SOUTHERN SOFTWARE, INC.
an employee-owned company

CAD

{Computer aided dispatch system}

User
Manual



CAD (ACLIVE CFS) SCIEEN ..c.vviciie ettt 3

Creating @ CFS ... . et 3
Pending & ACLIVE CallS.........ccoioiiiieiice e 4
Adding Additional Information to CFS...........cccoiiiiie e 5
ACTIVE Call TADS ... bbb 6
COMMANG LINE....iiiiiiiieieeie ettt et sttt re e be et esneesbeenaesneesreenneas 8
STACKEA CFS ... bbbttt b et 8
CAD (UNITS) SCIEEN ..evietie ittt ettt sre e snee e 9
ON/OTT DULY (HOUSE)......eeeieeitieieee sttt sttt es 9
User View LimitS (SUNQIASSES) ......uciieriiiieiieie et 10
AVAADIE UNITS ... et 11
ACTIVE UNITS...ciiiiiieee et bbbttt et bbb 12
AUX UNIES .ttt e et e st e te st este et esneenreenteeneesneenne s 12
COMMEANG LINE ...ttt sttt ae b sbesbenrenneas 12
Change Available UNIt STATUS ..........ccooiiiiiiiiiisiee e 13
ASSIGNING UNITS 10 @ CFS.. .ot 14
L 01 TSRS 16
BOLO (A feature that tracks persons or VEhICIES) ..........ccccvvvriiiiiiiciei e 16
Hot List (Used for lost/found entries, road closures, burn permits, etc)...................... 17
Phone List (IN CAD rOIOGEX)......ccoiiiiiiiiiiiieieie e 18
REPOITS & SEAICNES. ..ot 19
SECUNITY CNECKS ...t 20
LAY A =100 TSSO 21
Program SEtINGS........civeiiiie et 22
APN (Address, Phone, NOte HISTOIY) ......cccooiiiiiiiiiieese e 22
FMP (Fire, Medical, PrEMISE)........ccueiiiiiiieitieie ettt 23

L ANAIMNIATKS. ...ttt e e e en e e nnnnnnnnnnnnnn 24



CAD (Active CFS) Screen

Creating a CFS

District/Beat

Status
DISPATCHED -

Law Tract
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Fire Tract EMS Tract

Click the blue button labeled “New CFS”, use the command (CMD) line code
CNC, Click “Accept” from an E911 Interface box, or right click on the map at the
desired location for the CFS.

>
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Location of incident — Enter Street Address & Community, landmark, or
intersection/route & community. Important Note — Select correct
community because several cities may have streets with the same name.
Caller information — Caller name, phone numbers & caller location if
different than incident location.

Initial statement — Short narrative summarizing the CFS.

Call type — Nature of CFS. (Option to have call guide box or Pro QA
guide box. This allows the user to follow set questions/instructions).

In Progress — Check the “in progress?” box if in progress.

Priority — Determines the priority level based on call type or user.

Alarm — Base Alarm Level.

How received — Select appropriate drop down selection: 911, Officer
Initiated, Phone, Radio, etc. (Lookup codes set by Administrator).

Unit assignment — You can assign units as well as a Status for the CFS.
Function Boxes — User can Cancel the call without burning CFS incident
#, add Notes, add Vehicle (and Person) or Save the CFS.

Alert Boxes — At the bottom of the CFS entry form, Alert Boxes will
change color when there is information pertaining to that CFS. (Prior
Calls, FMP, BOLO, APN, etc).
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Pending & Active Calls

Nar Fhone (D] dass SN [iaw [Fee |5 |Teae)
LA A 79EE2 01 AESD D1 WAS. MDR_ CB

1. Pending CFS are placed in a Pending Calls box at the top of the CAD screen.
Once the Pending CFS is assigned a unit and there are no more pending calls, the
Pending Calls box will go away.

2. Overdue Timers - Overdue calls that have not been dispatched (unit assigned) will
alert the dispatcher when the call has been held too long.

3. Active CFS are placed in an Active Calls box at the top of the CAD Screen or
underneath the Pending Calls box if there are Active Pending CFS.

“ S

SOUTHERN SOFTWARE, INC.
an employee-

ployee-owned company



Adding Additional Information to CFS
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Suggest Units
Change CFS

CFS Lookups
Create From CFS
Send CFS

Other Options

Yigw Options

1. Right click on the CFS in the Active/Pending Calls and choose the following

options:

> Close CFS, Add Notes to CFS, Assign OCA, Edit Call, Add Location,
Add Vehicle/Person, New CFS, Zoom to CFS (On Map), Refresh,
Show CFS Details, Show CFS Report, and Suggest Units.

> Extended Options — Change CFS (Edit Call, Add Location, Edit
Location, Change Call Type, Caller Info/Location, Primary Unit), CFS
Lookups (Address Display, Prior CFS, Travel Card), Create From CFS
(APN, FMP, Hot List, Security Check, Wrecker), Other options (Hazmat
- CAD has the Canutec Ergo 2008 Guidebook), View options (User view
limits, all tool tips, call tool tips, Save Column Info).
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Active Call Tabs

Active Call tabs are located at the bottom of the CAD Active Screen. When a user clicks
on an active call, you can see details of that call in these tabs and/or enter information.

1, Details |2. VehiclesIDeoplel 3. Active Wreckers | 4. 911 History | 5. Chat |

Caller:

1. Details — Shows all the details of the call selected, not including the notes. The
information on this tab cannot be edited from the details screen. (See image

above).

1. Detals 2. Vehicles|People | 3, active Wreckers | 4. 91 Hstary | 5. Chat |

SPURLOCK, BRITT... F

e Add
& Edit

‘ Creats BOLO 4 MISSING PERSON

Yigw Options = Search QUESTIONING OMLY

2010-054749 & recker STOLEN LICENSE PLATE
MName: SPURLOCK, BRITTMEY Tag: D29LNx

STOLEN VEHICLE

\WANTED PERSON

2. Vehicle/People — Shows any information that has been added in the Vehicle or
People Tab.
> To add a Vehicle/Person, select the CFS from the Active/Pending Calls,

click on the Vehicles/People tab, right click in the details text box and
select Add or right click on the CFS and select Add Vehicle/Person. Enter
all appropriate information in text boxes.

There are alert boxes (labeled Active & BOLO) below the Vehicle/Person
tab which will change color if there is Alerts pertaining to what
information entered in this CFS. Click the highlighted button to retrieve
information.

Click Save or Cancel.

Under the Vehicle/People tab you can right click to Create
Bolo/Search/Wrecker (Only if there is a VVehicle/People entry).
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1. Detals | 2. Vehicles|Peopie 3. Active Wreckers |4. 911 History | 5. chat |

Call ToolTips

Save Colurmn Info

(D] | Call Number | Tag ‘ Veh Desc ‘ Location Date Time ‘ Worl Area | Wrecker
;B Yiew Wirecker Rotation
‘ Wiew Options 3 ’7‘ All ToolTips

3. Active Wrecker — Shows Active Wrecker information. This tab will only show
Active Wreckers. You can right click in text box and View Wrecker Rotation.

1. Detals | 2. Vhicles|People | 3. Active Wreckers 4. 911 History |5‘ chat |

Show 911

Transfer Call

1 4} Zzoom Tocall

Wiew Options

4. 911 History — Shows 911 call listview. You can right click on a 911 call to Create
a CFS or APN, refresh your screen, Show 911, Transfer Call or Zoom to Call.

1. Detals | 2. Veh\c\es\r—‘eop\el 2, Active Wreckers | 4. 911 History 5. Chat |

User | Position | Agenc: |

Dispatch d
O Everyone in M.
O smccum 11 WSO
O CHOLCROFT o1 WCSO

L]
I~ Important
5. Chat — Shows a list of current users that are logged into CAD. The user can select

users or everyone to send messages to via CAD.
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Command Line

1. Command Line — Is located below the active call tabs and allows the user to use
commands to navigate through the CAD. You can hit F1, which will bring your
cursor to the CMD line.

Stacked CFS

2010-054761 -

301 1

Cal Type
TEST CALL

1. Stacked CFS — CFS can be stacked to a unit who is currently on another CFS by
right clicking on the unit and select Stack on CFS then select the holding call. The
call will now show stacked on the right hand side of the CAD (Active CFS)
screen.
> When the unit clears the current CFS, CAD will bring up a Unit Stack box

with the stacked CFS in which you can select Assign Unit to CFS.
> When the unit is assigned to CFS, the Stacked CFS will leave the Stacked
Column and appear in the Active Calls box.
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CAD (Units) Screen

On/Off Duty (House)
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1. Set Unit(s) On Duty by double clicking on the house icon at the top of the CAD
(Units) screen.

2. Select or Type Unit — This can be done by using the Select or Type Unit drop
down, or scrolling through the Selected Unit(s) and double clicking. The selected
unit information will display in the blue box on the right side. Click Save.
> Note: CMD line code is OND.
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User View Limits (Sunglasses)

T user ¥iew Limits

Wiew Call Disciplines

RINTEMDENT
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User View Limits (Screen filter) — Double click the sunglasses icon at the top of

the CAD (Units) screen. This filters groups of units the user only wants to view.

>
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View Name — On the right side of the box, the user will double click the
set of units they want to view; click Apply, or Cancel.

Departments are listed on left side of box, if additional filters are desired,
click next to the name of the department.

View scope — additional filter for specific calls and units.

View Call Disciplines — Users can select EMS, Fire, Law or Other to
view.

Once filter is applied, hitting F12 will switch back and forth from the
filtered screen (green sunglasses) to the non-filtered screen (pink
sunglasses).

To clear all User View Limits, double click the sunglasses and click
Clear/Show All. Sunglasses will turn gray.
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Available Units

¥ CAD (Units)

Available Units
Alvail |Law | Fre | EMs | Cther |

Unit 1D | Status | N... | Y., | Last Contact "due

4 CLEA...

10:41:43

g 10:53:29 10/29/7

Details

1. Available Units — Shows All Jurisdictions (All Available, Law, Fire, EMS, Other)
as well as Unit ID, Status, Notes, Department, Station, Unit Name, District/Beat,
Vehicle ID, Last Contact, Zone and Location.

2. View Options — Users may change the view of this screen by right clicking on a
unit, selecting View Options, then List View or Remove Groups.
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Active Units

1. Active Units- Unit(s) assigned to a call
> To change Active Unit(s) status, right click on the unit.
Aux Units

Aux Units

Unit I [Status |

1

Details

1. Add Aux Status — Aux Status is used for statuses that normally don’t require a
safety check on the unit.
> When an Aux Status is selected for a unit, the unit will now be displayed
in the Aux Unit section of the CAD (Units) Screen.

Command Line

1. Command line is located at the bottom of the CAD (Units) screen and allows the
user to use commands to navigate through the CAD. You can hit F1, which will
bring your cursor to the CMD line. The command line is available on both the
CAD (Active CFS) and the CAD (Units) screen.
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Change Available Unit Status

% cAD (Units)

al aval | Law |Fre | ems | orer |
Unit ID | Status | Notes | Department | Station | UnitName | District|Beat

no call selected

Add Aux Stats 10-6 BUSY
Unit Mote 521 SPECIAL ASSIGNMENT
522 SUBJECT TO CALL

Other Calls
525 TRAIMING

Officer Initiated,Traffic Stop S40FTO

Set Off Duty 56 COURT

583 WC RANGE

10-28 WEH CK

10-29 PERSON CK

Change Existing Status > 10-50 CHECK

Other Options AT STATION

CLEAR AUX

511 MEAL

513 QUT OF CAR/PERSOMAL
S14 OUT OF CAR/SO BUSINESS
52 CAR WASH

528 WEHICLE MAINTENANCE

Security Check

Log

Yigw Options

Important Note — To change a status of an Available Unit, the User may right click on the
Unit and select available options from the list.

1. Add Aux Status — See previous section.
2. Unit Note — Add Note/Message or Remove Note/Message.
3. Other Calls — Shows all Active Calls. Dispatched calls will show in black and

Pending Calls will show in red.
4. Officer Initiated/Traffic Stop (See Assigning Unit to a CFS).

5. Set Off Duty — Puts the Unit off Duty and back at the House.
> Note: CMD line code OFD.

6. Security Check — Allows the User to log a security check that is already entered
into the CAD system.
> Note: CMD line code is SEC

7. Log — Is used to add notes, but also can add a landmark or address with the entry.

8. Change Existing Status — Allows the User to Undo Last Status of the Unit.

9. Other Options — Allows the User to view Unit information, Vehicle Assignments,
Recent OCA’s, Change Unit Suggestion/Vehicle Information, and Change Unit
Location.

10.  View Options — Allows the User to Setup screen views and tool tips, such as List
View, Remove Group, All Tool Tips, Unit Tool Tips, and Open/Close Details
Panel.
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Assigning Units to a CFS

1. Assigning Unit(s) to a CFS — The User can right click on the Available Unit and
choose Other Calls and then select the call, click and drag the Available Unit to an
Active or Pending Call, or click and drag Available Unit to a CFS in the Active
Units List.

ONSCENE/ EM 1

DISPATCHED
£

T
ON SCENE
ONSCENE/NO CHECKS

AT JAIL

LEFT SCENE

ARRIVE 2ND

1015 PRISONER IN CUSTODY

2. Changing Active Units Status - After a Unit has been assigned to a CFS, the User
can right click and show a Unit En Route, On Scene, Clear, etc.

ur call Type Prior
Init Nt

= - &

3. Creating an Officer Initiated Call — Right click on the Available Unit and click on
Officer Initiated/Traffic Stop or use the CMD line code CNT.
> Important Note —Traffic Stop is the default call type, but can be changed
by choosing the appropriate call type on the drop down selection. Priority
and Status also default, but can be changed the same way.
> Enter all appropriate fields just like a New CFS.
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4. Overdue Timers — CAD will alert the User when there is Overdue Units by
bringing an Overdue box next to the Available/Active/Aux Unit boxes.
> To safety check the Unit, right click the Unit number in the Overdue box
and click Acknowledge.

3 Close CFs

| Esh | District. [ arid [ e
144005 BLISH W 448, LINCOLN 102 N

5. Closing a CFS

Right click on the CFS in the Active Calls box and select Close Call or
right click on the Unit in the Active Units screen and select Clear.
Click Close and the Close CFS box will pop up. Enter appropriate
disposition(s).

Add any addition notes in the second of the larger boxes.

Click Print Report, Save or Cancel.

Note: CMD line code CLC or CL.

VVV VY 'V
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Tools

BOLO (A feature that tracks persons or vehicles)

(9 BOLO List - 30
i

GIVE ADDRESS OF 12330 OAK GROVE. HIS ACTUAL ADDRESS IS 18064 FERRY WC 3275,

=

Click the “Tools” button at top of CAD screen.

Choose “BOLO” from list.

3. When a name on a vehicle or a vehicle tag number is entered anywhere in CAD

and if a BOLO was entered with that information, an alert box will appear with

details of the BOLO.

From here you can choose to add, edit, or print BOLO’s.

To add a BOLO, click the add button, select the BOLO Type, enter Expire date,

and any other pertinent information in the text fields and reason text field.

> The User may also right click on a vehicle/people entry in the Active Call
tabs; click Create, then select BOLO.

N
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Hot List (Used for lost/found entries, road closures, burn permits, etc)

(3 Hot List Setup

File  Tools  Wiew

Location Start Date | End Date

Unit aw Tract EMS Tract

End Date

Camrunity Phone
Car

2]

Click the “Tools” button at top of CAD screen.

Choose “Hot List” from list.

From here you can choose to add, edit, or print the Hot List.

To add a Hot List, click the add button, select the Request Type, and any other

pertinent information in the text fields and comments text field.

> The User may also right click on a CFS; click Create from CFS, then
select Hot List Entry.

N =
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Phone List (In CAD rolodex)

P ——————————————————————————————————————————————————————————————
':'_;.-‘ Phone List

File  View

Department Primary Phone Extension  Cell Phone
SOUTHERM SOFTWARE 8008428190

Name Department

City State

150 PERRY DR SOUTHERN PINES o5aE7

Phore r Phone Faqwr E-Mail

LORRI BRUCE (TRAINER) (910) 635-0815

Click the “Tools” button at top of CAD screen.

Choose “Phone List” from list.

From here you can choose to add, edit, or print the Phone List.

To add a Phone List entry, click the add button, and enter pertinent information in
the text fields and comments text field.

el A
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Reports & Searches

@ Report List
—

1.4 | 2.0FS | 3 Unit| & Depatment| 5. Dispatoher |

Report Name Description

1. Reports- (can click blue button as well) hand coded reports which include: All,
CFS, Unit, Department and Dispatcher.

2. Search- (can click blue button as well) is used to search for any information
entered into CAD.
> Select from drop down list for categories.

> To search, select the appropriate criteria in the field list. The selected
criteria will be placed in the Search Criteria box to the right of the screen.
Click search or hit F12. Results will plot in the Search Results box at the
bottom of the screen.
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Security Checks

¥ security Check Setup - 09070 =181

File  Tools  iew

Murmber Location Start Date End Date -

t Date End Date

nmunity 11/30/2009 ~ il 12/20/2010 -
SPRINGOALE B = oo || © nt

TONTITOMR B | I

REP: MIKE JOHMSOMN

Tract Distric t
TONTITOMWIN bl ‘ *HESPECIAL ATTH MIGHTS AND WEEKENDS

Grid REF T THEFT

1. Security Checks- extra patrol entry. The user can enter a new entry here or can
right click on an active call and start a new Security Check from the call.
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Wrecker

1. Wrecker- User can create a wrecker call from here or view wrecker company
information and zones.

@ caD (Active CFS)

ile | Toals
BOLO

Debug (0FF)

Wrecker

Save Form Pasitions

2. Save Form Positions- Users can set up their CAD screens and then click save
form positions, which will retain those changes on future logins.
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Program Settings

APN (Address, Phone, Note History)

Search Criteria

Searchiode | SearchValue Mot.. | Or..

1. Click the “Tools” button at top of CAD screen.
2. Choose “Program Settings” from list.
3. Under “Program Settings” choose “APN”.
> Right click in search results box to add, edit or print an entry.
4. To search, select the appropriate criteria in the field list. The selected criteria will

be placed in the Search Criteria box to the right of the screen. Click search or hit
F12. Results will plot in the Search Results box at the bottom of the screen.

5. To add an APN, right click in the Search Results box, click the add button, and
add all pertinent information into the text fields.
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FMP (Fire, Medical, Premise)

N

Click the “Tools” button at top of CAD screen.

Choose “Program Settings” from list.

Under “Program Settings” choose “FMP”".

> Right click in search results box to add, edit or print an entry.

To search, select the appropriate criteria in the field list. The selected criteria will
be placed in the Search Criteria box to the right of the screen. Click search or hit
F12. Results will plot in the Search Results box at the bottom of the screen.

To add an FMP, right click in the Search Results box, click the add button, and
add all pertinent information into the text fields.

If a FMP is no longer needed, you may select the InActive box in the entry.
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Landmarks

':E:i Landmark Setup - 112 DRIYE IN

File  Wiew

Land Narme

112 DRIVE [N E

Jurisdiction Landmark Type C rmi Line Met

Street#  Dir Street Mame

o e — FATETTEVLLE

Prirr

Contact Type Contact Mame Alternate Phone

Click the “Tools” button at top of CAD screen.

Choose “Program Settings” from list.

Under “Program Settings” choose “Landmarks”.

You can view Landmarks by using the drop down box, or type in the Landmark
name in the drop down text box.

5. Landmarks can be created for businesses, schools, hospitals, and includes fields
for Landmark Types, Command Line, Contact Information, Notes, Alias Names,
Coordinates, Alarm Company Information, and Attachments.

PoNhRE
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