
WELCOME
to

LEADS 3.0

Presenter
Presentation Notes
Hello, I am Charles Caudill, the Statewide LEADS Coordinator for the Illinois State Police LEADS Administration.  On behalf of the Illinois State Police and the LEADS Administration team, I would like to welcome you to the LEADS 3.0 training.  I invite you to take notes and hope you enjoy the presentation. 



Let’s Get 
Started

• Why the change?

• What is OpenFox Messenger?

• Training and resources provided

Presenter
Presentation Notes
So, let’s jump right and discuss why the change is happening, what is this system we are going to and why, and the training and resources the LEADS Administration will be providing to the criminal justice community. This is a visual training and anyone strictly calling in will not get the full depth and information from this training.



Training

• ISP LEADS Administration will be providing LEADS 3.0 training 
to ease the transition and learning process

• LEADS Agency Coordinators (LACs) and Delegates will be 
trained on the use and navigation of  LEADS 3.0

• LACs and Delegates will be responsible to train LEADS users 
within their own agency

Presenter
Presentation Notes
ISP LEADS Administration will be providing LEADS 3.0 training to ease the transition and learning process.  Knowing change can be a bit scary, the LEADS Administration team wants to assure our partners within the criminal justice community, that we will be here to help you through this transitional period.  You, as the LEADS Agency Coordinators (LACs) and Delegates will be trained on the use and navigation of LEADS 3.0 through OpenFox messenger today.  LACs and Delegates will in turn be responsible to train LEADS users within their own agency.   The presentation you will see today will be provided to you in the very near future, and a Daily Briefing will be sent out regarding this information.



Training Topics

• Topics to be covered will be…

• Messenger Navigation

• Configurator (formerly LEADS 2000 Registry)

• LAC and Delegate Administration Duties

• Queries

• CHRI Reports

• New Computerized Hot Files 

• Caution Files - no longer grouped together, divided up individually

• Validations

Presenter
Presentation Notes
Topics to be covered will be…Messenger NavigationConfigurator (formerly LEADS 2000 Registry)LAC and Delegate Administration DutiesQueriesCHRI ReportsNew Computerized Hot Files (entry for Full Access Agencies)-Caution Files will no longer be grouped together, divided up  individuallyValidations



Training Videos
• CPI YouTube Channel

• 29 videos should have been viewed prior to this 
training

• The training today will build off  of  those videos

Presenter
Presentation Notes
A link to the CPI YouTube channel was provided in the Daily Briefing, which you used to sign up for this training.  The 29 videos on the YouTube channel should have been viewed prior to this training , as today’s training will build off of the information in those videos, concentrating on Illinois LEADS specific customization.



Why the change?

• LEADS is a complex system which integrates data from various 
federal and state databases to one source for secured and 
reliable information to the criminal justice community.   LEADS 
has been doing so for over 50 years.

• To provide a modernize and enhanced system to better serve the 
criminal justice system.

• To bring LEADS in line with NCIC guidelines.  LEADS is now 
NCIC based

Presenter
Presentation Notes
LEADS is a complex system which integrates data from various federal and state databases directing this information to one source for a secure and reliable informational pathway which the criminal justice community can access.   LEADS has been providing this for over 50 years.  As time has gone by, the technological challenges LEADS has been faced with prompted the LEADS Administration to seek a change.  After in depth research, planning and developing, LEADS 3.0 was created. We are proud to announce this will provide better service in a modernized and enhanced system for the criminal justice community. This new system will be NCIC based, bringing LEADS in line with NCIC guidelines.



Changes….

• LEADS 3.0 offers myriad upgrades to the legacy system - two of  
those are online validations and automated criminal history 
record information (CHRI) monthly logs. 

• These will be available online in an electronic version only. 

• In order to access validations and CHRI reports, this requires 
LEADS2000 agencies to have at least one installation of  
Messenger, including interface agencies.  This is a replacement 
software for LEADS2000, and the Receiver. 

• For help with installing contact ISP.LEADS30@illinois.gov

Presenter
Presentation Notes
LEADS 3.0 will have upgrades the LEADS2000 did not offer.  These upgrades will streamline the work process for LEADS users and LACs.  Two of these upgrades are the monthly validations and the automated Criminal History Record Information monthly logs, also know are the CHRI monthly logs.These will no longer be mailed to agencies.  Both the monthly validations and the CHRI monthly logs will ONLY be available on line. More information on these will be provided later in today’s CHRI training module. Agencies that conduct validations and/or CHRI monthly reports will need at least one installation of Messenger in order to access the monthly validations and CHRI reports, this includes CAD and interface agencies.  If your agency has not already confirmed the connectivity to the network for the new LEADS 3.0 connection, known as OpenFox, please refer to the LEADS Daily briefing posted on May 14, 2021, for further information.

mailto:ISP.LEADS30@illinois.gov


What is OpenFox Messenger?

• ISP has partnered with Computer Projects of  Illinois (CPI), a company 
whose state switch infrastructure and computerized hot files are 
implemented in 30 states and nine Federal Agencies across the USA. 

• ISP is leveraging both CPI products and experience, while embarking 
on a new business model. 

• CPI will host all LEADS system components within their CJIS-
compliant secure data center in Bolingbrook, Illinois, including the 
message switch, computerized hot files (CHF), and interfaces (NCIC, 
Nlets, NICS, SOS, IDOC, CHRI, FOID, CCL). 

• OpenFox Messenger is a stand-alone program, no longer relying on an 
internet browser

• User Friendly in a format

Presenter
Presentation Notes
ISP has partnered with Computer Projects of Illinois (CPI), a company whose state-switch infrastructure and computerized hot files are implemented in over 30 states and nine Federal Agencies across the USA. ISP is leveraging both CPI products and experience, while embarking on a new business model. CPI will host all LEADS system components within their CJIS-compliant secure data center in Bolingbrook, Illinois, including the message switch, computerized hot files (CHF), and interfaces (NCIC, NLETS, NICS, SOS, IDOC, CHRI, FOID, CCL). OpenFox Messenger is a stand-alone program, no longer relying on an internet browserYou will find this to be a User Friendly format which resembles familiar email platforms



LEADS 3.0 Implementation• New user IDs have been emailed to agencies
• New User ID will be used for both NexTEST and LEADS3.0

• NEXTEST: New User ID and current NexTEST password
• LEADS3.0: With the initial log in, the New user ID will be 

used for BOTH the login and the password
•A password reset will be automatically generated.

• Product keys have been sent, contact your LAC for help
• Watch your Daily Bulletins for updates
• Live WebEx during cutover July 11, 2021

Presenter
Presentation Notes
LEADS staff will be reaching out to agencies in the coming weeks to assign license keys for OpenFox Messenger, which will be used to access LEADS 3.0. You will NOT be able to download the OpenFox messenger or input the license keys until we notify agencies this is available.  Watch your Daily Bulletins for ALL updatesThe implementation date for LEADS 3.0 will be on July 11th 



Illinois State Police Home Page: https://isp.Illinois.gov

Presenter
Presentation Notes
The Illinois State Police is proud to announce the launch of the NEW ISP website.  Here pictured is the landing page to the new website.  At the top of this slide you will see the web address to the new website, https://isp.Illinois.gov .  The LEADS 3.0 page can be reached through this website by clicking on the Law Enforcement Resources button, seen here by the red arrow. 



Presenter
Presentation Notes
After clicking on the Law Enforcement Resources button you will be taken to the page shown here.  At the top right of this page you will see the LEADS 3.0 button.  Click on this button to be taken to the LEADS 3.0 page.  



https://isp.Illinois.gov/LawEnforcement/LEADS3dot0

Presenter
Presentation Notes
Once on the LEADS 3.0 page, I suggest you bookmark this page, as these resources will be essential for LACs and LEADS users as the first line of information before contacting the ISP HelpDesk for help.  By clicking on the buttons listed at the top you can navigate the LEADS 3.0 page.  Here you will find the Daily Bulletin (Formerly known as Daily Briefings), the LEADS Manual, NCIC and NLETS links, NCIC Operating and Code Manuals, CJIS Audits and Training, FORMS, Contact information, LAC related information,  NLETS wiki link, LEADS Security, related Policies, laws and forms, and Additional ResourcesThe website address is listed here at the top of the page - https://isp.Illinois.gov/LawEnforcement/LEADS3dot0Zero not an ”o”



Daily Bulletin

• Formerly known as Daily Briefing

• Will be available on the ISP LEADS 3.0 Resource website

• Required to be read daily

• LACs are responsible to ensure LEADS users have reviewed the Daily 
Bulletin

Presenter
Presentation Notes
As previously mentioned, the Daily Bulletin “Bull”, formerly known as the Daily Briefing, will now be located on the new LEADS 3.0 website.  A link to the new website will be provided on OPENFOX Messenger, and will be discussed later in today’s training.  For now, the LEADS2000 Daily Briefings will continue to be updated until the implementation date of LEADS 3.0.  All announcements on LEADS 3.0 will continue to be posted on LEADS2000.Remember, LEADS users are required to read the Daily Bulletins, also known as the Daily briefings, and the LACs are responsible to ensure all users comply. 



Contact Us
Please contact the ISP HelpDesk for assistance.  ISP Field Specialists 
email: isp.helpdesk@Illinois.gov

LEADS Help Desk (Toll Free number): 866/LEADS00 (532-3700)

LEADS Help Desk (Non Toll Free 
number):

217/782-4155

Comments and suggestions: 866/LEADS00 (532-3700)

LEADS Administration Mailing 
Address:

Illinois State Police
LEADS Administration
801 South Seventh Street, Suite 
600-M
Springfield, Illinois 62703

LEADS Administration FAX: 217/524-2498

Presenter
Presentation Notes
The contact for LEADS will remain the same.  

mailto:isp.helpdesk@Illinois.gov


Ready, Set, Let’s Go

The next training module will 
be on MESSENGER

Presenter
Presentation Notes
No questions and answers at this time.  





Messenger 
Navigation

Presenter
Presentation Notes
Messenger Navigation and how to maneuver around it.



Click Options and then click Launch Tips of the Day

Presenter
Presentation Notes
This is Tips of the Day; this will pop up every time you log into Messenger.  These are great tips of how to learn about Messenger.  However, there is a box at the bottom left-hand corner, you can uncheck this box if you wish do not wish to view these tips every time you login.  However, if you would like to view them, go to Options, click Launch Tips of the Day so you can view the tips.



http://10.221.1.12:8080/CPT/docs/

Presenter
Presentation Notes
This website is extremely helpful when you need to get to different Manuals or Shortcuts.  Now we will talk about what the Shortcut Cheat Sheets are all about.  

http://10.221.1.12:8080/CPT/docs/


Shortcuts

Presenter
Presentation Notes
This is nice for those of you that do not like the mouse.  You can maneuver around messenger without using the mouse.  For example, Ctrl-Tab to open window, Ctrl-D to save a draft, Ctrl-K to go to the message preview, and so on.  These are great to learn if you want hands on the keyboard.



Layout 
when you 
first log in

Presenter
Presentation Notes
This is Messenger when you first login.  As you can see it has an email like feel to it, and it has been created that way on purpose.  You have your Folder List, Message List, Preview Pane, Form Tree and Quick Query Bar.   Form Tree is where all of your queries are located.  If you would like to enter a warrant, run a Z2, or CHRI report, you can do so from this form tree.  Message List is where your query or entered form will populate.  The Preview Pane will be where you can get detailed information on the selection you pick.  Quick Query Bar will be an easy access to any form you’d like to open.  As well as, searching.  



Message Lists Definitions

Presenter
Presentation Notes
This Message Lists defines the breakdown of what populates at the top of the Message Lists.  MKE, User, Source, and so on.  This is what each one means.



You can have multiple windows open at the same time, 
just choose which one you want to open.

Presenter
Presentation Notes
This is to show you how you can have multiple screens open at the same time.  This screen shows you that the Basic query, QH query, Canada criminal history, and criminal history log are all open.  Select the file you want and it will pop up. 



Presenter
Presentation Notes
How does the Form Tree work?



Form Tree

Presenter
Presentation Notes
In the Form Tree there will be folders, you click on one of those folders and it will drop down with options.  Then you can double click on the form you wish to open and it will automatically open that form.



Presenter
Presentation Notes
You can also click on LEADS Forms to get to the form you would like to open. 



Different ways to open up different queries.
• General Query (Z2, QPROP, ZF, CWQ)
• CHRI Queries (QH, QR, QR1, CQIL, CRIL)
• LEADS and NCIC CHF Entries (Wanted, 

Missing, OP’s, etc.)

Presenter
Presentation Notes
Click on LEADS Forms and it gives you a drop down, select which query you want and it will continue to open as long as it has an arrow.  No more arrows, that’s the end of the stop, select which one you wish to fill out. 



Presenter
Presentation Notes
Quick Query Bar and what does it do?



• EW
OPENS THE ENTERED WANTED PERSON 

Z2
OPENS THE BASIC QUERY

/SEARCH ABC123
QUICKLY SEARCH  YOUR MESSAGES

/SEARCH  –DA  YYYMMDD  ABC123
QUICKLY SEARCH FOR A CERTAIN DAY

/SEARCH  -DA  YYYYMMDD-YYYYMMDD  ABC123
QUICKLY SEARCH FOR A RANGE OF DAYS

/HELP  EW-C
SEARCH THE ONLINE HELP FILES

Quick 
Query 

Bar

The quick query bar is located at the very bottom of the mailbox window, 
and it serves as a command line interface to the message switching system.

From this control, you can free type any single line transaction and press 
Enter to submit it to the system.  Some examples are below:

Presenter
Presentation Notes
If you want to get to a form quickly, you can enter the form name here and it will populate.  If you enter a lot of wanted person, enter EW and it will open the Entered Wanted Person.  If you run Z2’s or Z5’s, put in the form number and it will open up the Basic Query.  You want to run a FOID, put ZF in the Quick Query and it will populate that as well.  You can also search your messages for a day, word, or a range of days.  



Presenter
Presentation Notes
What does these symbols mean on the side?  



Message label breakdown

Presenter
Presentation Notes
The orangish yellow upward arrow is for a sent message, green arrow is received message, a hit response is now blue, no longer red.  Please take note in that.  If you have a hit confirmation response, you’ll see this upside down exclamation point.  Draft message is shaped like a pencil, message template is shaped like a puzzle.  Error message will populate when you enter something wrong or you left off data you see this nice little red X.



Presenter
Presentation Notes
You are probably looking at these icons over on the side and asking yourself, “Well, what do these mean?”



Last and 
Deleted 

Transactions

Presenter
Presentation Notes
These icons are for Last and Deleted Transactions.  Last Transactions is this piece of paper with a checkmark.  These are for submission that you entered into the system and you entered the wrong, let’s say: date of birth.  You can click this icon in the corner, and it will pull back the submission so you can correct that last submission.  The trashcan with an arrow is to pull back a deleted message you no longer wish to be deleted. 



Presenter
Presentation Notes
This slide is about Hit Confirmations.  When you query on a name or LEADS number you may find yourself with a Hit Confirmation.  You can physically click on this blue link.



Hit 
Confirmation

Clickable links pop up in the message called Hot Links

When you click the pop up, it auto populates the data

Presenter
Presentation Notes
We call these hot links, but you can’t eat em.  Once you click that button it will auto populate the data you’ll need for the Hit Confirmation Request. Now, you will have to fill out a couple of the sections, but majority of the data is already there ready to go.



Presenter
Presentation Notes
Volume control



Icon located in the bottom right hand corner.  Click on the 
icon with your left mouse button and adjust the volume.  If 
you click, mute, you’ll see that sounds are muted below.  

Presenter
Presentation Notes
You have the ability to turn it up, turn it down, and mute the volume.  You click the speaker icon at the bottom, you can click the mute box and the volume speaker will show a red circle with a line through it.  If you have a lot of phone calls coming in because all of your responses are returning, you can mute the volume real quick and turn it back on when you are ready.



Presenter
Presentation Notes
Now we are going to talk about printing and how to set up your preferences.  If you click Options



Presenter
Presentation Notes
Then Click Messenger User Preferences



Selective Printing – while you are logged in 
and you choose to print a selection.  

Auto – while you are logged in or while locked, 
the computer will still print.

Presenter
Presentation Notes
Once  you get to Preferences you have to click on Messenger then Printers.  It will bring you to this page.  If you unclick this button, Dispatch Mode Printing, it will ask you every single time which printer you would like to print to.  Clicking this box lets you pick with printer you want and it will automatically print to that printer every single time.  You have two options on the side Selective and Auto.  Selective printing will only print when you are logged in.  Auto printing will print no matter if you are logged in or if the computer is locked while you are away from it. 



Print an image, just right click.

Print a specific section of your response, highlight 
the section you want printed, and right click.  

Presenter
Presentation Notes
You can print a specific section of your response, just highlight the section that you want to print, right click, and then print selection.  If you’d like to print an image, just right click, and select print image.



Messenger Tips

Quickly search for a code based 
on the text meaning. 

Press Ctrl-F on the field, start 
typing

Presenter
Presentation Notes
If you need to search a field for a specific word or offense, just right click in the field, go down to search code list.  This will then pop up a search box you can start typing the word or offense you are searching for.  Once you select the word or offense you need, it will populate in that field that you were searching.  As you can see in the blue section here, you’ll see the final outcome. 



Messenger Tips
If you hoover over a field with your cursor, 
it will give you information for the field.

Presenter
Presentation Notes
This shows you if you put your cursor on a field and stay there for a bit it will show you a breakdown of the requirements of this field.  As you can see here each field has an NCIC requirement for the specific field.  



Presenter
Presentation Notes
If you click on Options, then click Messenger User Preferences



You can configure messenger to automatically open 
the forms.  Two ways to get there.

With a touch of a button you can create individual 
queries.

Messenger Tips

Presenter
Presentation Notes
This screen you can configure messenger to automatically open the forms quickly. There are two ways to get to this screen.  First way is to click on Messenger then Forms.  You pick the form you use the most and choose which buttons you want to click on to open the form.  For example, Wanted Query click on Shift & F1.  If you want to make it more complicated you can set it up with Ctrl, Alt, Shift F2 to open Vehicle Query.  This is for any form, not just a query, this can be for entering, supplemental, etc. 



Messenger Tips
Continued…

Presenter
Presentation Notes
If you are on a form you wish to add to your favorites, click this button here. Then go to add to favorites.  This will automatically populate the form into your favorites, then you can select how you wish to open it by selecting Ctrl, Shift, F1, then click Update.  Every time you click on Ctrl, Shift, F1 FOID form will open. 



Presenter
Presentation Notes
Error Messages we are all going to get them because we are not perfect.  They are going to pop up for you when something is entered wrong.  If you type in the LEADS number instead of the NCIC number, the field requirement is 10 characters.  It will pop up with an error message.  If you have a required field that must be entered in a form, it will remind you this needs to be entered with an Error Message.  Date of birth is a popular one, you may enter a two-digit year, you will get an error message.  



VIN Assist
When you are entering a vehicle and you can right click on the field to get 

assistance with the VIN or go straight to Tools.  

Presenter
Presentation Notes
The slide is about VIN Assist.  This is a handy tool to have when you are going to put a vehicle in but don’t know the identifiers of the vehicle.  There are two ways to get to Vin Assist.  First, if you are entering a vehicle, type in the VIN, right click on the field and click format VIN.  Once Format VIN is entered, it will populate the vehicle information.  If you just want to look up the information, you may click on Tools, then VIN Assist Tool.  This will decode the VIN for you but will not populate it in the form. 



VIN Assist
The VIN Assist application only decodes information for 17-charater VINs

Presenter
Presentation Notes
This is what the Format Vin will look like as the finished product, but remember this tool only works with 17 character VINs



Se nd ing  Atta chme nts

• Save As
• Save AllWarrant • Save As

• Save AllImage
• See 

attachments
• Send

Attach 
File

Presenter
Presentation Notes
Sending Attachments with Messages.  You have your warrant that populated when you ran a query on a person or vehicle.  Then you might have an image you’d like to attach as well.  You can attach the file(s) to the message.  You can choose to save one item or save all the items.  Once you choose the files you wish to attach, select attach file.  This form is for sending to another agency or station to station.



Saving a Draft or Template

Draft: allows you to save a form and go back 
to complete later.  After you submit it’s gone.

Template: allows you to pull the frequent 
reports.  For example: stolen vehicle or 
wanted person.  After you submit, it remains.

Presenter
Presentation Notes
Saving a draft or template.  You may ask yourself, why would I need to save a draft or template.  Draft is for saving a document for later, while the template are for frequent flyers.  When you are entering a submission and you do not have all the information you can save it as a draft and come back to that submission once you have all the information.  For the template, this is used when you have a person whom you enter into the system a lot.  So, you can save all their identifiers in the template and open it up for the different occasions. 



Presenter
Presentation Notes
If you need to help with information in NCIC or NLETS you can click on Help.



Click Launch Help

Simply click on the name 
of one of the manuals to 
view that specific manual.

Link right from the Form Tree, 
double click and go.

Presenter
Presentation Notes
Simply click on the NCIC or NLETS manuals to view that manual.  There is also a link from the Form Tree to get to the CJIS Help Files and LEADS 3.0 Manual. 



How to 
Search 
NCIC

Right click in the document 
page and select find in 
document to search

You can also search for a 
word, this case gun, and 
find what your looking for.

Presenter
Presentation Notes
There are two ways of searching in these manuals.  If you know what you are looking for in the document you are already in, you can right click and click “Find in Document”.  If you are not sure what form you should be on, you can click on Search, then type in the word you are looking for.  If you look over on the left-hand side, you’ll see these boxes there fill up to a certain level.  So, this first one is like 100% with your search word, and this one at the bottom has only 10% of what you are searching for.  There is something about a gun in this field option. 



You can get help right 
from your form.  Right 
click in your field, then 
click on Field Help.  It 
will take you directly                 

to the help file

Presenter
Presentation Notes
If you are in a field and need help, right click in the field, select Field Help.  It will take you directly to the NCIC Manual and it will provide you the requirements for the field you selected.



Next Presentation 
will be Configurator





Configurator

User Maintenance



Overview

1) Opening Configurator

2) Adding New Users

3) Modifying Users

5) Extra Tips

4)  Adding a User Profile



Opening Configurator

• Method 1 • Method 2



Opening Configurator Cont.



Entering a New User

Method 1) From Scratch

Method 2) From Template

Preliminary Work



Entering a New User

Preliminary Work
User IDs will be the first initial of 
The user’s first name, first initial 
of their last name, and 5 numerics



Entering A New User:  Preliminary Work Cont.

Click on the binoculars icon 
to search for the next 
available user ID to use to 
create a new user



Type in the beginning of the user ID you want to create

This will pull up user records that have that information 

Once you have the beginning of the list of existing user IDs, check the name 
columns to see if the user may already be in the system

Entering A New User:  Preliminary Work Cont.



If a user ID with the name of the user you are adding already exists, please 
ensure it is not the same person

To check this, click on the user’s profile you want to open and click OK

Entering A New User:  Preliminary Work Cont.

If the user is not already in the system, make a note of the last user ID in the 
sequence so that you can add the next user ID in line



Check the User’s State ID (SID) 
field to compare it to the user 
you want to enter

If it matches and the person no 
longer works for the agency 
they are listed with, call the ISP 
Help Desk to have the account 
moved

Entering A New User:  Preliminary Work Cont.

If it matches and the person 
still works for the other agency, 
you will add a Profile

If they don’t match, click Cancel 
and continue with the process



Entering A New User:  Preliminary Work Cont.

The preliminary work is now done! 

Now let’s add a new user



Entering a New User

Method 1) From Scratch



Entering a New User:  From Scratch

User IDs will be the first initial of the user’s first name, 
first initial of their last name, and 5 numerics



Entering a New User:  From Scratch Cont.

Password = the person’s user ID



Entering a New User:  From Scratch Cont.

Recurring Expiration can be made 
stricter per agency policy

It cannot be made
more lenient 



Entering a New User:  From Scratch Cont.

Per CJIS security policy all users accessing the 
system must have a fingerprint background 
check conducted



Entering a New User:  From Scratch Cont.

NOTE:  Your “Get Security 
Roles Records” screen will look 
different from what is shown 
here



Entering a New User:  From Scratch Cont.

Security Roles & Descriptions

This information is forthcoming



Entering a New User:  From Scratch Cont.

Station = CDC

Agency = Agency’s Primary ORI



Entering a New User:  From Scratch Cont.

User Certified = LEADS Certification Expiration

User Trained = Date LEADS Certification Test Was Completed

Hire Date = Date User Was Hired



Entering a New User:  From Scratch Cont.

When checking the box before these fields, the system will 
default to the day you are entering the user

Use the drop down menus or calendar icon to make any 
changes

REMINDER:  A new user has a six (6) month grace period from the 
Hire Date to become LEADS certified.  If the User Certified fields are 
not completed in thattime frame, the user will be locked out until the 
account is updated



Entering a New User:  From Scratch Cont.

There currently are no plans to open this up

If this changes, instructions will be added to the training materials 
and you will be notified through the Daily Bulletin 



Entering a New User:  From Scratch Cont.

Click either OK or Apply to complete entering a new user



Entering a New User:  From Scratch Cont.

If the user is entered successfully, you will see this message:

If the user is not entered successfully, the message screen 
that opens will explain what the error is



Entering a New User:  From Scratch Cont.

If you receive an error stating the user ID already exists, do not immediately 
try making a new user ID.  Go back through the preliminary steps to find the 
correct user ID or double check that the user isn’t already in the system.



Entering a New User

Method 2) From A Template



Entering a New User:  From Template



Entering a New User:  From A Template



Entering a New User:  From A Template

Change all applicable fields to 
Reflect the user being added

Click OK or Apply to complete 
entering a new user



Modifying A User



Modifying A User Cont.

To pull up a user’s profile, you can 
either type the user ID into the User ID 
field and click Get

OR
You can click on the binoculars icon to 
search for the user ID you want to 
modify



Modifying A User Cont.

If you click on the binoculars icon, a new screen titled Get
User ID Records will open

From this screen you can search by user ID or name

Click OK once you have the correct user ID



Modifying A User Cont.

The fields for the Modify User 
screen will work the same as 
on the Enter User screen

Update the appropriate fields 
and click on OK or Apply to 
finish making changes



This will be used for people who work 
at  multiple agencies.

If a user’s profile needs moved from 
one agency to another, please reach 
out to the ISP Help Desk

Adding A User Profile



To pull up a user’s profile, you can 
either type the user ID into the 
User ID field and click Get

OR
You can click on the binoculars 
icon to search for the user ID you 
want to modify

Adding A User Profile Cont.



Adding A User Profile Cont.

Click on the green plus sign 
next to Add Profile



Adding A User Profile Cont.

Left side fields will stay the 
same

Right side fields will clear out

Only fill out the fields on the 
right side with your agency’s 
information 

Click on OK or Apply to finish 
modifying the user with the 
added profile



Extra Tips

If at any point when entering/modifying a user, 
if you have to walk away and can’t remember what 
you’re doing because the screens are similar, look at 
the upper left-hand corner of the screen



Extra Tips Cont.

Logging In



Extra Tips Cont.



Extra Tips Cont.

Enter current 
password here



Extra Tips Cont.

Contact Information

ISP Help Desk:  866/LEADS-00
ISP.HelpDesk@Illinois.gov



Break Time!

We will now take a 5 minute break followed by 
LAC and Delegate Admin Tasks





LAC Training
LEADS Agency Coordinator

Presenter
Presentation Notes
I am going to go over changes in the duties of a LAC, LEADS Agency Coordinator.



 LAC Duties
LEADS 3.0 Configurator (registry)

 Agency Responsibilities

Information covered will be for both 
new and veteran LACs.

Information Covered

Presenter
Presentation Notes
: Information covered, LEADS 3.0 Configurator, (registry),  Agency Responsibilities, this information is for both new and veteran LACs.



LAC
Duties

Presenter
Presentation Notes
LAC duties



•Serves as Agency trainer.
Online Resources, CPI YouTube videos
http://leadsinfo.isp.state.il.us/LEADS30Info/LEADS30Info.htm

•Daily bulletin - helpful 
reminders, new and upcoming 
programming. 
• LEADS Policy - must be read 
every day. M-F, no weekends or 
Holidays.

Duties

Presenter
Presentation Notes
: Lac duties: Lac serves as agency trainer, Leads provides online resources, CPI has provided youtube videos: Http://leadsinfo.isp.state.il.us/LEADS30Info/LEADS30Info.htm   Daily Briefing is now being called Daily Bulletin again.  LEADS Policy states all LEADS users must read the bulletin everyday.  LEADS Staff posts the bulletin daily Monday thru Friday, except weekends and Holidays.

http://leadsinfo.isp.state.il.us/LEADS30Info/LEADS30Info.htm


•Managing agency’s LEADS 3.0 User Registries 
(Configurator)

•Delegates may assist  LAC’s

•Agencies can appoint as many delegates as 
needed for the agency. Typically, agencies appoint 
at least one delegate per shift.

Duties 
continued

Presenter
Presentation Notes
Lac or assigned delegates are responsible for managing their agencies Configurator Registries.  Agencies can appoint as many delegates as needed, but typically 3 delegates, one per shift is sufficient.



Configurator

Presenter
Presentation Notes
This is the configurator menu agency LAC and delegates will see. 



Configurator 

LAC is responsible for: 
 Entering Users into LEADS 3.0 configurator

 Modifying information as necessary, certification expiration 
dates, name change. 

 Disabling Not Deleting Users when no longer with agency.

Presenter
Presentation Notes
Lac is responsible for entering users, modifying expiration dates, name change, etc.  With LEADS 3.0 we will NO LONGER delete users when they leave the agency, users will only have 1 access to LEADS 3.0, even if they are employed with more than one agency.  As Courtney explained users could have several profiles.



Configurator
• Trainee status is different than LEADS 2000.

• LEADS 3.0 allows Users who are not yet certified and who do not 
yet have a SID number to be entered into the LEADS 3.0
Configurator with a Hire date only.

• This allows user to access LEADS 3.0 for six months.
Cannot be extended beyond 6 months.

• Certification information must be added within 6 months or User’s 
account will be revoked.

Presenter
Presentation Notes
: Users not certified can be entered into 3.0 configurator with a Hire date only. This allows users to access LEADS for 6 months that can not be extended, If certification information is not added by 6months, the users account will be revoked. 



Configurator
• Users who work for more than one 

agency will need a profile for each 
agency. 

• LEADS 3.0 Users will log in using the 
same user name, the computer will 
determine level of user access by 
station log-in. 

• This is a reason to NOT delete Users.

Presenter
Presentation Notes
Users will have separate profiles for each agency, when a user logs into messenger the computer determines which agency and level of access the user has at that ORI.  Remember do not delete users.



If a users LEADS certification 
expires, user will be revoked and 
UNABLE to log into LEADS 3.0 

Configurator

Presenter
Presentation Notes
: A new feature has been added, once a user’s expiration date has expired the user will revoked and UNABLE to log into LEADS.



Departmental Registry 

Now Performed by LEADS Administration

Presenter
Presentation Notes
Departmental registry is now performed by LEADS administration



LEADS Administration 
must be notified when:

• New Agency Head 
• New LAC
• Agency address or telephone number 

change.

Forms to be submitted:
• Agency Data Correction Form
• New LEADS Agreement

(only with new Agency Head)

Web Link: isp.state.il.us/law enforcement resources  > LEADS 3.0

Presenter
Presentation Notes
Leads Administration must be notified when a new agency head is appointed, a new Lac, agency changes such as address or telephone number.  Complete the Agency data correction form.  When a new agency head is appointed a new leads agreement must be completed and signed, these forms can be located on the Illinois State Police website under Law Enforcement Resources >LEADS 3.0.



Additional Work Stations (CDCs)

For additional LEADS 3.0 work stations the LAC should submit an 
Additional Device Data form available on LEADS web link
(https://isp.Illinois.gov/LawEnforcement/LEADS3dot0) 

For additional interface work stations, submit LEADS Interface
Station Assignment form available on LEADS web link
(https://isp.Illinois.gov/LawEnforcement/LEADS3dot0)

Presenter
Presentation Notes
: Requests for additional work stations should be submitted on the Additional Device Data Form located on the same ISP website. If your agency uses an interface to access Leads, there is a Form for that as well to request additional interface work stations.



Training & 
Certification

Presenter
Presentation Notes
Training and Certification



nexTEST
nexTEST is the still the LEADS Training program 
there are 3.0 changes that will be implemented 
later.

 Full Access
 Less Than Full Access
 Practitioner for Administrators
 Practitioner for Non-Administrators

This applies to initial certifications and
re-certifications.

Presenter
Presentation Notes
nexTEST is the still the LEADS Training program. This LEADS training applies to initial certification and re-certifications.



Who to contact?

Agency’s nexTEST Administrator

LEADS Help Desk – 866 LEADS-00

Presenter
Presentation Notes
 Who to contact? Your agency’s nexTEST administrator or LEADS Help desk, advise the help desk you need assistance with nexTEST. 



Security 
Awareness 
Training

•FBI CJIS mandates persons with unescorted access to 
criminal justice information be Security awareness trained.  
This includes:

• Direct and indirect LEADS users

• Support (janitorial, maintenance, etc) and Information 
Technology (IT) personnel

•What does this mean for your agency?

• Direct Users

• Security Awareness is included as a module in the Full 
Access and Less Than Full Access courses in nexTEST.

• Both Initial and Recertification Courses

Presenter
Presentation Notes
Security awareness training. (READ SLIDE)



Security 
Awareness 
Training

Indirect Users (Practitioners)
Those taking the Practitioner course for the first 

time (must be done within 6 months of employment 
or assignment).

• Security Awareness is included as a module in 
both LEADS Practitioner courses in nexTEST.

• Practitioners will acquire this training when 
they complete their practitioner course.

• Security awareness is then completed every 2 
years thereafter through CJIS Online.

Presenter
Presentation Notes
Security awareness training. (READ SLIDE)



Security Awareness Training

Support/IT personnel Security Awareness training through CJIS Online.

• LEADS 3.0 website  >LEADS Information >Audit and Training OR 
https://www.cjisonline.com.

• Initial training must be completed within 6 months of employment or 
assignment and every 2 years thereafter.

• There are four different levels of Security Awareness training.  See the Security 
Awareness FAQs to determine which level applies to which personnel.

LEADS 3.0 website >LEADS Information >Audit and Training >Security 
Awareness Training FAQs.

Presenter
Presentation Notes
support and IT personnel must have security awareness training as well.  Agencies can find this information on the LEADS 3.0 website >Audit and Training or at CJIS online. www.cjisonline.com.Security awareness training must be completed within 6 months of employment or assignment and every 2 years thereafter. There are 4 levels of training, see the security awareness FAQs to determine the appropriate level needed. Security awareness training is included in the LEADS LTFA and FA initial certification and the re-certification training.

https://www.cjisonline.com/


More information for LAC’s can be found on the 
ISP website at: 

https://isp.Illinois.gov/LawEnforcement/LEADS3dot0

Presenter
Presentation Notes
more information is available for LACs on the new website under LE resources >LEADS 3.o >LAC.

https://isp.illinois.gov/LawEnforcement/LEADS3dot0


BREAK TIME
We will start in 

5 minutes



QUERY, NLETS, ADMINISTRATIVE 
MESSAGES

ISP.HelpDesk@Illinois.gov

866-LEADS-00

mailto:ISP.HelpDesk@Illinois.gov


How a LEADS Number is created.
• This is an eight-digit number which is automatically assigned by the LEADS 

computer to uniquely identify a record in the Computerized Hot Files. 

• The first character is a letter which identifies the particular file which houses the 
record. Some of these identifiers have changed.

• The second and third positions represent the last two digits of the year in which that 
record was entered into CHF. 

• The remaining five characters are a sequential letter followed by sequential four 
numbers. At the time of entry of a record, the sequential number indicates how many 
records have been entered into that file so far during that year. 

• For example, a record with an LDS of V20A0095 is the 95th record to be entered 
into the Vehicle File in 2020.

Presenter
Presentation Notes
With the implementation of LEADS 3.0 lets do a little refresher on how a LEADS number is created. A LEADS number is an 8 digit number automatically assigned by the leads computer to uniquely identify a record in the computerized hot files. The 1st character is a letter which identifies the particular file which houses the record. Some of these identifiers have changed.  The 2nd & 3rd positions represent the last 2 digits of the year the record was entered.  The remaining 5 characters are a sequential letter followed by sequential 4 numbers. At the time of entry the sequential number indicates how many records have been entered into that file during that year.  For example, a record with leads number of v20a0095 is the 95th record to be entered into the vehicle file in 2020.



LEADS 3.0 Has made changes to align with NCIC Guidelines
Some CHF, (Computerized Hot File) LEADS Number 

Identifiers have changed.
Added NCIC files and broke apart the Caution Files.

Hot File LEADS Number 
Identifier

Hot File LEADS Number 
Identifier

Articles A Missing Person M
Guns G Wanted Person W

License Plates P Protection Order H
Vehicles V **Registered Person K

Boats B **Violent Person L
Vehicle/Boat Parts D *Field Notification E

Securities S *Supervised Release C
Title Hits Q *Gang Member T

*Sex Offender X

* Previous LEADS Caution Files      **New CHF files, NCIC Only Files

Presenter
Presentation Notes
This chart represents the CHF files available in LEADS 3.0 and their LEADS number Identifier, The Bolded are the Files that have changed and the identifying letter now in LEADS 3.0.  The single asterisk indicates what were the caution files and the 2 asterisks are New Hot Files added to LEADS 3.0.  Registered persons or Arsonist and Violent Person which are both NCIC Only files.



Presenter
Presentation Notes
Caution File Separated. What does this mean.  Each former caution file has it’s own LEADS number identifier. When a person query is made the operator will receive a hit for each file the individual has an entry for; for example sex offender and supervised release, the operator will receive 2 separate responses.



Query



Presenter
Presentation Notes
Under the General Query tab you see, Vehicle/Person & Property, the two combined make up what was the Universal Inquiry Format in LEADS 2000.   SOS Soundex, FOID, Conceal Carry, Record Summary and Admin Query. Record Summary you can now search up to 60 days prior to the date of inquiry and you can also search active, clear, and cancelled records.   Lets start with making an inquiry.



UNIVERSAL INQUIRY FORMAT 
SEPARATED INTO 2 MAIN QUERY 

FORMS

QVEHPER – QUERY VEHICLES, PERSONS, PLATES

QPROP – QUERY ARTICLES, BOATS, GUNS, SECURITIES

Presenter
Presentation Notes
As I stated the Universal Inquiry format has been separated into 2 main query formats in LEADS 3.0.  QVEHPER, Users can inquire Vehicles, Persons, Plates.  QPROP form Users can query articles, boats, guns and securities. Both forms have the capability to search LEADS and NCIC numbers.



Forms Tree Query Bar

Ctrl + Q 

2 options to open any form 

Presenter
Presentation Notes
2 options to Open any form, the Forms Tree located on the left side of the Messenger Inbox.  Quick Query Bar located at the bottom of the mailbox window, this serves as a command line, Ctrl + Q moves the cursor to the bar or command line.  Must know the Title of the form you wish to open, located at the top left side of any form that is open.



Presenter
Presentation Notes
This is the QVEHPER Vehicle & Person Query Form, Title Bar located top of the form in Blue. Message Key, defaults to Z2 a basic inquiry, all of the other queries are available in the drop down.  ORI has a drop down to select which agency.  Notes field was the M/ field, it is still a free text field.  A new addition to the form is the addition of the NCIC number! A real  time saver, no more switching forms.  Handicap Placard (greyed out) License plate query, Person (Name, sex, race dob, Driver image hot file image NCIC request for related search hit, DL #, DL state or region code.   Vehicle inquiry by VIN for TS.  When a user chooses a specific message key, the field required will highlight.  



Presenter
Presentation Notes
For Example, Choose the Disabled Hanging Tag from Message Key drop down, the only fields available are the Notes and then the Placard Serial number field.



Z5

Presenter
Presentation Notes
Another plus and time saver to 3.0.  This photo is busy but want to emphasize the fact a user may have many forms open at once, they appear below the Quick query bar, when a form is open, data will remain in the form until the user chooses to clear the information or closes the form.  The second part of this slide is to emphasize the use of the Quick Query Bar.  User wants to make a query on an Illinois license plate to see if driver’s information is attached. Ctrl + Q enter, will move the cursor down to the quick query bar, type Z5 then enter. 



Quick Query Bar/QVEHPER Shortcuts
Ctrl + Q

Z2
Z5
Z7
ZH 
TS 
ZA 
ZK 
ZS

Presenter
Presentation Notes
Poof the OVEHPER Form will open with the Message key Z5 selected and the License Plate information highlighted. This will work for any of the QVEHPER Message Keys.  



Presenter
Presentation Notes
QPROP Form, Title Bar, you will always know what form your are currently using. The form Title consists of 2 to 4 letter code and the translation. This form is very similar, once again you can add notes to be attached to the query.  LEADS and NCIC number, if a Hot file image is attached to the LEADS or NCIC Record. You can choose to search NCIC for related hits.  Guns, Serial number, Make is a drop down,  then caliber, you can always hover over the field you are in to see what exactly is needed. Or you can right click any field to obtain help. This is shown here at the Red Arrow.  Double click on Field Help or what ever field you are in select F1, to open the NCIC Help Manual, this will now be the primary search file.   Securities, type is a drop down, contains the code and translation. Boats the same.



SOS SOUNDEX

Presenter
Presentation Notes
SOS SOUNDEX, works the same as LEADS 2000 SOS Soundex.  Title to open form is ZX2.



FOID CONCEAL CARRY

Presenter
Presentation Notes
FOID and Conceal Carry forms, pretty self explanatory.  FOID query can also be obtained from QVEHPER Form. Illinois 10-27 Queries will automatically check FOID and CCL files.  The CCL form can be used to search individuals for other state conceal carry licenses.  Both FOID and CCL Forms do not search the Hot Files.



SUMMARY OF CHF

Presenter
Presentation Notes
Like I mentioned earlier the summary of computerized hot files has been enhanced.  You can now search up to 60 days prior to inquiry date for records active, cancelled or cleared.  If you want to search for a specific wanted offense code, by ISP District, county or ISP Zone.  You can also search articles through the pawn shop field.  This feature has been added agencies that use it will no longer have to obtain the Stolen Article File Extract.    



ADMINISTRATIVE QUERY - ADMQ

Presenter
Presentation Notes
Admin Query or ADMQ, will search for the owner of CDC or ORI.  The response looks a little different.  “Pause so audience can look” 



Canadian Transactions

Presenter
Presentation Notes
Canadian Queries all in one area.



NLETS QUERY

Presenter
Presentation Notes
NLETS help files for all the states, Vehicle Registration by Name and either DOB or Age, Drivers Search by Name and one other identifier (Age, Sex, City, County), Drivers History-on-line drivers history.  These forms are all dependent on the individual state who participates in the on-line queries.



Presenter
Presentation Notes
Commercial Vehicle – carrier status query the DOT #, Vehicle Reg & Status to query by VIN or License plate and State, to obtain Carrier safety information.  Mexican Federal Commercial, border crossing possibly?  Hazardous Material Query to query the placard number, Boat Registration, Snowmobile Registration, Aircraft Registration



NICB

Presenter
Presentation Notes
National Insurance Crime Bureau



NLETS ORION

Presenter
Presentation Notes
NLETS Orion, can search by  ORI, Location, Federal Agency, Rep is to search specific NLETS or NCIC representative



ORION - ORI

Presenter
Presentation Notes
Orion inquiry by ORI.  Searched MTVIN0000, search returns the owner of the ORI, street address, city, type of agency inquired upon telephone number, what the ORI is authorized to send and receive.



ORION - LOCATION 

Presenter
Presentation Notes
Orion search by Location.  Billings MT. Provides Agency name, address, telephone number, what type of service provided and what the agency is authorized to send and receive.



FORM TREE

HOT LINKS

HIT CONFIRMATION
FORMS

Presenter
Presentation Notes
Hit Confirmation Forms.  Form Tree or Hot links, Using Hot Links the LEADS or NCIC number and name will autopopulate.



HOT LINKS FORM  Hit Confirmation Request

Presenter
Presentation Notes
Header information, Request type and Name, DOB, Sex completed. Request Information, LEADS number or NCIC number , Requester’s Information, Agency is completed.



HIT CONFIRMATION REQUEST
Form Tree

Presenter
Presentation Notes
Forms tree, only ORI/CDC completed in Header Info. No Hit information, No Request Information, only Agency name completed in Requester’s Info. 



Presenter
Presentation Notes
Hit confirmation pop-up, when the message is opened, hot link shows up to confirm the Hot File.



HOT LINKS FORM HIT CONFIRMATION RESPONSE

Presenter
Presentation Notes
Confirming the Hot file by clicking the hot links, once again the hot links response form is completed with important identifiers.



HIT CONFIRMATION RESPONSE
Form Tree

Presenter
Presentation Notes
The Hit Confirmation response form only basic information.



IMAGE

QUERY
ENTER
MODIFY
CANCEL

Presenter
Presentation Notes
Image form from form tree, image is a hot link choice as well for Wanted or Stolen hot files.



NCIC ORI QUERY

ZO
QO

MSG KEY

Presenter
Presentation Notes
NICIC ORI Query Messages keys are ZO and QO, ZO or translation gives the agency name associated with the ORI queried.  The Message key QO is complete agency information: name, address, and telephone number. 



SOS TITLE HIT

QUERY

MODIFY

Presenter
Presentation Notes
SOS Title Hit Modify is for the agency to release, place a hold or extend hold . SOS Title Hit LEADS number is labeled with Q.



Presenter
Presentation Notes
Administrative Messages



Presenter
Presentation Notes
ADM- Illinois Agency Directed Message format. Fills in CDC and ORI of Sending Terminal, as well as Sending Operator. 



Presenter
Presentation Notes
Admin message with Image.  Message key determines where the information is sent. AM1 – Illinois Administrative Message, AM – NLETS Administrative Message, AML – NLETS Administrative Message – Law Enforcement Only. The ORI has a dropdown operator can determine which agency the message is from. Not only can Images be attached now a file can be attached too.



Presenter
Presentation Notes
Links for CJIS and LEADS Manual located here. Double click on which link user wants to open, will take user directly to that page.



The following Slide 
Queries will be 
available in the 

upcoming months.



Wildlife Violation Query

The purpose of this system is to provide a standardized, secure 
and efficient method for NLETS users to exchange wildlife 
violator information primarily between conservation officers 
and, secondarily between state, local and federal law 
enforcement and criminal justice agencies.  

Records may be requested using name and date of birth, OR
a social security number.

A user may include both of these search elements but should 
clearly understand that each search element may generate a 
separate response, depending on the capabilities of the state. 

If no information is available, the state will return a NO 
RECORD message.

Presenter
Presentation Notes
Read slide



INTERPOL

Presenter
Presentation Notes
Choosing the Initial query for wanted, travel document, stolen vehicle and gun will access Interpol records via NLETS and provide international information.  If a response is received and agency queries the Full detail for each record, will send a positive hit and an alarm message to the country that submitted the information and the Interpol-United States National Central Bureau at the U.S. Department of Justice in Washington DC.  Before taking any further action agency must contact USNCB to verify the information.



INITIAL QUERY FULL DETAIL QUERY

INTERPOL

Presenter
Presentation Notes
Initial query, will search will search international files for stolen or wanted.  Full detail form advises User that the query will trigger notification to specific country and the U.S. National Central Bureau at the U.S> department of Justice in Washington D.C.  You must contact the agency at tx listed.



TRAVEL DOCUMENT RESPONSE - EXAMPLE

INITIAL RESPONSE

ITR.IP0000000.AZNlets10.TXT
Interpol Match List:

ID: A578126
Type: Passport
Country: CROATIA
Interpol ID: 7B7C1C5ED06F42C1AD98EAD7CB090853

Initial Response Example - Passport



Example: FULL RESPONSE
FTR.DCINTER00
10:14 04/05/2007 00009
10:14 04/05/2007 00048 AZNlets23
TXT
Your query of the Interpol ASF database has resulted in a positive "hit" and an 
alarm message has been sent to the country that submitted the information and 
the Interpol-United States National Central Bureau (USNCB) at the U.S. 
Department of Justice in Washington, D.C. Before taking any further action on 
this matter, you must contact the USNCB immediately at (202) 616-3900 to 
confirm the validity of the information obtained and coordinate any follow-up 
action on the information.

Presenter
Presentation Notes
The Caveat will appear in the full response as well as the form advising what will happen if agency submits the form.



SOS QUERY

Presenter
Presentation Notes
Mandatory insurance Abstract,   SOS Title hit query can search Vin, Title, or LEADS number, Remember, SOS Title hit LEADS number is labeled with Q.



Amy will now Discuss CHRI Queries. 





CHRI 
Information

Presenter
Presentation Notes
CHRI Information



CQH Summary Arrest from BOI 

CQR Detailed info from FBI and III

CQR1 Detailed info arrest from IL

CQIL Request CHRI in state

CRIL Response of the CHRI in state

Same response types listed on LEADS 
2000, just dropping the C on the first three.

Presenter
Presentation Notes
This is breakdown of each type of CHRI queries.  You have QH which is a summery arrest from the Bureau of Identification.  QR is detailed information from the FBI and III.  QR1 is detailed arrest information based off of a SID, only for an IL SID.  CQIL will remain the same, this is how you request CHRI from another agency within IL or the BOI.  CRIL will also remain the same, this is how you will respond to those requests from the IL agencies requesting information. 



QH: Inquiry to Determine if a record exists

Previously known as CQH

As you can see all fields are 
required.

QH will provide a single match, 
multiple matches or a no record.

Presenter
Presentation Notes
A positive QH response will provide identity maintained in the criminal history record information.  If there is additional information there will be guidance on how to obtain that information.  The QH will also provide Sex Offender information and Firearms sales.  In a multiple records response, a maximum of 15 records will be provided.  If there is more, QH will provide your detailed information for obtaining those records.



QR: Criminal History Record Request

Previously known as CQR

As you can see only two fields are 
required.

The FBI OR SID number may be 
obtained from a QR request. 

You must use the alpha and numeric 
combination for each query.

Presenter
Presentation Notes
QR is a good way to obtain specific criminal history via III.  When you receive a positive response from QH, it will provide you with a SID or FBI.  However, you cannot use an IL SID on this format.  Using one of those numbers will give you a detailed breakdown with the QR.  When running by an FBI number you may get a response from QR stating the record has be consolidated with another record, deleted, expunged, retired, or the subject is deceased.  



QR1: Detailed Criminal History Record

Previously known as CQR1

QR1 will provide a breakdown of 
the SID’s that were provided to you 
through your QH or QR.

You must use IL in front of the SID

Presenter
Presentation Notes
QR1 this is query is only for IL SID number.  This will give you a detailed report of the Illinois arrests.  Do not use the out of state SID number or the FBI number on this format. 



CQIL: This is a direct request for a Criminal History 
from an Illinois agency or the BOI

Presenter
Presentation Notes
CQIL this inquiry is used to request criminal history from another agency within Illinois or the Bureau of Identification in Joliet



CRIL: Reply to a Criminal History Request 
from another Illinois agency

CQIL 

Presenter
Presentation Notes
CRIL this inquiry to respond to those agencies requesting criminal history. 



CIQ Summary arrest info from other states

CFQ Detailed info from CIQ Response

CAQ request additional data from multiple states

CAR respond to out of state agency request for CHRI

Canada CHRI destination is always CN

Same response types listed on LEADS 
2000, just dropping the C.

Presenter
Presentation Notes
This is a breakdown NLETS queries.  IQ is the summary arrest information from other states.  FQ will be detailed information from an IQ response.  AQ is used for additional CHRI information from one or more state repositories.  AR is used to respond to an out of state agency’s request for a criminal history.  IQ-CAN is used to query the Canadian Criminal History database.



Query on
arrest info 

from other 
states

Previously known as CIQ

Presenter
Presentation Notes
IQ query is an Identity Query used for the State Repository.  If there is a positive response, a SID number will be provided.  Responses will be either positive or no record.



Detailed info 
from the IQ 

response

Previously known as CFQ

Presenter
Presentation Notes
FQ query is a full record query.  It will be the detailed information from a positive IQ response.  This format is used to request a criminal history summary from a State Repository using an out of state SID number.  You will have to use a 2-digit state code for any query you may run in this field.   You can also use this format for Canada, however, if you send a FQ response to Canada, you will have to use their FPS number.  



Requesting 
additional 

information from 
other states

Previously known as CAQ

Presenter
Presentation Notes
AQ query is an additional query.  This inquiry is used to request additional CHRI information from one or more state repositories, one or more out of state agencies.  You may request up to 5 states.



Respond to 
out of state 

agency's request 
for CHRI

Previously known as CAR

Presenter
Presentation Notes
AR query is an additional response.  This format is used to respond to an out of state agency’s request for a criminal history or otherwise known as AQ.



The "IQ" is utilized when the 
agency does not have the 

FPS Canadian 
identification number. 

CN auto populates in the 
Destination field 

Presenter
Presentation Notes
IQ-CAN format is used to query the Canadian Criminal History database.   There are three differences in the IQ-CAN format compared to IQ/FQ/AQ.  First is the FPS is the Canada’s version of FBI number; a unique number assigned to each criminal record backed up by fingerprints.  Second difference is that they have an optional field to access additional records when multiple hits on name inquiries are received.  Third, the destination is always CN.



The Full Record Query (FQ) is 
used to obtain a full criminal 

record when the FPS is 
known. 

CN auto populates in the 
Destination field 

Presenter
Presentation Notes
FQ-CAN format is used to query on the full Canadian rap sheet.  You will have to have a FPS in order to use this query.  



• In LEADS 2000 this was known as
INS IAQ

• The purpose of the Law Enforcement 
Support Center (LESC) is to provide 
timely information on aliens suspected 
of criminal activity and status 
information of aliens under arrest.

Presenter
Presentation Notes
This query used to be INS IAQ, they just dropped the INS.  This inquiry is used to provide information on aliens suspected of criminal activity and status information of any aliens under arrest.  The only purpose codes available are criminal justice and firearms and permits.



• PPQ Used to access parole information from a state.

• PBQ Used to access probation information from a state.

• PCQ Used to access corrections information from a state.

• PAQ Used to interrogate all three of these files within a state: PPQ, PCQ, PBQ.

Presenter
Presentation Notes
This query is to ask the parole status of an individual, either parole, probation, corrections or all three.  PPQ is for Parole, PBQ is for Probation, PCQ is for Corrections, PAQ is to request all three.  It’s also important to take note that some states will not be able to respond to a request.  NLETS set up an exception table, upon that states request, will not forward these requests to that state.  



CHRI Report

Now you can access your CHRI log right from LEADS.

Presenter
Presentation Notes
Now you can access CHRI directly from your computer.  If you don’t know the exact dates you want to search you can right click on start date or end date and click on Use Calendar or Use Today’s Date.  This will automatically populate the date you click.   Agencies who use the CAD System or Interface will need at least one station with Messenger client to perform this search.  



Next up is Hot Files



This ends the training 
for LTFA agencies.  

Full access agency 
training will continue 

after the five (5) 
minute break.



ISP.HELPDESK@ILLINOIS.GOV

866-LEADS-00

Tammy Hutchinson, Field Specialist
Illinois State Police
LEADS Administration



WHAT’S NEW IN 3.0

• ORI BASED - NO LONGER CDC BASED   CDC’S WILL STILL BE 
USED AND WILL IDENTIFY THE WORK STATION

• ORI DROP DOWN – ALLOWS OPERATOR TO ENTER RECORDS 
FOR OTHER AGENCIES BY SIMPLY CHOOSING THE ORI OF THE 
AGENCY IN THE DROP DOWN

• ARMED AND DANGEROUS MKE TRANSLATION IS NOW 
CAUTION 

• THE CAUTION/MEDICAL CONDITION (CMC) FIELD IS NOW PART 
OF THE MESSAGE KEY TRANSLATION



WHAT’S NEW IN 3.0 CONTINUED

• DATE OF BIRTH IS NOW 8 POSITIONS MM/DD/YEAR

• TWO REFERENCE MANUALS THAT OPERATORS WILL NEED TO USE FOR ENTRY ARE 
THE LEADS REFERENCE MANUAL AND THE NCIC REFERENCE MANUAL DEPENDING 
ON THE TYPE OF ENTRY BEING MADE  



TERMINOLOGY CHANGES

•CANCEL = CLEAR

•VOID = CANCEL

•ALIAS = SUPPLEMENTAL RECORD



WANTED 
PERSONS



NEW FIELDS
• WARRANT NUMBER
• COURT IDENTIFIER
• ADDITIONAL OFFENSE
• CAUTION/MEDICAL CONDITION (CMC FIELD)
• ETHNICITY
• CITIZENSHIP
• DNA
• DNA LOCATION
• STOLEN/FRAUDULENT INFO
• OPTIONAL ADDRESS
• OPTIONAL LINKAGE INFORMATION



FIELDS NO LONGER REQUIRED

• ORA FIELD
• ENT FIELD
• OPR FIELD



Inquiry MKEs available for general inquiries

Messenger allows more than one 
window to be open at a time



WANTED PERSON FORMATS

THERE ARE TWO WAYS TO ACCESS EACH FORMAT

THE QUICK QUERY BAR AND THE FORMS TREE



QUICK QUERY BAR

EW + ENTER =  WANTED PERSON FORMAT



FORMS TREE









EN-ENTER WANTED SUPPLEMENTAL (AKA ALIAS)

Can add an additional caution/medical condition here



THE MKE CAN BE MODIFIED IN LEADS

IN NCIC, THE MESSAGE KEY CAN ONLY BE 
MODIFIED “UP” – FOR EXAMPLE, NO 
CAUTION TO CAUTION



Modify Wanted Person 
Format Continued



ENS – NCIC ENTER STOLEN/FRAUDULENT IDENTIFIERS







NCIC statistics only – not required NCIC statistics only – not required 



NCIC FUNCTION
AT THIS TIME





CW – NCIC CLEAR WANTED PERSON

Formerly 
known as 
CANCEL



XW – CANCEL WANTED PERSON

Formerly known 
as VOID

















LET’S MAKE A 
WANTED 

PERSON ENTRY







ENTER ACKNOWLEDGEMENT



Once the entry is made, the blue hot links are 
available.  I chose the Enter Image key to add an 
image to the entry.  By choosing the hot link to 
enter the image, some information is 
prepopulated on the format.



LEADS NUMBER IS 
PREPOPULATED ON 
THE FORMAT



ENTER ACKNOWLEDGEMENT



INQUIRY ON LEADS NUMBER AFTER ENTRY



MISSING PERSONS



NEW FIELDS

• MISSING PERSON CIRCUMSTANCES - THE MISSING PERSON
CIRCUMSTANCE WILL DRIVE THE MKE SELECTION. FOR
EXAMPLE, AN ENDANGERED MISSING JUVENILE WOULD BE
ENTERED WITH MKE/EME INSTEAD OF EMJ

• CAUTION/MEDICAL CONDITIONS (CMC FIELD)
• ETHNICITY
• CITIZENSHIP
• DNA
• DNA LOCATION
• JEWELRY IS NOT A NEW FIELD BUT HOW TO MODIFY IT IS

NEW
• OPTIONAL LINKAGE INFORMATION



CANCEL IS NOW 
CLEAR

VOID IS NOW 
CANCEL



MISSING PERSON FORMAT

THERE ARE TWO WAYS TO ACCESS EACH FORMAT

• QUICK QUERY BAR

• FORMS TREE



FORMS TREE QUICK QUERY BAR

EM + ENTER = FORMAT



Juvenile MKEs have been eliminated 
except – EMJ AND EMJC





MISSING PERSON MESSAGE KEYS

MISSING PERSON CIRCUMSTANCES

TYPE OF MISSING PERSON







After a missing person hot file record has been in the system 30 days, NCIC sends the entering agency a notification 
message called a $.K. message, if data is missing from any of the following fields: BLT (Blood Type & Rh Factor), DCH 
(Dental Characteristics), FPC (Fingerprint Classification), JWT (Jewelry Type), SMT (Scars, Marks, Tattoos). The 
notification message identifies which field(s) have missing data and provides a copy of the NCIC entry. 

If data is available or obtainable for any of these fields it should be entered. If your agency provides entry service for a 
non-terminal agency, the notification message should be forwarded to them so they can attempt to obtain the missing 
information.

By Illinois law (20 ILCS 2630/9), agencies are required to make every effort to obtain dental records.

Once dental records are obtained, they should be attached to the NCIC portion of the missing record using the 
Supplemental Dental Entry format.

If dental records were unavailable, this should be documented in the missing record by entering UNK in the 
DCH field. This will produce a caveat on the record which states that dental characteristics were not available.

REMINDER



















LET’S MAKE A 
MISSING 

PERSON ENTRY







ENTER ACKNOWLEDGEMENT







ENTER ACKNOWLEDGEMENT OF IMAGE







GANG 
MEMBER



CAUTION FILE HAS BEEN BROKEN APART 
INTO SEPARATE FILES

• Sex Offender

• Supervised Release

• Field Notification

• Violent Person

• Gang



SEPARATING THE CAUTION FILES, 
WHAT DOES THIS MEAN?

Each Caution File will have its own LEADS Number Identifier

• Sex Offender – X
• Supervised Release – C
• Field Notification – E
• Violent Person – L
• Gang Member - T

These changes follow NCIC formatting

When an inquiry is made, operator will receive a hit for each caution file 
entered for an individual person.

For example, if a person is a sex offender and a gang member, the inquiry 
will yield two responses. 



FORMS TREE

QUICK QUERY BAR

ACCESSING THE FORMATS





EGM PAGE 2



GANG NAME DROP DOWN 
YOU CAN CHOOSE WHICH 
GANG NAME THE SUBJECT 
IS AFFILIATED WITH

Prior to entering a subject as a member of a criminal street gang, 
the entering agency must determine if that gang has been 
previously identified as a criminal street gang. To make this 
determination, inquire on the criminal street gang name database
or consult a listing of all criminal street gang names. If the name 
of the gang is present, entry of the subject may then be made. If 
the name of the gang is not listed, contact must be made with 
the Illinois State Police, Statewide Terrorism Intelligence Center 
(STIC). Please provide STIC with the gang name and factors used 
to identify the gang, see the LEADS eManual, Gang Member File. 
STIC will then enter the gang into the gang name database, and 
entry of subject as a gang member may then be made.

http://leadsinfo.isp.state.il.us/Help/gngnam.asp
http://leadsinfo.isp.state.il.us/Help/gnglstall.asp


CRITERIA – HOW THE SUBJECT WAS IDENTIFIED AS A GANG MEMBER





MGM PAGE 2









LEADS NUMBER BEGINS WITH “T”



MODIFIED RECORD BY ADDING SUPPLEMENTAL DATA
THIS IS THE ACKNOWLEDGEMENT OF THE ENTRY







IDENTITY 
THEFT



FORMS TREE QUICK QUERY BAR

TWO WAYS TO ACCESS FORMATS



NCIC FUNCTION ONLY!
INFORMATIONAL ONLY – WILL NOT CROSS CHECK FOR A 
HIT!











ORDERS OF 
PROTECTION



WHAT’S NEW WITH ORDERS OF PROTECTION

• ALSO KNOWN AS PROTECTION ORDER IN NCIC
• LEADS NUMBER NOW BEGINS WITH H
• ETHNICITY
• CITIZENSHIP
• DNA
• DNA LOCATION
• BRADY IS NOW LOCATED AFTER THE PROTECTED ADDRESS
• VEHICLE INFORMATION SECTION
• OPTIONAL LINKAGE INFORMATION



ORDERS OF PROTECTION FORMATS

THERE ARE TWO WAYS TO ACCESS EACH FORMAT

QUICK QUERY BAR 
AND

FORMS TREE



QUICK QUERY BAR

FORMS TREE







BRADY INDICATOR
Refer to the Brady indicator checklist!





(EFRO continued page 2)







(MPO continued page 2)



(MPO continued page 3





CPO – CLEAR ORDER



XPO – CANCEL ORDER



XNPO – CANCEL SUPPLEMENTAL



LEADS NUMBER BEGINS WITH “H”



OP MESSAGE KEYS



Once the hot keys were available, I chose to add an image.  
Also, I found two alias names that I missed and added them 
to the entry.  Remember, by choosing the hot keys above, 
the format is prepopulated with the name and LEADS 
number.



REMEMBER SUPPLEMENT WAS FORMERLY 
KNOWN AS ALIAS!!



We will now 
take a five (5) 
minute break



ISP.HelpDesk@Illinois.gov
1 (866)-LEADS-00

CHF Entry 

Presenter
Presentation Notes
I am going to be continuing with CHF Persons.

mailto:ISP.HelpDesk@Illinois.gov


Presenter
Presentation Notes
To refresh users, another look at the mailbox configuration.



Remember the Caution Files have been separated 
below is the New LEADS number identifiers for the old caution files.

• Sex Offender - X

• Supervised Release (Parolee) - C

• Field Notification – E

• Violent Person - L

• Gang - T

Presenter
Presentation Notes
(Click each file) The Caution File has been separated. With that being said some of the LEADS number Identifiers had to be changed, with the Caution File being separated into individual records, the Legacy records will be updated with the new Leads Identifiers in 3.0 when the files are transferred.



SEX OFFENDER



Sex Offender Records

LEADS Number Identifier now begins with ‘X’
Example: X21A0040

Presenter
Presentation Notes
LEADS number Identifier Now begins with X. 



Sex Offender Query
QVEHPER QUERY FORM

Presenter
Presentation Notes
Remember QVEHPER is half of the LEADS 2000 Universal Inquiry Format.  Message Keys are a drop down. Remember the message key will drive what fields are fillable.  Users can now inquire on LEADS and NCIC numbers. 



SEX OFFENDER ENTRY



FORMS TREE QUICK BAR FUNCTION

Presenter
Presentation Notes
The Forms tree is located on the left side of the messenger inbox.  The Title bar is located on the top left of each Messenger Form, it provides the user a 2 to 4 letter code, as well as the translation.  EXS = Enter Sex Offender.  Quick Query Bar is located at the bottom of the messenger inbox. Ctrl + Q moves cursor to the bar. User then enters form code and selects enter to open the form.



Sex Offender Entry

Presenter
Presentation Notes
Sex Offender entry message key choices.  The Message key drives other fields in the format.  Such as Caution or no Caution.Violent Offender against youth caution or no caution.  LEADS 3.0 indicates in the message key translation if the file is a LEADS only or NCIC only file. 



Message Key – EXS 

Presenter
Presentation Notes
When choosing the message key without a caution, the Caution/Medical condition field or CMC field is grayed out or unselectable.  



Message Key - EXSC

Presenter
Presentation Notes
Message key with a caution is selected and now Caution/Medical Condition, CMC, becomes a selectable field. Upon initial entry users can only choose 1 caution/medical condition, to choose more the user would enter supplemental data after the entry has been made.  ORI has a dropdown which will have all agency ORI’s available to select for entry or query.



Offender Personal Information

Caution/Medical Condition
(CMC)

Will be highlighted if required,

dependent upon 

Message Key Selection

Presenter
Presentation Notes
Remember the message key determines if you can add caution or medical condition to the original record.  With LEADS 3.0 the caution field message key can be modified after the entry has been made. 



ORI

Each station has it’s own ORI.

Sub ORI or the main ORI for each agency. If your agency enters Hot Files for 
other Agencies, you will have a drop down box that will allow you to choose 

which ORI you would like to use for the particular Entry or Inquiry.

CDC’s will still identify stations.

Presenter
Presentation Notes
LEADS 3.0 is ORI based bringing Illinois inline with NCIC guidelines.  The difference is LEADS will rely more heavily on Agency’s ORI/s.  CDC’s are still needed, they identify each station and that stations ORI.  If you are an agency that enters records for more than one agency, this feature is great, it will allow you to enter records, even make inquiries and choose which agency you want to associate the entry or inquiry with from any terminal at your agency.



OFFENDER PERSONAL INFORMATION

Presenter
Presentation Notes
(click for bullet points) All required fields are identified with red asterisks. Remember correct Name field completion: Last name(comma) First name(space) Middle Initial or Middle Name.  Do not use titles or degrees of individuals, including foreign titles and degrees, and their abbreviations, for example, Jr., Sr., Dr., Rev., etc., are not used in the Name Field. however, a title or degree may be included as an alias when it is known or believed the title or degree may be used by the individual when identifying himself/herself.   Sex, Race, Date of Birth must include the century. So MMDDYYYY. Some fields are dependent upon another field. Example, if when entering the agency has DNA available, once DNA selection of Y. DNA Location becomes required even though neither is required for entry.



Presenter
Presentation Notes
LEADS Status, Initial Registration Date, Activity date. CSO-Child Sex Offender.  LEADS Status and CSO generates programming for the caveats  Citations, up to ten citations can now be entered, please note if you enter another citation the conviction date of that citation becomes mandatory.  Ensure as a user the correct citation code is entered with the correct conviction date.



OFFENDER 
LEADS STATUS

Hover

CSO CODES
Dropdown

• D-Notified, Not Registered-(applies proper caveat, Offender has 10 
days to register)

• E-Child Sex Offender who no longer needs to register
• I-Incarcerated

• K-Deported
• M-nnn-Moving to Illinois County..nnn must be numeric County Code 

from Table
• N-Not Notified; to be Notified

• OM-Out of State Move
• R-Registered

• X-Sex Offender with an adult victim who no longer needs to Register 
(1-5 alpha,num)

Presenter
Presentation Notes
LEADS Status is a hover field, choose 1, Child Sex Offender Codes is a dropdown. Both fields generate caveats appropriately.  Some Status and CSO codes are for Sex Offender staff only. EX: E  &  X 



Victim Information

• Relationship to Victim – dropdown

• Victim Age – must be 2 characters (at time of 
violation).

• Victim Gender

Presenter
Presentation Notes
Relationship is a dropdown, have many choices, see next slide. Victim age has a 2 digit requirement, this is at the age of violation.



Relationship to Victim

Presenter
Presentation Notes
Relationship to Victim agency can choose from Within Family, Outside Family but Known to Victim or Not known by victim.



Offender Address Information

Presenter
Presentation Notes
(click for types lists) Address Type and Residence Type complement each other.  Beginning date is required, might have to modify ending date, must be NONEXP or date greater than current date.  Once you select Illinois as the state of residence the County Code then becomes required, field begins with the 3 digit code, or user can search for correct county.  Can see here how they complement each other Homeless, could choose shelter or unknown. 



Offender Vehicle Information

Presenter
Presentation Notes
 (click for bullets)The remaining section of Sex offender entry is vehicles, a new field is Vehicle Ownership.  The purpose is to be able to list vehicles driven often by the offender if the offender does not own vehicle.  Can also now add boat information, for example if the offender lives near water and lives on the boat or even is frequently on a lake, etc.  Optional Linkage data, must use same case number between agencies for the information to be shared, this is an NCIC only feature. Misc, case number, submit.



Hot Links

Presenter
Presentation Notes
Hot links appear at the top of the entry response, user can now modify, enter supplemental, employer/student address, etc.



Presenter
Presentation Notes
Once submitted, the entry will return in the users mailbox preview pane.  Users can now enter supplemental data, add-on information, Employment or Student addresses, Image.  When utilizing the Hot Links in the the form will auto populate the LEADS number and second identifier.  A nice addition.  Remember Sex Offender LEADS number Identifier is now X.



Enter Supplemental Data

Select Form Tree Form Select Hot Link From Message

Identifier X

Presenter
Presentation Notes
This shows forms when selected from the Forms Tree and then Hot Link selection.



Moving Status

LEADS Status
Place the record 
into  moving 
status

Using 3 digit 
county code

M-084

Presenter
Presentation Notes
We are going to now talk about modifying a sex offender record. Placing the record into Moving status. User chooses Modify Sex offender, 1) go to forms tree and select Modify, 2)Quick Query Bar, Ctrl + Q (moves cursor to the bar, then type in the name of the format MXS, enter, or inquire by Leads number, then select the hot link from the response in the preview pane.   Once user has form open, move down to LEADS status user types M dash and the 3 digit county code.  Select enter. The record is now in moving status.



Take Possession of Record
2 step process - #1

Presenter
Presentation Notes
Now that the offender has been placed into moving status, the agency needing to take possession of the record. User will select modify using one of the ways we previously talked about.  User has the LEADS number and second identifier in the record identifier fields.  Then the user will select the appropriate agency ORI from the ORI dropdown box, select submit.



Take Possession of 
Record Step #2

Presenter
Presentation Notes
User will open the Modify form just used, as the information remains in the form until the user clears or closes the form.  The second step is to go down to the Offender registration information, In the LEADS Status form user will place R for registered and then place the date of registration into the Activity Date, tab down to address information….



Step 2 continued

Presenter
Presentation Notes
Address information is then completed  -  address type, beginning date, is mandatory must be MMDDYYYY, date earlier than ending date, the ending date can be modified to a later date or deleted.  To delete information in this field, User inserts # (hashtag)  Then fill in the address, county code, zip, residence type, select submit.  User will receive message accepted or if an error the reason for the error.



Enter
Student/Employment 

Address

IBHE Website: IBHE.org
To check for Institution of Higher 
Education

Presenter
Presentation Notes
Enter Student/Employment address, can be accessed from Forms Tree, Query Bar, or Hot Links in preview pane.  If the school is an Institution of Higher education, (to ensure check the IBHE Website), would select the X. In LEADS 2000 the agency entered 001 first in the Employer/School Name field. Agencies need to check sex offender files in LEADS 3.0 to ensure the correct information has been forwarded to the new system.



Modify 
Employment/Student 

Address

Presenter
Presentation Notes
Modify employment/student addresses is self explanatory and similar to modify in LEADS 2000.



Clear and Cancel new meanings

Cancel now = Clear

Void now = Cancel

Presenter
Presentation Notes
Remember Clear and Cancel are new!



CANCEL

Employment/Student 
Address

Presenter
Presentation Notes
Cancel self explanatory.



NEW
Violent Person File

NCIC only File

Presenter
Presentation Notes
New : Violent person file was designed to alert law enforcement officers that an individual they are encountering may have the propensity for violence against law enforcement. This entry is only entered into NCIC. See NCIC manual for criteria for entry. (Violent person, introduction)



Violent Person Entry

Forms 
Tree

Query Bar

Presenter
Presentation Notes
2 ways to bring up the form to make the entry.  Forms Tree and Query Bar 



Violent Person    

Presenter
Presentation Notes
Message keys and codes



Presenter
Presentation Notes
Form shown using no caution in the message key will keep the Caution/Medical Condition area grayed out.  Remember, as with any Record entry, pack the record perform 10-27, 10-28, CHRI inquiries. MIS Field is for important information not already included with it’s own field.  Caution explanation does not need to be included in the MIS field, because the caution is now displayed with translation within the file.



Field Notification
LEADS Only File

Presenter
Presentation Notes
Field Notification is a LEADS only file. The purpose of FNP file is to provide agency’s with a way to indicate the kinds of criminal activity the subject is known or believed to be involved with, including threats against law enforcement.



Field Notification   

Presenter
Presentation Notes
Message keys indicates caution or no caution, and LEADS only file



Presenter
Presentation Notes
The enter form is self explanatory, shown no Caution, then Caution.  Red asterisk’s indicate required information.



Presenter
Presentation Notes
FNP category codes, must enter at least one, can still enter up to 10 separate categories.



FNP Category Codes

http://leadsinfo.isp.state.il.us/LEADS30Info/LEADS30Info.htm

Presenter
Presentation Notes
FOID Clear & Present Danger must be approved through FSB (Foid Services Bureau) before this FNP entry can be made.  See LEADS information files for specific requirements. 

http://leadsinfo.isp.state.il.us/LEADS30Info/LEADS30Info.htm


• Field Notification File covers more categories than Violent 
Person file

• Each file is Independent: FNP LEADS Only;  VPF NCIC Only.

• Agencies having documentation of Threats against Law 
Enforcement, should enter the subject into Violent Person 
File Only because Violent Person is an NCIC File and a Hit 
will be returned to all agency’s nationwide, including 
Illinois.

Additional Information
FNP & Violent Person 

Files

Presenter
Presentation Notes
Read slide



Unidentified Person File
NCIC Only File

Presenter
Presentation Notes
The purpose of unidentified person file is to assist law enforcement in the identification of any deceased individual or missing person whose identity is unknown. The Missing Children Act (October, 1982) authorizes the acquisition, collection, classification, and preservation of any information which would assist in the identification of these persons.



Unidentified Person

Presenter
Presentation Notes
Types of unidentified persons that qualify for this entry. Unidentified deceased, living, catastrophe



Unidentified Person 

Presenter
Presentation Notes
Unidentified Person Form



PROPERTY FILES

Presenter
Presentation Notes
Property Files consist of Article, Boat, Gun, License Plates, Securities, Vehicles, Vehicle/Boat Parts.



Remember the Quick Query Bar when 
calling up any forms

Ctrl + Q

Type Form Title:    QPROP

Presenter
Presentation Notes
Users can use the Forms Tree or the Quick Query bar.



Property  Queries

Presenter
Presentation Notes
(click for arrows) This is the lower half of the Universal Inquiry Format in LEADS 2000.  User can query LEADS or NCIC number, Hotfile Image,  Related search is NCIC related search request.  Guns, Articles, Securities and Boats.



ARTICLE 
ENTRY

Presenter
Presentation Notes
We will start with Article Entries.



Article Entry
2 forms

• Single Record

Presenter
Presentation Notes
Article entry has 2 forms one for a single record (only has a field for one serial number) and the group form is when there has been a theft of more than one serialized articles



Article Entry

• Group Record 

• Serialized

Presenter
Presentation Notes
Enter the first consecutive serial number and enter the last consecutive serial number 



Article Message Keys

Single Record Group Record  

Presenter
Presentation Notes
LEADS 3.0 has come to be in compliance with NCIC and users can now enter Lost Articles



Article

Modify Locate

Presenter
Presentation Notes
Modify and locate forms.  Locate Form – can locate a LEADS Record or an NCIC Record from same Form.  Additional information has been added called Benefits and Effectiveness, this is for NCIC Statistic purposes only.



Article

CLEAR was 
CANCEL

CANCEL was VOID

Presenter
Presentation Notes
Clear and Cancel forms, remember Clear was Cancel in LEADS 2000,  Cancel was Void in LEADS 2000



Boat Entry



Presenter
Presentation Notes
Boat make is a dropdown with NCIC approved boat makes, must use the code, if an agency uses an interface or cad to make LEADS entries, must use the NCIC Code Manual to obtain the correct 3 to 4 alphanumeric to enter.



Gun Entry



Presenter
Presentation Notes
Guns, can now enter a lost or felony gun.  Notify Agency - When the ORI believes that notification each time its record is hit will provide investigative leads, regardless of whether the location of the gun is known, Y should be entered into the NOA Field. Currently, if the NOA is left blank, the field will default to N.  Seized Gun Message key will activate the grayed out seized information, NCIC still has no seized message key.  Seized guns will appear in NCIC as a recovered gun as it did in LEADS 2000.  Linkage information.LEADS Link if Seized bc NCIC marks seized as recovered.



SECURITIES



Single 
Record

Presenter
Presentation Notes
Securities are entered the same as Leads 2000, can enter a single security or a Group of consecutively serialized securities, NCIC Requirements.



Group
Record

Presenter
Presentation Notes
Group record with a serial range



ADD - ON



ADD – ON 
ENTER OR CANCEL



Due to the separation of the Caution File, program difficulties 
have arose concerning add-ons to the LEADS 2000 Caution file records only.

Legacy or LEADS 2000 Caution File add-ons will NOT be displayed with 
the associated response, instead a form is being created to enable
users to query the Legacy Caution File record by LEADS number to obtain
all associated add-ons. This response will contain all add-ons that were 
associated with the legacy Caution record.

Legacy Caution files include, Parolee, Sex Offender, Field Notification Program
(FNP), and IDOC Gang.

For records initiated in LEADS 3.0 and all Legacy files other than the above records,
up to three add-ons will be displayed with the response. Inquiry by LEADS number 
will 
return the record and All associated add-ons.

ADD – ON Additional Information

Presenter
Presentation Notes
Read slide.



IMAGE 

Presenter
Presentation Notes
When attaching images, we recommend using Image Type as Mugshot for people.  For property user can use identifying image.



SOS  TITLE HIT      

LEADS Number Identifier is now Q
For Example  Q21A0754

Presenter
Presentation Notes
SOS Title Hits LEADS number Identifier are now Q.  The codes are all listed in Modify for Release or hold.  If an agency fails to respond to a SOS Title Hit, they will receive a purge notification at 6am of the record being purged.  This is due to a missed or not responded to Title Hit. 







LICENSE PLATES

LEADS



WHAT’S NEW WITH LICENSE PLATE ENTRIES

• MESSAGE KEY EL-P (LEADS/NCIC HOLD FOR LATENTS)

• MESSAGE KEY EL-F (LEADS/NCIC ARMED/HOLD FOR LATENTS)

• LINKAGE

• INVESTIGATIVE INTEREST

• LICENSE PLATE LEADS NUMBERS NOW BEGIN WITH P







LICENSE PLATE FORMATS

THERE ARE TWO WAYS TO ACCESS EACH FORMAT



FORMS 
TREE

QUICK QUERY BAR













LDS/P21A1234 STOLEN LICENSE PLATE
DOT/2021-03-18 LIM/05 LIY/2021 LIS/IL LIT/TK LIC/DHCHNV 
MIS/MISSING 1 OF 2 FRONT PLATE 
ORI/IL0849624 ORA/ISP INFORMATION SERVICES BUREAU SPRINGFIELD 
ENT/DZY OPR/HUTCHIT DTE/2021-03-19 08:36 DLU/2021-03-19 08:36 NIC/P660036943 
CONFIRM WITH ORI

STOLEN LICENSE PLATE EXAMPLE LEADS ONLY ENTRY

LEADS NUMBER BEGINS WITH “P”



VEHICLES



CANCEL IS NOW CLEAR

VOID IS NOW CANCEL



THERE ARE TWO WAYS TO ACCESS EACH FORMAT

FORMS TREE
QUICK QUERY BAR





Message Keys available for entries



LINKAGE 
Linkage of records between agencies is an NCIC function and is not available for LEADS–only 
records. Linkage may be used for LEADS records entered into both LEADS and NCIC, however, 
the linkage information will only appear in the NCIC portion of the record. 
a) LEADS users can link two or more agencies records in NCIC when conducting joint 
investigations. 
b) Example: After the first agency has entered a stolen or felony vehicle, the second agency 
entering a stolen vehicle on a shared case will enter the ORI of the agency that entered the first 
record in the Linkage Agency ID (LKI) and the LEADS number of that agency’s stolen vehicle 
record in the Linkage Case # (LKA). Subsequent agencies desiring to enter, and link records 
related to the multi-jurisdictional case would also use the ORI from the first agency’s entry in 
the LKI, and the LEADS number from the first agency’s entry in the LKA. 



IMAGES

LEADS allows entry of identifying images when entering Towed or Tagged/Abandoned 
(EV1T) Vehicles. See the NCIC Operating Manual for procedures and information 
regarding entering images. 
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ENTRY AFTER RUNNING 
LEADS NUMBER ONCE 
THE IMAGE WAS ADDED



VEHICLE 
and

BOAT 
PARTS



TWO WAYS TO ACCESS EACH FORMAT

FORMS TREE QUICK QUERY BAR



LEADS NUMBER NOW BEGINS WITH D















VALIDATIONS



• VALIDATIONS WILL NO LONGER BE 
MAILED TO AGENCIES

• LAC AND DELEGATE WILL HAVE ACCESS 
TO VALIDATIONS

• NOTHING CHANGES EXCEPT THE 
PROCESS OF HOW THE VALIDATIONS ARE 
RECEIVED AND THE FORMAT FOR 
VALIDATING



Validation Schedule 
1. On a monthly basis, the NCIC System extracts active 

records on file for validation purposes. The validation 
includes a portion of each file and includes those records 60-
90 days old. In addition, it includes any records 14-15 
months old, 26-27 months old, 38-39 months old, etc. The 
validation schedule is as follows: 

Validation: Entries Made on: 
January....................................October 
February..................................November 
March......................................December 
April.......................................January 
May.........................................February 
June.........................................March 
July..........................................April 
August.....................................May 
September............................... June 
October....................................July 
November................................August 
December................................September 

The validation schedule 
will now follow the NCIC 
schedule.

Example:  October 
entries will be validated 
in January; November 
entries will be validated 
in February

Due to the new 
validation schedule, once 
3.0 goes live, agencies 
will not have to validate 
records for one month!



VALIDATION FORMAT SHOWING ORI DROP DOWN



ORI DROP DOWN WHICH ALLOWS FOR VALIDATING 
RECORDS FOR OTHER AGENCIES YOU ENTER FOR

MKE’s FOR VALIDATING RECORDS



LEADS Help Desk (Toll Free number): 866/LEADS00 (532-3700)

LEADS Help Desk (Non Toll Free 
number):

217/782-4155

Comments and suggestions: 866/LEADS00 (532-3700)

LEADS Administration Mailing 
Address:

Illinois State Police
LEADS Administration
801 South Seventh Street, Suite 
600-M
Springfield, Illinois 62703

LEADS Administration FAX: 217/524-2498

ISP HelpDesk for email: isp.helpdesk@Illinois.gov

https://isp.Illinois.gov/LawEnforcement/LEADS3dot0

mailto:isp.helpdesk@Illinois.gov
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