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HEADER

e CRASH DATE — Make sure that the correct date auto populated. If not enter the correct date.

CASE NUMBER has to be in the format below (2 character letter for city, with the 2 digit number for the year — 2 digit
number for the month — and 6 digit sequential numbers that dispatch gave you)
e NOTIFIED BY — Will always be Law Enforcement (See setting default below)

FL“RI“A TRAFFIE ERASH REF“RT HIDAWAT D2AFEIT & PMUIUR YERILLES

TRAFFIC CRASH RECORDS
LONG FORM SHORT FORM D UFDATE D HEIL kIRKkMAMN BUILOING, TALLAHASSEE, FL 32333-0537

(Bectronic wersion)

CRASH DATE TIMEOF CRASH DATEGF REPORT REPORTING AGENCY CASE MUMEBER HEMV CRASH REPORT NUMBER
AT ZHPM AT 2011 B 11111

CRASH IDENTIFIERS

COUNTY CODEJCEIMY CADEJCOUNTY OF CRASH
10

PLACEOQR CIMY OF CRASH WITHIN CTY LIMIMTS

BROVIARD HQ

BROVARD - UNINCORPORATED - 1000

TIMEQHN SZENE TIMECLEARED SZENE | COMPLETED REASOHN (If nestigator NOT ComplE)
22 PM JAZPM HO HITAND RUN

NOTIFIED BY

LA ENFORCEMENT

Page 4 of 42



ROADWAY INFORMATION

e IFINA PARKING LOT OR ON A RESIDENCE DRIVEWAY OR YARD :

e If you are using a State Road in any field you must type it as SR 838, SR 822, SR 7 etc... If you want to use the named road also
you would write it as such SR 838 — Sunrise Blvd, SR 822 — Sheridan St etc. (Do_not spell out State Road)
0 You cannot use “block” in any of your location fields!!!

HITAND RUN LA ENFORCEMENT

ROoDwey INFORMOTION [CHOOSE OMLY 1 OF 4 OPTIOMS]

CRASH OCCURRED ON STREET, ROAD, HIG HINAY
W. SR &35 GUNRISE BLVDY

nP.TSTHEEI'P.DDHEEE#
61

EATLATrrUUE AND LONGITUDE

AT FEET OFR MILES Olrecton E FROM INTERSECTION WITH STREET, ROAD HIG HIAAY OFR FROM MILEPOST #

ROAD SYSTEM IDENTIFIER TYPEOF SHOULDER TYPEOF INTERSECTION

PARKING LOT CURB NOT AT INTERSECTION

CRASH IMFORMATION [CHECK IF PICTURES TAKEN)

— @

KFC
3061 W. SR 838
(Sunrise Blvd)

Mot Drawin to scale
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e |IFATANINTERSECTION (INSIDE OF THE WHITE STOP BARS)

0 You cannot use “block” in any of your location fields!!!

ROADWYOY IMFORMATION [CHOOSE OMLY 1 OF 4 OPTIOMNS]

AND LONGITUDE

CRASH OCCURRED ON STREET, ROAD, HIGHINAY
. SR &35 SUNRIESE BLVDD

n AT STREET ADDRESS # E AT LATITUDE

AT FEET OR MILES O Irection E FROM INTERSECTION WITH STREET, ROAD H IG HWAY OR FROM MILEPOST #
N 31 AVE

ROAD SYSTEM IDENTIFIER TYPEOQF SHOULDER TYPEQF INTERSECTION

STATE CURB FOUR-NAY INTERSECTION

CRASH INFORMATION [CHECK IF PICTURES

— — oy LI

Oo®

SR 838 - Sunrise Blvd

NW 31 Ave

ot Drawn to scale
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e ANY OTHER LOCATION BESIDE THE ABOVE LOCATIONS

0 You cannot use “block” in any of your location fields!!!

RoaDwyay IMFORMATION [CHOOSE OMLY 1 OF 4 OPTIOMNS)

CRASH OCCURRED ON STREET, ROAD, HIG HINAY AND LONGITUDE

W. SR 838 SUNRISE BLVDN

n AT STREET ADDRESS # E AT LATITUDE

AT FEET OR MILES D irecton E FROM INTERSECTION WITH STREET, ROAD HIG HINWAY OR FROM MILEPOST #
a ERST NI 31 BVE

ROAD SYSTEM IDENTIFIER TYPEOF SHOULDER TYPEOF INTERSECTION

STATE CURB NOTAT INTERSECTION

CRASH INFORMATION [CHECK IF FICTURES TAKEN]

SR 838 - Sunrise Blvd

NW 31 Ave

Mot Drawn to scale
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CRASH INFORMATION SECTION:

e (#1) In the Crash Information there are three blocks for “Contributing Circumstances: Road” If you do not have any contributing
circumstances: road and or if you only have one item then fill out the first box and the next two boxes will be left blank.

e (#2) In the Crash Information there are three blocks for “Contributing Circumstances: Environment” If you do not have any contributing
circumstances: Environment and or if you only have one item then fill out the first box and the next two boxes will be left blank.

e (#3)First Harmful Event Relation to Junction — 99% of the time it will be NON-JUNCTION. An example of something other that non-
junction is — 595 and 1-95, 595 and SR 25 (27). (Junctions usually have a flashing yellow and flashing red or a yield sign) (the roadway
that you are on merges into the new roadway at an angle other than 90 degrees.)

I W ML AT I LRIl | R
CRASH INFORMATION [CHECK IF FICTURES TAKEN) [ |

LIGHT CONDITION WEATHER Goublomis ROADWAY SURFACECONDITION |SCHOOLBUS RELATED MANNER OF COLLEKONAMPACT

DAYLIGHT 1-CLEAR #1 DRY NO FRONT TO REAR

FIRST HARMFUL EVENT ITHARMFUL EVENT LOCATION WITHIN INTERSECTION :LFETE'E“FUL EVENT RELATION TO
MOTORWEHICLE IN TRANSPORT ON ROADINAY NG NO N:JUNI:TIIIN

CONTRIBUTING CIRCUMSTANG ES: F!IIIP.EI/ #2 RIBUTING CIRC UMSTANC ES: ROAD CONTRIBUTING CIRCUMSTANCG ES: ROAD

1-HONE

CONTRIBUTING CIRCUMSTANC ES: EH'I.I'IF!I:IHI.IEHTK CONTRIBUTING CIRCUMSTANC ES: ENVIRONMENT CONTRIBUTING CIRC UMSTANC ES: ENVIRONMENT
L-GLARE

WORKZONE RELATED CRASH IN WO RKZIONE TYPFEQF WORKZIONE WORKERS IN WORKZIONE LA ENFORCEMENT IN WO RKZIONE
NG

|_| Include In Report

#3
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WITNESS

e We are faced with not having a block for the witness phone number. We have found that at this time we can place the phone
number next to the address in the Address field. Please gather this information and place it in this field for follow-ups.

WITHESS

HAME ADDRESS CImY STATE ZIF CODE
JOHHN w DOE 2601 W BROWARD BLVD S54-231-5500 FT. LAUDERDALE FL-FLORIDA I3z
vEHI -. = e CHEC CO A
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VEHICLE - Import Data from Premier MDC or Sungard/OSSI

e PREMIER MDC - To import your data from Premier MDC you MUST first run your tags, drivers, passengers etc on
Premier MDC. Once you do that open up TraCS and on the top tool bar under the Home tab is the Premier MDC button.
This button must be clicked and your item needs to be highlighted. Once that is done click “OK” and this places the information in
“cyber space” waiting for you to tell it where you want to place it in the report. Once you are in the Vehicle Year field
it will give you a “List” button for you to click on and choose your vehicle.
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e SUNGARD/OSSI — To import your data from OSSI you MUST first run your tags, drivers, passengers etc on
SUNGARD/OSSI. Once you do that open up TraCS and on the top tool bar under the Tools tab is the SUNGARD/OSSI
button. This button must be clicked and your item needs to be highlighted. Once that is done click “OK” and this places
the information in “cyber space” waiting for you to tell it where you want to place it in the report. Once you are in the
Vehicle Year field it will give you a “List” button for you to click on and choose your vehicle.
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VEHICLE - Hit and Run

¢ If you have a Hit and Run the vehicle fields need to be as follows. (If the other driver or a witness gives
you a vehicle description and tag etc this information will only go into the narrative section. Do not place it in
this section unless you actually have physical control of said vehicle.)

'"WEHICLE Inctude In F:.:_.F":"-t CHECHK IF COMMERCIGL

WEHICLEW® WEHIZLE YEAR EH LICENSE
HIT AND RUN WOMEER STATE
1 ES
[VEHICLE STATUS [WEH G LE MAKE EHICLE MODEQWEHICLESTYLE |VEHICLECOLORJEXT.OF DAMAGE |EST. TOWED DUETD VEHICLE REMOWED BY ROTATIGN
%U.HFEE DAMAGE
Unknown
INSURANCECOMPANY (DRNER) INSURANCE POLICY NUMBER
NAMEOF WEHICLE OWNER [CHEZKIF BUSINESS) D CURRENT ADDRESS ZIP CODE

TRAILER 1:
LIZENSEW®

DIRECTION 0N STREET, ROAD, HIG HIAYT
ERST SREE
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VEHICLE:
. Below is a list of common errors that we are seeing and the explanations.
e #1-Perm. Reg - This field is ALMOST ALWAYS “NO” It will be a “YES” if it is a BSO marked unit

with a Yellow tag, other government vehicles, some tractor trailers etc. (If it does not have a decal check
the registration and it should not have an expiration date.)

e  #2 - Est Damage - if you have any damage at all then the Most Damaged Area needs to be completed.
If no damage at all then this block is left blank.

e  #3-"Vehicle Defects” (TWO) and “Second Sequence of events” — If you do not have a second one then

leave the block blank.

1

WEHIZLE BODY TYPE WEHICLE DEFECTS @NE @AELEDEFE:TEUM EMERGENCY WVEHICLE USE SPECIAL FUNCTION OF MW
PAZSENGER CAR NO

WEHICLE MANEUVER TRAFF ICWWAY ROADWAY GRADE ROADWAY ALIGNMENT MOST HARMFUL DETAIL
ACTION

STRAGHT AHEAD TWIO-ARY, DWIDED, UNP LEWEL STRAIGHT MOTORWEHICLE IN TRANSPORT

TRAFFIC CONTROL FOR THEEWEHICLE | FIRST SEQUENCEQF EWVENTS BEZOND SEQUENCEOF EVENTS
NO CONTROLS MOTORWEHICLE IN TRANSPORT

NO SPECIAL FUNCTID
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VIOLATIONS:
e  The citation number is four numbers followed by three letters

WIOLATIONS v  Include In Report
PERSONA NAME FLSTATUTE NUMEER CHARGE CITATION HUMBER
1 JON "'} DOE G () ZRASH - LEAWING SCENEOHN PUBLIC O | 1Z34AEBC

MOM YEHICLE PROFERTY OAMAGE

NON VEHICLE PROPERTY DAMAGE:
o This section is used for damage from a vehicle or non motorist. It could be a tree, light pole,
building, fences, bus bench etc.

MOMWEHICLE PROFERTY DAMAGE

PROPERTY DAMAGE - EST. o o
OTHER THAN VEHICLE AMOUNT OWNER'S NAME (CHECK IF BUSINESS) |E| ADDRESS Cmy STATE |ZIPCODE
Tree 150 BROVMARD COUNTY 2155 ANDRBAS AV | FORT. LAUDER | FL &2

NARRATIVE:
. Make sure that you separate the driver’s stories in your narrative. Do not bunch everything together.

. No preamble is necessary.
e The narrative has a spell check if typed in proper sentence structure. If you type in all CAPS then it will not find any errors.
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DRIVER — Hit and Run

¢ If you have a Hit and Run the drivers fields need to be as follows. (If the other driver(s) or a witness gives
you a driver, vehicle description and tag etc this information will only go into the narrative section. Do not place
any names in this section unless you actually have physical control of said person.)

e You need to add a driver section for the hit and run vehicle. The person # would be 1 (Since we place
the person at fault as #1). The vehicle # would be 1 (Since we usually place the vehicle at fault as #1). Under
the First and Last name only it would be UK (for unknown). Leave the next items blank until you get to the
ejection section block and pick Not ejected (If it appears that the driver was not ejected). Tab thru each field
and again pick the unknowns for the drop downs.

PERZON® |VEHICLE® | NAME DOB SEX PHOME NUMEER EXAM
1 1 UK UK UHENOWN
ADD}K cmy STATE ZIP Cl{h)\
DRIWER LIZENSEWJMEER STATE EXPIRES DLTYPE REQ.END. INJURY SEVERITY EJECTION
NOTEJECT
RESTRAINT SYSTEMS AIR BAG DEPLOYED HELMET USE EYEPROTECTION ROW OTHER
DEPLOYMENT UNKNOWN FRONT UHENOUWHN
DRWERS ACTION AT TIMEOF CRASH (FIRST) DRNWER DEETRACTED BY DRNER VKN OBSTRUCTION
N KNOIN
DRWERZCONDITION AT TIMEOQF CRASH
UHKNOUWN

SUSPECTED o
BLCOHOL USE SUSRECTED DRUG USE

UHENOWN UHENOUWN

SOURCEQF TRANSPORT QO MEDICAL FACILITY
NOT TRANSPORTED
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DRIVER:
. Below is a list of common errors that we are seeing and the explanations.
= #1 - Reg End. - This field is ALMOST ALWAYS “NO REQUIRED ENDORCEMENTS”
The only time it should be "yes" or "no" if the vehicle involved in a crash is a vehicle that requires

an endorsement, example such as a motorcycle or a vehicle requiring a CDL. If the driver has the
motorcycle endorsement then it would be “YES” and if the driver does not then it would be “NO”

e #2 - Drivers Actions at time of Crash — If you do not have a 2", 3", or 4™ action then you need
to leave these fields blank. Do not put “No Contributing Actions” in all of the fields. You may need
to use this choice for the first choice only if applicable.

PERZON® |VEHICLER | NAME DoE SEX PHONEMUMBER E{Ei“
1 1 JON N DOE 1AAZE0 MALE =56 3215000 NO
ADDRE=S Cmy STATE ZIP CODE
2601 W, BROWARD BLWD 2 FORT. LAUDERDALE FL-FLORIDA I3z
DRIVER LICENSE HUMBER STATE EXPIRES DLTYPE REQ.END. INJURY SEVERITY EJECTION
D1Z3ds67Ea FL-FLORIDA ez CLASS EDPERATOR NO RBEQUIRED ENDD | HOMNE NOT EIBCT
RESTRAINT SVSTEMS AIR BAG DEPLOYED LMET USE EYEPROTECTION SEAT ROW OTHER
SHOULDER AND L&P BELT | NOT DEPLOYED NO RELMET NOTAPPLICABLE LEFT FRONT NOTAPPLICABLE
DRIVERS ACTION AT TIMEQF CRASH (FIRST) i RVERS ACTION AT TIMEOF CRASH (SECOND DRIVER DIETRACTED BY DRIVER VISION OBSTRUCTION
FOLLOWED TOO CLOSELY NOT DEETRACTED VESKON NOTOBSCURED
DRIVERSCONDITION AT TIMEOF CRASH
APPARENTLY NORMAL

SUSPECTED

ALCOHOL USE SUSPECTED DRUG USE

NO

SOURCEQF TRANSPORT TO MEDICAL FACILITY
NOT TRANSPORTED

LS SENGER [ 1 Imclnde Im Reminrt
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PASSENGER:
o Make sure that no numbers are duplicated. Every person has their own number.

o Drivers are numbered first. If you have a three vehicle crash then you would have

person (1, 2, and 3) as your drivers.

o0 Then the non-motorist would be numbered next if you have any. (4)

o Then the passengers. (5, 6, 7 etc...)

PERZON # EHICLER® NAME Doe SEX INJURY SEVERITY EIECTION
3 1 JON W DOE 1AAEE] MALE NONE NOT BEIECT
ADDREZS cmy STATE ZIF CODE

2501 W. BROWARD BLWD FORT. LAUDERDALE FL- FLORIDA iz

RESTRAINT SYSTEMS AIR BAG DEPLOYED HELMET USE EYEPROTECTION SEAT ROW OTHER

SHOULDER AND LAP BELT JNOT DEPLOYED NG HELMET NOT APPLICABLE NOT APPLICABLE

SOURCEQF TRANSPORT TO MEDICAL FACILITY
NOT TRANSPORTED
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NON-MOTORIST:
e  This section will be used for Pedestrian, Other Pedestrian (wheelchair, person in a building, skater,

pedestrian conveyance, etc.), Bicyclist, Other cyclist, Occupant of a vehicle not in transport (parked, etc.),
Occupant of non-Motor Vehicle Transportation Device and Unknown type of non-motorist.
o Make sure that no numbers are duplicated. Every person has their own number.
o Drivers are numbered first. If you have a three vehicle crash then you would have
person (1, 2, and 3) as your drivers.
0 Then the non-motorist would be numbered next if you have any. (4)
o Then the passengers. (5, 6, 7 etc...)

MHOM-MOTORLET

PERZON WEHICLE®R |NAME DoB SEX INJURY SEWERITY FHONE NUMEER
2 KAREN SMITH 112000 FEMALE NOMN-TRAFFIC FATALITY j=5i 321-5900
ADDREZS cmy STATE ZIP CODE

2501 W BROWARD BLWD FORT. LAUDERDALE FL-FLORIDA J33iz
NON-MOTORIET DESCRIPTION NON-MOTORIET ACTIONS PRIOR TO CRASH NON-MOTORIET LOCATION AT TIMEOF CRASH
BICYCLIET CROSSING ROADINAY MED IWNC ROSSING ELAND

NON-MOTORET ACTONSCIRCUMSTANCES | NON-MOTORIET ACTIONSICIRUMSTANC ES

(FIRST)
IN ROADULAY IMPROPERLY STRANDING, LY
SUSPECTED

ALCOHOL USE
NO

NON-MOTO RIST SAFETY B2 UIFMENT (FIRST)
SECOND ¢
NOME

NON-MOTORIST SAFETY BQUIPMENT (SECOND

SUSPECTED DRUG USE
NOD

SOURCEOQF TRANSPORT TO MEDIKCAL FACILITY
EMS

EMS AGENCY NAMEOR ID
BROWARD COUNTY REZCUE

EMSZ RUN NUMEER
11111

MEDICAL FACILITY TRANSPORTED TO
BROWVUARD GENERAL HOSP ITAL
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REPORTING OFFICER:

e Fill out similar to below. (You can use your first initial and last name. You do not need to use your whole complete name.)
(See setting default below)

L VIV A D e g [TERTET T TR L PINTT YRy P WRET ST TR

REFORTING OFFICER

IDBADGE R RANK OFFICER NAME DEPARTMENT TYPEQF DEPT.
o5 = o] SERGEANT 5. WESD LOWES K] BROWARD COUNTY SHERIFF'SOFFICE SHERIFF'SOFFIGE (30

DInGRAM

DIAGRAM:
e To add an item to the diagram you need to choose the item and left click, hold the click and drag the item into the diagram
e To make a TEXT box to name your streets etc.
o0 Click once (left click) on the > A” (Text Box)
= Bring your curser onto your diagram. You should have a + for your curser.
= Now left click and hold the click and drag your curser over to the right and down a little. This will open
up a Text box for your to type into. If you do not have a + sign then you will have to do it over again.

|DIIII|IIII|1II\II|IIII|2IIII|IIII|3IIII|IIII|4IIII
O

o
I__| 3 0]

vl

C
[
O
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DIAGRAM CONTINUED:

e There are numerous tools here for use to get your diagram just right.
o0 Nudge Keys — you have four Nudge keys. They are used when you have an item highlighted
and you want to move it to center the item etc. When the item is highlighted just click on the box with
the arrow for the direction that you want the item to go in.

ﬁﬁ%ﬁ;l” i 5 _
Mo CEQ %‘V%E @&ﬁﬁum = = S| 4 .

0 Rotate Keys — you have four Rotate keys. They are used when you have an item highlighted
and you want to rotate the item left, right, flip vertical and flip horizontal. When the item is
highlighted just click on the box for the direction that you want the item to go in.

o Before Closing out of the Diagram make sure that you have your diagram set at 100%

SCARE R AMAS BimE_ WISl E.

2= g M. B s S

41

‘IIII|IIII|ﬂIIII|IIII|AIIII||III|‘IIII|IIII|'_IIII|IIII|ﬂIIII|IIII|qIIII|I
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DIAGRAM CONTINUED:
e The North Directional Can only be placed in the upper right hand corner of the Diagram. The State will
not accept it placed anywhere else.
o The North arrow can only be facing up or to right.
e You do not need to complete a Legend for the diagra
printed at the top of the report.
¢ You will need Diagram not to scale
e The label for your roadway needs to be outside of the roadway

The case number and HSMV number is automatically

SR 838 (Sunrise Bivd)

b

Mot drawn to scale
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DIAGRAM CONTINUED:
e Upon closing out of your diagram you will need to close out USING THE TOP “X” ONLY.

\

DO NOT
USE
THIS X
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RE-OPENING A CRASH FORM ALREADY STARTED:

e  When a crash report is reopened you MUST click on the “EDIT FORM” button in the Home tab to be
able to gain entry and enter, or edit data.
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UPDATE TO A SUBMITTED CRASH FORM:

. Do not go into the Actions Tab and click on Update for a Submitted Crash Form and input data OR
edit your OPEN réport. This function is only used foran update to A SUBMITTED CRASH FORM only.
Not an OPEN foym.
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TO UPDATE A SUBMITTED CRASH FORM
0 Go to FORM MANAGER screen (This is where you are at when you open the program)
o0 Click Clear (#1)

. Click in FORM DESCRIPTION (If searching by case number) (#2)

. Click on User ID (If searching by Deputy)(#2)

. Once you have your case number or deputy click on SEARCH (#3)

o  This will bring up the report that you need to update. Open this report. Once it is open you
will choose the ACTIONS TAB and Click on Update to a Submitted Crash Form. If the report

wjubmitted then you cannot complete an update.

N\
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SELECT A RECORD TO ADD:
e To add a section/record to your report
0 Go to the tool bar and click on Select a Record to Add. Choose the record you want to add and
click on it. It will add it to the report. OR
0 Goto the “tree” on the left side of your screen and right click, choose Select a Record to Add,
then choose the record you want to add and click on it. It will add it to the report.

\
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SELECT A RECORD TO DELETE:
To delete a section/record to your report

0]

OR

Go to the tool bar and click on Select a Record to Delete. Choose the record you want to
delete and click on it. You will get a window that comes up asking if you “Are sure you want to
delete the group?” Choose “YES”

our screen and right click, choose Select a Record to Delete,
lete and click on it. You will get a window that comes up
e group?” Choose “YES”

Go to the “tree” on the left si
then choose the record you want to
asking if you “Are sure you want to delet
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VALIDATE:

e Once the report is completed the Deputy will need to VALIDATE it.
o0 On the tool bar in the Home Tab click on Validate /

o If there are errors — Double Click on the error and it will bring that item up in the work area at the
top of the report for you to fix the item. Double click on each error until they are all complete. Once you have
completed them, revalidate the report. Repeat the process until you get the window stating the report has been

successfully validated.
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VALIDATE CONTINUED:

o Warnings do not have to be corrected but you should look through them for completeness.

Your report is now ready for Supervisory review and approval and you can now exit out of the report.
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PRINTING / EMAIL A DRIVERS EXCHANGE:

. Click on the Red Paw Print at the top left hand corner of your screen. This can be done while you
are in the repertt. (It can also be done while you are in the FORMS MANAGER screen with the report highlighted
then click gn the paw print.)
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PRINTING / EMAIL A DRIVERS EXCHANGE CONTINUED:

e  After clicking on the PAW print you will get a window as below.

o

You can

= Email the drivers exchange

» Print the drivers exchange

Click on the box to the left of Drivers Report Exchange
Click on Print or Emaill
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PRINTING A CRASH REPORT:
. Click on the Red Paw Print at the top left hand corner of your screen. This can be done while
you are in the report. (It can also be done while you are in the FORMS MANAGER screen with the
report highlighted then click on the paw print.)
****CAN ONLY BE PRINTED FOR INTERNAL USE DO NOT PRINT IT FOR THE PUBLIC. THE PUBLIC
WILL NEED TO CONTACT RECORDS FOR A COPY, ****

T

Page 32 of 42



PRINTING A CRASH REPORT CONTINUED:

e  After clicking on the PAW print you will get a window as below.
0 Youcan
= Print the Crash Report
= Click on the box to the left of Template Crash Report
= Click on Print
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SET DEFAULTS:

e You can set defaults for several fields in the Electronic Crash report. (2 different ways)
o0 Once you filled in the block then go back into the field (Left Picture)
0 oryou can highlight the field (Right Picture)
. Choose the value that you want and choose “Yes” to retain last value and click “OK”
. Now every time you go into a new report these values will be there once you tab past the fields.

TIMEOR CRAZH DATEOQF REPORT REPORTING
ZH PR 701 B 101

J0E COUNTYOF CRASH PLACEQR CITY OF CRASH

BROVARD IRPORATED
— Set Default Value T
TIMECLEARED SCENE |coB NOT Compk
JUZPM NO HIT AND RUN

[OM [CHOOSE OMLY 1 OF 4 OFTIONS]

N/
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MORE...:
e Thereis a link to the official crash reporting manual. If you click on the “More...” this will open up the
2010 Crash Manual. This manual was written for the hand written forms not the electronic form. It is still useful if you
do not understand what information is required for a field.
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APPROVAL.:

e  Supervisors will need to Approve or Reject the Deputies/CSA’s crash reports.
o0 A Validated report is the ONLY report that can be Approved/Rejected.
. Open up the Validated report and review it. If it is Correct then go to the
ACTIONS Tab and choose Accept. This will change the status of this report to ACCEPTED.

e This Accepted report will change to Submitted usually within the hour. If the report needs
to be corrected and it was accepted prior to midnight then the Supervisor can go into the
report and reject it sending it back to the Deputy for additional information.

e |If the Report was submitted and it is now after midnight the deputy will have to do an update
to the Submitted Report. Once the report is taken by the State at 1 minute after midnight then it can
not be rejected to have additional information added or changed etc.
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REJECTED:
o Supervisors will need to Approve or Reject the Deputies/CSA’s crash reports.
0 A \Validated report is the ONLY report that can be approved/Rejected.
. Open up the Validated report and review it. If it is Incorrect then go to the
ACTIONS Tab and choose reject. This will change the status of this report to REJECTED.
e A Window will pop up and you can type in the rejection reason (currently limited to 200 characters)
then click OK.
e This report will now go back to the Deputy for corrections.
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SEARCH:
e  For any search you will need to click on the CLEAR button. This will clear out any previous search criteria.

Page 38 of 42



SEARCH CONTINUED:
e You can search by (Complete or Partial)
#1 User ID
#2 Form Description (Case Number)
#3 Dates
#4 Names of people involved in the crash
#5 Tags
#6 Vins
#7 Streets
#8 Narrative
#9 Statute
Additional searches are coming out with the new update
= Hit and Runs
= DUI
= Fatals

OO0OO0OO0OO0OO0O0OO0O0O0
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SEARCH CONTINUED:
o #1UserlID
0 #2 Form Description (Case Number) (You only have to input a partial, i.e. last 4 numbers etc.)
o #3 Dates
= Click on these boxes and enter your data or find your deputy. Once that is completed
click OK then SEARCH.
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SEARCH CONTINUED:
0 #4 Names of people involved in the crash
#5 Tags
#6 Vins
#7 Streets
#8 Narrative
#9 Statute
Additional searches are coming out with the new update
= Hitand Runs
= DuUI
= Fatal's
= Click on the item you want to search by. Enter your data in the ENTER THE SEARCH VALUE box.
Once that is completed click SEARCH.

O o0o00O0O0
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UNLOCK:
o If you find your report locked you will need to do the following:
o0 Contact your supervisor. They will go into the program under their CCN and password.
» In the Form Manager screen find the report and highlight it
= Right click on the highlighted report and a drop down will appear.
= Click Unlock
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