record Communication Log Entry Added been added to Lab # FA14-00001.
Case Record Examiner v
Submission Request Coordinator v

Case Record Review Requested
Case Record Requested Reviewer Required

Case Record Review Status Changed
Case Record Examiner Required
Case Record Reviewer Required

Case Record Status Changed
Case Record Examiner Required

Case Record Unassigned
Case Record Examiner Required =

Figure 4 — Notifications - User Settings

To manage user notification settings:

1) Click the File Tab at the top of the ribbon in the main FA user interface (see Figure 3 —
File Tab Options).

2) Select User Settings to open Notifications — User Settings (see Figure 4 — Notifications
- User Settings).

3) Select empty checkbox to Opt In to the associated notification.

4) Deselect checkbox to Opt Out of the associated notification.
Note: Required notifications may not be changed.

5) Click Save in the Actions grouping of the ribbon to save any status changes.

6) Click the red x in the upper right corner to close the form.

7) Click the Home Tab to return to the main FA user interface.

Version 15.1 Page 7 of 165
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CUSTOMIZING YOUR WORKSPACE

Forensic Laboratory User Guide

The View Tab ribbon offer multiple options for customizing the Contents Pane of Forensic

Advantage.
@ =) j ol My Work - Forensic Advantage - 0 n
| Home: View Admin @ t?a7
ﬂ m€& | & Fiters [D o = =
| —— — =
D —== | Group By Box —8 =8 =8
Modules GoTo = = Preview Load Save Restore
- Top || Column Chooser | |  pane Defauits
Navigate Grid Features | Llayout | Grid Settings
Case Processing < Drag a column header here to group by that column
(3 My Work = .Case # ”RE’EOfd # ;Pmnt\.- -Due .-_Status - C:am Summmary | Cout Diate | Agen... -Vmianun Summary “Agency
*LA My Mesnges co7-35 1 5 Review Required gm ?Emd ence Availabie | 1951 D -Drugs TCSC (FA Division)
» [ TCSC Main (Primary) : s ; - !
= C06-18 1 9 Pending Release Backlog - Waiting for Evidence D - Drugs Virginia State Police, ...
: j c"'“"R en co7-10 1 5 Merged Report Case Notes Entered BA - Blood Alcohol  Michigan State Police...
Case Record Reviews Merged Report |
C06-167 1 5 Merged Report 9 EXH D- CCPD / Hull St
7] Case Record Search ok i i Pending Release Dy ! i
| T N . = c07-37 1 2 Case Notes Entered Review Required D - Drugs TCSC (FA Division)
C07-28 1 2 Case Notes Entered D -Drugs CCPD / Hull St
9 Evidence 2015-00037 1 5 Case Notes Entered 0104 - SABOTAGE TCSC (FA Division)
= 2015-00038 1 5 Case Notes Entered FBI CNI 0104 - SABOTAGE TCSC (FA Division)
| y Case Processing C07-38 1 2 Backlog - Waiting for Evidence  Drug Analysis D -Drugs TCSC (FA Division)
| C07-9 1 15 Backlog - Evidence Available Drug Analysis 0000 - TEST OF... CCPD /Hul St
E Testimony \ C08-164 1 2 Backlog - Evidence Available  Drug Analysis  4/12/2006 D -Drugs TCSC (FA Division)

|
DE Resource Manager

Notifications

Customization

Li_j Firearms Collection Analysis Entered -
Assignment
@ Activity Logging Comments
Completed
@ Reference Library Discipline =
Exam Completed
% Exam Started >
| ltems: 11 15.1i | KARENRKELLER .
Figure 5 — My Work View
Table 7 — My Work View — View Tab Ribbon Options
Grouping Option Effect
Modules Drop-down allows you to navigate to desired
module.
Navigate
Go To Top Navigates to the top node displayed in the
Navigation Pane.
Filters Toggles visibility of column filters.

Grid Features

Layout

Grid Settings

Version 15.1

Group By Box

Column Chooser

Preview Pane

Load

Toggles visibility of Group Panel at top of
Contents Pane.

Toggles visibility of Customization box.

Toggles visibility of Preview Pane at the bottom
of the Contents Pane.

Opens Load Grid Settings to select previously

Page 8 of 165
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Grouping Option Effect
saved grid settings from a file or database profile.

Save Opens Save Grid Settings to save current
settings to a file or database profile.

Restore Defaults Resets Contents Pane to default grid settings.

SORTING
Sorting is built into columns throughout the FA user interface. Click on a column header to sort

+ ascending. Click on the column header again to reverse order ¥ descending. An arrow
appears in the column heading to designate the current order of the column. Use Shift-click to
sort multiple columns.

FILTERS

In each view within FA, the Filters button activates a list of column options. Selecting a menu
option filters the Contents Pane to display only entries that match the selected criteria.

1) Click the View Tab at the top of the ribbon menu (see Figure 5 — My Work View).

2) Select Filters in the Grid Features grouping of the ribbon to activate column filters.

3) Click the filter icon (¥) in the appropriate column heading to select an available menu
option.
Note: Contents Pane will automatically update to display only the entries which
match the selected column filters.

4) Select Custom in the drop-down menu to open Custom AutoFilter (see Appendix 3 —
Custom AutoFilter).

5) Select an operator and enter specific values by which to filter (may enter * for wildcard
search) then click OK.

6) To reset the Contents Pane, select All from the drop-down menu for each column
heading or deselect the checkbox next to the listed filters at the bottom of the Contents
Pane.

GROUPING
Group Headers activate a Group Panel at the top of the Contents Pane to facilitate grouping
entries according to headings and sub-headings.

1) Click the View Tab at the top of the ribbon menu (see Figure 5 — My Work View).

2) Click Group by Box in the Grid Features grouping of the ribbon to activate the Group
Panel at the top of the Contents Pane.

3) Right-click a column header and select Group by this Column to place the header in
the group panel.

4) Click the > next to an entry in the Contents Pane to expand/collapse the results.

5) Repeat steps 3-4 to group by multiple sub-headings.
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6) To reset the Contents Pane, right-click the column headings in the Group Panel and
select Ungroup.

COLUMNS

Column Chooser activates a Customization box (see Figure 5 — My Work View) that contains all
available column headings for the Contents Pane. Choose which characteristics to view in the
Contents Pane for any view in FA. To adjust column width, drag the column edge, double-click
the column divider to auto fit the width, or right-click and select Best Fit (all columns).

1) Click the View Tab at the top of the ribbon menu (see Figure 5 — My Work View).

2) Select Column Chooser from the Grid Features grouping of the ribbon to display
Customization box.

3) Right-click a column header in the Contents Pane and select Remove this Column to
remove it from view and place it in the Customization box.

4) Right-click a column header in the Customization box and select Show this Column to
display the column in the Contents Pane.

PREVIEW PANE

The Preview Pane displays the Laboratory Request and Property Receipt (any document(s) that
are imported into the Lab Request Scan tab of Submission Details) associated with the selected
case.

1) Select the Evidence or Case Processing module at the bottom of the Navigation Pane.

2) Click the View Tab at the top of the ribbon menu (see Figure 5 — My Work View).

3) Select Preview Pane from the Layout grouping of the ribbon.

4) Select a case in the Contents Pane to view any documents that were imported into the
Lab Request Scan Tab of Submission Details.
Note: If the case has multiple submissions, the documents for each submission
can be viewed by selecting the drop-down next to Submission. Each page of the
submission documents can be viewed by selecting the drop-down next to Page.

LIST GRID CONTENT
The Title Bar of FA user interface offers options to print the current grid listing displayed in the
Contents Pane.

1) Customize Contents Pane of any view to display the appropriate information.

2) Click Print Preview icon (—J) in title bar to open Preview (see Appendix 4 — Preview
Grid Listing).

3) Configure as desired.

4) Print, Export or Email grid listing by selecting appropriate option from the File
menu.

5) When finished, click the red x in the upper right corner to close Preview.
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GRID SETTINGS

While many of the customization tools available for the Contents Pane are used to search and
sort entries, they also create unique workspaces that suits individual needs. Thus, FA provides
options to save grid settings. You can also import and load another employee’s grid settings in
order to share effective organization techniques.

1)
2)
3)
4)

1)
2)

3)
4)

Click the View Tab at the top of the ribbon menu (see Figure 5 — My Work View) and
customize the Contents Pane.

Select Save from the Grid Settings grouping of the ribbon to open Save Grid Settings
(see Appendix 5 — Save Grid Settings).

Choose whether to Save to database profile, so other users may access, or Save to a
file, for individual use.

Enter a Name and click Save.

Click the View Tab at the top of the ribbon menu (see Figure 5 — My Work View).
Select Load from the Grid Settings grouping of the ribbon to open Load Grid Settings
(see Appendix 6 — Load Grid Settings).

Select from saved database profiles or click " to browse for a previously saved file.
Click Load to close the dialog and load grid settings into the Contents Pane.
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STEP 1: SUBMISSION ENTRY
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Release
Results

Return
Evidence

Submission Entry is the beginning of the workflow process in the crime lab. The more
information you enter in the submission tabs, the more complete the case. Select Search to
determine if a previous request was submitted for a particular Incident Number, Property

Receipt Number, or Party of Interest.

To enter a new submission:

1) Select the Evidence module and navigate to New Submissions View (under user’'s
primary lab) in the Navigation Pane.
2) Select New from the File grouping of the ribbon menu or select New Submission from
the Submissions grouping of the ribbon menu.
3) New Submission screen opens (see Figure 7 — New Submission Details Tab).

Version 15.1
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4) On the Details Tab, ensure the Lab, Submission Type, Delivery Method and Return
Method are correct, then select/enter the Primary Agency, Violation (Offense) and any
other known information (see Details Tab).

5) On the Officers Tab, Add an Investigating and Submitting Officer, as well as any other
contributors for the submission (see Officers Tab).

6) On the Exams Tab, select the Primary Dept and Add at least one Requested Exam (see
Exams Tab).

7) On the Parties of Interest Tab, may Add any individuals and/or businesses associated
with the submission (see Parties of Interest Tab).

8) On the Evidence Tab, Add at least one piece of evidence (see Evidence Tab).

9) On the Description/Comments Tab, may enter Statement of Fact, Case Comments
and/or Submission Comments (see Description/Comments Tab).

10) On the Extended Data Tab, may enter any client specific information related to the
submission or case (see Extended Data Tab).

11) On the RFLE Scan Tab, may scan/import the Laboratory Request and/or Property
Receipt (see RFLE Scan Tab).

12) When data entry is complete, click Submit and choose whether to print labels (see
Submit New Submission).

NEW SUBMISSION SCREEN

Populating information in the New Submission screen makes information available throughout
the system without having to re-enter the same information in subsequent screens. This design
increases data entry efficiency and increases data integrity throughout the system. Complete
information on all necessary tabs before selecting Submit. Information is mandatory in the
Details, Officer, Exams and Evidence tabs. Information is optional in the Parties of Interest,
Description/Comments, Extended Data and Lab Request Scan tabs.

See below for available ribbon menu options on the New Submission form.

& New Submission

Home

B a2 @ &% % @ % g o o

—1

Submit | Search Clear Report Import Next Tab
Request
File PreLog Property Connect View

Details | Officers | Exams | Parties of Interest | Evidence | DescriptionfComments | Extended Data | RFLE Scan

Figure 6 — New Submission Ribbon Menu

Table 8 — New Submission Ribbon Options

Grouping Option Effect
Submit Submits the information entered as a new
submission.
File
Search Opens Search to search for submissions using

available criteria (see Appendix 10 — Search).
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Report
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Refresh

Previous Tab

Next Tab
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Effect

Clears information and RFLE scan images from
the submission form.

Opens Object Repository to manage file for the
existing submission.

Opens Submission Preview dialog to select
printer and format options for printing the
submission report (see Appendix 9 — Submission
Report).

Opens Import RFLE to import a RFLE scan by
number from the PreLog system (see Appendix
11 — Import RFLE).

Opens a dialog to import evidence to the
submisison.

Opens the Property Connect page in the FA
Property Connect web app.

Opens Request Evidence page in Property
Connect web app.

Refreshes any changes made to property
connect.

Moves to the previous tab in the New Submission
form.

Moves to the next tab in the New Submission
form.

Case # (Lab #) is generated by the system when the Submit button is selected. Lab,
Submission Type, Primary Agency and Violation (Offense) are required.

Version 15.1
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Submission Type:
Delivery Method:

Delivery =:

Return Method:

Agencies
Primary Agency: |' |8|"|

Agency Case =:

Case Details

NOTE: This section contains information related to the parent {CASE} of this {SUBMISSION}. Each {SUBMISSION} does not maintain its own
values. Changing these values is equivalent to changing them on {CASE} Details. This information is shown on the {SUBMISSION} form as
a convenience. If you need to add additional values without affecting previously entered data, use the + button to the right of each drop
down. Any changes or additions will be reflected in all {SUBMISSION}s.

Jurisdiction: | | - [+ I

Violation: | | - l + I Violation Date: [

Court: | | x [1- I Court Date: [

Figure 7 — New Submission Details Tab

Officers Tab

Submitting Officer and Investigating Officer are required. Add, change or remove officers for the
submission (see Table 9 — Officers Tab Options). Officer information is grouped according to
role(s) assigned. Officers can be assigned to more than one role.
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cowu@tesc.com

(804)123-4567 krk@tcsc.com

(804)794-3491 dpr@tcsc.com

Figure 8 — New Submission Officers Tab

Table 9 — Officers Tab Oitions

Add

Change

Remove

Version 15.1

Opens Choose Officer screen to select a previously entered officer or
click New... to add an officer to the submission (see Appendix 12 —
Choose Officer).

Opens Officer Information to modify the displayed details of the
selected officer or click Edit Officer... to edit full details for the officer
(see Appendix 13 — Officer Information).

Removes the selected officer from the submission.
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Exams Tab

Primary Dept and at least one Requested Exam are required. Request Coordinator is the
individual responsible for oversight on a particular case. After an exam is added, case record
information is highlighted in the Case Records grid.

New Submission [ x |
| Home @_
= N o, e ‘
B a2 @ @ % % QA% E oo
Submit | Search Clear Manage Report Import Import @ Request Refres Previous NextTab
Files Request Evidence Request Evidence Tab
| File Prelog | Property Connect | View
| Detais | Officers | Exams | Parties of Interest | Evidence | Description/Comments | Extended Data | RFLE Scan |
Primary Dept / Request Coordinator
Primary Dept: Drugs -
RequestCoordinator: | Keller, Karen R -
Requested Exams
| Drug Analysis
Remove
Case Records
'Tvpe .Dept -Status Examiner 'Requested Exams Seq. .Priority .Exi:' Modify
Forensics Ex... Drugs Backlog - Wa... Drug Analysis 5 9
4 P
Keller, KarenR  .:
Figure 9 — New Submission Exams Tab
Table 10 — New Submission Exams Tab Options
Option Effect
Add Opens Add Exam to select the exam type and add it to a case record
(see Appendix 14 — Add Exam).
Remove Removes the selected requested exam from the submission.
Modify Opens Modify New Case Record to modify the selected case record

(see Appendix 15 — Modify New Case Record).
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Enter the Victim(s), Suspect(s), Individual(s), and Business(es) listed on the Laboratory
Request. Choose role of person(s) being added. Roles are also available on the drop-down
within the Person form (see Appendix 16 — Person).

New Submission [ x |
| Home @l
' = N N | o, |[a
B A ®E %% % Qs @ oo
‘ Submit | Search Clear Manage Report Import port e Reguest Reff Previous NextTab
Files Request Evidence Request Evidence Tab
File PreLog Property Connect | View
' Details | Officers | Exams | Partesof Interest | Evidence | Description/Comments | Extended Data | RFLE Scan
Persons
;’Name .]Relaﬁonsl'n'p [.Race [ sex ;Date of Birth Add...
‘JAI\ESMITI-I Suspect |
| MATTHEW THOMPSON Witness o
Change
Remove
Businesses
TName | R.elaﬁonsl'&p 7 Address - Add
MoviesR Us Party of Interest = A“Y"i";':f:m ==
Change
Remove
Keller, Karen R i
Figure 10 — New Submission - Parties of Interest Tab
Table 11 — Parties of Interest Tab Options
Grouping Option Effect
Add... Opens Person form to capture details of a party
of interest for the submission (see Appendix 16 —
Person).
Persons
Find Opens Search form at the Parties of Interest Tab
to find previously entered persons (see Appendix
17 — Search Parties of Interest Tab).
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Change

Remove

Add

Find
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Change

Remove
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Effect

Opens Person form to modify details of the
selected person.

Removes selected person from the submission.

Opens New Business form to capture details of a
business related to the submission (see
Appendix 18 — New Business).

Opens Business Search form to find previously
entered businesses (see Appendix 19 — Business
Search).

Opens Business Details to modify details of the
selected business.

Removes the selected business from the
submission.

Enter the evidence to be examined from the request. Evidence entered or imported into the
system is not verified by default. "Verified" indicates that the physical evidence was observed in
the lab. Until evidence is verified, it cannot be entered into an Analysis Form. Some actions, like
transferring or assigning to an exam, will automatically verify the evidence. Once evidence is
verified, it cannot be removed from the system without administrator or supervisor approval.

Codes (or shortcuts) can be created to auto populate descriptions (e.g. Type “DCS” into the
description field and it will auto populate the statement “DNA Collection Swab”). See Managing
Evidence Descriptions for instructions on how to create or copy user defined evidence lists.
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New Submission E
| Home. tj)_
i S, ] 9,
B a2 @EH = % QA @0 oo
Submit | Search Clear anage  Report Import Import £ Request Refres Previous NextTab
Request | Evidence Reguest Evidence Tab
| File PreLog | Property Connect View
Detais | Officers | Exams | Parties of Interest | Evidence | Description/Comments | Extended Data | RFLE Scan |
Evidence
Evidence 4 | Description [ verified [ For Analysis Add
v Container 1 An evidence bag contains 3
Item 1 one tablet - unknown origin v fod S
Item 2 liquid substance o4 Use Template
Resubmit
Change
Remove
Current Evidence
Keller, KarenR  .:
Figure 11 — New Submission Evidence Tab
Table 12 — Evidence Tab Options
Option Effect
Add Opens New Submission — New Evidence to enter a new piece of
evidence for the submission (see Figure 12 — New Evidence).
Add Subitem Opens New Submission — New Evidence to add new evidence as a

Use Template

Resubmit

Version 15.1

subitem of the selected evidence.

Opens Create Evidence from Template to select evidence from a
designated template. A template can be used to select from many
possible items or to add a common collection, e.g. Sexual Assault Kit
(see Appendix 20 — Create Evidence From Template).

Opens Transfer Evidence for a subsequent submission to select
evidence which was returned to the agency location and is being
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Option Effect
resubmitted to the lab.

Change Opens New Submission — New Evidence to modify the details of the
selected evidence.

Remove Removes the selected evidence from the submission. If the evidence
has already been transferred to the lab, only an authorized user can
remove it.

1) In New Submission form, select the Evidence Tab.

2) Select Add to open New Submission — New Evidence (see Figure 12 — New Evidence).

3) Designate Type of evidence as an Item or a Container of items.

Note: Evidence # is automatically populated with next available # according to
evidence type, but may be changed.

4) Select the ‘For Analysis’ checkbox if the evidence is to be analyzed.

5) Enter a description or click Description to open Select Item Description and select from
a list of user defined descriptions (see Managing Evidence Descriptions to create a list of
evidence descriptions).

6) Enter any additional information available, as well as any comments related to the
evidence.

7) Click Add to add the evidence.

8) Repeat steps 1-7 for additional evidence.

9) When finished, click Close.

1) Select Evidence > New Evidence > New Subitem(s) from the menu bar or click on the
arrow next to the New Evidence icon (9) and select New Subitem(s) from the drop-
down to open New Evidence.

2) Select the Multiple — Disables Additional Data radio button at the top of New Evidence.

3) Select or enter Type, Agency #, Delivery #, Description and Comments for the bulk
evidence.

4) Select Parent, if applicable, and select the For Analysis checkbox if the bulk evidence is
to be examined.

5) Enter or verify the first evidence number and FA will sequentially number from that
starting point.

6) Click Add to open Add Multiple Evidence (see Appendix 25 — Add Multiple Evidence).

7) Use arrows or manually enter the quantity and click Generate to populate the grid.

8) Click Verified checkbox, if appropriate, then click Add.

9) Add Multiple Evidence screen closes once evidence is loaded.

Note: If adding more than 100 items of evidence, may take several minutes for
evidence to load.

10) Repeat steps 2-9 for additional bulk evidence entry.

11) Click Close when finished entering evidence.
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Figure 12 — New Evidence

Description/Comments Tab
Information in the Description/Comments Tab can be typed in or cut and pasted from an
incident report.
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INOTE: This section contains information related to the parent {CASE} of this {SUBMISSION}. Each {SUBMISSION} does not maintain its own
values. Changing these values is equivalent to changing them on {CASE} Details. This information is shown on the {SUBMISSION} form as a
convenience. mmmummmr«umwumn {SUBMISSION}s.

Statement of Facts: |

Case Comments:

Sub Comments:

Figure 13 — New Submission Description/Comments Tab

Extended Data Tab
Client specific information can be entered in the Extended Data Tab.
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Submission ExtendedProperties

Lead=:

SBI=:

Field Agent:

Have all samples
been included?:

Gang Related: (=]

Cross-Referenced:

Have subjects
been transfused?:

Was the attacker
known?:

: Previous
evidence?:

I
I
I
I
Victim have sex |
I
I
I
I

prior 72 hours?:

Blood sample
available?:

Do you plan to
submit sample?:
Suspect
statement:

Crime Occurred:

Previous Evidence [
Sections:

Crime occurred |

Figure 14 — New Submission Extended Data Tab

RFLE Scan Tab
RFLE Scan Tab provides access to the laboratory request and property receipt associated with
the submission. Scan the Laboratory Request and Property Receipt (if available) as a .tiff file

from the multi-function device to be imported into FA. Click the image icon (IE ) to import the
Laboratory Request and Property Receipt.
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& New Submission E
f tome 9
= 9 : oy
B A2 @ E % 8 QAN P oo
Submit | Search Clear Manage Report Import Import Request Refres Previous MNext Tat
Files Request Evidence Reguest Evidence Tab
| File | PreLog | Property Connect View
| Detais | Officers | Exams | Parties of Interest | Evidence | Description/Comments | Extended Data | RFLE Scan |
4] Scan -S| AL x Page: i
~
v
< >
Keller, KarenR  .:

Figure 15 — New Submission RFLE Scan Tab

SUBMIT NEW SUBMISSION

After all available information has been entered in the New Submission form, select Submit to
enter the submission into the system. Upon confirmation of the submission, user will have an
opportunity to preview the information and the option to print submission labels, evidence labels,
and submission reports (see Figure 16 — New Submission Confirmation Dialog 1).

The number next to the label is the number of labels per submission and items of evidence.
Evidence labels will print on the designated label printer in the format designed by the user. If
the evidence came in a container, place the submission label on the container and all of the
evidence labels with the container. If the evidence did not come in a container, place each
evidence label on the appropriate piece of evidence.
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Confirmation il x |

New Submission Forensic Examination A
Lab: Central Laboratory Primary Section: Drugs
Agency Location Role Primary
TCSC (FA Division) Reporting True
Case #s:

Requested Exams

Drug Analysis

Evidence Description v
Do not print Labels

SubmissionLabels: 1: :

Evidence Labels: 1: =

SubmissionReports: 1:

OK Cancel

Figure 16 — New Submission Confirmation Dialog 1

After selecting OK, a second Confirmation dialog appears (see Figure 17 — Submission
Confirmation Dialog 2), giving the assigned Case # (Lab #) and options to receive evidence,
enter another submission, or finish the submission process. See Table 13 — Submission
Confirmation Options for more information on each of these options.
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Option

Receive

Next

Finish

Confirmation il x |

Submission Information

The following Submission has been created. To receive the evidence
now, click the "Receive"” button.

Lab #: 2015-00097
Sub #: 1 Receive
Next Submission

To create another Submission, choose the information to retain and dick
the "Next" button.

¥ Primary Agency Case/Submission Comments
All Officers Juris/Offenses/Courts
¥ Submitting Off. Requested Exams
Delivery/Return Method ¥ Evidence s
Primary Dept
Finish

Forensic Laboratory User Guide

Figure 17 — Submission Confirmation Dialog 2

Table 13 — Submission Confirmation Options
Effect

Opens Transfer Evidence form to receive the evidence for the

submission (see Figure 19 — Transfer Evidence).

Returns to the New Submission form to create another new

submission, with any selected information retained.

Finishes the new submission and closes the Confirmation

dialog.

STEP 2: CASE ASSIGNMENT

Case assignment may occur automatically by FA, depending on the examiner assignment
method(s) enabled in the lab/section. However, if a case is not automatically assigned, it may
be assigned using the Unassigned View in the Case Processing module (see Figure 18 — Case
Processing - Unassigned View).
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@ 5 4 9de Unassigned - Forensic Advantage - ol El
L 5 Home View Admin y Qﬁ_ |
{ & @ Assign Examiner 'j &P Case Detais
7 Open Commit Assignments
¥ Delete Reeh ) Cancel Assignments Caaﬁfg?rd Q) CaseReport
File | Content Assignment Case Records | Cases |
Case Processing < :Case = | Status . Examiner -Submltted -Pnnrity -Agency -Requested <
T08-13DP  Backlog - Evidenc... 4212014 9 TCSC (FA Division)  4/21/2014 -
v [ Central - =
5 SND0068  Backlog - Waiting ... 9 CCPD /Hull St 6/14/2015
S Zuﬁv S _C07-65  Backlog - Waiting ... 9/24/2014 2 TCSC (FA Division)  9/24/2014
£ Completed (as... C12-49 Backlog - Evidenc... 5/17/2013 9 TCSC Investigations 6/4/2014
(3 Unassigned C12-46 Case Notes Entered 10/3/2013 9 TCSC (FA Division)
o R C12-28 Backlog - Waiting ... 2/18/2014 9 TCSC (FA Division)  11/17/2013
> (- Frearms &Tookmarks  |C12-28  Baddog-Waitng...[____ ~]2/18/2014 9 TCSC (FADivision)  11/11/2013
> (i Bomb Squad v |C12-28 Backlog - Waiting ... 2/18/2014 9 TCSC (FA Division)  11/3/2013
C12-28 Backlog - Waiting ... 2/18/2014 8 TCSC (FA Division)  11/8/2013
9 Evidence C12-28 Exam in Process 10/8/2012 9 Test Agency
- . |c12-19 Backlog - Evidenc... 9/18/2012 5 CCPD /Hull St -
gS’ Case Processing { C11-80 Review Required 8/9/2011 S CCPD fHull St, T... é
C11-79 Backlog - Waiting ... 2/18/2014 8 CCPD /Hull St 7/2/2013 é"i
@ Testimony C11-64  Baddog - Waiting ... 1 TEST Agency 12/9/2013 E
C11-23 Backog - Waiting ... 12/31/1989 9 TCSC (FA Division)
WD REsurer Mg c11-22 Backlog - Waiting ... 12/31/1989 9 TCSC (FA Division)
- c10-7 Backlog - Waiting ... 12/31/1989 9 TCSC (FA Division)
_ €09-37 Backlog - Waiting ... 12/31/1989 9 TCSC (FA Division)
(T)] Firearms Collection C09-35  Backog - Waiting ... 12/31/1989 9 TCSC (FA Division)
€09-35 Backlog - Waiting ... 12/31/1989 9 TCSC (FA Division)
% Activity Logging C09-33 Backlog - Waiting ... 7/13/2009 9 TCSC (FA Division)
€09-23 Backlog - Waiting ... 12/31/1989 9 TCSC (FA Division)
o ® €09-19 Backlog - Waiting ... 12/31/1989 9 TCSC (FA Division)
€09-18 Backlog - Waiting ... 12/31/1989 9 TCSC (FA Division) =
Items: 219 15.1i | KARENRKELLER .:

Figure 18 — Case Processing - Unassigned View

To assign case(s) to an examiner:

1)
2)
3)

4)

5)

6)

Select the Case Processing module at the bottom of the Navigation Pane.

Expand user’s primary Laboratory and Section folders at the top of the Navigation Pane.

Select the Unassigned folder to load Unassigned View (see Figure 18 — Case

Processing - Unassigned View).

Select the appropriate case(s).

Note: Assigh multiple cases to the same examiner by holding down CTRL and

selecting each case individually or by holding down Shift and selecting a group of

cases.

Assign the case(s) to an examiner by one of two methods:

a. Select the examiner name from the drop-down in the Contents Pane.

b. Select Assign Examiner from the ribbon (see Appendix 22 — Select Examiner),
highlight the examiner name and click OK.

Note: May cancel assignments until assignments are committed. Cancel the

assignment by selecting Cancel Assignments from the ribbon.

Once case(s) are assigned, select Commit Assignments from the Assignment

grouping of the ribbon.
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STEP 3: EVIDENCE RECEIPT/TRANSFER

Receive Evidence is the term used to indicate the first transfer of evidence after being entered
into the system. For most evidence transfers, the transfer date and time are not editable;
however, when receiving evidence, these values can be specified because the evidence may be
electronically received before or after the evidence is physically received.

Q Transfer Evidence
Evidence
Evidence [Lab # Status VDesmption
2015-00108 - Cont... 2015-0... Entered into the System Body Bag
v 2015-00108 -Cont..., 2015-0... Entered into the System Sealed box containing personal effects.
v 2015-00108 -C... 2015-0... Entered into the System Sealed plastic bag containing monetary items.
2015-00108... 2015-0... Entered into the System Bills
2015-00108... 2015-0... Entered into the System Coins
2015-00108 - It... 2015-0... Entered into the System Wallet
201500108 -It... 2015-0... Entered into the System Men's wedding band
L MAL ADANL __Coant MAL O Eobocad inta Hha Cunboms Coanlad how cantsinina dathina cacaincad fra
Evidence Status: Entered into the System Batch Sequence #: 991674 Select All
Destination
Transfer Type: Submitted by Agency | TransferReason: | RIA=e >
Received By: Keller, Karen R | ™| Transfer Date: \8/5/2015 |~
AtLab: Central Laboratory ~|  Transfer Time: 8422 |2
At Dept: Drugs -
: Comments:
Place in Storage ]
Storage Area:
Storage Location:
Witness 1: "
Witness 2: w
Split [ ] Print Receipt = Address Help OK

- o N

: Selected ]

QR R

4

Select None

Transfer

Cancel

Option
Select All
Select None

Transfer Type
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Figure 19 — Transfer Evidence

Table 14 — Transfer Evidence Fields/Options
Description

Selects all evidence items in the grid for transfer.

Deselects all evidence items in grid.

Select the type of evidence transfer from the drop down list. Current
status of evidence selected for transfer determines available transfer

types.
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Option

Transfer Reason

Received By
At Lab

At Dept
Transfer Date
Transfer Time
Storage Area

Storage Location

Withess

Comments

Split

Print Receipt

Transfer

Help
Ok

Cancel
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Description

Select reason for evidence transfer. Some transfer types may require
selection of transfer reason.

Default places evidence in user’s personal custody at primary lab and
section. Information may be changed.

Default enters current date and time.

Select Place in Storage checkbox to activate Storage Area and Storage
Location fields. Only one transfer per target location, whether personal
custody or storage location.

If any witnesses are designated, they will need to enter their credentials
in order to complete the transfer.

Enter any comments related to the evidence transfer.

Select checkbox to record a separate transfer for each case. When
applicable, separate receipts will be created for each case. If not
selected, action will be recorded as a single (batch) transfer with all
selected evidence.

Print receipt(s) of the committed evidence transfer(s). Some transfer
types, such as Submitted to Lab or Returned to Agency, may be
automatically attached to the related case(s) as a PDF.

Accepts transfer information for selected evidence, but does not close
form, so additional transfers may be completed. Does not commit the
transfer. Once all transfers are complete, select OK to commit the
transfers.

Opens Help topics related to evidence transfer.
Commits transfers and closes the form.

Cancels evidence transfers and closes the form.

1) Select the Evidence module and navigate to the New Submissions View (under user’s
primary lab) in the Navigation Pane.

2) Select the appropriate case # (lab #) in the Contents Pane.

3) Select Receive Evidence from the Submissions grouping of the ribbon to open Transfer

Evidence.

4) Use Select All, Select None or checkboxes to select items for transfer.
5) Select appropriate Transfer Reason and Transfer Type.
6) Select destination for evidence.
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7
8)
9)

Note: Defaults to personal custody, select Place in Storage checkbox to select a
storage location.

Choose witnesses from the drop-down lists, if needed.

Select Split checkbox to record separate transfers for each case, if needed.

Select Transfer to transfer the selected evidence to the specified location.

10) Repeat steps 4-9 for any remaining evidence.
11) When complete, select OK to commit the evidence transfer(s).
12) Confirm transfer by entering password (login credentials). If withesses are selected, their

1
2)
3)

4)
5)

7
8)
1)

2)
3)

5)

6)
1)

credentials are also required in order to complete the transfer.

Note: If Received from Agency is selected as the transfer type, a pop-up window
will appear for the Submitting Officer to sign using the Topaz Signature Pad. If the
Submitting Officer is a Property Room, leave the signature window blank.

Select the Evidence module and navigate to the My Personal Custody View (under
user’s primary lab and section) in the Navigation Pane.

Select the appropriate evidence in the Contents Pane.

Select Transfer Evidence from the Evidence grouping of the ribbon.

Select all evidence items to be transferred.

Select Transferred Out for Transfer Type and Outsourcing for Transfer Reason.

In the Comments section, document where, how and when the evidence will be
outsourced and tested.

Click OK and enter login credentials to commit the transfer.

Select a printer and click OK to print evidence transfer receipt.

Select the Evidence module and navigate to the My Personal Custody View (under
user’s primary lab and section) in the Navigation Pane.

Select the appropriate evidence in the Contents Pane.

Select Transfer Evidence from the Evidence grouping of the ribbon.

Select evidence items to be transferred.

Select Consumed as the Transfer Type and Independent Testing as the Transfer
Reason.

In the Comments section, document where, how and when the evidence was consumed.
Click OK and enter login credentials to commit the transfer.

Assign evidence to exams in the Evidence Tab of Case Details (see Figure 20 — Case Details
Evidence Tab).

1)
2)

3)
4)
5)

Select the Case Processing module at the bottom of the Navigation Pane.

Select My Work folder at top of the Navigation Pane or expand (click on > to left of
folder) user’s primary lab and section folders to select My Case Records folder.
Select the appropriate case from the Contents Pane.

Select Case Details from the Cases grouping of the ribbon to open Case Details.
Click on the Evidence Tab.
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6) Select Actions > Assign Evidence from the menu bar or click Assign Evidence button
in the toolbar to open Assign Evidence to Exams (see Appendix 23 — Assign Evidence to

Exams).

7) Assign the exams to the evidence by selecting the checkbox under the appropriate exam

column, if needed (the column headers display the sections assigned to the case during
submission entry).
Note: If an item of evidence is greyed out, that indicates the evidence has not
been selected for analysis and therefore cannot be examined. To select the
evidence for analysis, double-click the item to open Evidence Details, select the
“For Analysis” checkbox then click Save and Close.

8) When finished, select Save and Close to save the assignments and close Assign

Evidence to Exams.

9) Select Save and Close to save changes and close Case Details.

&

File Edit View Actions Evidence

SaveandCiose = I SE _ﬁ'_] __,‘=’j
P FTROCOF = By

Case 2015-00108 - Case Details
Help

(2§ Assign Evidence [ [ @

- oW

Details | Case Records | Evidence | Related Cases | Submissions | Extended Data

Evidence Sub # | Agency # ' Status Description Veri... | For A...
Container 1 1 Entered into the... Body Bag
v Container 2 1 Personal Custody Sealed box containing personal effects. v
v Container 2A 1 Personal Custody Sealed plastic bag containing monetary items.
Item 2AA1 1 Personal Custody Bills v
Item 2AA2 1 Personal Custody Coins v
Item 2B 1 Personal Custody Wallet v
Item 2D 1 Personal Custody Men's wedding band v
« Container 3 1 Personal Custody gggl;ad box containing dothing recovered from 7
Item 3A 1 Personal Custody 2 Shirts v
Item 38 1 Personal Custody Pants v
Item 3¢c-1 1 Personal Custody Left Shoe v
Item 3¢-2 1 Personal Custody right shoe v
Figure 20 — Case Details Evidence Tab
Table 15 — Case Details Evidence Tab Ribbon Options
Icon Option Effect

& - New Evidence

Opens New Evidence to add new evidence to the case (see

Version 15.1

Figure 12 — New Evidence). Drop-down menu facilitates entry of
New Subitem(s), New Unreceived Evidence, New Evidence
Generated/Separated in Lab, New Inherited Evidence, and
Use Template for entering evidence.
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Modify Evidence

Remove Evidence

Resubmit
Evidence

Transfer Evidence

Verify Evidence

Add to Batch

Chain of Custody

Print Evidence
List

Print Evidence
Labels
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Effect

Opens Evidence Details to modify the details of the selected
evidence (see Appendix 24 — Evidence Details).

Removes selected evidence from the submission.

Opens Transfer Evidence to resubmit evidence that has been
returned to agency location.

Opens Transfer Evidence to transfer selected evidence to
another lab, section, or examiner.

Marks selected evidence as verified, which indicates that the
physical evidence was observed in the lab.

Opens Add Evidence to Batch to add the selected evidence to a
new or existing batch (see Appendix 51 — Add Evidence to
Batch).

Opens Chain of Custody Details for evidence related to the
case (see Figure 27 — Chain of Custody Detalils).

Opens Preview to select options for printing the evidence list for
the case.

Opens Evidence Label dialog to select options for printing labels
for the selected evidence.

Evidence detail entry also occurs in the Evidence Tab of Case Details. See Table 12 — Evidence
Tab Options for description of available evidence actions and see Managing Evidence
Descriptions to learn how to create evidence description codes.

1)
2)

3)
4)
5)
6)

7

Select the Case Processing module at the bottom of the Navigation Pane.

Select My Work folder at top of the Navigation Pane or expand (click on > to left of
folder) user’s primary lab and section folders to select My Case Records folder.

Select the appropriate case from the Contents Pane.

Select Case Details from the Cases grouping of the ribbon to open Case Details.
Click on the Evidence Tab and select the appropriate evidence from the grid.
Double-click the item, select Evidence > Modify Evidence from the menu bar or click

the Modify Evidence icon (9’) in the ribbon to open Evidence Details.
Change the description and then click Save and Close.
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1)

2)
3)
4)
5)

6)

7
8)

9)

Select Evidence > New Evidence > New Subitem(s) from the menu bar or click on the

arrow next to the New Evidence icon (g) and select New Subitem(s) from the drop-
down to open New Evidence.

Select the Type of evidence.

Evidence # is automatically assigned, but may be changed.

Select the For Analysis checkbox if the item is to be analyzed.

Select the Parent (Item it came from).

Note: Parent item must be in your personal custody.

Chain of Custody defaults to Inherited from...

Verify the appropriate Created at Section.

Enter a Description by typing in the Description field, clicking Description to select from a
list of user defined descriptions or enter a code to auto populate the desired description
(for more details, see Managing Evidence Descriptions).

Enter any necessary Comments.

10) Enter the Property Receipt Number and any other available information in the Additional

Information section.

11) Select the Add button to enter the new evidence.
12) Repeats steps 2-11 to create additional subitems.
13) When finished, select Close.

The Analysis Tab of Case Record Details (see Figure 37 — Case Record Details - Analysis Tab)
facilitates results entry. See the Analysis User Interface section for detailed instructions on
navigating and using the analysis forms.

1)
2)

3)

4)
5)

6)
7

8)

9)

Select the Case Processing module at the bottom of the Navigation Pane.

Select My Work folder at top of the Navigation Pane or expand (click on > to left of
folder) user’s primary lab and section folders to select My Case Records folder.
Double-click the appropriate case in the Contents Pane or select Case Record Details
from the ribbon.

Click on the Analysis Tab of Case Record Details.

Select All Exams, Remaining Exams or, holding down the Ctrl key, select specific
examinations.

Select individual evidence from the grid or select All Exams heading.

Right-click and select New Analysis of Type > [Analysis Form Name] to open a blank
Analysis User Interface (AUI), ready for results entry.

In the AUI, click Add in the ribbon to view a dropdown list of available analysis forms.
Note: If an analysis form has one or more child analysis forms, the child forms will
be inactive until the parent analysis form is saved.

Select the desired analysis form to add a new node to the Navigation Pane with an add

icon 4}’.

Note: An add icon indicates that a new node has been added. It also indicates that
the form has not been saved.
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10) Enter data into the appropriate form controls (see Table 17 — AUI Form Control
Operations).

11) When results entry is complete, click Save in the ribbon and add icon 2 wil disapear,
indicating the new analysis form has been saved.
Note: Saving the analysis without filling in the required fields will cause a dialog
to appear that specifies the missing field(s).

12) Click Save & Close in the ribbon to return to Case Record Details.

13) The Analysis Tab in Case Record Details now has a grouping for the new analysis entry.
Note: If additional analysis is needed, create another analysis form, or edit the
existing analysis form and add new entries.

The Final Report is the lab report created after all exams are performed and analysis results are
entered. The Final Report Tab of Case Record Details (see Figure 38 — Case Record Details —
Final Report Tab) displays any created reports as well as options for reviewing and releasing
reports.

1) Select the Case Processing module at the bottom of the Navigation Pane.

2) Select My Work folder at top of the Navigation Pane or expand (click on > to left of
folder) user’s primary lab and section folders to select My Case Records folder.

3) Select the appropriate case from the Contents Pane.

4) Double-click on the case record or select Case Record Details from the Case Records
grouping of the ribbon to open Case Record Details.

5) Click on the Lab Reports Tab.

6) Click New Final Report in the ribbon, select Reports > New Final Report from the

menu bar, or click the New Final Report icon ( B ) on the toolbar and Generate Report
— Basic Report opens (see Figure 21 — Generate Report).

7) Ensure the correct Agency is selected and click the Show checkbox to display the
agency information in the report.

8) Select whether or not to display any listed Investigating or Carbon Copy Officers, and
Add additional officers, if necessary.

9) Click Show checkbox to display any Persons of Interest.

10) Click Show checkbox for any Additional Report Text needed.

11) Select Create to create the report, close the window, and display a Basic Report with
Draft status in the Final Report Tab.

12) Select Save and Close when finished with Case Record Details.

Version 15.1 Page 35 of 165



Forensic Advantage Systems Forensic Laboratory User Guide

ol Generate Report - Basic Report ﬂ
General
Agencies
. - 7 Pr... | Agency VAddress 7 City 7 State VShow
1 ¥ CCPD JHull St 1010 Hull Street Rd Midlothian VA v
Investigating Officers Carbon Copy Officers
Name Show Name | Show Add
Johnson, Carol Amber v

Persons of Interest

Name | Type 7 Gender Race Show '
Keller'lani, John Suspect M v

Additional Report Text

| Additional Text [sh... |
| Chemical Biological Radiological & Nudiear Sciences Unit - 703-632-7726 O =)
Chemistry Unit - 703-632-8441
Cryptanalysis & Racketeering Records Unit - 703-632-7334
Explosives Unit - 703-632-7626

[] Export XML

Help Create Cancel

Figure 21 — Generate Report

STEP 8: REVIEW AND APPROVAL

The review process aids in maintaining the accuracy and integrity of examination results. To
request a review after the final report has been released (e.g. Quality Review), it must be done
from the Contents Pane. See Review Management for information on accepting, completing,
returning and continuing reviews.

To request a review in Case Record Details:

1) Select the Case Processing module at the bottom of the Navigation Pane.

2) Select My Work folder at top of the Navigation Pane or expand (click on > to left of
folder) user’s primary lab and section folders to select My Case Records folder.

3) Select the appropriate case from the Contents Pane.

4) Double-click on the case record or select Case Record Details from the Case Records
grouping of the ribbon to open Case Record Details.
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5)
6)

8)

9)

Select Request Review in the ribbon to open Review Details.

In the Details Tab, select the Review Type.

Click on the Reviewers Tab.

Select an individual(s) from the Available Reviewers list then click the Add > button, click

s
the Add Reviewer icon (“ ) on the toolbar or go to Actions > Add Reviewer in the
menu bar.
Repeat step 7 for any additional reviewers.

10) Select Save and Close.

1)
2)

3)
4)

5)
6)

7)

Select the Case Processing module at the bottom of the Navigation Pane.

Select My Work folder at top of the Navigation Pane or expand (click on > to left of
folder) user’s primary lab and section folders to select My Case Records folder.

Select the appropriate case from the Contents Pane.

Select Request Reviews from the Case Records grouping of the ribbon to open Review
Details.

In the Details Tab, select the Review Type.

Click on the Reviewers Tab and select an individual(s) from the Available Reviewers list.

o
Click the Add > button, the Add Reviewer icon ( % ) on the toolbar or go to Actions >
Add Reviewer in the menu bar to add the selected reviewer to the Request Sent To list.
Repeat step 7 for any additional reviewers.
Select Save and Close.

Select the Case Processing module at the bottom of the Navigation Pane.

Select My Work folder at top of the Navigation Pane or expand (click on > to left of
folder) user’s primary lab and section folders to select My Case Records folder.

In the Contents Pane, select multiple cases by holding down CTRL and selecting each
case individually or by holding down Shift to select a group of cases.

Select Request Reviews from the Case Records grouping of the ribbon to open Review
Details.

In the Details Tab, select the Review Type.

Click on the Reviewers Tab and select an individual(s) from the Available Reviewers list.

>
Click the Add > button, the Add Reviewer icon ( ® ) on the toolbar or go to Actions >
Add Reviewer in the menu bar to add the selected reviewer to the Request Sent To list.
Repeat step 7 for any additional reviewers.
Select Save and Close.

If reviews are required or requested for a case, they must be completed before the report may
be released. Only cases with Pending Release status may release results. Once a final report
has been released, the document can no longer be changed. The case status is set to
Complete and the case record is moved to the Completed node under the Case Records node
in the Navigation Pane.

1)

Select the Case Processing module at the bottom of the Navigation Pane.
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Select My Work folder at top of the Navigation Pane or expand (click on > to left of

folder) user’s primary lab and section folders to select My Case Records folder.

3)
4)

Select the appropriate case record from the Contents Pane.
Select Release Report from the Case Records grouping of the ribbon or open Case

Record Details, select the Lab Reports Tab and select Release Lab Report.

5)
report.
6)

Select Yes on the Confirmation dialog to complete the case record and finalize the lab

Use the checkboxes to select the documents to publish and enter any Comments on the

Publish dialog (see Appendix 32 — Publish), then select Publish.

STEP 10: RETURN EVIDENCE

There are several places from which you can return evidence to the submitting agency. If you
are working in Case Record Details, simply click on the Evidence Tab and choose Transfer
Evidence from the toolbar or actions menu. If you are not currently working with the case
record, you could use Ready to Return node or My Personal Custody node when ready to return

evidence.
@ - 4 8 e Ready to Return - Forensic Advantage = =) n
I_ | Home View Admin @ # 1
E -
L] Ne > y a P Open Submission Details
_} Open
o Open Case Return Open Selection’s Evidence
x Dele Details Evidence
File | Content Cases | Evidence | Submissions
Evidence < Agency Type: |Primary Agency - Search <
v [_J Central “  Agency: - Clear
{5 New submissions
|_J Prelog Requests Officer: =
|_J Property Connect Search Submissions from this lab only
% Ready to Return T T T T T T r
> (3D ‘Case z _Sub. z _Submntted _Agency Agency Cas... _Sub. Officers _lnv. Officers _Acce... =
» (3 Freams 8Tookn... | | C12-9 4 7/22/2013  TCSClnves... RL1-10234 v .
> [ Bomb Squad 2014-00... 2 9/24/2014  Colorado St... 91A-CG-12345 McKeester, Landon v
> [ Polygraph wdf3215 SOME ONEHERE ~ McKeester, Landor
. ) BR549
» [ Simple Unit 2014-00... 1 6/9/2014 ABC Funera... \WeBDead v
7Y _ WeBDed2 2
g Evid :| C12-6 1 4/24/2012 TCSC Inves... Oldman, Gary Oldman, Gary .‘2‘
- - C12-50 1 12/12/2012 CCPD fHull St ert Moralez, Anthony . é
o ) C12-29 1 1/1/2012 TCSC (FA Di... Clemmons, Roger 7"5
@ﬂ Case Processing -4
C12-25 1 6/29f2012 TCSC Inves... Dodge, Ramsey Mercedes, Ben
) C12-20 1 9/18/2012  TCSC (FADi... RLJA Dover, Ben Clemmons, Roger
E NS C12-17 1 6/8/2012 TCSC (FADi... Bush, George W
Ci12-14 1 2/18/2014 CCPD fHull St oy Blake, Meghan Leigt Baggett, Macaul
1
EQ Resource Manager C12-12 1 2/18/2014 CCPD fHull St TCSC Blake, Meghan Leigh Baggett, Macaul
Ci2-11 1 9/12/2012  CCPD /Hull St TS6F12 Baggett, Macaul  Baggett, Macaul
E' Firearms Collection C12-1 1 1/23/2012 TCSC Inves... Winer, Drew Lee Oldman, Gary
C11-98 2 12/28/2011  TCSC Inves... Showmaker, Tom J
g @ T C11-66 2 7/26/2011 CCPD fHull St GG5 Baggett, Macaul Blake, Meghan Leig
o e Cl11-66 1 7/7/2013 CCPD /Hull St GGS Baggett, Macaul Baggett, Macaul o
Items: 124 15.1i | KARENRKELLER .:
Figure 22 — Ready to Return View
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9)

Select Evidence module at the bottom of the Navigation Pane and select Ready to
Return folder from the top of the Navigation Pane.

Enter appropriate criteria and select Search to find all submissions that match selected
criteria and whose evidence is ready to be returned to agency.

Select the appropriate case record in the Contents Pane.

Select Return Evidence from the Evidence grouping of the ribbon (see Appendix 33 —
Return Evidence).

Use checkboxes to select items for transfer.

Select appropriate Transfer Reason and Transfer Type.

Ensure Employee, Laboratory, and Dept. are correct.

Enter any necessary Comments.

Specify Return Method and enter Return Package ID, if returning by mail.

10) Return to Agency Transfer Type activates checkboxes to return evidence to the Inv. Off.

or Sub. Off., or click Add to select Return Officer(s) from a specific agency.

11) Select Split checkbox to record separate transfers for each case, if needed.
12) Select Transfer to transfer the selected evidence to the specified location.
13) Repeat steps 4-9 for any remaining evidence.

14) When complete, select OK to commit the evidence transfer(s).

15) Confirm transfer by entering password (login credentials).

1)
2)
3)
4)
5)

6)
7

NOTE: If Returned to Agency is selected as the transfer type, a pop-up window
will appear for the Submitting Officer to sign using the Topaz Signature Pad.

Select the Go to Case # icon (@’) in the upper right corner of the FA user interface.
Enter the Case # (Lab #) and click OK to open the associated Case Details.
Select the Evidence Tab and highlight the appropriate evidence.

Click the Transfer Evidence icon (@) or select Evidence > Transfer Evidence from
the menu bar.

Select Transferred In as the Transfer Type.

In the Comments section, document who, how, and when the evidence is transferred in.
Click OK and enter login credentials to commit the transfer.

Users assigned as members of a specific Lab/Section have permission to add, edit and delete
Analysis User Interface (AUI) forms associated with their designated Lab/Section.

Analysis forms are used to enter results for various exams performed on the evidence
associated with a specific case record. See below for a sample analysis form and available
ribbon menu options.
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e B 2015-00018-2 - (C) Toxicology - olIEN
|| tome | admin  Developer @ |
FT_T_- .‘ 1 = fF Evidence  [@] Activity _ &7 Generate
= — H E{}: )—/T x (P Files 8 Parties of Interest jj
Save & Print Save Add E Delete ) Reviews ==’, View
Close Preview - ol Resources [_J) Communication Log
Actions Data Manage Results
(C) Toxicology —— )
v Toxkobgy Exom[iem 1-riar) J— PR
- Assay Assi t (Item 2 - In Progress) _Specimen Type mCheck-In Date | Amount _Commentr. | Image _Item/Evidence |
Method (Color test) Hair 8/26/2015 1
v Toxicology Exarn | Blood 8/20/2015 3
Assay Assignment (Item 3 - Not Started)
Figure 23 — Sample Analysis Form
Table 16 — Analysis Form Ribbon Options
Grouping Option Effect
Save & Close Saves examination information and closes the
form.

Actions Print Preview Opens Generate Document to select a template
for previewing the automated report generated
from the entered examination results.

Save Saves the data entered. Required before adding
sub-exams.

Data Add Click arrow to select from list of available exams
for the current analysis form.

Delete Deletes the current section of information.
Evidence Opens Assign Exams to Analysis to assign

Manage s . ;
additional evidence to the current analysis.
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Grouping Option Effect

Files Opens Object Repository to view or add any files
or images associated with the case record.

Resources Opens Analysis - Resources to add resources to
the analysis (see Appendix 26 — Analysis
Resources).

Activity Opens Activity form to manage activities

associated with the analysis and associated case
record (see Appendix 27 — Activities).

Parties of Interest  Opens Parties of Interest to add a person or
business of interest to the associated case
record (see Appendix 28 — Case Record # —
Parties of Interest).

Communication Opens New Communication Log Entry to enter or

Log reply to conversations associated with the case
record (see Appendix 29 — New Communication
Log Entry).

Reviews Opens Review Management to manage reviews

for the associated case record (see Appendix 30
— Review Management).

Generate Generates any result statements associated with
the analysis form related to the entered
examinations.

Results View Opens Analysis Results to view the generated

result statements for the analysis form (see
Appendix 31 — Analysis Results). Note: Must
Generate statements to activate View.

1) Select the Case Processing module at the bottom of the Navigation Pane.

2) Select My Work folder at top of the Navigation Pane or expand (click on > to left of
folder) user’s primary lab and section folders to select My Case Records folder.

3) Double-click the appropriate case in the Contents Pane or select Case Record Details
from the ribbon.

4) Click on the Analysis Tab of Case Record Details.

5) Select All Exams, Remaining Exams or, holding down the Ctrl key, select specific
examinations.

6) Select individual evidence from the grid or select All Exams heading.

7) Right-click and select New Analysis of Type > [Analysis Form Name] to open the AUI.

8) In the Analysis User Interface (AUI), click Add in the ribbon to view a dropdown list of
available analysis forms.
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Note: If an analysis form has one or more child analysis forms, the child forms will

be inactive until the parent analysis form is saved.
9) Select the desired analysis form to add a new node to the Navigation Pane with an add

icon d}’.

Note: An add icon indicates that a new node has been added. It also indicates that

the form has not been saved.

10) Enter data into the appropriate form controls (see Table 17 — AUI Form Control
Operations).

11) When data entry is complete, click Save in the ribbon and add icon 5 will disapear,
indicating the new analysis form has been saved. If adding multiples of the same exam,
the exams will display in the order in which they are saved.

Note: Saving the analysis without filling in the required fields will cause a dialog

to appear that specifies the missing field(s).
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. @ = 2015-00018-2 - (C) CBRN Science = =l
[:T e ] Home Admin Developer (A
;l'lb_r_- |'Hﬂ ‘ * & Evidence ] Activity _&j 47 Generate
S P Files 8 Parties of Interest
Save &  Print Save Add Edit Delete Reviews | Ll view
Close Preview o5l Resources [} Communication Log
Actions Biology Sample Analysis Plan Manage | Resuts |
i = Child analysis forms
CBRN Science Biology Partner Laboratory Report d :
© : listed above dotted line.
v LAt Biology ‘Descri tion |CustomD |A enc
Biology Sample An i yPe P gacl | SAETCeEs
Chemistry E: Unknown 2
Radiclogical Nuclear Evidence...
HEAT |
Partner Laboratory: ;m—r Partner Lab Case Identifier:
Requested Analysis:
| HEAT ONLY [
Biology Sample Analysis Plan: '
Plan Date Plan Identifier | Notes
8/28/2015 Notes for Biology Sample
Biology Partner Laboratory Report:
| Report Date Report Identifier | Notes
Created By Keller, Karen R (8/31/2015 12:35:49 PM) Last Modified By Keller, Karen R (8/31/2015 12:35:49PM) .

Figure 24 — Analysis Form Add Menu

To add a child node to an analysis form:

1) Select the parent analysis form node in the Navigation Pane.

2) Click Add in the ribbon and a drop-down list of available analysis forms will appear along
with a list of available child analysis forms (see Figure 24 — Analysis Form Add Menu).
Note: Any child node analysis forms are listed first, above the dotted line.

3) Select the desired child analysis form to add a new child node to the Navigation Pane,
under the parent analysis form node, with an add icon ,_1'1..
Note: An add icon indicates that a new node has been added. It also indicates that
the form has not been saved.
4) Enter data into the appropriate form controls (see Table 17 — AUI Form Control
Operations).
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5)

1)
2)

3)

4)

1)

2)
3)

When data entry is complete, click Save in the ribbon and add icon -5 will disappearr,
indicating the new child analysis form has been saved.

Note: Saving the analysis without filling in the required fields will cause a dialog
to appear that specifies the missing field(s).

In the Analysis User Interface (AUI) Navigation Pane, select the node for the analysis
form that requires editing.

Click Edit in the ribbon to unlock the fields and check-out the selected analysis form for
editing.

Once afield is selected to edit, the analysis form node in the Navigation Pane will
display an edit icon &

Note: The edit icon indicates the node is being edited and the data in the form has
not been saved.

After completing needed edits, click Save in the ribbon and the edit icon A will
disappear, indicating the edited analysis form has been saved.

In the Analysis User Interface (AUI) Navigation Pane, select the node for the analysis
form that needs to be deleted.

Click Delete in the ribbon and a Confirm Deletion dialog box will appear.

Select Yes to confirm deletion of the selected analysis form.

Note: If an analysis form has child analysis form(s), each of the child analysis
form(s) must be deleted before deleting the parent analysis form. If the child
analysis form(s) have not been deleted, the Delete button will be disabled for the
selected analysis form.

Analysis forms contain various form controls to capture data. See the table below for
descriptions of the available form controls and associated operations.

Type

Table 17 — AUI Form Control Operations
Representation Operation

Checkbox Checkbox: Select checkbox to indicate value is

True (1) or clear checkbox to indicate
value is False (0).

Date Picker : Select a date from the date picker by

Tuesday, June 23, 2015

Xune, 2015 ' selecting the drop-down arrow or by
Toe Wed Th Fn Sat typing the date in the data control.

Clear
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Type Representation

Drop-down |
Trace Examination
Mechanical Inspection
DNA Examination
Visible Latent Print Exam
Forensic Mapping
3D Scanning
Other

Supporting Documentation

B oo B

File Control

Record 0 of O

Evidence/Items:

Number « | Name

Grid Control

Instruments:

Id Mumber = | Description

Evidence photo(s):

0 oo 8§

Image Control

Record D of 0

Procedure:

Multi Select List

Technigues Used:
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Add |
Open

Save As...

Edit Details

Delete
m——

Type | Description | Agency #

Resource | Resou,..

Add I
Dpen

Save As...

Edit Details
Delete

—
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Operation

Select a value by selecting the drop-
down arrow and clicking the value.
Drop-down values are tied to lookup
tables and can be managed by FA
Administrator.

Right-click on the File control and
select Add to add file(s) to the File
control placeholder (see Appendix 37
— Select — File). If a file exists in the
File control placeholder, user can
Open, Save As, Edit Details or
Delete using the right-click menu
options.

Double-click in the grid control to
open a form populated with evidence
or resources associated with the
case record (see Appendix 34 —
Select Evidence and Appendix 35 —
Select Resources).

Right-click on the Image control and
select Add to add image(s) to the
Image control placeholder (see
Appendix 36 — Edit — Image). If an
image exists in the Image control
placeholder, user can Open, Save
As, Edit Details or Delete using the
right-click menu options.

Double-click in Multi Select List
control to open form populated with
values associated with the field (see
Appendix 38 — Select Values). Select
multiple values in the same field.
Multi Select List values are tied to
the lookup tables and can be
managed by FA Administrator.
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Operation

Type multiple values within the same
field using Multi Type List control.
Multi Type Lists are used for entering
text or date values.

Double-click on Rich Text control to
open Editor (see Appendix 39 — Rich
Text Editor) and type detail
information. Unlike Text control, Rich
Text does not have a character limit.

Enter decimal or whole number
values using up and down arrows or
by typing the value directly into the
control. If the Spin Edit control is set
as a decimal, FA Administrator can
control the number of decimal
places.

Type limited character data using
Text control. The character limits are
pre-defined in the AUI Forms.

1) Right-click on the file control in the AUI form and select Add.

2) The Select - File window opens (see Appendix 37 — Select — File).
Note: If a file exists in the file control placeholder, user can Open, Save As, Edit
Details or Delete using the right-click menu options.

3) Enter a File Name and click Browse to navigate to the folder where the file is located.

4) Click Open to upload the file.
5) Enter Description and Comments as necessary.

6) Click Update & Close in the ribbon to close Select - File window and populate the file

control.

1) Double-click the evidence grid control in the AUI form.
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2)

3)

4)

1)
2)

3)

4)

1)
2)

3)
4)

5)
6)

1
2)

3)
4)

1

The Select Evidence window opens with a list of Evidence(s)/Item(s) assigned to the
case record.

Select evidence(s)/item(s) by selecting the checkboxes.

Note: Select All, Select None or Invert Selection by clicking appropriate buttons in
the ribbon.

Click Update & Close in the ribbon to close Select Evidence window and populate the
evidence grid control.

Double-click the resource grid control in the AUI form.

The Select Resources window opens with list of resource(s) assigned to the case
record.

Select resource(s) by selecting the checkboxes.

Note: Select All, Select None or Invert Selection by clicking appropriate buttons in
the ribbon.

Click Update & Close in the ribbon to close Select Resources window and populate the
resources grid.

Note: If no resources are available in Select Resources, see Manage Analysis Form
Resources to add resources via Resource Manager.

Right-click on the image control in the AUI form and select Add.

The Edit-Image window opens (see Appendix 36 — Edit — Image).

Note: If an image exists in the Image control placeholder, user can Open, Save As,
Edit Details or Delete using the right-click menu options.

Provide the File Name, Description and Comments as necessary.

Right-click the image control and select Load.

Note: May also Paste an image into the Image control.

Navigate to the folder where the image is located, then click Open to upload the image.
Click Update & Close in the ribbon to close Edit-Image window and populate image
control.

Click the + button located at the bottom of the multi type list control.

Note: May also use Insert button on the keyboard to add a new row.

A new row appears with the option to type in the text value or date.

Note: As new rows are added, a scroll bar appears to see the complete list.
Select — button at the bottom of the multi type list to remove an empty row.

To delete an entry, click out of the field and use Up and Down arrow buttons on the
keyboard to select the appropriate row and then click — button.

Note: May also use Delete button on the keyboard to delete the highlighted row.

Double-click the multi select list control in the AUI form.
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2)

3)

4)

1)
2)

3)
4)

Select Values window (see Appendix 38 — Select Values) opens with list of options
related to the field.

Note: Values are tied to lookup tables, which are managed by the FA
Administrator.

Select value(s) by selecting the checkboxes.

Note: Select All, Select None or Invert Selection by clicking appropriate buttons in
the ribbon.

Click Update & Close in the ribbon to close Select Values window and populate the
multi select list control.

Double-click the rich text control or click on the rich text control in the AUI form and hit
Enter on the keyboard.

Editor window opens (see Appendix 39 — Rich Text Editor) with ribbon options for
formatting, editing and checking spelling.

Type in the detail information as necessary.

Click Update & Close in the ribbon to close Editor window and populate rich text control.
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The size of an Analysis User Interface (AUI) forms depends on the discipline and the case.
Some disciplines use AUI with multiple layers of analysis forms whereas other disciplines use
AUI with a single analysis form. Similarly, even a small size analysis form could become very
large depending on the case. FA provides two features to facilitate navigating large AUIs:

e Key Values in the Navigation Pane
e Selecting Rows in the Grid Controls

KEY VALUE(S) IN THE NAVIGATION PANE

Most analysis forms within the Analysis User Interface (AUI) have one or more key values
assigned to help differentiate between repeating analysis forms. The designation of key values
are determined by the lab as an internal practice. FA does not designate any key values in the
analysis forms. Generally, the key values are the Evidence(s)/Item(s) selected in the analysis
form. However, some analysis forms use a combination of multiple fields as the key value (see
Figure 23 — Sample Analysis Form). Key values represent the fields within the analysis form that
would potentially make the data entry for the analysis form incomplete.

FA Administrators have permissions to add, edit or remove the key values assigned to the
analysis forms within each AUI. The key fields for each AUI are client specific and not user
specific. After data is entered into the analysis form, the designated key values appear to the
right of the analysis form node in parenthesis (see Figure 23 — Sample Analysis Form).
Navigate between analysis forms by selecting the node with the appropriate key values.

SELECTING ROWS IN THE GRID CONTROLS

FA assigns a grid table to each analysis form that contains child node analysis form(s) to
provide an overview of the data entered into each child node analysis form(s). Double-clicking a
row in the grid table opens the associated child analysis form. The main area of the AUI
displays the selected child node analysis form along with the previously populated data.

Grid columns in the Analysis User Interface (AUI) forms may be customized per user. Once the
user customizes the grid columns, the layout is stored in FA. See Customizing Your Workspace
for explanation on how to sort and filter grid columns.

1) Select a grid table in an analysis form.

2) Right-click on a column header and select Column Chooser to open Customization box
with list of hidden columns.
Note: If there are no hidden columns, the box will be empty.

3) Drag and drop column headings from the Customization box to the grid table.

4) To hide a column, drag the column to the Customization box or right-click on the column
header and select Remove This Column.
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Object Repository

The Object Repository is where files and images are stored. The Object Repository tracks all
access to the files it maintains. When files are checked out for editing, they are locked such that
multiple users cannot have a file out for modification simultaneously. When files are checked in,
the previous version is not overwritten. The new file simply becomes a new version of the file.
Each version is tracked with who uploaded the revision and when. The Object Repository
provides visibility to users and administrators of the change log for critical files.

@ Object Repository - Central Laboratory - Drugs “
| Home t_J'_
150 1% #Hacw A A Xowee g
Details File Version New Import | Check W) UndoCheckout = Update | Approve Ej CopyMove | Refresh Manage
v History Out Templates
Open Add Modify Links Tools
Name - :Descriph'on. :T\,rpe Imported Ver... _Ched{ed ... | Approved :Ardw... _ Year
g': 01234567890123456789012... Testmore Microsoft Excel Worksheet 6/20/2012... 4 Archived
@5 Almost there Microsoft Word Document  3/18/2013 ... 2 Archived
= awesome JPEG image 12/4/2014 ... 3 Charles M.., Active 2014
L'J CBI Forensic LIMS RFP Foxit Reader PDF Docum... 6/22/2012... 1 Archived
= couchspot Opera Image 12/4/2014 ... 1 Active
|,|_j Evidence Transfer Receipt (9... Evidence Receipt (... .pdfFile 3/22/2011... 2 Archived
|| evidenceTransferReceipt10004 (no description) Microsoft Office Docume... 3/22/2011... 3 Archived
=) ObjectTemplate Microsoft Word Document  11/9/2010 ... 2 Surma, B... Archived
| Test 12345 New Description.5 Text Document 12/9/2008 ... 8 Charles M... Archived
mL_ XD_CaseStudy test Microsoft Office Word D... 2/9/20114... 1 Archived
Items: 10 = Selected: 1 e e e I = s A L
Figure 25 — Object Repository
Table 18 — Object Repository Ribbon Options
Grouping Option Effect
Details Opens File Properties for the selected file (see
Appendix 40 — File Properties).
File > Open Downloads the selected file to a local cache and

automatically launches the application associated
with the extension.

Open
File > Download a Downloads a copy of the selected file to the local
Copy drive.
Version History Opens Version History screen to view version

history and download selected version to the
local drive (see Appendix 41 — Version History).
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Grouping Option Effect

New Opens Select Template Source to add a new file

to the object repository.
Add

Import Opens dialog to select one or more files to import
into the repository.

Check Out Allows user to select a local folder for storage of
file and marks record as checked out, preventing
other users from modifying file until it is checked
back in.

Check In Checks in the updated file and makes file

Modify available for checkout.

Undo Checkout Cancels the current checkout information.

Update Allows user to browse to the updated file, marks
file with new version # and checks it back in.
Note: Cannot update a file which is checked
out.

Approve Approves selected file link(s).

Delete Deletes the files’ links from the current entity. If a
file is linked only to the current entity, deletes the

Links actual file.

Copy/Move Opens Copy/Move Files to move unapproved
files or copy any files from one entity to another
(see Appendix 42 — Copy/Move Files).

Refresh Refreshes the list of files associated with the
entity.

Tools Manage Opens another Object Repository which contains

Templates template documents that act as source files when

creating a new file with the New button.

CASE OBJECT REPOSITORY
Typically used to collect files associated with the entire case over (potentially) many case
records. These include subpoenas, court orders, etc.
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CASE RECORD OBJECT REPOSITORY

Typically used to collect files associated with the completion of a single discipline’s case record.
These could include spectra, chromatograms, electropherograms, other instrumentation files,
photos, officer affidavits, sexual assault evidence collection notes, etc.

SUBMISSION OBJECT REPOSITORY
Used to collect files associated with the submission of evidence, such as the submission form.

SECTION OBJECT REPOSITORY
Used to collect files associated with the laboratory section, such as the section specific policies
or procedures.

EVIDENCE OBJECT REPOSITORY
Used to collect information associated with evidence items, such as the sexual assault kit
circumstances or location found.

RESOURCE MANAGER OBJECT REPOSITORY

Typically used to collect files associated with a specific resource instance. These could include
an instruction set or recipe for a reagent preparation, printout of test or calibration results,
documentation of a manufacturer’s instruction sheet, log sheets, etc.

Objects can be imported from your computer, digital camera, or other source. Once a file is
imported into the Object Repository, it can be viewed, edited, copied or moved from one entity
(e.g. case record, laboratory, department) to another. However, once an object is approved, it
cannot be deleted or moved (only copied) without an administrator.

1) Select the Case Processing module at the bottom of the Navigation Pane.

2) Select My Work folder at top of the Navigation Pane or expand (click on > to left of
folder) user’s primary lab and section folders to select My Case Records folder.

3) Select the appropriate case record from the Contents Pane.

4) Open the appropriate Object Repository using the options in the Object Repository
grouping of the ribbon (see Table 18 — Object Repository Ribbon Options).

5) Or, select Case Record Details from the Case Records grouping of the ribbon and then

click the Case Record Files icon (J) on the toolbar or go to Actions > Manage > Case
Record Files in the menu bar.

6) In Object Repository (see Figure 25 — Object Repository), select Import from the ribbon
to browse and find a file, then click Open.
Note: May also drag and drop files from Windows Explorer or emails from
Outlook.

7) In File Properties (see Appendix 40 — File Properties) enter the Name and Description
for the file or object, to appear in the object list, then click Save & Close.

8) Select new object and click Approve from the Links grouping of the ribbon to protect the
file, if needed.
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1)

2)

1)
2)

4)
5)
6)

7)

Note: Once afile is approved, it cannot be changed, deleted or moved without an
administrator.

Select an entry in the grid and click Details from the Open grouping of the ribbon or
double-click the selection to open File Properties (see Appendix 40 — File Properties) for
the object.

Click File > Download a Copy, select a location and file name, click Save and navigate
to selected location to open and view the object.

Select the entry in the grid and click Check Out from the Modify grouping of the ribbon.
Select a folder in which to save a copy of the object and click OK.

Navigate to the selected folder on your machine, make needed changes to the file and

save.

Select the object in the grid and click Check In from the Modify grouping of the ribbon.

Note: Status will change and version will update to next sequential number.

In Object Repository, select the object to be moved/copied.

Click Copy/Move from the Links grouping of the ribbon to open Copy/Move Files.
Click Select Entity from the Target grouping of the ribbon to open Select Entity.
Expand entity, if needed, select the Case #/Section to be moved/copied to and click
Select.

Select Move to Target or Copy to Target from Source grouping of ribbon to share
object with another entity.

Select Move to Source of Copy to Source from Target grouping of ribbon to share
another entity’s object(s) with current entity.

Click red x in upper right corner to close Copy/Move Files and return to Object
Repository.

Another feature available in the Object Repository is object templates. Create and store
templates per lab section such as line drawings of standard clothing items, standard images,
checklists, or Office document templates.

1

2)

1)

2)

In Object Repository, click Manage Templates in the Tools grouping of the ribbon to
open Object Repository — Repository Templates.

View current templates, Import a file as a template, or create a New template based on
an existing template.

In Object Repository, click New in the Add grouping of the ribbon to open Select File
dialog.
Select the appropriate template and click OK.
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3) Enter a unique name for the template and click Save & Close to upload a copy of the
template to the current Object Repository.

The Instrument Integration server moves files into FA’s object repository. The deployment of the
services includes a drop folder, usually a Windows file share, on a designated server. If you
drop a file into the drop folder, the Instrument Integration Server will take the file and move it
into Object Repository. You can use it to get a file into Object Repository without having to load
FA. Also, various instruments around the lab, with access to the drop folder, could place result
files into the drop folder to get results into Object Repository. How you name the file determines
where the file will end up in Object Repository. A file with the name of “1_2012-
0001_1_MykFile.pdf” will attach to case record #1 of case 2012-0001. A file name is made of
multiple parts separated by underscores.

The rules for the file name are as follows:

¢ If you want to attach the file to a case record, name the file “1_A_B_fileName” where A
is the case # and B is the case record #.

¢ If you want to attach the file to a case, name the file “2_A_fileName” where A is the case
#.

¢ If you want to attach the file to a submission, name the file “3_A_C_fileName” where A is
the case # and C is the submission #.

¢ If you want to attach the file to a Lab/Section, name the file “4_D_E_fileName” where D
is the Lab Code and E is the Section Code. The section codes are unique to each client
and setup by FA Administrator.

e |f you want to attach the file to a piece of evidence, name the file “5_ A F_G_fileName”
where A is the case #, F is the evidence type and G is the evidence Id.

By default, in the shared folder of each instance of FAS Integration Services, there are 3 sub-
folders named Processing, Processed and Error.

When the processing starts, the files are dropped into the share and are moved to Processing
sub-folder. Once the processing completes, the files end up in one of two sub-folders: Error or
Processed. The Processed folder is used to indicate that the file was successfully moved into
Object Repository. The Error folder is used to indicate that there was problem (most likely, the
file was incorrectly named) and the file could not be added to Object Repository. If processed
correctly, the file should appear in the repository on the central server immediately.

Important Notes:

o Do not rename or delete the three system-use sub-folders (Processing, Processed
and Error).

e Do not create any sub-folders in the share. Although people have permissions to
create sub-folders in the share, the FAS Integration Services does not process
sub-folders.

o If your file(s) ends up in the Error sub-folder, please make sure that you delete the
file from the Error folder before you attempt to put the file(s) back into the share
again.
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Working with Evidence

The Evidence module facilitates the processing of evidence transfers and maintains the chain of
custody. The initial receipt of evidence and its eventual return or disposition is recorded. In
addition to managing the disposition of evidence, functions are provided to facilitate the official
identification and description of evidence following submission entry.

MANAGING EVIDENCE DESCRIPTIONS

Evidence Codes (or shortcuts) can be created to auto populate evidence descriptions (e.g. Type
“DCS” into the description field to auto populate the statement “DNA Collection Swab”). The
User Description Tab contains descriptions unique to the individual user. The System
Descriptions Tab contains descriptions available to everyone. However, personal user
descriptions trump system wide descriptions. (e.g. If a user has DCS meaning DNA Collection
Swab and the system has DCS meaning Digital Camera System, when the user types in DCS,
DNA Collection Swab will appear).

7 Evidence Descriptions - o IEN
User Descriptions | System Descriptions
Code |[Type Description Add
LQD Item liquid substance =
NH1 Item Bag with white powder e
PNT Item metal paint chip Delete
TBL Item one tablet - unknown origin
WHT  Item white residue
Copy
Help Save

Figure 26 — Evidence Descriptions

Table 19 — Evidence Descriptions Options
Option Effect

Add Opens User-Defined Evidence Descriptions dialog (see Appendix 48 —
User Defined Evidence Description) to add a code, type and description
association.

Change Opens User-Defined Evidence Descriptions dialog (see Appendix 48 —
User Defined Evidence Description) to modify the selected evidence
description.
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Option
Delete

Copy

1)
2)
3)

4)
5)

7
8)

1)
2)

4)

5)
6)
7
8)
9)

1)
2)
3)
4)

6)

Effect
Deletes the selected evidence description.

Opens Select Employee to Copy (see Appendix 49 — Select Employee
to Copy) to select another user’s evidence description list to copy.

In the Evidence Tab of the New Submission screen, click Add to open New Evidence.
Select the Description button to open Select [Evidence] Description.

Select the Manage button (or click Item Descriptions in the Options grouping of the
ribbon in Evidence or Case Processing views).

Click on the User Descriptions Tab and select Add.

Make sure Item is selected for the Type.

Enter a Code (must be three characters) and corresponding description.

Note: Codes and Descriptions are case sensitive.

Click Add to add to user list and repeat steps 5-6 for any additional evidence codes.
Click Close to view User Evidence Description list and click Save to close Evidence
Descriptions.

In the Evidence Tab of the New Submission screen, click Add to open New Evidence.
Select the Description button to open Select [Evidence] Description.

Select the Manage button (or click Item Descriptions in the Options grouping of the
ribbon in Evidence or Case Processing views).

Click on the User Descriptions Tab and select Copy to open Select Employee to Copy
(see Appendix 49 — Select Employee to Copy).

Select an employee from the drop-down list to view their user description list.

Select one or more evidence descriptions to copy by using Ctrl-click.

Click OK to add the evidence descriptions your list.

Repeat steps 5-7 for any additional employee lists.

Click Cancel to close Select Employee to Copy then click Save to close Evidence
Descriptions.

In the Evidence Tab of the New Submission screen, click Add to open New Evidence.
Select the Description button to open Select [Evidence] Description.

Select the appropriate description from the list.

Click the Select button to enter the selected description and close the dialog.

Click Add to enter the evidence.

Repeat steps 1-5 for any additional evidence entries.

FA maintains chain of custody for submissions, cases, case records, evidence and batches.

1)
2)

Select the Case Processing module at the bottom of the Navigation Pane.
Select My Work folder at top of the Navigation Pane or expand (click on > to left of
folder) user’s primary lab and section folders to select My Case Records folder.
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3) Select the appropriate case record from the Contents Pane.

4) Double-click the case record or select Case Record Details from the Case Records
grouping of the ribbon to open Case Record Details.

5) Click the Chain of Custody icon (** ) on the toolbar or go to Actions > Case Record
Chain of Custody in the menu bar to open Chain of Custody Details (see Figure 27 —
Chain of Custody Details).

To view chain of custody comments:

1) In Chain of Custody Details, go to the View menu (see Appendix 50 - Chain of Custody
Details View Menu) and select Include Comments.

2) Expand each item to view all of the transfers.
Note: Since comments can become large and unwieldy with numerous entries, the
evidence list is collapsed each time Chain Of Custody Details is opened. Deselect
Include Comments to automatically expand the evidence list when Chain Of
Custody Details is opened.

CHAIN OF CUSTODY DETAILS

Chain of Custody Details (see Figure 27 — Chain of Custody Details) lists the chain of custody
transactions involving the selected evidence. Each entry in a piece of evidence’s chain of
custody indicates a physical transfer of the evidence.

= Lab # 2015-00108 - Chain of Custody Details - = HEMM |
¢ File View Help v
S AR PP F =@ -

Chain of Custody

(= 2015-00108 - Container 2 —_

Submitted by Officer Keller, Karen from TCSC (FA Division). Received by
8/5/2015 8:42:2... Keller, Karen R at Central Laboratory - Drugs. Delivery Method: Medical
Examiner Automated.

[E 2015-00108 - Container 2A

Submitted by Officer Keller, Karen from TCSC (FA Division). Received by
8/5/2015 8:42:2... Keller, Karen R at Central Laboratory - Drugs. Delivery Method: Medical
Examiner Automated.

E 2015-00108 - Container 3
Submitted by Officer Keller, Karen from TCSC (FA Division). Received by

8/5/2015 8:42:2... Keller, Karen R at Central Laboratory - Drugs. Delivery Method: Medical |
Evidence
' Evidence 7 Description
2015-00108 #1 - Con... Sealed box containing personal effects. -

2015-00108 #1 - Con... Sealed plastic bag containing monetary items,
2015-00108 #1 - Con... Sealed box containing clothing recovered from body.
2015-00108 #1 - Ite... Bills 2

Figure 27 — Chain of Custody Details
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Table 20 — Chain of Custody Details Options

Icon Option

=3 Print Chain of

Custody

a Print Preview

= Show Evidence

A Auto Width

&y Open Case Chain
of Custody

¥ Open Submission
Chain of Custody

&  Open Evidence

Chain of Custody

==  Open Batch Chain
of Custody

Effect

Opens Chain of Custody Report dialog to select a printer and
format in which to print the details for the selected chain of
custody.

Opens Default Report Settings dialog to choose a format in
which to preview the selected chain of custody report.

Toggles visibility of the Evidence grid to show the list of
evidence for the selected chain of custody.

Sets the width of the column to automatically fill the entire width
of the grid.

Opens Chain of Custody Details for the selected case.

Opens Chain of Custody Details for the selected submission.

Opens Chain of Custody Details for the selected evidence.

Opens Chain of Custody Details for the selected batch.

My Personal Custody View in the Evidence module displays all evidence in the personal
custody of the logged in user.
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@ - 4 de My Persanal Custody - Forensic Advantage - oIEN
]_ 3 | Home View Admin gp @ﬁ_
” L8 ._"' 9 Evidence Details sTranslef Evidence J Open Section Objects @ @
F Open e E Open Selection  (§j Request Lockbox Transfer Evidence Inventory __" Open Case Objects
o
5 Refresh Case Details . - Item Descriptions... New Submission
x Ij Assign Evidence &H Add Items to Batch [P Open Evidence Objects
File Content | Cases | Evidence Object Repasitory Options | Submissions
Evidence < Case # = Type =« -lD - -Descnphon -Submlmng Agency -Invesngatﬁ_lg Agency -Case Record Status <
v (3 Central « |B o774 Container 2 sealed manila envelope Hg‘;‘;gﬁf"’“‘m Vv:dg‘;';;n‘i‘“‘f:"'“'
(& New Submissions TCSC (FADivision)  CCPD /Hull St €06-167-1: Merged
|_i Prelog Requests T06-10 Item 1 piece of int Report, T06-10-1:
1 Property C t Complete
1. Ready to Retum 7 C07-83 Container 1 Bag with white powder TCSC (FADivision)  TCSC (FA Division)
v [ Drugs C07-38 Container 1 1-Sealed cardboard evidence box TCSC (FA Division) TCSC (FA Division)
3 C07-37 Tiorn p R mbatiece CCPD { Hull St TCSC (FA Division) ~ C07-37-1: Case Notes
» [_Jj Firearms & Toolmarks - _ - Entered
» (2 Bomb Squad C07-35 Container 1 1-Sealed plastic evidence bag TCSC (FA Division) ~ TCSC (FA Division)
> (3 Polygraph C07-28 Container 1 1-Sealed cardboard evidence box TCSC (FA Division) TCSC (FA Division)
3P Clmela Linit: ¥ @ co7-11 Container 1 1-Sealed mania evidence envelope TCSC (FA Division) TCSC (FA Division) -
i gi | i C06-167 Container 1 One (1) sealed metal can containing item TCSC (FA Division) TCSC (FA Division) : _E_
@ Case Processing g
E Testimony
ﬁg Resource Manager
g Firearms Collection
E
| rtems: o 15.1 | KAREN R KELLER .”:'
Figure 28 — My Personal Custody View
Table 21 — My Personal Custody Ribbon Options
Grouping Option Effect
File Open Opens Evidence Details for the selected
evidence (see Appendix 24 — Evidence Detalils).
Content Refresh Updates the Contents Pane with any new entries.
Cases Case Details Opens Case Details for the case assigned to the
selected evidence.
Evidence Details Opens Evidence Details for the selected
evidence (see Appendix 24 — Evidence Details).
Open Selection Opens Batch Details for the selected evidence.
Assign Evidence Opens Assign Evidence to Exams to assign
Evidence selected evidence to one or more exams and
associated case records.
Transfer Evidence Opens Transfer Evidence to transfer selected
evidence to another lab, section, or examiner.
Request Lockbox  Opens Lockbox Transfer Request to request a
Transfer lockbox transfer for the selected evidence (see
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Grouping Option Effect

Appendix 52 — Lockbox Transfer Request).

Add Items to Opens Add Evidence to Batch to add the
Batch selected evidence to a new or existing batch (see
Appendix 51 — Add Evidence to Batch).

Evidence Opens Evidence Inventory for evidence listed in
Inventory Contents Pane, with option to print (see
Appendix 53 — Evidence Inventory).

Open Dept Opens Object Repository to view/manage objects
Objects for the entire department/lab section.
Open Case Opens Object Repository — [Case #] to

Object Repository Objects view/manage objects for the case associated

with the selected evidence.

Open Evidence Opens Object Repository to view/manage objects
Objects associated with the selected evidence.
Options Item Descriptions  Opens Evidence Descriptions to add, change,

delete, or copy evidence descriptions (see Figure
26 — Evidence Descriptions).

Submissions New Submission Opens New-Submission Entry form to start a new

1)
2)

3)

4)
5)
6)
7

8)
9)

submission.

Select the Evidence module at the bottom of the Navigation Pane.

Expand (click on > to left of folder) user’s primary lab and section folders to select My
Personal Custody folder.

Select a case, or cases, from the Contents Pane (select the plus sign next to a case
number to see all items of evidence for that case).

Select Transfer Evidence from the Evidence grouping of the ribbon.

Use Select All, Select None, or checkboxes to select items for transfer.

Select appropriate Transfer Reason and Transfer Type.

Select destination for evidence.

Note: Defaults to personal custody, select Place in Storage checkbox to select a
storage location.

Choose witnesses from the drop-down lists, if needed.

Select Split checkbox to record separate transfers for each case, if needed.

10) Select Transfer to transfer the selected evidence to the specified location.
11) Repeat steps 5-10 for any remaining evidence.

12) When complete, select OK to commit the evidence transfer(s).

13) Confirm transfer by entering password (login credentials).

Note: If witnesses are selected, their credentials are also required in order to
complete the transfer.
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EVIDENCE INVENTORY

Evidence inventory, available in the ribbon of My Personal Custody View, provides a listing of all
evidence items in a section including subitems. This listing can then be printed. Evidence
inventory function can be used with a scanner to facilitate audits of locations. Management
reports detail personal possession.

Transferring evidence can be made more convenient by creating batches. Batches are logical
groupings of evidence that may be created and subsequently transferred together. The
evidence in a batch may come from various cases/case records; however, in order for the batch
to be transferred together, the evidence must be in the same location.

1) Select the Evidence module at the bottom of the Navigation Pane.

2) Expand (click on > to left of folder) user’s primary lab and section folders to select My
Personal Custody folder.

3) Highlight items in the Contents Pane to place in the batch (Use CTRL-click to select one
at a time. Use Shift-click to select a group.)

4) Select Add Iltems to Batch from the ribbon to open Add Evidence to Batch (see
Appendix 51 — Add Evidence to Batch)

5) Add the evidence to a new batch by selecting <new batch>.

6) Type a name for the batch and then select OK.

7) Add the evidence to a previous batch by selecting the name of the previous batch and
then select OK.

BATCHES VIEW

In the Navigation Pane under each laboratory is a Batches folder to aid in finding and using
created batches.
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@ 5 48 e Batches - Forensic Advantage - o IEN|
L Home View Admin 835 ﬁf
] ne @ B OpenBatch  [&] RenewBatch  f Evidence Details B, Remove Items From Batch
& Open 2 =i Rename Batch = Print Batch &P Case Details
Refresh i
K Delete e @ Transfer Batch  §& Delete Batch @ Transfer Selected Evidence [&) Refresh Evidence
e | Content | Batches L Evidence
Evidence < ’Ernployee - EBatch Name - iEviden... iExpires - <
> F2 S Unit . |AMANDATOTTEN Auto-generated from Case Record assignment 10 11/16/2015... al
> [ DNA AMANDA TOTTEN Auto-generated from Case Record assignment 10 11/14/2015...
> [ Serology AMANDA TOTTEN Auto-generated from Case Record assignment 13 11/14/2015 ...
> (3 St. Paul ANDY LIN Auto-generated from Case Record assignment 3 8/28/2012 1:...
> [ c8t CHARLES M PHELPS Auto-generated from Case Record assignment 8 B/26/20139:...
» |_J Lockbox Transfers CHARLES M PHELPS TEst 5 6/29/2013 1...
[ Batches CLAIRE BOSWORTH Auto-generated from Case Record assignment 6 4/13/20148:...
> [_J Central David P. Romig, Sr. 08-09-24 Delivery from Property Room 3 12/11/2009 ...
Q Evidence Search v | || David P. Romig, Sr. Auto-generated from Case Record assignment 7 5/29/2015 1...
I I |NavidD_Domin_Se Autn.cenacated fom Caca Racned acsionmant 1 310187 | -
F evidence 2| Evidence _ I 8
A = l Evidence | Status | Desaription | Veri... ;For An... i 2
g’ Case Processing 2015-00048 -It... Personal Custody sock v 4 3
2015-00048 - It... Personal Custody ~sock v v <
@ Testimony 2015-00048 -1It... Personal Custody  sock v v
2015-00048 -It... Personal Custody sock v v
Bl Resource Manager 2015-00048 - It... Personal Custody sock v v
— 2015-00048 -It... Personal Custody  sock v v
— . 2015-00048 -It... Personal Custody sock v v
(5] Firearms Collection 2015-00043 - It... Personal Custody  sock v v
2015-00048 -It... Personal Custody sock v v
= B x 201500048 -It... Personal Custody  sock v W
Batches: 56 Items: 10 15.1i | KAREN R KELLER _:;.
Figure 29 — Batches View
Table 22 — Batches View Ribbon Options
Grouping Option Effect
Open Batch Opens Batch Details for the selected batch.
Rename Batch Opens Choose Batch Name to modify the name
of the selected batch (see Appendix 54 — Choose
Batch Name).
Batches Transfer Batch Opens Transfer Evidence for the selected batch.
Renew Batch Updates expiration date for selected batch.
Print Batch Opens dialog to select print options for selected
batch.
Delete Batch Deletes selected batch and associated evidence.
Evidence Details Opens Evidence Details for selected evidence.
Evidence
Case Details Opens Case Details for case associated with
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Remove Items
from Batch

Refresh Evidence

Forensic Laboratory User Guide

Effect
selected evidence.

Opens Transfer Evidence for selected evidence.

Removes the selected evidence from the batch.

Updates Evidence grid with any recent changes.

1) Select the Evidence module at the bottom of the Navigation Pane.
2) Expand (click on > to left of folder) user’s primary lab and section folders to select My

Personal Custody folder.

3) To transfer the complete batch at once:
a. Select the appropriate batch from the Batches grid of the Contents Pane.
b. Select Transfer Batch from the Batches grouping of the ribbon.
4) To transfer select items from a batch:
a. Select the appropriate batch in the Batches grid of the Contents Pane.
b. Select the appropriate items of evidence from the Evidence grid at the bottom of the

Contents Pane.

c. Select Transfer Selected Evidence from the Evidence grouping of the ribbon.

BATCH DETAILS

Batch Details form provides access to general information about any batch created for
transferring evidence. See Table 23 — Batch Details Ribbon Options for descriptions of the
ribbon menu options available in Batch Details.
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Transfer Remove AddTo Verify
(w/Children) | FromBatch Batch Evidence Container(s) | ResetView

|sub# |Status

| Description | For Analysis

v T10-1- Container 1 2 Storage
T10-1-Item 3 2 Storage
T10-1-Item 4 2 Storage

v T10-1-Item5S 2 Storage
T10-1-Item 7 2 Storage
T09-16 - Item 1 1 Storage

v T09-38 -Item 1 1 Storage
T0S-38 - Contai... 1 Storage
T09-38 - Item 2 1 Storage

T10-1-Item 1 1 Storage

a
=
w

—
|l

box

button

Photograph of latent print on button
Packaging tape

Photograph of latent print found on tape
One (1) vial containing blood

One (1) sealed evidence bag

Container with vials, swabs and film evidence
Root Item

A bit of foo

@ln@ﬂ@@@@@%

Figure 30 — Batch Details

Table 23 — Batch Details Ribbon Options

Actions Print Click arrow to view available print options.
3 Batch Report (Quick Print)
2, BatchReport...
E Evidence List
48] Evidence Labels
Submission Labels
Shipping Invoice...
Evidence Opens Evidence Details for the selected
evidence.
Details
Case Opens Case Details for the case
associated with the selected evidence.
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Grouping Option Effect
Transfer Opens Transfer Evidence for the selected
evidence.

Transfers Transfer (w/children) Opens Transfer Evidence for the selected
parent evidence and all associated child
evidence.

Remove from Batch Removes selected evidence from the
batch.
Add to Batch Opens Add Evidence to Batch to create a

Manage new batch from selected evidence.

Verify Evidence Marks selected evidence as verified.

Add to Container(s) Opens New Evidence to designate
container for selected evidence.

Expand All Expands all parent evidence to display
child evidence.

View Collapse All Collapses all parent evidence to hide

child evidence.

Reset View Resets view to original settings.

Working with Cases

Once submission data has been processed, cases for the sections responsible for the
requested examinations are automatically created. The Case Processing module is leveraged
by examiners to perform their job in a timely, effective and consistent fashion.

MY WORK VIEW

My Work View, in the Case Processing module (see Figure 5 — My Work View) displays all the
cases to which the logged in user is assigned as an examiner. See below for the main functions
accessible through the ribbon menu of My Work View.

@ & 43 v My Work - Forensic Advantage = =
| || Home | WView  Admin RP 4
L ne \:;\/ n? 7 caseRecord Details 3] Request Reviews £ Prepare Batch &P Case Detais (@ Open Dept Objects @
7 Open j Assign Evidence ") Transfer Case Record (P Open Case Objects
Refresh Add Resources FAL t Batch Results 1 Case Report Item Descriptions...
¥ Delete 2] view Reviews #1] Release Report £ impor o [ e Fepor P Open Case Record Objects

File | Content Analysis Case Records Cases | Object Repository Options

Figure 31 — My Work View Ribbon Options

Table 24 — My Work View Ribbon Menu Options
Grouping Option Effect
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View Reviews

Request Reviews
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Record
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Prepare Batch

Import Batch
Results

Case Details
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Effect

Opens Case Record Details for the selected case
record.

Opens Delete/Terminate Case Record with
options to delete or terminate the selected case
record (see Appendix 43 — Delete Terminate
Case Record).

Updates the Contents Pane with any recent
changes.

Opens Worksheet Resource Assignment to add
resource(s) to one or more worksheets for the
selected case record (see Appendix 44 —
Worksheet Resource Assignment).

Opens Case Record Details for the selected case
record.

Opens Assign Evidence to Exams for the
selected case record (see Appendix 23 — Assign
Evidence to Exams).

Opens Review Management to view the reviews
for the selected case record (see Appendix 30 —
Review Management).

Opens Review Details for the selected case
record to request a review and add reviewers
(see Figure 46 — Review Details-Details Tab).

Opens Transfer/Assign Case Record to transfer
the selected case record to a specified lab and
examiner (see Appendix 45 — Transfer/Assign
Case Records).

Releases the lab report for the selected case
record.

Opens Prepare Batch Processing File to select
evidence and resources for batch export (see
Appendix 46 — Prepare Batch Processing File).

Opens Import Batch Processing Results to select
a batch processing file and import results to FA
(see Appendix 47 — Import Batch Processing
Results).

Opens Case Details for the selected case record.
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Effect

Opens Preview for full case report of selected
case record.

Opens Object Repository to view/manage objects
for the entire department/lab section.

Opens Object Repository — [Case #] to
view/manage objects for the case associated
with the selected evidence.

Opens Object Repository — [Case Record #] to
view/manage objects for the selected case
record.

Opens Evidence Descriptions to add, change,
delete, or copy evidence descriptions (see Figure
26 — Evidence Descriptions).

My Messages is a method of communication about a specific case record between examiners.
By selecting an option from the Message grouping of the ribbon, you can create a new
message, archive a message, mark a message as complete, open the case record associated
with a message, open any attachments associated with a message or forward a message to
another individual. When a message is received, a banner near the bottom right of the screen
appears advising the individual of a new message.

Version 15.1

Page 67 of 165



Forensic Advantage Systems Forensic Laboratory User Guide

o Message - oIEl

Message @
= B s B Gy
Send Paste _"3 Copy AtFtl?edw Re
Message Clipboard Attachments
To: SCOTT A COMBS >

Record # 2014-00102-1

Subject: Need Assistance

Need some darification about the exam you performed.|

Figure 32 — Message

To create a new message:

6)
7)

Select the Case Processing module

Select My Messages folder in the Navigation Pane to load My Messages View

Select New from the Message grouping of the ribbon menu to open Message (see
Figure 32 — Message).

Select a recipient for the message from the drop-down choices (if a name is in brackets,
that individual is not an active user in the system).

Enter a Case Record # in the following format: 2012-0001-1 (2012-0001 is the Case/Lab
Number and -1 is the Record #).

Enter a subject, a message, and Attach File, if applicable.

Select Send from the ribbon menu.

SEARCH MESSAGES VIEW

Search Messages View, in the Case Processing module, allows you to search for messages
based on selected criteria. Ribbon menu options allow you to manage the messages and open
the case record associated with the messages in order to view or work on a specific case.
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.. Thisis a test message.

. Stop Work for case record 2014-00083-1
Rush Request for case record T11-7-1

. Whatever
Analyst Ubowski, Chet not needed for co...
Donald called, didn't want you to miss it

. test
Case is closed.

. Lorem ipsum dolor sit amet, consectetuer...
Rush Request for case record T11-7-1

.. ATestMessage

. Rush Request for case record 2014-0011...

Ui

Figure 33 — Search Messages View

To search archived messages:

1) Select the Search Messages node under the My Messages node in the Navigation
Pane.
2) Enter related search criteria and click Search.

COMMUNICATION LOG

Communication log is a method to record communication for a particular case or case record.
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(?) Lab #2015-00027 Record #2 - Communication Log - 0O “
@ Xy 2 98 QQ [E
Thread Reply Delete Open Toggle Default Print... Preview @ Documents
Comments Print &Reports
| New i) Edit | View ‘ Print
@ -Contact... .Ema|| . Phone = - .Communicab'on Date |Message... | Entered... . Entered By 'Dept
‘KarenKeller krk... __-_.. _.. 8/26/20152:01PM DonJohnson  8/26/2015... Keller, Karen FBI

Shared information on where evidence was found.

\Edit Filter .
Figure 34 — Communication Log
Table 25 — Communication Log Ribbon Options
Grouping Option Effect
Thread Opens New Communication Log Entry to create
a new communication thread (see Appendix 29 —
New New Communication Log Entry).
Reply Opens New Communication Log Entry to create
a new reply on the selected thread.
Delete Deletes the selected communication.
Edit
Open Opens the selected communication log entry.
View Toggle Comments Toggles visibility of in-line comments for
communication log entries.
Default Print Prints the communication log with the default
settings.
Print Print... Opens Communication Log Report dialog to
select printer and format settings.
Preview Opens dialog to select format in which to preview
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Grouping Option Effect

1)
2)

3)
4)

5)

6)
7

8)

the communication log report.

Documents & Opens Generate Document dialog to select a
Reports template for printing a document or report related
to the case/case record.

Select the Case Processing module at the bottom of the Navigation Pane.

Select My Work folder at top of the Navigation Pane or expand (click on > to left of
folder) user’s primary lab and section folders to select My Case Records folder.
Select the appropriate case from the Contents Pane.

Select Case Details from the Cases grouping of the ribbon to open Case Details or
select Case Record Details from the Case Records grouping of the ribbon to open
Case Record Details.

Click the Communication Log icon (—J ) in the toolbar or go to Actions >
Communication Log in the menu bar to open Communication Log (see Figure 34 —
Communication Log).

Select New Thread from the ribbon to open New Communication Log Entry (see
Appendix 29 — New Communication Log Entry).

Enter the appropriate communication information and then select Save & Close or Save
& Notify.

Click the red x in the upper right corner to close the Communication Log and return to
Case Details or Case Record Details.

The status of a case is dependent on certain actions performed. The case status also
determines what actions can or cannot be performed on the case.

Table 26 - Case Status Descriptions

Case Status Description
Submitted Date and time when the first submission of the case was received.
In Section Date and time when the evidence associated with the case came into

the designated section or an examiner’s personal custody.

Assigned Date and time when the case record was assigned.

Exams Started Date and time when the exam Analysis Forms were initiated for the

case record.

Exams Completed  Date and time when the most recent Analysis Form was submitted.

Due Date Optional field in which a due date can be set for the case record.

Completed Date and time when the lab report was released.
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CASE RECORD DETAILS

Case Record Details consists of tabbed information for Details, Requested Exams, Analysis
Forms, Lab Reports, Specimen Count, Transfer History, and Extended Data. Click on each tab
to enter or access the information.

DETAILS TAB

The Details Tab of Case Record Details contains all of the general information for the case
record, including information about the associated case.

- C06-164 Case Record 1 (Drugs) - Case Record Details - olEl
File Edit View Actions Help Develop

Saveand Close | [ NewFinalReport | &3 Al ~: (P & & & @ @ | () New Message & ~
: | Tahoma /8 [*|]A-%-B I U U A A | CheckSpeling
| Detals | Requested Exams | Analysis | Final Report | Specimen Count | Transfer History | Extended Data |

Lab #: C06-164 Lab: | TCSC Laboratory }
Record #: 1 Dept: IDrugs [
Status: |Case Notes Entered ] Requested: | [~]" onHold
Type: |Forensics Exam [~] Submitted: 14/5/2006 11:27 AM ]

Examiner: Keller, Karen R | In Dept: [ |

Note: [ | Assigned: 2/7/2007 10:45 AM |

Sequence: | s[Z] prodty: [ 2[Z] Exams Started:  |8/19/2015 11:01AM |~

Working Days: [ ] Exams Completed:  [8/20/20159:28AM | ~]

Discipline #: 1655 | Due Date: | |

Completed: | ]
Comments: ‘ [a] ‘

Figure 35 — Case Record Details - Details Tab

REQUESTED EXAMS TAB

The Requested Exams Tab of Case Record Details displays exams requested in submission
entry. May Add or Remove available exams as well as assign evidence to requested exams.
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File Edit View Actions Help Develop
i [ Saveand Close | [ 3§ New Final Report | &3 v i
Detals | Requested Exams | Analysis | Final Report | Spedmen

Figure 36 — Case Record Details - Requested Exams Tab

ANALYSIS TAB

The Analysis Tab of Case Record Details provides access to the analysis forms configured for
the lab section. See Analysis User Interface section for details on the Analysis User Interface
and instructions for entering exam results.
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G-I 89 6 o

| Exam

| Assigned To

> All Exams

> Analysis #1 - Mineralogy (Created on
> Analysis #2 - Unidentified Remains (C

> Analysis #3 - Mineralogy (Created on

New Analysis of type ...

View Analysis (readonly)
View Analysis Pdf

Edit Analysis

Cancel Edit

Add Exams to Aﬁaly.s.is
Remove Exams from Analysis
Assign Exams to Analysis
Assign Exams to Examiner

Remove Examiner from Exams
Analysis Resources

Analysis Document Properties
Delete Analysis

Develop Analysis

Unidentified Remains
CBRN Science
Explosives Chemistry
General Chemistry
CRRU

Explosives Unit Device
Hair Fiber

Mineralogy

Metallurgy

Paints Tapes Polymers
Questioned Documents
Toxicology

Shoe Prints/Tire Treads

Figure 37 — Case Record Details - Analysis Tab

FINAL REPORT TAB

The Final Report Tab of Case Record Details displays any generated lab reports. A lab report
may not be created until all examinations are complete. The automated reports display any
results statements generated in the analysis forms during examination result entry. See Step 7:
Report Generation for instructions on creating a final report.
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- 2015-( acC
File Edit View Actions FinalReport Help Develop

i [& Saveand Close | [ New Final Report | 3 IvI§ w8 2 | ) New Message ﬁlv
: @

Y 3 5 @ &) ReleaseFinal Report | [3] = Edit Comments ~
o eI il a L H"dR.Wt - - o I

Final Report Date + | Type | status | Release Date
8/26/2015 12:36PM  Basic Report Draft

Figure 38 — Case Record Details — Final Report Tab

SPECIMEN COUNT TAB
The Specimen Count Tab of Case Record Details automatically populates based on any
associated specimen count fields entered in the analysis form(s) during results entry.
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File Edit View Actions Help Develop
i [& saveand Close | [ New Final Report | 3 v o 8 @2 | ) New Message E"

By Analysis

Analysis

Analysis #1 - Mineralogy (Created on 8/17/2015 11:06 AM)
Analysis #3 - Mineralogy (Created on 8/20/2015 3:55 PM)

Figure 39 — Case Record Details — Specimen Count Tab

TRANSFER HISTORY TAB
The Transfer History Tab of Case Record Details displays case record assignments as well as
any case record transfer information.
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- 2015-00023 Case Record 3 (FBI) - Case Record Details - o IEl
File Edit View Actions Help Develop

: [ Saveand Close | [§ NewFinalReport &5 [ ~: @ [z] & 8 @ @8 | () New Message & ~
| Details [ Requested Exams ] Analysis ] Final Report ] Specimen Count Transfer History Extended Data | |

Assignment [ Transfer History
| Transfer Date ~ |ToLab [ To Examiner |Reason Comments
8/17/2015 11:03 AM  TCSC Laboratory = AMANDA TOTTEN Manually Assigned Assigned via Unassigned View

Case Record Events

Event Date - | Event Type Examiner Status Before Status After

Figure 40 — Case Record Details — Transfer History Tab

To transfer a case record:

1) Select the Case Processing module at the bottom of the Navigation Pane.

2) Select My Work folder at top of the Navigation Pane or expand (click on > to left of
folder) user’s primary lab and section folders to select My Case Records folder.

3) Select the appropriate case from the Contents Pane.

4) Select Transfer Case Record from the Case Records grouping of the ribbon to open
Transfer/Assign Case Record (see Appendix 45 — Transfer/Assign Case Records).

5) Verify Lab selection and select Reason for transfer.

6) Select checkbox to request a lockbox transfer for evidence, if needed.
Note: If checkbox is selected, Dept and Reason for evidence transfer will be
activated and required.

7) Enter any comments, if needed.

8) Click OK.

EXTENDED DATA TAB

The Extended Data Tab of Case Record Details captures any client specific information related
to the case record.
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- 2015-00023 Case Record 3 (FBI) - Case Record Details - oIEN
File Edit View Actions Help Develop

: [E Saveand Close | [§ NewFinalReport | 5§ @ ~: (@ @ F &8 3 2 | () NewMessage & ~
| Detais | Requested Exams | Analysis | Final Report | Specimen Count | Transfer History | Extended Data | |

Worksheet CaseRecord Extended Properties A
Worksheet
Case Record Additional Data Select Date:: |
TEST: -]
Property Connect
Test:
My Test:

TCSC Consultant:

Source: Root

Can Add: True CanEdit: True Can Delete: True
Id: 9456 Def ld: 27

Figure 41 — Extended Data Tab

CASE RECORD ASSIGNMENT

Forensic Advantage offers several different methods for assigning case records. See the table
below for details on the available assignment types. FA Administrators may configure the
appropriate case record assignment types for each lab section.

Table 27 — Case Record Assignment Types

Type Description

Supervisor Assignment Supervisors assign case records to analysts.
Self-Assignment Analysts assign case records to themselves.

Custody Assignment System assigns case records to analysts when evidence

associated with the case record is transferred into an analyst’s
personal custody.

Rotational Assignment System assigns case records to analysts on a rotational basis,
as specified per section.

Available Assignment System assigns case records to analysts with least number of
active case records currently assigned.
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System assigns case records in subsequent submissions to
analysts who handled the case record in original submission.

CASE RECORD SEARCH

Case Record Search View facilitates searches based on laboratory, department, status, and
examiner. For more advanced criteria, use the FA Search function (see Figure 43 — FA Search

— Evidence Tab).
@ = A 8 e Case Record Search - Forensic Advantage = EI
L 5 ] Home View Admin @ ﬂ;
‘ Ll Ne 2 3 I &P Case Details
[ Open b
Refresh Case Record Case Report
XK Delete Details B ==
fnle Content Case Records Cases
Case Processing < Lab: | Central [+ Examiner: - Search <
(1 My Work Section:  |Drugs v | Status: [ Terminated = Clear
v |_] My Messages . ; _ —
|1 Search Messages !Case # .Recor... .Complebed Status .Type | Examiner | Discipli ‘u
> [ TCSC Main (Primary) 2014-00098 8 9/25/2014 Terminated Forensics Exam |
> [ Central | C08-40 2 9/25/2014 Terminated Forensics Exam
» |_] Case Record Reviews |C12-11 1 8/14/2014 Terminated Forensics Exam  Ubowski, Chet
3] Case Record Search | 2013-000027 2 10/30/2013  Terminated ForensicsExam  ANDY LIN
3{"’ Worksheet Admin | 2014-00097 3 9/25/2014 Terminated  Forensics Exam  Scott Combs
' | C08-40 1 9/25/2014 Terminated Forensics Exam  Rhinehart, Robert E
9 Evidence €09-63 1 8/13/2014  Terminated ForensicsExam  The Administrator
== C12-20 1 5/6/2015 Terminated Forensics Exam  Ubowski, Chet 2
‘ () Case Processing i : 8
: : E
(—
@ Testimony ‘Zo‘
Eg Resource Manager
el
Firearms Collection
I . -
i [Edt Fiter |
| Items: 8 15.1i | KARENR KELLER .:
Figure 42 — Case Record Search View

FA Search form facilitates searches based on advanced criteria pertaining to cases, parties of
interest, case records, evidence, and communication log entries. See Figure 43 — FA Search —
Evidence Tab for available evidence search criteria.
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ES) Search - 0 “

Case | Parties of Interest | Case Record | Evidence | Communication Log
Current Custody

Type: Storage ¥ Examiner:

Lab: Central Laboratory [~ Storage Area: Drug Secure Storage - Central [+

Dept: Drugs - Standard Storage [¥] Archived

[¥] Submitted

Submitted: - to -

By Agency Location: TCSC (FA Division) -

By Officer: .

Received By: -

Delivery =:

Lab = - Name - Sub # Status Submitted . Lab -Dept -Employee Description

2014-000007 Item 1 1 Storage 1/3/2014 1:04PM Central Lab... Drugs test

2014-00021 Item 1 1 Storage 1/24/2014 2:50 ... CentralLab... Drugs Something to Examine

C06-200 Item 2 2 Archived 2/4/20118:17 AM Central Lab... Drugs new stuff

C06-200 Item 5 2 Archived 2/4/20118:17 AM Central Lab... Drugs this is subsequent evidence

C06-200 Item 3 3 Archived 2{4/20118:18 AM Central Lab... Drugs changed after case record comg

C07-84 Item 3 1 Storage 10/11/2007 2:3... CentralLab... Drugs 3

C07-84 Packaging P1 1 Storage 10/11/2007 2:3... CentralLab... Drugs P1

C11-77 Item 1183-01 1 Storage 6/28/2011 8:59 ... CentralLab... Drugs off white rocklike substance

C11-77 KCPDTEST K5 1 Storage 6/28/2011 8:59 ... Central Lab... Drugs HIDE ME

4 »
Help Open Print Clear 9 items matched.

Figure 43 — FA Search — Evidence Tab

RELATED CASES

Relating cases could be beneficial if the requestor wants to compare an item(s) of evidence
from one case to an item(s) of evidence from another case(s). It allows the analyst to report
results from items of evidence associated with different case numbers. Relating cases does not
close the case record for the related case even if the evidence is worked in the other case. The
other case has to be completed with a report, administratively closed, or the case terminated.

Once a case is related, the evidence from the related case has to be assigned to an exam in
order to be included in the original case record’s analysis form.

To relate cases:

1) Select either the Evidence module or the Case Processing module in the Navigation

Pane.
2) Select Case Details from the Cases grouping of the ribbon or use the Go to Case # icon

(%") in the upper right corner to open Case Details for the appropriate case.
3) Select the Related Cases Tab.

4) Click on the Add Related Case icon ( —1) in the toolbar or go to Actions > Add Related
Case in the menu bar.
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5) Enter or select the Case # for the related case and click OK.
Note: Related Case # will appear in the Related Cases grid.

A case is hidden in the system once it is marked confidential. The only way to view a
confidential case is if you know the Case/Lab Number. If the Case/Lab Number is lost, the case
is lost from view in Forensic Advantage and would need to be accessed by the administrator.

1) Select either the Evidence module or the Case Processing module in the Navigation
Pane.

2) Select Case Details from the Cases grouping of the ribbon or use the Go to Case # icon
(E’) in the upper right corner to open Case Details for the appropriate case.

3) Go to Actions > Mark Marked Sensitive in the menu bar and Marked Sensitive Access
Tab appears.

1) Select either the Evidence module or the Case Processing module in the Navigation
Pane.

2) Select Case Details from the Cases grouping of the ribbon or use the Go to Case # icon
(E’) in the upper right corner to open Case Details for the appropriate case.

3) Goto Actions > Grant Marked Sensitive Access to Employee in the menu bar to
open Select User dialog.

4) Select an employee from the drop-down list and click OK.

5) Marked Sensitive Access Tab displays list of employees with access to confidential
case.

1) Select either the Evidence module or the Case Processing module in the Navigation
Pane.

2) Use the Go to Case # icon (@:’) and enter the Lab/Case # for the Marked Sensitive case
and click OK to open Case Details.

Do Not Destroy is a flag that can be set on a case to signify that evidence belonging to that case
should not be disposed. Adding or removing this flag can be done from the Actions menu of
Case Details and the event is recorded in the case’s Do Not Destroy History. Do Not Destroy
status displays in the status bar of Case Details.

Reviews View displays all of the reviews assigned to you and your cases pending review. May
also expand Case Record Reviews node to see Reviews of My Case Records, Awaiting My
Review and Being Reviewed by me nodes.
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REVIEWS VIEW
To see all of the reviews assigned to you or your cases pending review, select the Reviews
node under your primary lab section.

@ =5 A 35 9 Reviews - Forensic Advantage - O
Home View Admin @ A
] Ne ¥ ) 2] Review Details
=y Open _ﬂ Accept Review B
5 Refresh Case Record Case Details =
p 4 Details [Ed complete Review
File Content | Case Record Cases Review
CaseP sing < .Case = Rec... | Type | Request... |Status | Examiner Requests Sent To Prio... | Exams | <
. KAREN R KELLER
v (3 TCSC Main (Primary) | 2015-00014 1 Technical 9/18/2015 Requested DONREL_1S.0L.. it iell 5 FBI CNI
v [ FBI (Primary) : KAREN R KELLER
2 My e 2015-00028 1 Technical 9/18/2015 Requested DONREL_15.01I... AMANDA TOTTEN 1 FBICNI
() Completed (ast ... 2014-00221 6 Technical 9/18/2015 Requested Lynne Johnson mﬁ%% 9 FBICNI
[_1 Unassigned
__J Reviews
> [ i Drugs 5
g Evidence

Notifications

@ Testimony

Eg Resource Manager

a G @ %

15.1i | KARENRKELLER _:

Figure 44 — Reviews View

To complete a review:

1) Select the Case Processing module at the bottom of the Navigation Pane.

2) Expand (click on > to left of folder) user’s primary lab and section folders to select
Reviews folder (see Figure 44 — Reviews View).

3) Select the appropriate case record from the Contents Pane.

4) Select Accept Review from the Review grouping of the ribbon or open Review Details
and select Accept Review.

5) Select Complete Review from the Review grouping of the ribbon or open Review
Details and select Complete Review.
Note: If you have not accepted the review yet, Accept Review opens (see Appendix
55 — Accept Review) to accept the review and prevent others from starting it.
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Complete Review - C07-6 Record #2 Technical Review “

Review Questions

Yes | No | nfa | Question

(6] Have you checked all spelling/grammar?
() Did you complete the review by looking at all pertinent areas?
Feedback

Everything is in order.

Help [.71 Pass ﬁ) Return Cancel

Figure 45 — Complete Review
To pass a review:

1) Select the appropriate response (yes, no, n/a) for each question
2) Provide the appropriate feedback
3) Select Pass to complete the review.

To return and continue a review:

1) Select the appropriate response (yes, no, n/a) for each question
2) Provide the appropriate feedback
3) Select Return.

Note: Necessary changes need to be made and the review process has to be re-
started from the beginning.

REVIEW DETAILS
Review Details provides access to any reviews associated with a specific case record. See Step
8: Review and Approval for details on requesting and completing reviews.

Details Tab
The Details Tab of Review Details displays general information about the case record to be
reviewed. It also allows selection of the type of review to be performed.
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File Actions
i [SoveandClose | 3§ Q| B @~ (& &9 ¢~
Detais | Reviewers | History / Responses |

Case Record

Case Record: |C07-6 Record 1

Examiner: Keller, Karen R
Requested Exams: |Drug Analysis

RequestDate: |7/21/20152:15PM |

Review Date: | |

Figure 46 — Review Details-Details Tab

Reviewers Tab
The Reviewers Tab of Review Details displays a list of all available reviewers. May Add or
Remove reviewers from the review request list.
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Review Details - CO7-6 Record #1 New Review E
File Actions
 lsveandClose | 3 @ 0 @ | & & D ¢~

] Accept Review 4] [Ld Complete Review |~

Details | Reviewers | History / Responses

Available Reviewers: Reguests Sent To:
Fisher, Rich S a| ... |DavidP.Romig,Sr.
Fitzgerald, Seth M é j Keller, Karen R
Fletcher, Jeremiah K < Remove

FOO BAR

Heisse, Josh D

Humphrey, George D

Huston, Norm E

JEREMY FRANCIS

KENT F CARPENTER

KIMSM

Knizel, Donald

Lin, Andy v |

Figure 47 — Review Details — Reviewers Tab

Editing Reports

To ed

it a report that has not been released, recreate the report. To edit a report that has been

released, create an amended report.

To edit a report that has not been released:

1)
2)

3)
4)
5)
6)
7

8)
9)

Version 15.1

Select the Case Processing module at the bottom of the Navigation Pane.

Select My Work folder at top of the Navigation Pane or expand (click on > to left of
folder) user’s primary lab and section folders to select My Case Records folder.

Select the appropriate case from the Contents Pane.

Double click the case or select Case Record Details from the Case Records grouping
of the ribbon to open Case Record Details.

Click on the Final Report Tab and highlight the appropriate report in the grid.

Click the Cancel Final Report icon (ﬁ) in the toolbar or go to Final Report > Cancel
Final Report in the menu bar.

Select Yes on the Delete Confirmation dialog and Status will change to Canceled.
Click Save and Close in Case Record Details.

Select case in Contents Pane, if needed, and select Case Details from the Cases
grouping of the ribbon to open Case Details.

Forensic Laboratory User Guide
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10) Click on the Submissions Tab and double-click the relevant (or only) submission to open

Submission Details.

11) Change the needed information, then click Save & Close.
12) Click on the Case Records Tab and double-click the appropriate case record or go to

Case Records > Open Case Record Details to re-open Case Record Details.

13) Create a new report with the updated content (see Step 7: Report Generation).

1)
2)

3)
4)

5)
6)
7

8)
9)

Select the Case Processing module at the bottom of the Navigation Pane.

Select My Work folder at top of the Navigation Pane or expand (click on > to left of
folder) user’s primary lab and section folders to select Completed folder.

Select the appropriate case from the Contents Pane.

Double click the case or select Case Record Details from the Case Records grouping
of the ribbon to open Case Record Details.

Open the appropriate Case Record Details.

Click on the Final Report Tab.

Select Amend Case Record from the toolbar or go to Actions > Amend Case Record
in the menu bar.

Select Yes on the Proceed? dialog (see Appendix 56 — Amended Report — Proceed?).
Go to Reports > New Final Report in the menu bar or click the New Final Report icon (

& ) in the toolbar and Generate Report — AMENDED REPORT opens (see Appendix 57
— Generate Report - AMENDED REPORT).

10) Click on the Details Tab and select the appropriate information to Show in the report.
11) Click on the Amended Tab and select the Report Purpose from the drop-down menu.

a. If (Use my own statement)’ is selected:
i. Enter appropriate description in the Summary Preview text box.
ii. Select Apply.
b. If ‘Non-result section: Correcting the spelling’ is selected:
i. Select Subject’'s name, Victim’s name, or Suspect’'s name from the Item to be
Corrected drop-down.
i. Enter the Requested by, On, and Requesting Agency information to auto-
populate statement in the Summary Preview.
Note: To modify the auto-populated statement, select Edit, make any
necessary changes, then select Apply.
c. If ‘Result section: Correcting the paragraph’ is selected:
i. Enter the Paragraph/Line# and On Page Number information to auto-populate
statement in the Summary Preview.
Note: To modify the auto-populated statement, select Edit, make any
necessary changes, then select Apply.
d. If ‘Result section: Correcting the line(s) of chart’ is selected:
i.  Enter the Paragraph/Line# and On Page Number information to auto-populate
statement in the Summary Preview.
Note: To modify the auto-populated statement, select Edit, make any
necessary changes, then select Apply.
e. If ‘Adding information’ is selected:
i. Select Subject’'s name, Victim’s name, or Suspect’'s name from the Item to be
Corrected drop-down.
ii. Enter a description of the Item To Be Corrected in the available text box.
iii. Enter the Requested by, On, and Requesting Agency information to auto-
populate statement in the Summary Preview.
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Note: To modify the auto-populated statement, select Edit, make any
necessary changes, then select Apply.

12) Select Create to generate an Amended Report with Draft status.

Note: Need to go through the appropriate review process before it can be released
(see Step 8: Review and Approval).

After evidence is received, the submission is complete and will no longer be seen in New
Submissions View. However, new evidence may come in for a previous submission or a new
exam may be required for a piece of evidence. In such cases, create a subsequent submission.
Subsequent submissions retain a portion of the information from the original submission in the
General, Victim and Parties of Interest Tabs. In order to complete a subsequent submission, a
requested exam must be added.

When entering data in a new submission, the system automatically searches the Agency Case
# to determine if there are any previous requests. If the Agency Case # has previously been
entered into the system, a search window will appear listing all of the cases associated with the
Agency Case #.

1)
2)

3)
4)

5)
6)

7)

8)

9)

Select the Evidence module and navigate to New Submissions View (under user’'s
primary lab) in the Navigation Pane.

Select New from the File grouping of the ribbon menu or select New Submission from
the Submissions grouping of the ribbon menu.

New Submission screen opens (see Figure 7 — New Submission Details Tab).

Select Search from the File grouping of the ribbon to open Search at the Case Tab (see
Appendix 10 — Search).

Enter any known data in the appropriate fields and click Search.

Highlight the appropriate record in the results grid and click Select to open New
Subsequent Submission for the associated Lab #.

Click on the Officers Tab to add Investigating and/or Submitting officers for the
subsequent submission.

Click on the Exams Tab and Add one or more requested exams.

Note: If the new requested exam is the same type as an existing exam and a report
has not been generated, the newly requested exam should be added to the
existing case record. If the new requested exam is the same type as an existing
exam and areport has been generated, the newly requested exam will be added to
a new case record.

Click on the Evidence Tab to Add or Resubmit one or more items of evidence for the
subsequent submission.

Note: If an item previously entered into the system has not been returned to the
submitting agency, it will not be available for resubmission.

10) Enter any additional information for the subsequent submission and then click Submit.
11) Follow the rest of the workflow process to complete the case (see Workflow).

Evidence items associated with a particular case must be re-submitted for subsequent
submissions if the evidence has been received and returned to the submitting agency. Evidence
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cannot be re-submitted if the item of evidence was never received or if the evidence has not yet
been returned.

To resubmit evidence in the New Submission screen:

1) Click on the Evidence Tab and select Resubmit.
2) Select the evidence to resubmit and click OK.
Note: Click checkbox to include children of the item/container.

To resubmit evidence in Case Details:

1) Select the Evidence or Case Processing module in the Navigation Pane, select the
appropriate case in the Contents Pane and click Case Details in the ribbon to open
Case Details.

2) Go to Evidence > Resubmit Evidence in the menu bar or click the Resubmit Evidence

icon ( @) in the ribbon.
3) Select the evidence to resubmit and click OK.
Note: Click checkbox to include children of the item

Testimony Module

The Testimony module provides a means to record, display and print information about
subpoenas received by employees of the lab. In addition, employees who testify are provided
the ability to record and display information about their testimony hours and mileage. This
information can then be used to produce Court Testimony Statistics for the lab.

MY SUBPOENAS VIEW

My Subpoenas View displays all subpoenas entered for the employee currently logged in to
Forensic Advantage. See Table 28 — Subpoenas View Ribbon Options for descriptions of the
available ribbon menu options.
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@ Q8 e My Subpoenas - Forensic Advantage - B
[_ I Home View Admin @ }5_‘
o S @ 0
& open R::%E':\ Open Case Ne!ﬂ Court
x Delete Details Appearance
| File Content | CaseDetais |Court Appearances
. s Chncnry ¢ |Case# |Employee | Court Date iCou’t Type | Status ~ | Defendants |
- " 2015-00... KARENRKELLER 9/18/2015 10:0... Tarrant County... Normal Pending Dr. Henrietta Sm... = |
| g M:Court ST T09-24 KAREN R KELLER 10/15/2008 8:0... Chesterfield Co... Normal Completed Keller, John Kala...
Ca s | KAREN R KELLER 3/22/2005 3:18... Chesterfield Co... Federal CourtS... Completed
[ Court Appearances KAREN R KELLER 5/9/2007 8:02 AM Chesterfield Co... Federal CourtS... Closed by System
(3 Pending Subpoenas KAREN R KELLER 12/31/1979 10:... Chesterfield Co... Federal CourtS... Closed by System
| KAREN R KELLER 3/2/2002 1:00 AM U.S. District Co... Normal Closed by System
| i | KAREN R KELLER 3/2/2002 1:00 AM U.S, District Co... Normal Closed by System
9 Evidence _C07-65 KAREN R KELLER 3/4/2006 3:20 AM Chesterfield Co... Federal CourtS... Closed by System David Rubin Mille...
- KAREN R KELLER 11/18/2002 8:3... Chesterfield Co... Federal CourtS... Closed by System
Case Processing KAREN R KELLER 1/2/2002 12:18... Chesterfield Co... Federal Courts... Closed by System -
| _C07-65  KARENRKELLER 8/10/2003 10:0... Chesterfield Co... Federal CourtS... Closed by System H 5
3] Testimony KARENRKELLER  §/5/20056:33PM Chesterfield Co... Federal Courts... Closedby System 8
| KAREN R KELLER 12/31/1979 10:... Chesterfield Co... Federal CourtS... Closed by System ;
EE Resource Manager KARENRKELLER  3/2/2002 1:00 AM U.S. District Co... Normal Closed by System
KAREN R KELLER 3/2/2002 1:00 AM U.S. District Co... Normal Closed by System
= 5 3 KAREN R KELLER 5/25/2006 8:08... Chesterfield Co... Federal CourtS... Closed by System
Secrm Collction KARENRKELLER  8/2/20013:53PM Chesterfield Co... Federal CourtS... Closed by System Mike Robert Mile..,
KAREN R KELLER 7/2/2002 12:48... Chesterfield Co... Federal CourtS... Closed by System
gy Activity Logging KARENRKELLER  4/2/20057:34PM Chesterfield Co... Federal CourtS... Closed by System f
KAREN R KELLER 8/21/2006 6:44... Chesterfield Co... Federal CourtS... Closed by System [
@ 3“\"’ KAREN R KELLER 11/13/2006 4:5... Chesterfield Co... Federal CourtS... Closed by System
KAREN R KELLER 2/26/2007 8:00... TCSC Court -G... Normal Closed by System v:
| Items: 0 15.1i | KARENR KELLER
Figure 48 — My Subpoenas View
Table 28 — Subpoenas View Ribbon Options
Grouping Option Effect
New Opens Subpoena Details to enter subpoena
information.
File Open Opens Subpoena Details for the selected
subpoena.
Delete Deletes the selected subpoena.
Content Refresh Updates the Contents Pane with any recent
changes.
Case Details Open Case Details Opens Case Details for the case associated with
the selected subpoena.
Court Appearance  New Court Opens Court Appearance to add a court
Appearance appearance for the selected subpoena.
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SUBPOENAS

Once a subpoena is entered, an email will be sent to the employee receiving the subpoena. To
create, add the information associated with the subpoena to your Outlook calendar, open the
attachment in the email and click Save and Close.

a2 Subpoena Details - o IEH
File Edit Help
: SaveandCIose H_n ﬂb :ﬂ :&_1 New Court Appearance g‘:’Open Case Details @ v
_ Subpoena Defendants
Received By: Keller, Karen R |+| Labs=s
Received Date/Tme:  |8/10/2015 |~ | [3:03pM  [Z] Add
Subpoena Employee: |~ | Remove
Court: ' v
Court Date/Time: '8/10/2015 |~| [10:00am |2
Court Case=:
Subpoena Type: :Norma[ -
Subpoena Status: | Pending
Comments: '

Figure 49 — Subpoena Details

To add a subpoena:

1)

2)
3)
4)
5)
6)
7
8)

Select the Testimony module and click on My Subpoenas node at the top of the
Navigation Pane, if needed.

Select New in the File grouping of the ribbon to open Subpoena Details.

Select or enter available information into Subpoena Details form.

Click Add to enter lab/case #s associated with the subpoena.

Click on the Defendants Tab.

Choose Select...to view persons of interest associated with the related lab/case #.
Choose New to add a person of interest to the subpoena.

Click Save & Close to enter the subpoena information and close Subpoena Details.

COURT APPEARANCES

Court Appearance form (see Figure 50 — Court Appearance) contains details about any entered
court appearances. May also log court time and related expenses.
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aJ Court Appearance - olEl|
File Edit Help
Saveand Close | % 23 [ | &7 Open Subpoena P Open Case Details | D ~
| Detais | Cases Pefendants | -
Court: | Chesterfield County - General District Court
Subpoena Employee: jKeIer, KarenR i
Observing Employee: T,
Appearance Date/Time: :Bf 10/2003 ?] P10:02 PM =
Subpoena Disposition: [~]
Travel Hours: jD , Personal Miles: 0 .
Wait Hours: 0 State Mies: 0
Testimony Hours: :0
Comments: ,

Figure 50 — Court Appearance

To add a new court appearance:

1) Select the Testimony module and click on My Subpoenas folder

2) Click New Court Appearance in the ribbon.
Note: Court and Subpoena Employee are Read only, populated from selected
subpoena.

3) Select appropriate Subpoena Disposition and enter any related hours or miles, if
needed.

4) Click Save and Close when complete.

Activity Logging
Activity that needs to be tracked relating to an individual is entered into the Activity Logging

module. Recent activity, all activity or select activity can be viewed by selecting the appropriate
option located in the ribbon menu.

Version 15.1 Page 91 of 165



Forensic Advantage Systems Forensic Laboratory User Guide

1% Search By Agency

@ 5 Q9 o My Recent Activity - Forensic Advantage - o IEN|
__Fie ] Home View Admin g E}l
Ll Nev '@7 &l New Entry (3 Approve Entries
5 Open 2 &) Edit Entry
Refresh a ;
x Delete E Delete Entry Unapprove Entries
File Content | Activity
Activity Logging < Started | Duration : Category | Activity T... l Task | Case # i Approved <
a - B 9/18/2015 3:1... 0:30 hrs Administ... Examination Examination and ...
@ My Recent Activity ,
43 Search My Activity | Property [ value
'] All Recent Activity | Count 3
{73 search All Activity 9/18/20153:1... 4:00hrs Court Examination Travel

aividenoe

@ Case Processing

£
o
E Testimony é
B
i.; Resource Manager
Firearms Collection
@ x
 [tems: 0 15.1i | KARENR KELLER
Figure 51 — My Recent Activity View
Table 29 — Activity Logging Ribbon Options
Grouping Option Effect
Contents Refresh Updates the Contents Pane with any recent
changes.
New Entry Opens Activity Log Entry to enter a new log entry
(see Figure 52 — Activity Log Entry).
Edit Entry Opens Activity Log Entry to modify the details of
the selected entry.
Activity Delete Entry Deletes the selected activity log entry.
Approve Entries Marks selected entries as approved.
Unapprove Marks selected entries ad unapproved.
Entries
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1)
2)
3)

4)
5)
6)
7)

8)

9)

Select the Activity Logging module from the bottom of the Navigation Pane.

Select New Entry from the Activity grouping of the ribbon menu.

If the activity is associated with a case record then be sure to input the activity through

the case record:

a. Select the Case Processing module at the bottom of the Navigation Pane.

b. Select My Work folder at top of the Navigation Pane or expand (click on > to left of
folder) user’s primary lab and section folders to select My Case Records folder.

c. Select the appropriate case from the Contents Pane.

d. Double-click the case or select Case Record Details from the Case Records
grouping of the ribbon to open Case Record Details.

e. Select the Activity Icon ( S—‘31) from the ribbon to open Activities.

f. Select New Activity in the ribbon to open Activity Log Entry.

Select the appropriate Agency.

Enter a description, if appropriate.

Enter the Start Date, Duration, and End Date.

Select a Category (e.g. Project, Grant, Casework, Administrative, Court, Tour, Media,
Presentation, Crime Scene Support, Quality Review).

Select an Activity Type (e.g. Training, Development, Research, Examination, Public
Relations, Technical Review, Review, Testimony, Processing).

Select a Task Type (e.g. Preparation, Attending, Administrative, Testing, Time Entry,
Travel, Waiting, Testify, Technical, Teaching, Tour, etc.).

10) Use checkboxes to mark Billable or Overtime, if applicable.
11) Click OK to save the activity log entry.
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| Assignment
Employee:

Case #:
Agency:

Details

Start Date:
Duration:

End Date:

Help

Description:

KAREN R KELLER

| 2013-000375

6/5/2015 2:15PM

0.5 .HOUI'S

|6/5/2015 2:45PM

Billable
Overtime

Activity Log Entry

Category:
Activity Type:

Task Type:

Not Approved

OK Cancel

Reference Library

Figure 52 — Activity Log Entry

The Reference Library module provides a means to record and keep track of the many
reference books a forensic science laboratory owns. In addition to the normal library functions of
check-out and return, the module provides the ability to search for books by subject, title, author

and location.

BOOKS

Books View in the Reference Library module displays all books entered into the system. See
Table 30 — Reference Library Ribbon Options for available ribbon menu options.
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@ = 44 e Books - Forensic Advantage - oI EN
L‘ e I Home | View  Admin ] él‘
j New =)
e I |
Refresh | New Author | Return [
‘ K pelete Book |
\» __File | Content | Authors | Books | -
| Library ¢ |Tite | Author(s) |Location |Lab | Subject(s) |Status <
—~ Handbook of Forensic Drug Analysis  Smythe, Frederick ... Central Central Drugs Lost
| : TR NMR Spectroscopy in Drug Develop... Holzgrabe Central Central Drugs Checked Out
3 Subjects Protocols for the Analysis of Solid D... Parson, Robert Central Central Drugs Checked Out
Current Methods in Forensic Gunsh... Schwoeble, A. J.,... Central Central Firearms  Checked Out
Forensic Toxicology Conn, Costa 2 Central Central Toxicology Checked Out
Forensic DNA Analysis Rudin, Norah, Test... Central Central DNA Checked Out
F ' | Trace Evidence Analysis Houck, Max M. Central Central Trace Ev... Checked Out
W Evidence Collapse of the Carpal Tunnel Parson, Robert  TCSCMan TCSCMain TraceEv... Checked Out
Forensics 101 Parson, Robert Training L... TrainingL... Administrativ...
g;’ Case Processing DNA Analysis for Dummies Parson, Robert TCSCMain  TCSCMain  DNA Elminated
Operating Policies and Procedures ... Central Central On shelf =
. . E
E Testimony : —%
£
E Resource Manager 2
Firearms Collection
2] vy tonon
H @ Reference Library 1
| Items: 11 5.1 | KARENRKELLER ;|
Figure 53 — Books View
Table 30 — Reference Library Ribbon Options
Grouping Option Effect
New Opens Book Details to enter information for a
new book (see Figure 54 — Book Details).
File :
Open Opens Book Details for the selected entry.
Delete Deletes the selected book entry.
Content Refresh Updates the Contents Pane with any recent
changes.
Authors New Author Opens Author Details to enter information for a
new author (see Figure 57 — Author Detalils).
Books Return Book Marks selected book as On Shelf.
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BOOK DETAILS

Book Details contains all general information about a book as well as all associated checkout
information. See Checkout and Return section for details on how to checkout and return books.

i Book Details - O n

File Edit Actions Help
: JSaveandClose B, | % B9 B mm @ @ D ~
Book Ad\edcoutmformation;

Book Details

Title: 'Handbook of Forensic Drug Analysis

Publisher: Elsevier Academic Press

Year of Publish: | 2004 ISBN: 0126506418

Status Information Comments

Status: Lost '

Location: :Central Laboratory -

Authors Subjects

| Smythe, Frederick P. || add | Drugs | add
Siegel, Jay A.

Athanaselis, Sotiris A, Change Change

Remove Remove

Figure 54 — Book Details

Table 31 — Book Details - Book Tab Options

Grouping Option Effect
Add Opens Add Author to select an author to add to
the book.
Authors Change Opens Change Author to select a different author

for the book.
Remove Removes the selected author from the book.

Add Opens Add Subiject to select a subject to

associate with the book.
Subjects
Change Opens Change Subject to select a different

subject to associate with the book.
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Grouping Option Effect
Remove Removes the selected subject from the book.

To enter a book into the reference library:

1) Select Reference Library module from the bottom of the Navigation Pane and select the
Books node at the top of the Navigation Pane.

2) Select New from the File grouping of the ribbon menu to open Book Details (see Figure
54 — Book Details).

3) Enter as much information in the Book Tab as possible.
Note: Title, Author, Subject, and Location are required.
4) Click Save and Close to save the information and close the form.

CHECKOUT AND RETURN

The Checkout Information Tab of Book Details facilitates the normal library functions of
checkout and return.

it Book Details - 0O “
File Edit Actions Help

: [fSaveandClose B, % 2y B om @ D ~
Book Checkout Information _

Borrower

Comments
Last Name:

First Name:

Phone #:

Checkout Dates

Checkout Date: |~ Due Date: | [~ Return Date:

Checkout History

First Name Last Name Checkout Date Returned

Figure 55 — Book Details - Checkout History Tab
To check out a book:

1) Select the appropriate book in the Contents Pane.
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2)
3)

5)
6)
1)
2)

4)
5)

6)
1)
2)
3)
4)

1)
2)

3)

4)

Select Open from the File grouping of the ribbon menu to open Book Details.
Select the Checkout Information Tab.
Enter First Name, Last Name, Checkout Date and Due Date.

Select the Check Out icon ( &) from the toolbar or select Actions > Checkout from the
menu bar.
Select Save and Close.

Select the appropriate book in the Contents Pane.

Select Open from the File grouping of the ribbon menu to open Book Details.
Select the Checkout Information Tab.

Enter or select the Return Date.

Select the Return icon ( £3) from the toolbar or select Actions > Return from the menu
bar.
Select Save and Close.

Select the appropriate book in the Contents Pane.
Select Open from the File grouping of the ribbon menu to open Book Details.

o
Select the Mark Lost icon ( e ) from the toolbar or select Actions > Mark Lost from the
menu bar.

Select Save and Close.

Select the appropriate book in the Contents Pane.
Select Open from the File grouping of the ribbon menu to open Book Details.

Select the Mark Found icon ( o ) from the toolbar or select Actions > Mark Found from
the menu bar.
Select Save and Close.

Authors View in the Reference Library module displays all authors entered into the system. See
Table 32 — Authors View Ribbon Options for details about available ribbon menu options.
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@ 2 44w Authors - Forensic Advantage - oI EN
I = | Home View Admin @ ?5_
L] New : & New Author
&7 open Open Author Details
Refresh
x Delete x Delete Author
File Content | Authors
Reference Library < . Last Name First Name Middle Name Suffix <
£33 Book Parson Robert2 -
£ Authors Holzgrabe A.
(3 Subjects Smythe Frederick P.
Siegel> < <l-- 8amp
Athanaselis Sotiris A.
Schwoeble A, i 5 11
r * | Exline David L.
g Evidence Conn Costa
Rudin Norah
@? Case Processing Houck Max M.
Harcortte Wesley %
E Testimony Smythe Randolph Percy g
Johnson Robert é
Franke Anne 75
EQ =source Manager Orwell George F m e
Jeb Walker Bush
EI Firearms Collection Williams Sam
Wallace Mike
% Activity Logging Arthur Miller
i - | Stephens Wilson
| @ - e Wiliams Sam Daves 1
| il il Adams William Lloyd Sr.
= Smith William Eugene I
< Kippler Kip |
| Ttems: 38 15.1i | KAREN R KELLER .:3'
Figure 56 — Authors View
Table 32 — Authors View Ribbon Options
Grouping Option Effect
New Opens Author Details to enter information for a
new author.
File Open Opens Author Details to view or modify
information for the selected author.
Delete Deletes the selected author.
Contents Refresh Updates the Contents Pane with any recent
changes.
New Author Opens Author Details to enter information for a
new author.
Authors _ _ _
Open Author Opens Author Details to view or modify
Details information for the selected author.
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Grouping Option Effect

Delete Author Deletes the selected author.

AUTHOR DETAILS

Author Details captures information for authors of any reference materials entered in the
Reference Library.

o) Author Details - O “
File Edit Help

i [ SaveandClose I, | % S5 B @ ~

Author

Author ID:
Last Name:
First Name:
Middle Name:
Suffix:
Display Name:

Figure 57 — Author Details

To add a new author:

1) Select the Reference Library module and click on the Authors node at the top of the
Navigation Pane.

2) Select New or New Author from the ribbon menu to open Author Details (see Figure 57
— Author Details).

3) Enter all available information.
Note: Last Name and Display Name are required; Author ID is automatically
assigned.

4) Select Save and Close.

SUBJECTS

Subjects View in the Reference Library module provides direct data entry in the Contents Pane.
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@ = Q8 e Subjects - Forensic Advantage - 0
| ' I Home View Admin @ %_
i & 8
S ¥
i _ | Refresh | Save Changes
File | Content Common |
Refe Library < || Code | Description _Acnve | «
. * C
|1 Books =
i Authors » | 13587692 Explosive residue v
f 2 I
[ Subjects | | 138509823 Fire debris v
[ 160046905 The cat bought a house. T v
272126050 The cat ate the car. A mo v
|-
X 410672741 A women drank the window. v
=
& Evidence || s3s7s110 A dog wrote the school. A 7
535818762 A man wrote the paper. Th v
- 1l
r;)’ Case Processing CHLD Children's book v
:[ COoM Communism v 2
E Testimony | |pna DNA v : —%
b—
DRG Drugs v &
v B s
= Resource Manager FRM Firearms v i
| FST test v
Firearms Collection [ | TEST Test2 v
TOX Toxicology v
i
E}a Activity Logging | |TRA Trace Evidence 7
| TST Test Book 1 v
@ Reference Library
'}7{»,
Items: 17 15.1i | KARENRKELLER  .:

To add a new subject:

Figure 58 — Subjects View

1) Select the Reference Library module and click on the Subjects node at the top of the

Navigation Pane.

2) Click in the Contents Pane where it says “Click here to add a new row” (see Figure 58 —

Subijects View).

3) Enter a unique Code and Description for the subject and select the Active checkbox, if
needed, to make it active in the system.
4) Click Save Changes in the Common grouping of the ribbon to add the subject to the

system.

Firearms Reference Collection

The Firearms Collection module provides a means to record, inventory and locate firearms in
each laboratory’s reference collection. There are functions to enter firearms, print inventory
listings and display information about firearms matching specified criteria.
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NAVIGATION PANE

The user interface of the Firearms Collection module is slightly different from other FA modules.
Nodes in the Navigation Pane are organized by Active Firearms and Inactive Firearms. Each of
these sections can still be separated according to laboratory by expanding the node and
selecting the desired laboratory location. There are numerous ways to sort the information in the
Contents Pane as well. See Customizing Your Workspace for descriptions of the various
options. Also available in this module is a Firearms Search node.

ACTIVE FIREARMS VIEW

The following sections describe unique features in the Navigation Pane and Contents Pane of
the Firearms Collection module.

= qQ 58 @ Active Firearms - Forensic Advantage - 0O
= g
| - l Home View Admin Eﬁ’ 3
L] New \{2 [_] New Firearm
_? Open : \; L_? Open Firearm Details
Refresh
x Delete x Delete Firearm
File | Content | Firearms
Fesris Colleation < :.Tag £ Type :Descrrptlon j.Manuf-acb.lrer }Cal... :Ga... _-Model -_Serial # ERuom <
~ | 999 pistol (h... semiautomatic... Beretta .40... GA20 92F B122354F -
v (4§ Active Firearms - |
: -~ 333 shotgun  double barrel (... Remington arm... GA12 522 R3789562A
[ {Training Labs 1B} =
(3 Central 1229 rifle bolt action Mauser 7mm 1911A M698745K
[ TCSC Main 3553 pistol (h... percussion (Ca... Accu-tek 9mm Bulls... 4815162342
{1 FX Room Tagl ammunition revolver A A Arms Inc. .17... GA10 BETA... 91234512 WORK
(3 Van Tagl ammunition revolver A A Arms Inc, .17... GAl4 PI8712 WORK
> 53 Inactive Firearms TG12345  bomb revolver Ar.salesco.  .21.. GAI2 PIS712 12314124... HOME
- Firearms Search TF12345 ammunition single shot A A Arms Inc. .17... GAl4 BETA... 1011101l...
— ——————————— | TF12345 shotgun single shot A.r. sales co. .22... GA12 BETA... 12314124... FXRoom...
9 Evidence TF12345  bomb pump (Slide Ac... A.r. sales co. .17... GA12 PIS712 12345678
TG12345 bomb revolver A A Arms Inc. .17... GA14 ALPH... 10111011... HOME =
gf’ e e e it :TG12345  bomb revolver Arr. sales co. .21... GA10 91234512  OFFICE 5
: -1
TG12345 shotgun  pump (Slide Ac... A A Arms Inc. .17... GAl14 BETA... 12345678 é';
= Tagl bomb Slide Ac... A.H.FoxGunC... .17... GA12 91234512 FXR =
@ T - ag pump (; . e Ac ox Gun oom 3
Tagl bomb pump (Slide Ac... A.H.FoxGunC... .21... GA14 PI8712 91234512
" G ammunition single shot A A Arms Inc. .21... GA10 PI8712 12314124... test
@ Resource Manager bomb single shot AAAmsInc.  .17.. GA10 ALPH... 1011101l.. OFFICE
I . |AD shotgun  pump (Slide Ac... AH.FoxGunC... .17... GA12 ALPH...
E’ Firearms Collection Tagl ammunition revolver A.r, sales co. .17... GAI10 ALPH... 91234512 HOME
Tagl bomb single shot A.r, sales co. .17... GA10 BETA... 91234512
- - 4 i H. F PR I (e
g Activity Logging TG12345 bomb single shot A ox Gun C 17... GA12 BETA... 10111011 WORK
TG12345 ammunition revolver A.r. sales co. .17... GAl4 BETA... 12314124... WORK
) 3553 ammunition pump (Slide Ac... A.r. sales co. .17... GA10 ALPH... 10111011... OFFICE
@ Py Tagl shotgun  revolver A.H.Fox Gun C... .21... GA12 PI8712 91234512
v
Items: 53 15.1i | KARENR KELLER .:
Figure 59 — Firearms Collection — Active Firearms View
Table 33 - Active Firearms View Ribbon Options
Grouping Option Effect
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New

File Open
Delete

Contents Refresh

New Firearm

Firearms .
Open Firearm

Details

Delete Firearm
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Effect

Opens Firearm Details to enter information for a
new firearm (see Figure 60 — Firearm Details -
Details Tab).

Opens Firearm Details to view or modify details
of the selected firearm.

Deletes the selected firearm.

Updates the Contents Pane with any recent
changes.

Opens Firearm Details to enter information for a
new firearm (see Figure 60 — Firearm Details -
Details Tab).

Opens Firearm Details to view or modify details
of the selected firearm.

Deletes the selected firearm.

The Firearms Search node, when selected, loads a view similar to Evidence Search and Case
Search. You may search for firearms in any location by specifying the tag number. Even if the
tag number has been updated, the search will still display the associated firearm, since the
updates are tracked in the Tag History tab of Firearm Details.

1) Click on the Firearms Collection module at the bottom of the Navigation Pane.

2) Select the Firearms Search node at the top of the Navigation Pane.

3) Enter the Tag # for which you wish to search.

4) Click Search in the Contents Pane and any records associated with the entered Tag#
will be displayed in the Firearms Search grid.

One of the basic functions of the Firearms Collection module is to create and look up entries for
firearms. In the Firearm Details screen, you may view the current information for an existing or
destroyed firearm or create a new firearm entry.

1) Select the Firearms Collection module at the bottom of the Navigation Pane.
2) Click New Firearm from the Firearms grouping of the ribbon to open Firearm Details.

3) Enter all available information.

Note: Type, Description, Tag#, Manufacturer, Model, and either Caliber or Gauge
are required, but “Unknown” is available for all drop-down lists in required fields.
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4) Select Save and Close on the toolbar to enter the firearm and close Firearm Details.
To access firearm details:

1) Select the Firearms Collection module at the bottom of the Navigation Pane.

2) Select a firearm entry from the Contents Pane.

3) Click Open in the File grouping or Open Firearm Details in the Firearms grouping of the
ribbon, or simply double-click the entry to open Firearm Details.

DETAILS TAB

The Details Tab of Firearm Details contains all of the general information about the selected
firearm.

= Firearm Details - o iEN
File Edit Help

: [ESaveandClose B, | % 3y B D ~

| Detals | TagHistory | Disposition |

g . =
Description: -
Manufacturer: -
Model:

e | No Image: Right Click To Load
Gauge: il

Serial Number:

Tag Number: Update...

Donated By:

Date Donated: =

Lab: _ =il

Room: -

Comments:

Figure 60 — Firearm Details - Details Tab

Table 34 — Firearm Details - Details Tab Field Descriptions
Field Description

Type Drop-down allows you to choose from a list of firearm types.
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Description
Manufacturer
Model

Caliber

Gauge

Serial Number

Tag Number

Donated By
Date Donated

Lab

Room

Comments

Image
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Description

Drop-down allows you to choose from a list of firearm descriptions.
Drop-down allows you to choose from a list of manufacturers.
Drop-down allows you to choose from a list of firearm models.
Drop-down allows you to choose from a list of caliber options
Drop-down allows you to choose from a list of gauge options.
Enter the serial number from the firearm, if available.

Sequential number created to track the firearm entry in the system.
Update... opens Manage Tag Number to change the assigned tag
number.

Text box allows you to enter a donor, if applicable.
Calendar allows you to choose date of firearm donation, if applicable.

Drop-down allows you to navigate to the lab or specific location within
the lab where the firearm will be stored. Defaults to user’s current
location.

Text box allows you to specify a room within the location where the
firearm will be stored.

Text box allows you to enter free-form comments concerning the entry.

Right-click to browse to a location and load an image of the firearm.

TAG HISTORY TAB
The Tag History Tab of Firearm Details tracks any changes that have been made to the tag
number assigned to a particular firearm.
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-

~ Firearm Details = = -
| File Edit Help
Saveand Close B, | % =y '21 @ hd

([ oo [

Date Tag Number Tag Status Comments Active
11/21/2010 564 'Removed from firearm ' T
6/29/2009 5 Removed from firearm test v
6/29/2009 128 Removed from firearm test v
6/29/2009 12-A Removed from firearm test v
6/29/2009 12 Removed from firearm test v
6/29/2009 224 Removed from firearm test v
6/29/2009 1223 Removed from firearm test v
6/29/2009 1227 Removed from firearm v

Figure 61 — Firearms Details — Tag History Tab

Table 35 — Firearm Details — Tag History Tab Column Heading Descriptions
Column Heading Description

Date Date on which the tag number’s update occurred.

Tag Number Sequential number created to track the firearm entry in the system.
Tag Status Status of the previous tag number.

Comments Any comments related to the tag number.

Active Checkbox indicating whether or not the associated firearm is active.

DISPOSITION TAB

The Disposition Tab of Firearm Details displays the parties involved and the date on which
destruction of the firearm occurred, if applicable.
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et Firearm Details - O “

File Edit Help
: [JSaveandClose B, | % 535 & @D ~
| Details I Tag_ History Disposition |

Destroyed By: Examiner, Drug 3 |
Witnessed By: Detwiler, Drew ] v
Witnessed By: -

Date Destroyed: ' 10/6/2008 10:00 PM [~

Figure 62 — Firearm Details — Disposition Tab

Table 36 — Firearm Details — Disposition Tab Field Descriptions

Field Description

Destroyed By Identifies the employee who destroyed the firearm.

Witnessed By Identifies the employee who withessed destruction of the firearm.
Date Destroyed Identifies the date on which the firearm was destroyed.

EXPORTING FIREARM COLLECTION

FA provides the ability to export information from the Firearms Collection to an external file in a
variety of data formats. May also generate various types of printed output or import the Firearms
Collection data to an external system using the exported file(s). Firearms collection information
may be formatted for proper presentation.

Resource Manager

The Resource Manager module tracks information about interesting objects (e.g. Instruments,
Supplies, Workstations, etc.). Resource Manager tracks structure, status, inventory and
compliance and is a precursor to Quality Advantage. It also supports daily, operational data
collection. Quality Advantage provides data aggregation, analysis, display and reporting.
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l I Home View Admin E? 3
(] Ne A}} Add Supply Transaction
(2 open A Print Supply Requisition
Refresh
X Delete Export Print Data
File Content | Resources
Resource Manager < :TVW [Resource [Lot#  [Description | on Hand | on Order | Order Point | Order jReOrder | -
Py 'Reagents Chelex (s... testl test1 0.00 0.00 0.00 0.00
> en - |
: Sz Instruments Aceticadd 0765 Glacial acetic acid 83.00 100.00 100.00 1.00
) Main |
2 Instruments  Aceticadd 2934709 Acetic Acid (gladial) 58.00 0.00 10,00 25.00
@5 i Instruments  Sodium a... 09872... Sodium Acetate (... 30.00 0.00 25.00 5.00
5 E Chemical Instruments  Aceticacd 09283... Acetic Add (glacial) 5.00 0.00 5.00 10.00
> é DPR Reagent Instruments  Distilled ... 22 Distilled Water 13.00 0.00 0.00 0.00
> B Instruments DPR Reagent DPR Acet... ABC  ABC Chemicals 2.00 0.00 100 3.00
> B Kits
> B2 Reagents
> F= Workstation e
Refresh Admin

Notifications

15.1  KARENRKELLER .:

Figure 63 — Resource Manager Module
Table 37 — Supplies View Ribbon Options
Grouping Option Effect
File Open Opens Resource Instance Details for the
selected resource instance.
Content Refresh Updates the Contents Pane with any recent
changes.
Add Supply Opens Supply Usage dialog to record the details
Transaction of a supply transaction (see Appendix 61 —
Supply Usage).
Resources Print Supply Opens dialog to select printer and format for
Requisition printing a supply requisition report (see Appendix
62 — Preview Supply Requisition Report).
Export Print Data  Opens Save As dialog to select a location and
file name under which to save and export print
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Grouping Option Effect

data.

Resource instances are created in the Resource Manager module and identify physical
resources.

Required data elements:

¢ Id (InstanceNumberLabel)

e Source (InstanceCreatedByLabel)
e Date (InstanceDateLabel)

e Description

Examiners typically create a resource instance when receiving or preparing a resource.
Resource Instances are checked for compliance with business rules at time of assignment. If an
exam is performed significantly later than when the resource is assigned to the analysis form,
the resource may not be valid at the time the exam is performed.

FA walks the tree of resources and component instances, checking compliance of every item at
every level. For example, if a workstation contains Acid Phosphatase Buffer that contains
Sodium Acetate, FA checks rules for the workstation, Acid Phosphatase Buffer and Sodium
Acetate when the workstation is assigned to the analysis form.

1) Inthe Navigation Pane of the Resource Manager module, navigate to the desired Lab >
Section > Resource Type > Resource Subtype > Resource.

2) Click New in the File grouping of the ribbon or press CTRL+N to open Resource
Instance Details (see Figure 64 — Resource Instance Details).
Note: May need to update components and, if Track as Supply is checked, should
enter a supply transaction to update inventory.

3) Enter all available information in General Tab.

4) Use ribbon options to add any resource actions or overrides.

5) Click on the Product, Health and Safety Tab to enter any pertinent information.

6) Click Save & Close in the ribbon when complete.

RESOURCE INSTANCE DETAILS

The Resource Instance Details screen shows the details of a lab resource by tracking the
Actions, Components, Supply Usage, Needs Attention Overrides as well as the Product, Health
and Safety.
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L7 Resource Instance Details o B =
E 154 Print Now é Show Comments B Open Component 6 Add Action R
h ,p:B Add Components Update Override
Save ani | Pri i i Save Report
ks & Print... [J Manage Files L Gemcrve Coporents (] Delete Action | . Datapor
File View Components Actions Dev
| General | Components | Action History | Needs Attention Overrides | Product, Health and Safety
General System
Serial Number: Lab: | TCSC Main |
Received: I Section: Drugs ]
Manufacturer: Resource Type: r__Instruments
Model Number: Resource Sub Type: [
Asset Id: Resource: :ABI 7000
Expiration Date: ;
Verification Date: | |~ | 17 Required Archived
Manufacturer: ' I~
Lease: -
Funding Source: | =
Purchase Price: wv:
More Information
Documentation Url:
Description:
Figure 64 — Resource Instance Details
Table 38 - Resource Instance Details Ribbon Options
Grouping Option Effect
Save and Close Saves the resource instance information and
closes the form.
File Print Now Automatically sends information to the resource
default printer using the default template.
Print... Opens Print dialog with options for sending
information to a printer.
Show Comments  Toggles visibility of comments in the Action
_ History and Supply Usage grids.
View _ _
Manage Files Opens Object Repository — [Instance] to add or
view files related to the resource instance.
Version 15.1 Page 110 of 165



Forensi

¢ Advantage Systems Forensic Laboratory User Guide

Grouping Option Effect

Open Component  Opens Resource Instance Details form for the
selected component.

Add Component Opens Select Components to select one or more

Components resource instances to add as components to this
one.

Remove Removes the selected component(s) from this

Component resource instance.

Add Action Opens New Resource Action ... (see Appendix
66 — New Resource Action) to select from a list of
available actions assigned to the resource.

Delete Action Deletes selected action in Action History Tab.

Add Override Opens Needs Attention Action Override to add
an override value, per action, changing how
many days in advance this resource instance
shows up in the Needs Attention View (see
Appendix 67 — Needs Attention Action Override).

Actions

Update Override Opens Needs Attention Action Override to modify
the window value for the selected action.

Delete Override Deletes the selected override. The value set for
the resource/lab/section assignment will now be
used to determine eligibility for the Needs
Attention View.

Add Supply Opens Supply Usage dialog to record the details

Transaction of a supply transaction (see Appendix 61 —
Supply Usage).

Dev Save Report Data  Saves report data to specified location.
1) Inthe Navigation Pane of the Resource Manager module, navigate to the desired Lab >

2)
3)

4)
5)

6)

Section > Resource Type > Resource Subtype > Resource.

Double click the appropriate resource instance in the Contents Pane or select Open
from the File grouping of the ribbon to open Resource Instance Details.

Click Add Components in the Components grouping of the ribbon to open Select
Resources.

Select from list of valid Resource Types (defined by administrator as Valid Components).
Select from list of valid Resources to populate grid with any available resource
instances.

Select the appropriate resource instance and click Add to add to the list of components
for the resource.

Version 15.1 Page 111 of 165



Forensic Advantage Systems Forensic Laboratory User Guide

7

1)
2)

3)
4)

5)
7)

8)

1)
2)
3)

5)
6)

7)

Repeat steps 4-6 for any additional components needed, then click Close to return to
Resource Instance Details.

In the Navigation Pane of the Resource Manager module, navigate to the desired Lab >
Section > Resource Type > Resource Subtype > Resource.

Double click the appropriate resource instance in the Contents Pane or select Open
from the File grouping of the ribbon to open Resource Instance Details.

Click Add Action in the Actions grouping of the ribbon to open New Resource Action.
Select Performed Action from list of actions (Required Action defined by administrator
and assigned to the Resource).

Select Date of Action — defaults to current date and time, but may be modified.

Enter Performed By — defaults to current logged in user Id, but may be modified.

Enter Comments — as appropriate for resource according to lab/section policy as well as
any additional information.

Click OK to save action and return to Resource Instance Details.

In the Navigation Pane, expand the appropriate Lab/Section and select the Supplies
node.

Select Add Supply Transaction from the Resources grouping of the ribbon to open
Supply Usage (see Appendix 61 — Supply Usage).

Select appropriate Action from list.

Select Date and Time — defaults to current date and time, but may be modified.
Enter Quantity of supply and select Agency, if needed.

Enter Comments — as appropriate for the resource supply action according to
Lab/Section policy.

Click OK to enter supply transaction and close Supply Usage.

Note: OK becomes active after all required fields are completed.

Analysis — Resources (see Appendix 26 — Analysis Resources) is accessible within analysis
forms. Resources can be added or removed from an analysis form without having to close the
form. For more information on analysis forms, see Analysis Form.

1)
2)

3)

4)
5)

6)
7

Select the Case Processing module at the bottom of the Navigation Pane.

Select My Work folder at top of the Navigation Pane or expand (click on > to left of
folder) user’s primary lab and section folders to select My Case Records folder.
Double-click the appropriate case in the Contents Pane or select Case Record Details
from the ribbon.

Click on the Analysis Tab of Case Record Details.

Select All Exams, Remaining Exams or, holding down the Ctrl key, select specific
examinations.

Right-click and select New Analysis of Type > [Analysis Form Name] to open the AUL.
In the analysis form, click Resources in the Manage grouping of the ribbon to open
Analysis — Resources (see Appendix 26 — Analysis Resources).
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8) Go to Resources > Add Resources in the menu bar or click the Add Resources icon (

"?) on the toolbar to open Select Resources from [Lab Section].

9) Select the Lab/Section, Resource Type and Resource to auto populate the grid with all
available resource instances.

10) Select the resource instance needed, then click Add.
Note: If instance has expired or has actions pending, FA will not permit use in the
analysis form.

11) Repeat steps 9-10 for any additional resources needed, then click Close.

12) Click the red x in the upper right corner to close Analysis-Resources and return to the
analysis form.

1) Select the Case Processing module at the bottom of the Navigation Pane.

2) Select My Work folder at top of the Navigation Pane or expand (click on > to left of
folder) user’s primary lab and section folders to select My Case Records folder.

3) Select one or more case records in the Contents Pane and click Add Resources in
Analysis grouping of ribbon to open Worksheet Resource Assignment.

4) Select one or more exam type entries in the grid and click Add Resource to open Select
Resources from [Lab Section].

5) Select the Lab/Section, Resource Type and Resource to auto populate the grid with all
available resource instances.

6) Select the resource instance needed, then click Add.
Note: If instance has expired or has actions pending, FA will not permit use in the
analysis form.

7) Repeat steps 4-6 for any additional resources, then click Close.

8) Click the red x in the upper right corner to close Worksheet Resource Assignment.

The available views in the Resource Manager module combined with View options and print
preview provide a variety of available report formats. Needs Attention View can be printed as a
checkilist for selected lab sections. Supplies View displays all resources with Track as Supply
option checked. See Customizing Your Workspace for instructions on how to use filters and
sorting to customize the grid data. Use the Print Preview option in the title bar to view the data
and to access export and email options.

Version 15.1 Page 113 of 165



Forensic Advantage Systems

Forensic Laboratory User Guide
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one

IRﬁnm'l'ype: Instruments
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Acetic acid
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Figure 65 - Needs Attention Report
To print Needs Attention View:

1)
2)
3)

Preview.
4)

Version 15.1

Set scope of view using Lab / Section selections, then click Search.
Click View Tab to use filters and grouping to select subset and organize view.

Click Print Preview icon (.) in title bar (see Figure 65 - Needs Attention Report) to open

Use File menu or toolbar icons to email, print, or export data in specified file format.
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@ = 4 8 @ Supplies - Forensic Advantage - 8
ml Home View Admin ?-f #
[ mev _‘Q& Add Supply Transaction
(&7 open Print Supply Requisition
Refresh
K Delete Export Print Data
File | Content Resources |
v e Haknges < |Type |Resource  |Lot# | Desaription |OnHand | On Order | Order Point | Order |Re-Order |
> C3 ol N Reagents %x (s.lnck) test1 hest-l - 0.00 0.00 0.00 0.00 |
4 TCSC Main [ | Instruments  Acetic acd 0765 Glacial acetic acd 83.00 100.00 100.00 1.00
v 3D Instruments  Acetic acid 2934709 Acetic Add (glacial) 58.00 0.00 10.00 25.00
4 Supp =| Instruments  Sodium acetate 09872... Sodium Acetate (anhydrous, ... 30.00 0.00 2500 5,00
> B Chemicals Instruments  Acetic acid 09283... Acetic Add (glacial) 5.00 0.0 5.00 10.00
> T2 DPR Reagent * |Instruments  Distlled water 22 Distiled Water 13.00  0.00 0.00 0.0
> By Instruments DPR Reagent DPR Aceticadd ABC ABC Chemicals 200 0.0 100 3.00
) Preview =5 O “
: File View Background >
d B =28 Falyhl|Oa Q[ [-]]) Loz T RE=RAN ~ MR
Supply Requisition Report
:I.mtrmnems
{Acetic acid
fSerial Number Manufacturer Received Acetic Acid (glacial) OnHand Order
;0928348-2—2 Hong Yan 05/312009 Acetic Acid (glacial) 5.00 10.00
i Chemicals
:Reagens Commercial Reagents
?Chele: (stock) |
MfrLot# Manufacturer Purchased testl On Hand Order H .
4 [T 13
~|| Page1of1 100% (=) —— @ [

Figure 66 - Supplies Report

To print Supply Requisition Report:

1) Click Supplies node under Lab Section node in Navigation Pane.
2) Click Print Supply Requisition in Resources grouping of ribbon.

3) Select from list of available templates

Note: Customizable reporting available with Report Template Designer by FA

administrator.

4) Use File menu or toolbar icons to email, print, or export data in specified file format.

Version 15.1
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=) Lookups

- Registered Entities
[=-Logs
& Current
EJ--Tuday
© 1~ 10:00 AM - 11:00 AM

Employee: Keller, Karen R

EmpId: 4

Primary Lab/Section: 2/1027

Emp Username: TCSC\krk

Identity: tcsc\krk

Machine: KRK8-1

OS Version: Microsoft Windows NT 6.2.9200.0
FA Server: Stable

Service Endpoint: TCP

:| Service Context: CentralDB
‘| Core Storage: Core

External Storage: External
FA Version: 15.1.0.2
Contracts Assembly Version: 15.1.0.2

Appendix 2 — Forensic Advantage Support

Version 15.1
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Show rows where:

|Is like l:l |(Enter a value)

©ad (Or

I (Select an operator) | (Enter a value)

Appendix 3 — Custom AutoFilter

i File View Background
N @B e TR/ R W POE @0

Drug Analysi I TCSC (FADivision)
2|Backlog - Evidence Avaiia | Drug Analysi CCPD / Hull St
2 |Baddnn -Evidence Availa | Drug Analysi TCSC (FADivision)
15|Baddnn-EvidenceAvaia Drug Analysi 0000 - TEST OFFE |CCPD J Hull St
2|Backlog-Waiting forEvi |Drug Analysi D -Drugs TCSC (FADivision)
Merged Report Drug Analysi D -Drugs CCPD / Hull St
Merged Report Drug Analysi |1/25/200 |BA - Blood Alcohol |Michigan State Police - Lansin
Pending Release Drug Analysi |2/14/200 |D - Drugs Virginia State Police,Richmon
Pending Release Drug Analysi D -Drugs CCPD / Hull St
Review Required Drug Analysi D -Drugs TCSC (FADivision)

bt | | | | || e | | e

Appendix 4 — Preview Grid Listing
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Appendix 5 — Save Grid Settings

Version 15.1 Page 118 of 165



Forensic Advantage Systems Forensic Laboratory User Guide

Appendix 6 — Load Grid Settings

Appendix 7 — Reserve Lab #
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Appendix 9 — Submission Report
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"Sear:h for Submissions using the criteriabelow. Choosea resultand press ‘Seled".to create an additional Submission forthe the selected Case.

| Case | CommunicationLog |

Case /[ Submission

Lab #: | Lab: |
Submitted: [ Submission Type: |

Delivery #: l

Agency Location [ Jurisdiction / Violation / Court

Agency Case =:

Agency Location:

Role:

[[] Parties of Interest

|Lab # |sub# |submitted

Appendix 11 — Import RFLE
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|

~ | Agency Location « | Phone =
TCSC (FA Division)
TCSC (FA Division)
TCSC (FA Division) (523)523-1231
TCSC (FA Division)
TCSC (FA Division)
TCSC (FA Division) (804)123-4567
TCSC (FA Division)
TCSC (FA Division) (804)855-9648
TCSC (FA Division)
TCSC (FA Division)
TCSC (FA Division) (804)123-4567
TCSC (FA Division) (804)111-2222
TCSC (FA Division) (804)794-3491
TCSC (FA Division)
TCSC (FA Division)

Appendix 12 — Choose Officer

[Deeth, John)
| Investigating

(O |[x

Appendix 13 — Officer Information
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Appendix 15 — Modify New Case Record
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Name /Stats | Extended Data | Development |
Name

First Name: |

Middle Name: [

|
Last Name: [ . | Ivl
|

Suffix: [ ] Date of Birth: [~]

Display Name:[ Date of Death: Ill

Aliases: _ State Id/DL #: | |

SSN #: | |

Comments

enter comment...

Appendix 16 — Person
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Search for a person using the criteria below. Choose a result and press “Select” to include the person with this Submission.

| Parties of Interest [Evi&nm ] mm.i:aﬁmlnﬂ

First Name: I

Date of Birth: ]v to | l'l

Middle Name: I

Date of Death: | [=] to | [~

Last Name: |

State Id/DL =: |

Alias: [

SSN #:

[ ]

Relationship: I

Result Type: (@) Submission () Case Record

Use Phonetic Matching

Last Name

| First Name

| Display Name [Race  [Gender [DateofBirth [ssN#

|state 1d/DL # [Lab 2 [Sub #

Version 15.1

Appendix 17 — Search Parties of Interest Tab
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Appendix 18 — New Business

Appendix 19 — Business Search
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Template: | Sexual Assault Kit
[v] Auto # Selected Evidence
V] Verified

Forensic Laboratory User Guide

Submitted with: | Sub #1-08/18/15
Parent: I

Chain of Custody: ~ |Unreceived

Type |Item# | Description

| Quantity | For Analysis

v ¥ Container 2 Sexual Assault Kit
¥ Item 2-1 Primary Swab
v Item 22 Secondary Swab
Item 23 Other Swabs (Quantity={Quantity})

NEEO

Appendix 20 — Create Evidence From Template

Appendix 21 — Default Report Settings

Version 15.1
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Select Examiner to assign to selected Case Records.

Becker, Tom
Beninghove, Joey
CLAIRE BOSWORTH
Cable, Robin

Carl, Adam Bob
KENT F CARPENTER

_Cheek, Robert L

Appendix 22 — Select Examiner

: File View Actions

i [HSaveandClose & & & & @ ||

Evidence

| Description

Container 1
v Container 2

v Container 2A

Item 2AA1

Item 24A2

Item 2B
Item 2D
v  Container 3
Item 3A
Item 38
Item 3c-1

Body Bag

Sealed box containing personal effects.
Sealed plastic bag containing monetary items.
Bills

Coins

Wallet

Men's wedding band

Sealed box containing dothing recovered from body.

2 Shirts
Pants

e EEE

Version 15.1

Appendix 23 — Assign Evidence to Exams
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File Edit View Actions Dev

: [ Save and Close | Request Evidence | % =3 (&) | (7) M

Detais | Case Records | Additional Information |
Identification Status
Evidence: |Ttem 1 |  Submitted:  |Sub. #1-3Jun 18, 2015 10:55 AM |
Agency #: I | Parent: ’ Izl

Delivery #: | | Custody: | Inpersonal custody of KARENR A
KELLER at Central - Medical Examiner,

For Analysis

Verified by KAREN R KELLER on Jun 18, 2015 10:58

[

Details | Comments | Chain of Custody Comments

one tablet - unknown origin

Appendix 24 — Evidence Details
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%
;

T

=

0 B 6 E 8
OonBE o8B &

LRy
o

@

NEEEE RS
B 0B 6E 6 6 6

Appendix 25 — Add Multiple Evidence
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ABI 7000 12345  Agilent 9/4/2007  Agilent - AG700
Thermal Cyders AJD002  Smth 10/26/2010 |

Appendix 26 — Analysis Resources

¢ File View
: B New Activity E B | @ ApproveActivies @ | [P B @ -

Started | Duration | Category | Activity Type Task
8/24/20153:00PM 0:30hrs BACBiling 1000 -Blood Alcohol  Examination and Analysis

Appendix 27 — Activities
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i Close  Sub#1~ @ zl

Persons | Businesses

Persons

Name |Relationship  |Race |Sex |Date of Birth
MARTHA STEWART Party of Interest White Female

Appendix 28 — Case Record # — Parties of Interest
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th communication log entry from analysis form.

Appendix 29 — New Communication Log Entry
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v

‘L Reviews @ Continue Returned Reviews @ ™M
| Reviewer Reviewed

¥) Return Active Reviews
@ Continue Returned Reviews

Appendix 30 — Review Management

BIUUSSEXX: A-2-D
Font

The scene was documented utilizing 3D scanning technology. The raw scans were placed in secure storage.

Appendix 31 — Analysis Results
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IS ENEE

Appendix 32 — Publish
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Appendix 33 — Return Evidence
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FEEE

Appendix 34 — Select Evidence

Appendix 35 — Select Resources
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Update
& Close
Actions
No Image: Right Click To Load
VW Cut
i) Copy
) Paste
A Delete
E Load
&l  Save
-
v

Appendix 36 — Edit — Image
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Appendix 37 — Select — File
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Version 15.1

Forensic Laboratory User Guide

optical microscopy

metallography

|| scanning electron microscopy (SEM)

scanning electron microscopy with energy dispersive spectrometry (SEM/EDS)
x-ray fluorescence spectroscopy (XRF)

microspot x-ray fluorescence spectroscopy (micro-XRF)

["| spark discharge in argon - optical emission spectroscopy (SDAR-OES)
|| x-ray radiography

hardness testing

[ microhardness testing

[ tensile testing

failure analysis

[ sectioni

[ sampling

s sy

Appendix 38 — Select Values

Page 140 of 165



Forensic Advantage Systems Forensic Laboratory User Guide

Appendix 39 — Rich Text Editor
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|Disease_Conlageu.s Disease Notification
: | Available for Discovery Packet

Imported: | By KAREN R KELLER on 6/17/2015 12:09 PM

version: |1

Type: | .docx File
Checkout: | Not checked out
Approval: |Ll'lq|'.l'wed

Appendix 40 — File Properties
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2 3/22/201112:03... Detwiler, Drew J

Evidence Transfer Receipt (303294) 1 2/23/20119:56 PM Ubowski, Chet

Appendix 41 — Version History
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4 B F ad &

Move to Copy to Select Moveto Copy to
Target Target Entity Source Source

Appendix 42 — Copy/Move Files

Delete or Terminate

Ondetadmsenmdhfonmﬂunhdﬂumm,
Analysiss, Reviews and Exams.

Terminate the Case Record and release the current Lab Report.
(O) The Case Record and Lab Report will remain with a status of
"Terminated.” Active reviews will be withdrawn.

Terminate the Case Record. The Lab Report, if one exists, wil
Onotberdauad. The Case Record and Lab Report will remain
with a status of "Terminated.™ Active reviews will be

o [Ccenel ]

Appendix 43 — Delete Terminate Case Record
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Add Resource

Case Number = | Record Num... « | Worksheet Number IWoddreetType
C06-164 '_ 1 1 CBRN
C06-164 1. 2 Simple Analysis

| C06-164 1 3 Simple Analysis (New)

Appendix 44 — Worksheet Resource Assignment
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Appendix 45 — Transfer/Assign Case Records
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@ B B

Show Unavailable | Select Remove

Resources

Forensic Laboratory User Guide

Batch Name | Keller, Karen R 8/10/2015 7:28:06 AM

Exam Type |Drug Analysis |

_

[ Case = |Record # | Agency Case# | Evidence Cas... | Type

] cos-167 1 T06-10
] co7-35 _ _ C07-11
] co7-10 C07-10
€07-10 7 C07-10
co7-9 _ C07-9
co7-9 ; c07-9

Item

Item
Item

Item [
Item |
Item

Resource

Type

Appendix 46 — Prepare Batch Processing File

Version 15.1
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Results

Solécta batch processing result file using the Browse button. The list of results
specified by the file will be shown in the Preview grid. Click Importto add these
results to Forensic Advantage.

File: | | (erowse... |

Preview
Batch Name: |

| Result

Evidence Code / Description
Tee: [T -]

code: | |

Description:

Appendix 48 — User Defined Evidence Description
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Employee: I

Select item descriptions from the list below and press OK to
copy the descriptions to your personal list. Use the SHIFT and

CTRL keys to select multiple rows.

Code

[Foe_[oesaton

Appendix 49 — Select Employee to Copy
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View Help
3 Auto Width Id
Show Evidence '

Include Comments

JAMES BROWN from Ft. Worth Police Dept. Property Room.
Include Transfer Reason K TN at TCSC Main - FBL. Delivery Method: Hand to Hand
Group By Item

Group by ltem/Submission
JAMES BROWN from Ft. Worth Police Dept. Property Room.
Group by Transfer ' TOTTEN at TCSC Main - FBI. Delivery Method: Hand to Hand

Load Grid Settings

Save Grid Settings BROWN from Ft. Worth Police Dept. Property Room.
%mmvll:gl iENatTCSCMI'\ -FBI. Delivery Method: Hand to Hand

L) ¥

Evid ||: ot
2015-00057 #1 -Item 60 descrip

Appendix 50 - Chain of Custody Details View Menu
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Auto-generated from Case Record assignment

Appendix 51 — Add Evidence to Batch
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Appendix 52 — Lockbox Transfer Request
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[ Custody

3 5 Bag with white powder In personal custody of Keller, Karen R at
C07-83 C07-83 - Container 1 ol Ll .'

1-Sealed cardboard evidence box In personal custody of Keller, Karen R at
Central Laboratory - Drugs.

one tablet - unknown origin In personal custody of Keller, Karen R at
Central Laboratory - Drugs.

liquid substance In personal custody of Keller, Karen R at
Central Laboratory - Drugs.

1-Sealed plastic evidence bag In personal custody of Keller, Karen R at
Central Laboratory - Drugs.

lint In personal custody of Keller, Karen R at
Central Laboratory - Drugs.

1-Sealed cardboard evidence box In personal custody of Keller, Karen R at
Central Laboratory - Drugs.

white residue In personal custody of Keller, Karen R at
Central Laboratory - Drugs.

i Eoa fingerprint on baggie of white powder In personal custody of Keller, Karen R at
C07-28 C07-28 - Item 2 Central Laboratory - D 5

1-Sealed manila evidence envelope  In personal custody of Keller, Karen R at
Central Laboratory - Drugs.

white substance In personal custody of Keller, Karen R at
Central Laboratory - Drugs.

One (1) sealed metal can containing  In personal custody of Keller, Karen R at
item Central Laboratory - Drugs.

C07-38 C07-38 - Container 1

C07-38 C07-38 - Item 1

C07-37 C07-37-Item 1

C07-35 C07-35 - Container 1

C07-35 C07-35-Item 1

C07-28 C07-28 - Container 1

C07-28 C07-28 - Item 1

C07-11 C07-11 - Container 1

C07-11 C07-11-Item 1

C06-167 C06-167 - Contain...

Appendix 53 — Evidence Inventory

Please choose a descriptive name for the batch of evidence. Names
can be up to 128 characters long.

Batch Name:

uto-generated from Case Record assignment

Appendix 54 — Choose Batch Name
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Accept this review and prevent others from starting it?

Feedback:

Il accept the review.

Appendix 55 — Accept Review

Make this Case Record amended?

Once amended, the Case Record must have the amended Final Report released in

order to complete.

Appendix 56 — Amended Report — Proceed?

Version 15.1 Page 154 of 165



Forensic Advantage Systems Forensic Laboratory User Guide

Report Purpose:  (Use my own statement) i~

Item To Be Corrected:l(Use my own statement) [ v ] Paragraph/Lines: ‘: On Page Number: :'

A description Item To Be Corrected is required if adding information is selected.

Requested By: | | on: [9/10/2015 |~]

Requesting Agency: | |

Summary Preview:

Appendix 58 — Add Author
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Appendix 59 — Add Subject

Source
This screen allows you to move a resource from one type/fsub type to another. If you move a resource fri

]S-.bType ]Rmme

Auto Regenerating Consumables Fictional Ingredients

WhatlIsThisMix superCrappyMix

WhatIsThisCollect MoreWipes

Advanced Consumable Mixture  Advanced Magical Potion

Refined Essence Base Purifying Agent
Magical Potion

Appendix 60 — Move Resources
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Action: I
Date:

8/17/2015 |~ | | 7:46:43AM

l o2

Quantity:
Agency: |
Comments:

Appendix 61 — Supply Usage

¢ File View Background
N =B PO Q[ [-]&[K4 > PMBE Q-0

mESupply Requisition Report

DPR Reagent DPR Commerical
DPR Acetic acid
Lot# Mfr # Received Acetic Acid

112345 HuanBing  10/142010  Acetic Acid
= Cheical Co.

1234 05/092011
Instruments

Distilled water

‘Serial Number Manufacturer Received

512 Made in hb 11/30/2010

Appendix 62 — Preview Supply Requisition Report

Version 15.1 Page 157 of 165



Forensic Advantage Systems Forensic Laboratory User Guide

Appendix 63 — Select Resource Types/Sub Types

Name: II
[ Hide from Needs Attention View

¥ 1s Active

Appendix 64 — Resource Action Dialog
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Appendix 66 — New Resource Action
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Appendix 67 — Needs Attention Action Override

Version 15.1 Page 160 of 165



