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Messenger Navigation and how to maneuver around it.


Click Options and then click Launch Tips of the Day

Inbox

jes View Columns Options _
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You can open a Module from the quick query bar?

You can launch other Desktop Modules from the quick query bar. Type
"MODULE" into the quick query bar, then a space, and then the name (or part
of the name) of the other Module. When you press Enter, Desktop opens that
Module if you are authorized to access it.

/MODULE FORM

< Previous Tip 4 Random Tip > Next Tip

v Show Tips @ Close
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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/

The OpenFox Company

OpenFox® Documentation - lllinois LEADS U

To download the following manuals to your computer,
please right-click on the link and download or save the file.

Desktop User Manual

Messenger User Manual

Desktop Administrator Manual

Desktop Shortcuts Cheat Sheet

-
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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

At Any Time

From any Messenger Screen

Lock the Desktop software
Go to the Inbox folder

Go to the Sent folder
Go to the Save folder

- Go to the Trash folder
Ctrl-Tab Move to the next open window Go to the Drafts folder

Ctrl-5hift-Tab Miowve to the previous open window Go to the Search folder
Ctrl-F2 Minimize the current window Go to the Quick Query Bar
Ctrl-F3 Maximize the current window Go to the Forms Tree
Chrl-Fd Close the current window Go to the Mail Falder List
Ctrl-Shift-Fd Close all open windows Go to the List of Messages
Ctrl-F5 Restore the current window Dosesn’t change current folder

Go to the Message Preview

In a Window

In a Messenger Form

From the List of Messages

Ctrl-Enter Submit the form
Chrl-Dy Save the form as a draft message Delete Mowve the selected message(s) to the Trash folder

Ctrl-R Clear the farm If in the Trash folder, deletes the selected messages

Ctrl-P Print the form Ctrl-5 Mowve the selected message(s) to the Save folder

Ctrl-5 Copy (store) all fiekds on the form Crl-N Change the text under the Summary column for the selected message(s)
Messenger may be configured to automatically copy the Fields when you submit 3 form. See your Ctrl-F ﬂpEn the message text sea rch bar

preferences for mane information. Ctrl-Shift-F Open the message search window

Ctr-G Paste {get) all fields from the last form Enter View the input form for the selected message

M essenger alkows the wser to change the shorbcut for this Rem

In a Messenger Form Text Field Ctrl-Enter \iew the message in a separate window
Messenger alkows the user to change the shortcut for this ftem

Ol Cut th ; d Alt-Enter \iew the message in a new separate window
tri- ut the selected text Messenger alows the uses to change the shortcut for this item

Ctrl-C Copy the selected text Ctrl-R Reply to the selected message(s)

Cerl-v Paste Cirl-B Forward the selected message|s)
Chrl-A Select all text in the field Cerl-P Print the selected message|(s)

Cerl-Z Undo the last change to this field Ctrl-U Selects the oldest unread message
Ctrl-Shift-Z FRedo the last change to this field Ctrl-G Selects all messages in the same group.

Cirl-F1 Toggle whether the popup help for this field is displayed or hidden These are messages that have the same value under the ID colurmn.
Ctrl-5hift-A Selects all messages in the current folder

F1 Access help files for this transaction and field
Ctrl-F Text search the codes in this drop down list (in dropdown fields) Ctrl-Shift-C Clears any current selected

Use calendar to pick date [in dote fields) Ctrl-Shift-R Reverses the current selection

Decode a VIN into make, model, style, year [in VIN fields). Shift-Click Selacts a range of messages

Alt-letter Jump to the field that has the letter underined in its name Ctrl-Click Toggles whether or not the dicked message is selected or not
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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.
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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

g B ——— genens 3 -
Column Description
MKE Displays the message key (MKE) of the message
Displays the user that was logged onto Messenger when this message
User was either sent or received. You can only see this column if you have
the ability to view the message ftraffic for other users.
Source Displays the data source of the message (i.e. NCIC, SWITCH, etc)
Summary Displays a summary of the data contained within the message, or for
query returns a summary of the inquiry data
Date The date and time of this message. This column cannot be hidden.
Every time that you submit a transaction to the system, Messenger
ID assigns it a unigue number. This same number is assigned to the
messages returned by the query.
Type Displays the type of message. For more information on mail types,
please see section [4.1 — Message Flow].
New Displays a checkmark if you have not yet viewed the content of this
message
Size Displays a visual indicator of the size of the message
Attachment | Displays a paper clip icon if the message contains an attachment

Message list columns
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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.


" | Mailbox for ALCO0001 - Inbox

Message CQuick Queries Sort Messages View Columns Options
CHY ENZAASIDEIHBEPENNM A
Date W

MEE

SOUrce

D Type New

Summary

£ ALCO0001's Folders
% Inbox
o Sent
H Save
o Trash
“u Drafts
S Search

£ aH Sumimary History
I_| QR Rapshest
] QR linois Rapsheet
% | linois Local or BOI
& ] llinois Local Response
= 3 MLETS CHRI
£ state Repostory
i_| State Full Record
% | Out of State Local
£ 1 Reply Out of State Local
5| Canadian Index
Ej Canadan Full Record
E_] Immigrabon Status
] Parole
= B3 Criminal History Log
| Cuery
(38 LEADS and NCIC CHF

Ify
Ify
| Ina

- |4

3| QCHL - Criminal History Log Report
Header Information

ORI

Required Fields
* Start Date |/
* End Date

* ORIl to Search
Close ) has sent to you.

Clear

Submit

The Table a -
To view the contents of a message, simply click on the line for a message.
From this window you can also delete,save, and print messages.

, it will move into your Tra lder.
the original form that caus e error by clicking
*

alete a message from this wi
ave a message from this wingl, it will move into your Save ar
ion, if there are any ERR me @s in your inbox, you can vi

1] QH - Summary History & IQ-CAN - NLETS Canadian Cr... * | QCHL - Criminal History Log ... (i3 7

_| Mailbox for ALCO0DOA - Inbox i | QVEHPER - Vehicle & Perso...

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


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:

 EW
OPENS THE ENTERED WANTED PERSON
Z2
OPENS THE BASIC QUERY
/SEARCH ABCa123
QUICKLY SEARCH YOUR MESSAGES
/[SEARCH -DA YYYMMDD ABC123
QUICKLY SEARCH FOR A CERTAIN DAY
/SEARCH -DA YYYYMMDD-YYYYMMDD ABCz123
QUICKLY SEARCH FOR A RANGE OF DAYS
/HELP EW-C
SEARCH THE ONLINE HELP FILES
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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?  


Type
Sent Message

lcon

Message label breakdown

Sample Text
KQ: NAM/MYRECORD,
TEST.DOB/19500101

Description

A message you have submitted

Received
Message

QW: NAM/MYRECORD,
TEST.DOB/159500101

A message received from the
system that is not one of the below

Hit Response

QW: NAM/PUBLIC,

A positive query response from
NCIC or in state databases

Hit Confirmation

JOHN.DOB/19500101

-
_'_'da _— e

T ,._F: — .[-_.-_
I-\.. B s W ML | Y ]

A YQ/YR message

-.r
<
v
2
A?

/ Response

» | OW: NAM/PUBLIC,
Draft Message JOHN . DOB/19500101 A form you have saved as a draft
Message QW: NAM/PUBLIC, A form you have saved as a
Template JOHN.DOB/19500101 | template

Error Message

X

OQW: LIC/RABC123,
COU/ORANGE

A system error message

Message types and colors in the default Messenger setup
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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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IMHED CONFIRM RECORD WITH ORI

MEI: 32110 IM: HCSTC 4 AT Z0AUEE013 OB:40:37
OUT: XMLPEYAN 7 AT ZOAUEIOL] 0B:40:37

Quick Query Bar

Z

/
ay/ )
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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

Last Transactions

Did yvou mistype that last query? Quickly recall
vour recently sent tfransactions with the press of
a button.

v]@ 0

11:22:05 AM - QH: NAM=MYCCH MULTIPLE SEX=M
11:22:03 AM - QV: LIC=ABC123

11:22:00 AM - QW: NAM=MYRECORD,TEST DOB=19700101
11:21:53 AM - QW: NAM=TEST,TEST DOB=19700101
11:21:34 AM - QV: LIC=ABC123

@)
09:59:54 AM - Deleted 3 Messages

09:36:01 AM - Deleted 1 Message
Example of the undelete messages icon
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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. 
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3 ; av IDACS QV: LIC=ABC122 02:4003908-20-13 & @ =+
+  Mail a NCIC Qv: LIC=ABC123 08:40:37 08-20-13 + B '
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essage Details
# O Arcraft information
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# O Hit Confirrmation Wic/PO00O0DZ154 DTE/L19981101 0000 EST

:g'CE ORI IS ANY CITY PD MD 301 555-1234

% @ L’:f;rg':" _ | TMMED CONFIRM RECORD WITH ORI

# 3 MDPI

# B Orion MRI: 32110 IN: NCIC 4 AT 20AUS2013 0B:40:37

# @8 Parole Probation Cod OUT: XMLEYAN 7 AT ZOAUEI013 0B:40:37
# @ RAND Message

+ 3 RoadWeather -
A | 2

Quick Query Bar
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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. 


Clickable links pop up in the message called Hot Links

1LO10ZBEH , MRIOOD32145
CPO000021

Hit Confirmation
MEE /WANTED PERSON - CAUTICN

ARMED AND DANGEROUS
LIMITED EXTRADITION SEE MIS FIELD

QORI /CPOOQO004 NAM/MYRECORD,TEST SEX/M BAC/W POBR/TX DOB/19500101 HGT/S510

WGT/175 EYE/BRO HAI/BRD SKN/DRE
SMT/SC R END

FPC/121011C01411559TTCI13 MNU/AS-12345678% S0C/123456788

OLN/111311111 oLS/MD OLY/199%9
OFF /HOMICIDE - WILLFUL KILL-POL OFF-GUN

Example of the YQ message cast link in an NCIC hit return

Hot Link Hit
Confirmation

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

Header information

CL.

Request Information

*
ORI CP0O00Z1 = CP1 Test and Development - Hospmat ¥ =

* Dostimation 1 CPOOOO004

Controd Feaid

Hit Iinformation
* Requesi Type WP = Wanted Person

*Mame  |MYRECORD,TEST

* Date of Birth  |19500101

Sox  |M=-Male

* Confirmation Priority -
* fgency Cased 123456273
FHCICH®  WH4AER03T06

Hequester's Inflormation
b * Requester  SAWATZKY, RYAN
* Requesting Agency  CPIAGENCY
Phone #
E xtensicn
Fax @
Court Order #
Warrant #


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.


Received Time: 09:13:42 AM Source ORI: ILNCICOOO
Summary: CJH: NAM=DELCID,ZOILRA B SEX=F BRAC=U DOB=19890823

[[JView Message Details

T7L01 NCIC RESPONSE

IL0B496Y6

THIS NCIC INTERSTATE IDENTIFICATION INDEX RESPONSE IS THE RESULT OF YOUR
INQUIRY CON NAM/DELCID,ZCILA B SEX/F BAC/U DOB/198S90823 PUR/C ATN/LANTER

FBIl Record Enter Wanted

NAME FEI NO. INQUIRY DATE
DELCID, ZOILA B 551314vCT 2021/06/03

SsEX RACE BIRTH DATE HEIGHT WEIGHT EYES HAIR FPHOTO
F w 158%/08/23 507 150 BRCO EBLKE N

BEIRTH PLACE
GUATEMALA

Hot Link QH

=
QR - CHRI Rapsheet

Header Information

ORI |

Required Information

* Purpose |

* Attention |

* Requester |

One of the Following

EBI/UCN# |551314VC7
State ID #

Optional Information

Department/Agency |
EW - Enter Wanted Person Address/P.0. Box |
If you make a QH Query and =Sy By Yo city, state |
receive NCIC Ill response, you will e - = Z;T,,dg |%
see FBI Record and Enter Wanted  oense inomaten
- . * Date of Warrant * Offense Original Offense Clear
hot links. Once clicked, thesetwo &l
examples ShOW those flelds Of ‘*Extradition Limitation |'| |*Cour1:Livmits

eaCh popUlated from the QH Personal Information

Caution/Medical Condition

Query: Wanted Entry and FBI | v

* Name * Sex * Race

Date of Birth Age Place of Birth

v | [osr2anoss] | ||

Scars, Marks, Tattoos

]|

State ID #

Miscellaneous #

Fingerprint Classification

Query_ IDELCID.ZOILA B | [F=Female | [W=White
* Height * Weight * Hair Color * Eye Color Skin Tone
507 [190 | [BLK=Black v | [BRO = Brown v
Citizenship Social Security# FBI/UCN #
\ ~| |336084866 | [551314vC7 | |

| [aR-n087117957

DNA DNA Location

Ml |

Operator's License State Operator's License # Expiration Year

| ~] | [
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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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»é 2H 006« 80

Ady QRZARS

B P R

BN RYANs Folders

3 :
+  Mail
9| Folder
. List

"] Free Farmat

@ OpenFax Commands
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+

|
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+ 3 RoadWeather
A |

b

MKE | Source
v DS
oy MG
ALK SWITCH
QI IDACS
CIyW MNCIC
ACK SWITCH
oy IDBCE
N [ (o | el

eceived Times:

SummAaTry:

F]E: 40:37 OB-20-13
]-::'l..'-. LIC=ABC1-3

| Wiew Hessage Details

! Surmmary | Daw¥ bl b |
Qv LIC=ABC123 08:40:39 08-20-13 % [_/|a i
oV LIC=ABC123 08:40:37 08-20-13 +* B

G- L= 08:40:36 08-20-13

WY AN MEEE-EQE List po 084024 08-20-13 3 1[0

Y, AN D101 08:40:23 08-20-13 « [

W NAM=MYRECORD. TEST DO8=10500104 og:40:23 08-20-13 9100

v LIC=XTHBIW 08:40:15 08-20-13 |:|

W 1 IC =X THA O na-dn 1R ne.7m411 &1 ™

101028V MRIOOIZ2109

CPOO0D01S

| Hit Confirmation |

HMEE /STOLEN LICENSE PLATE pre“iew pane

ORI/MDI012&00 LICSABCL3D

T/pC DOT/f19981030

oCAS/CS1234 HIS/8TILEN PLATE FROM THE CAR ON THE DRIVEWAY
nic/ep00000Z2154 DTE/L9981101 0000 EST
ORI IS5 ANY CITY PD MD 301 555-1234
IMHED CONFIRM RECORD WITH ORI

HMEI: 32110 IMW:

WCIC 4 AT Z0AUGZ013 O0B:40:37

OUT: XMLPEYAN 7 AT ZOAUEIOL] 0B:40:37

Quick Query Bar

=Xy
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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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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.
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Quick Query Bar
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Now we are going to talk about printing and how to set up your preferences.  If you click Options


_ "] Modify User Preferences

Choose a Module

¥ 5 '.‘x
-\.HE}

Desktop | Messenger |Configurator
4

-Messenger Preferences

=il Printers Preferences

R
Mailbox Mode  Dispatch Printers Image
- Dispatch Printing
:; In dispatch printing mode, Messeng
Forms When you choose to print a messag
"Selective"” printer. When you turn
chosen as your "Auto” printer.
In normal printing mode, Messenge
General

to print, Messenger will popup a Pr
reuse the same settings. In this mc
print option from the "Message" pu

Message Display

Printers
-,
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Then Click Messenger User Preferences


Printing

Mode  Dispatch Printers Image Capable Dot Matrix Auto Printing
Dispatch Printing

In dispatch printing mode, Messenger will use whatever printers you hav
When you choose to print a message, Messenger will print out to the prin
"Selective" printer. When you turn on automatic printing, Messenger will

chosen as your "Auto" printer.

In normal printing mode, Messenger will function like a standard Windows

to print, Messenger will popup a Print Setup dialog box. When you choos
reuse the same settings. In this mode, you can always get back to the Pri
print option from the "Message" pull down menu.

¥| Dispatch Mode Printing

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.

Printers Preferences

Mode Dispatch Printers Image Capable Dot Matrix | Auto Printing | Images
r Messenger Printers

rame & ¥l Selective

Adobe PDF { able
Brother MFC-7420M Printer w*
Brother MFC-T440M Printer (Home)
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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. 



Printing - continuec

MEE/STOLEN LICENSE FPLATE

ORI /MD1012&00 LIC/ABC13Z LIS/MD L1
OoCA/CS31234 MIS/STOLEN PLATE FROM T
NIc/PDOOODZ154 DTE/L19981101 0000 1 Print Selection
ORI IS ANY CITY PD MD 301 555-1234

IMMED CONFIRM RECORD WITH ORI

Copy

ig
Select All ol

S .

Print an image, just right click.

MRI: 45354 IN: NCIC 1 AT 14Auczol4 findinDocument S [mage
OUT: DEMO 2 AT 14AUGZ014 11:05:09 | CodeLookup

Type M
UPPER TOP TEXET
UPPER BOTTOM TEXT

Search Your Messages Cul-F1
Search Help Files

Right click menu options to copy or print selected text

. o . . . Copy
Print a specnﬁc section of your response, hlghllght colect Al
the section you want printed, and right click.

Print Image

Save Image

Find in Document
Code Lookup

LOWER T

MIS: NHew Miscellaneous Field Data
Right click menu to save (above) or print (below) the image

294>
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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.



11 QG - NCIC Query Gun

BEE®

Header Information
*ORl ||

By SER | ByNIC ByLDS
Query by Serial &

* Serial #
Optional
Caliber
Make | ps
1 Lopy
SRad Cut

Optional Informat Paste
Related Search F Select All

, Field Help (QG.MAK) 1
| Transaction Help (QG)
' Search Code List

Messenger Tips

QG - NCIC Query Gun

Header Information

* ORI v

By SER ByNIC ByLDS

Query by Serial #

* Serial # |

§ Code List Search

" Enter Search Text

springfield

Springfield (military rifle)

Springfield (military rifles)
Springfield Armory M1A (Devine, TX)
Springfield Armory(Springfield, IL)
Springfield Arms Co.

Springfield Firearms

Selected Code Value
SPR

QK Cancel

Optional

Caliber | |

Make |SII = Springfield Firearms|

Model | |

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.

Query by NCIC Number

*FOID #
Firearn Cwmer entihc aion Nurmber (B - 10 alphanurm)

Offense Information

* Date of Warrant * Offense Original Offense

el | -

* ExtradMust be 3 vald Gregonan date (MMOOY YY) equal to or less than current date, (Adult) (B - B nurneric)
- -

Serial/lOAN/UAC Type DTE

SECURITIES —|Must not contain 3 single zero ondy, run of Zeros only, single alphabetic only, of run of alphabetice onby. (1 - 20 alphedirs)

[ e | (Y -

NFS
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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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Quick Query Bar
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If you click on Options, then click Messenger User Preferences


E Maedify User Preferences

e — Messenger Tips

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

Messenger Preferences

. With a touch of a button you can create individual
Mailbox Favorites General Advanced queries.

Messenger allows you to configur

on the left hand side. All your ava DQ  Driver's License

forms by moving it from the right ctrl  Alt v Shift F1 -

configure a keyboard shortcut tha
v important to remember that you m

General F1 F2 F4 FS

Favorite Forms Appear at the Bottom of the Forms List

] Wanled Query  Shin-E1 B NI -
] vehicle Query Shift-F2 = + O Article
] Aticle Query  Shift-F3 ol & 0N Boat
. ] Boat Query Shin-F4 = # @ Gun
MESSﬂgE Dlsplay ] Gun Query Shifl-F& + @ Identity Theh
L] : i ]
& @ Image
e + O License
4 @@ Missing Person
. v s e e
Printers & @ oRl
- # O3 Other Transactions -
T B Mmoo i m . Simmd
oW Wanted Query cirl Alt |» Shift F1 - W Update

Automatically Open Form at Logon
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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. 


0

Minlmize
Maximize

. Print

. Closa

Clase All
Close Others

. Refresh

Submit

Save DraftTemplate
Clear

Store Form Fields
Gat Form Fields

Reset Form Size (Pack]

| ZF - FOID Query Firearm Owner Information

FN

Add to Favorites

Messenger Tips

Continued...

E Muodify User Preferences

Choose a Module

g

Desktop | Messenger |Configurator

4

-Messenger Preferences

Mailbox

important to remember that you must click on the blue check mark button so Messenger accepts your changes.

Message Display

Printers

Y

Sounds

|_| Favorite Forms Appear at the Bottom of the Forms List

E FOID Query Firearm Owner Information Documen

ZF arm Owner Information Document| v Ctrl [ | Alt v/ Shift |F1 -

|| Automatically Open Form at Logon

(BREEE

(1 GENERAL QUERY
(O3 NLETS QUERY
(3 CHRI QUERIES

(3 LEADS and NCIC CHF

(A Links

" Update

IS
NI
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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. 


Data Fermat Erar ﬁ

% HCIC # field has a minimum length of 10 characiers.

A sell-checking number assigned by NCIC to each accepled necord,

| Correct

Exémpfe of entering less than the minimum field length

r Query by Hame

* Name

E r rO r " Form Rules Violation | |
@ Name field is required
Messages |

Correct

Dats Format Ermor A g

@ Date of Birth field has invalid day 99

Must b @ valid Gregorian date (YYYYMMDD).

Correct
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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.
|LEADS Forms Accessibility User Session Window Tools Help LEADS Forms Accessibility User Session Window Toals Help
GENERAL QUERY  » | b | Mailbax for Inbax D Appearance
HLETS QUERY 4 Sort Messages View Columns Option Message Quick Quaries Sort Messages View Col ‘;I User Prefers
CHRI QUERIES 3 — e . W Terminal Pref
2 D %G LHdvy ORZB S |
| LEADS and NCIC CHF * | PERSONS » - . i i % & ¥in Assist Tool
&y . ____. ___FROPERTY F Article * . w = ] MEE ‘3 Reset User Stxte Information
VTHek b |Liesnse + 3 02.18-21 4 :m": EW 107 Desktop bnit Parameters
ST
ACK Vehicle * | Enter | ﬁ 5N "1:“ W19 Diagnostic Message
£ TTHES Madify 1 . P 11.4
ArCK 11dRA e o Trash ACK 11:4 _] View Log File
1| EV - Enter Vehicle
Header Information
* Message Key ORI
EV = Stolen Vehicle -
Vehicle Information *VINS I
WasE sl SASE
* Date of Theft -t Egm
N Cut
Vehicle Color * Yehicle Year *Vehicle Make Vehicle Model * Vehicle Style *VIN # Paste
il ) v il - bl Select Al
* Owner-applied # Undo addition

A\ N ot
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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

-Vehicle Information

VIN # Vehicle Year Vehicle Mz
2G1FP22G3X2145000 ‘copy | otk |
Vehicle Model | Cut Crl-X
| Paste Ctri-v
-Stolen/Fraudulent Identifier Infq Select All Cirl-A
Personal Information ' Undo addition Cirl-Z

Name

Format Vin Crl-F
Field Help (EW.VIN)  F1

-Vehicle Information

VIN # Vehicle Year Vehicle Make
2G1FP22G3X2145000 1999 CHEV = Chevrolet
Vehicle Model Vehicle Style

CAM = Camaro w 2D = Sedan, 2-door
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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


Sending Attachments

e Save As
e Save All

& -' | Open
Save Az

Save Al
S

_: Ryan Work Mugshotipg L IBRARERART I | Select Al J'
The attachment list and right click menu items

‘e Save Al File

‘e Save As Attach |l

} attachments
' e Send

E AM-ATTACH - Broadcast Messaje

Headear Information

* Message Key | AM = Administrative Message -
ORI |CPDDODOOZ21 = CPI Test and Development +

* Destination1  DEMOD i
Destination 2 o
Destination 3 -
Destination 4 -
Destination 5 |
Control Field

Broadcast Message

Taxt Field

HERE IS AN IMAGE OF THE SUSFECT AND A COPY OF

= Ryan-Waork-Mugshol.jpg
1 Warrant.pdf

\DnAlfach fRe B

THE WABRANT
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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

—

] EM-NCIC Enter Missing Person

Restore
Minimize

Print

Close
Close All
Close Others

Refresh

Reset Form Size (Pack)
Submit
Save DraftTemplate

Clear

S1ore Form Fields

Get Form Fields

Add 1o Favorites
Form: "EM” - Version: DEV00D135

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.

Draft Meszage Subgect

551. Please enter a subject for this message and then
S0 choose io save it as either a draft or template.

EMLY; HAM=RUNAWAY, FREQUENT SEX=F

Save Draft Save Template Cancel

Enter a subject line and choose to create a draft or a template
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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. 


LEADS Forms Accessibility User Session Window Tools Help

| Mailtao for RYAM - Inbis == &
Message Quick Gueries Sort Messages View Columns Options

Ay OB 5 &

Wi O @ E = W T @[]

B RYANs Folders MKE S purcE SN Date W
3 . oy IDRCS Qv LIG=ABC123 08:40:39 08-20-13 B[ /l@ |-
| Mail av NCIC OV LIC=ABC123 08:40:37 08-20-13 B
5 Eolder ACK SWITCH OV LIC= 08:40:36 08-20-13 P
= : W IDACS AN LA MESEEQE List po 08:40:24 08-20-13 B I
e Llst v HCIC W WM D101 08:40:2308-20-13 # [
s ACK SWITCH W HAaM=MYRECORD TEST DO8=18500101 0d:40:23 08-20-13 P |:|
av IDACS OV LIC=XTHEOW 08:40:15 08-20-13 B 1)
ML BT W I W =0THE RN N A0 15 NE-2M13 &% [ i
"] Free Format -

B OpenFox Commands
E MNCIC teceived Time 08:40: 37 0B-20-13 Source ORI : (THNCICO00
Er MLETS Summary: aY: LIC=ABC1=A

¥ @ Administrative Messd
# @8 Aircraft infosmation
# @ Boat Registratian

| Wiew Message Details

+ Bl Canadian Transadia 1LD10ZERV MRIODOIZ2109
#H @ Commercial Vehicle CPOOO001%
= @ an - e . ;
|
:@l Form | Hi't;:nnl'irmatlﬁn _
& @ n MKE /STOLEN LICENSE FLATE| Preview Pane
+a@a| Tree ORI /MD1012600 LICSABCL13Z Ir/PCc DOT/19981030
& @ —hzl oCA/C81234 HIS/9TOLEN PLATE FPCM THE CAR ON THE DRIVEWAY
# Q@ Hit Confirmation Wic/P000002154 DTE/19581101 0000 EST
:g:ﬁiml ORI IS ANY CITY PD MD 301 555-1234
5 @ Mice IMMED CONFIRM RECORD WITH ORI
+ @ MDPIX
% @ Orion MEI: 32110 IN: NCIC 4 AT 20AUGS013 0B:40:37
% @8 Parole Probation So OUT: XMLEYAN 7 AT Z0AUSZ013 0B:40:37
# @ RAND Message
+ @ RoadWealher -
1 [ b

Quick Query Bar

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


Contents | index  Search
@ Deckiop Help

Contenis | Index | Search
B Deskiop Help
B\ Healp
- <)

L GNE MAMUAL
4+ @ NLETS

+ l:d § | =

Intreductian Cther Transactions

Example of the NCIC 2000 Operating Manual

# @ Messenger Tip of the Day

# B8 Messenger 2 041 Manual

Hazardous Materials File

Click Launch Help

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

= ADMINISTRATIVE MESSAGES
El Administrative Message
] Amber Alert

= Links
=1 CJIS Launch Pad
=1 ISP LEADS 3.0 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. 


;.4.] Help Decumentation
Accessibility Action Using Help

Contents |ndex Search
= B3 NCIC - NCIC 2000 OPERA
= B3 Introduction
) What is NCIC 20007
[] Messages
[ Quality Control

Copy
Select All

D Agency Long Gun Notification

[ NCIC Gun Entry

D NCIC Gun Introduction

[ NCIC Gun Clear

(] NCIC Gun Inquiry

(] NLETS Canada Gun Query (CGQ)
D NCIC Gun Cancellation

D NCIC Gun Locate

[ NCIC Gun Modification

[ NCIC Gun Index
D Gun Index
(] MAK FIELD CODES ALPHABETICALLY

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.

How to

Search
NCIC

AN
294>
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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. 


Original Offense

You can get help right
Comr from your form. Right

Cut

Pasts w click in your field, then
ndemie w2 click on Field Help. It
S will take you directly

* Eye Col¢ 1 noocion el (EW) to the help file

* Court Limits

- -

-

NCIC WANTED PERSON - ENTRY

CODE AS DEFINED IN NCIC 2000
CODE MANUAL
CODE AS DEFINED IN NCIC 2000
CODE MANUAL

OFFENSE CODE MANDATORY OFF

ORIGINAL OFFENSE CODE CONDITIONAL 0oC*

A\
000%\


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
with be Configurator
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