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



Click Options and then click Launch Tips of the Day
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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/
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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
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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
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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
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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.
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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. 
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How does the Form Tree work?



Form Tree
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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.
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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.)
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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. 
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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:
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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.  
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What does these symbols mean on the side?  



Message label breakdown
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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.
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You are probably looking at these icons over on the side and asking yourself, “Well, what do these mean?”



Last and 
Deleted 

Transactions
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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. 
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This slide is about Hot Links.  When you query on a name or LEADS number you may find yourself with this blue link.  Here’s what to do with it. 



Hot Link Hit 
Confirmation

Clickable links pop up in the message called Hot Links

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



H0t Link QH

If you make a QH Query and 
receive NCIC III response, you will 
see FBI Record and Enter Wanted 
hot links.  Once clicked, these two 
examples show those fields of 
each populated from the QH 
Query:  Wanted Entry and FBI 
Query.
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When you run a QH Query, there will be two options that populate: FBI Record or Enter Wanted.  If you click on Wanted Entry it will populate with the identifiers from the QH Query, then you will have to select what type of warrant information you’d like the submission to be.  If you click on FBI Record it will automatically take you to the QR record, populating the FBI number for you.  
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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.  
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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.
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Now we are going to talk about printing and how to set up your preferences.  If you click Options
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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.
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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.  
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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
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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.
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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.  
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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
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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…
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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. 
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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.  
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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
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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
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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.
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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. 
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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.
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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.
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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
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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 
with be Configurator
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