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HEADER 
 

• 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) 
• NOTIFIED BY – Will always be Law Enforcement (See setting default below) 
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ROADWAY INFORMATION  

• IF IN A PARKING LOT OR ON A RESIDENCE DRIVEWAY OR YARD : 
• 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) 
o You cannot use “block” in any of your location fields!!! 
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• IF AT AN INTERSECTION (INSIDE OF THE WHITE STOP BARS) 
o You cannot use “block” in any of your location fields!!! 
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• ANY OTHER LOCATION BESIDE THE ABOVE LOCATIONS 
o You cannot use “block” in any of your location fields!!! 
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CRASH INFORMATION SECTION: 
 

• (#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.   

 
• (#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. 
 

• (#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 I-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.) 

 
 
 

 
 

 
 

#3 

#2 

#1 
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WITNESS 
 

• 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. 
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VEHICLE – Import Data from Premier MDC or Sungard/OSSI 

 
• 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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• 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.) 
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VEHICLE:  

 Below is a list of common errors that we are seeing and the explanations. 
• #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.) 

• #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. 

• #3 - “Vehicle Defects” (TWO) and “Second Sequence of events” – If you do not have a second one then  
leave the block blank. 

 

1

2 

3 
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VIOLATIONS: 

• The citation number is four numbers followed by three letters 
 

 
 
 
NON VEHICLE PROPERTY DAMAGE: 

• This section is used for damage from a vehicle or non motorist.  It could be a tree, light pole,  
building, fences, bus bench etc. 

 

 
 
 
NARRATIVE: 

• Make sure that you separate the driver’s stories in your narrative.  Do not bunch everything together. 
• No preamble is necessary.  
• 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.) 

• 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. 
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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”  

• #2 - Drivers Actions at time of Crash – If you do not have a 2nd, 3rd, or 4th 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. 

 

 
 
 
 
 
 

2 

1 
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PASSENGER: 

• 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.   
o Then the non-motorist would be numbered next if you have any. ( 4 ) 
o Then the passengers. (5, 6, 7 etc…) 
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NON-MOTORIST: 

• 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. 

• 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.   
o Then the non-motorist would be numbered next if you have any. ( 4 ) 
o Then the passengers. (5, 6, 7 etc…) 
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REPORTING OFFICER: 

• 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) 

 

 
 
 
 
 
DIAGRAM: 

• 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 
• To make a TEXT box to name your streets etc. 

o 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. 
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DIAGRAM CONTINUED: 
 
 
 
 

• There are numerous tools here for use to get your diagram just right.   
o 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. 

 

 
 
 

o 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% 
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DIAGRAM CONTINUED: 

• 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 the right. 

• You do not need to complete a Legend for the diagram.  The case number and HSMV number is automatically  
printed at the top of the report.   

• You will need Diagram not to scale 
• The label for your roadway needs to be outside of the roadway (not inside). 
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DIAGRAM CONTINUED: 

• 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: 
 

• 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 report.  This function is only used for an update to A SUBMITTED CRASH FORM only.   
Not an OPEN form. 
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• TO UPDATE A SUBMITTED CRASH FORM 
o Go to FORM MANAGER screen (This is where you are at when you open the program) 
o 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  
is not submitted then you cannot complete an update. 

 
 

               
 

1 
2 

2 

3 
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SELECT A RECORD TO ADD: 
• To add a section/record to your report 

o 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 

o Go to 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 
o 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” 

OR 
o Go to the “tree” on the left side of your screen and right click, choose Select a Record to Delete,  

then 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” 
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VALIDATE: 

 
• Once the report is completed the Deputy will need to VALIDATE it. 

o 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. 
 
o Once validated you will get a window that says Crash #8????????? Has been successful validated.   

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 report. (It can also be done while you are in the FORMS MANAGER screen with the report highlighted  
then click on the paw print.) 
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PRINTING / EMAIL A DRIVERS EXCHANGE CONTINUED: 

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

o You can  
 Email the drivers exchange 
 Print the drivers exchange 

o Click on the box to the left of Drivers Report Exchange 
o Click on Print or Email 
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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. **** 
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PRINTING A CRASH REPORT CONTINUED: 
 

• After clicking on the PAW print you will get a window as below. 
o You can  

 Print the Crash Report 
 Click on the box to the left of Template Crash Report 
 Click on Print  
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SET DEFAULTS: 
 

• You can set defaults for several fields in the Electronic Crash report. (2 different ways) 
o Once you filled in the block then go back into the field (Left Picture) 
o or you 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. 
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MORE…: 

• There is 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: 
• Supervisors will need to Approve or Reject the Deputies/CSA’s crash reports. 

o 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. 
• 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.   

• 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: 
• Supervisors will need to Approve or Reject the Deputies/CSA’s crash reports. 

o 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. 
• A Window will pop up and you can type in the rejection reason (currently limited to 200 characters) 

 then click OK. 
• This report will now go back to the Deputy for corrections.  
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SEARCH: 
• For any search you will need to click on the CLEAR button.  This will clear out any previous search criteria. 
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SEARCH CONTINUED: 

• You can search by (Complete or Partial)  
o #1 User ID 
o #2 Form Description (Case Number) 
o #3 Dates 
o #4 Names of people involved in the crash 
o #5 Tags 
o #6 Vins 
o #7 Streets 
o #8 Narrative 
o #9 Statute 
o Additional searches are coming out with the new update 

 Hit and Runs 
 DUI 
 Fatals 

 

 
 
 
 
 
 
 
 
 
 
 

1
2

3
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SEARCH CONTINUED: 

o #1 User ID 
o #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. 

 
 
 

      
 
 
 
 
 
 
 
 
 

1

2
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SEARCH CONTINUED: 

o #4 Names of people involved in the crash 
o #5 Tags 
o #6 Vins 
o #7 Streets 
o #8 Narrative 
o #9 Statute 
o Additional searches are coming out with the new update 

 Hit and Runs 
 DUI 
 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. 
 

 
 
 

 

4 

5 
6

7 

8 

9
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UNLOCK: 

• If you find your report locked you will need to do the following: 
o 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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