WEB-MCAP

Web - MCAP

Web-Based Manager of Community Alcohol/Drug Problems

USER MANUAL

VERSION 1.1
February 2009

KIT Solutions®, LLC
5700 Corporate Drive
Suite 530

Pittsburgh, PA 15237

Support@kitsolutions.net
1-888-600-4777




TABLE OF CONTENTS

Tips for USiNg the APPIICALION EfFECHIVEIY........cceeiiiiiiiiit ittt e et et e 2 b8 E e R R R R R AR e a0 e 0000 e e e e A bbbt et E et e e R e e e e e e 4
RECOMMENUEA COMPULET SEHINGS ....v.vvvevevetereteteteteeerererereseseseea e s e s et bbb st et et e s e sesesesesesesesesesesese e e e e e s s s a2 22 s s s st b b b e e e s b e b e R R e R e R e R e R e R e se s e e e e s s st bttt s et et et et et et e s e s enenens 4
APPIICALION NAVIGAIING ..+ veeeeteteteeites ettt sttt s bbbt 8828 b £ 58 h b0 £ 8 E b £ 8 H b E 88 E b E 8 E bbb £ 8 E b e bR bbb bbb bbbttt 5

IMEIIU TNTOIMLION ...t E 82 £ b0 £ 1 E A E e E £ bbb E bbbttt 6
=010 1o I = To TP 7
LISTING PAGES ...ttt £ €8 E R R b E £ E R R R R £ LR R b E £ AR R bR £ AR R b b £ £ AR b bR bbbttt 8
GO VIBW. ..k £ 218 E €8££ 8RR £ R R R R R £ e bR R bRt bbbt 8
SINGIE FOMM VIBW. ...ttt bbbk R 8888222 £ 08 £ £ £ £ £ bbb bR e R R R AR AR £ £ £ €4 £ 4 £ £ £ £ b £ bbb bbb bbb e AR ettt ettt e sttt 11
EOIE FOIMS <.t bbb E £ b £ E R R E AR R £ bR AR E AR b bbbttt 12
DA FIEIUS & BULIONS ...ttt bbb £ 58084 E b E £ R £ bbbttt 13
L0111 0T o oo OSSPSR 14
EQIt FOIM BULIONS ...ttt £ 8 81 £ 80 b £ €1 E e £ £ A bbb b bbb bbbttt 15
LYo [0 11To] 0T N2 4O TSSOSO PRP PP 15
FOIMAL BUIONS ...ttt bbb bbb £ ek e E b0 e b4 £ e R4 b e 8 £ b o8 e 4E o8 £ 4k oA £ e b e R £ 4 E e e e E e £ e E £ £ e b £ EeE e E e b £ £ e b £ E e R e EeE £ b e R £ A b e R £ b oA e e b e R e e b e st b e R e e b et e bt e b e e et e n et 15

0o LT o (10T [0 TSP PP PP PPPPP 16
FOTGOT YOUE LOGIN? ..ttt ettt E R a8 R e £ €€ 454545 £ £ £ £ bbb bbb e £ £ e R e b e R e R SR e A e A e e e £ £ £ £ 4 £ £ e £ 4 £ b £ b e b e b b e bbb bbb bt e b e n e ns 17
0L o= Vo T LT (o T LU o) TN =T 1T TSRS 17
SEIVICE ANMOUNCEIMENLS .....vvveiieesisetetsistsesese ettt tse s s bebss e s s beb s s e seEe b b e e e a8 R b b e £ 888 b e b 0084 R R b b £ £ e 1R E b £ 08 E e b £ 4R R b £ e R bbb £ e R bbb d bbbttt 18

System Setup — AAMINISITALION FUNCHONS .........ouiviireiititiiicet ettt bbbt 8 b £ £ 88 b b8 E £ 8 b8 h b s bbbttt 19
L3 LT T= T o T1 0 o S 19
RSt 117U K TP PP 20

CrEAMING 8 STAMUSET ACCOUNL ...ttt bbbt 8 b £ £ 8 £ £ 18 E £ £ A4 £ £ bbb bbbttt bbb bbb 20
EQIlING SEAIT ACCOUNES ...ttt bbbttt b et s s e s e s e se e e e e s 4424222 e st s bbb ettt bbb e b e b e b e R e R e R e A e Ae A e e e e e s s st s s e s b e s e s et et e b b et bbb bR e s e R e s e e e e e s 22
DEIBTING STAM ACCOUNES. ... ettt bbbt b R R et £ £ £ 4654 £ £ 4 £ £ £ bbb e bbb bbb £ e R a8 2R 4R e R A2 e e £ £ £ A8 £ £ £ £ bbb bbb b e bbb bbb n et nen 22

REPOMING ANU GIS SEBIVICES ...viviviriiiiiieiitsists e s ettt ettt s et e s s s s esese a1 e e e e e e s e e s s s s s e s R e s e s e R e R e R e R e R e R e ReReRe e 000020 e 20 e e et bbb bbb e b e R e R e R e R e R e R e e e e e e e e e s s st st 23

COMMUNILY TOUI REPOIING 1..cvvvvvviiiiietete ettt ettt es e e s et s 422 s 2 st b e bbb s e s s e s e s e s e s e R e s e R e s e s e e e s s s s s bbb 2222 s bbb e b s e b e R e R e AR e A e A e A e A e e e e e e s s bbbt bbb s bbbttt 23
DYNAMIC ASIPS REPOIS ...ttt sttt bbb e 28 b b £ 6888 E b b £ £ H e E b £ 40 £ L8 E b b8 £ 1 E e E b4 £ £ £ A E bbb £ A E bbbttt 23
RSt Lo S L TSR 24

0TI (o] =] 010 10 OSSP 25
STANAAIT REPOMS BUIIET.........ceeeeeii bbb 8 b £ E £ E £ 8 £ £ b bbbttt 26
SPECIAI REPOMS BUIIIET ... ..ttt b ettt bbb AR s a8 e s e s e s e e e e e s e s e s b 42 s 2R bbb bbb bR R AR AR e A e A e e e 0 e e s s s sttt bbbttt bt ettt r e 28
DYNAMIC QUETY BUIIIET ...ttt €2 €05 £ £ £ £ bbb bbb £ R a8 2R R R A2 £ £ £ £ £ £ £ £ bbb bbb bbb bbb s e s 29

L] 10 £ OO OO SO O SOT T OO T TO PP PR 32
O 0L 0110 T =T 0 TSP 32

MCAP User Manual 2 © 2009 KIT Solutions®



PIINENG OF SAVING REPOMS ......vvveteieteteteieseteeses ettt sttt e b et et be s e s ese s e s e s e s esesese e s s e 422222 s a2 s et b et s e b e b e s b e R e b e R e R e R e R e A e Ae s e e e e e s s e s s 2 e st e s e s b et et b e b e b e bR s e s e s e s e R e e e e s 33

T o T30 [=T 01 OO TSSOSO PRPRPPPPPTPON 34
SUM BY AUUIESS «..vveeeeti ettt s et e e et e 82 s s s s e s s s b s R R R e R a8 a8 a8 a8 e R a8 e e 0000 e e e s e 2 e 2O E R R R R R AR AR AR R e e OOt ettt bt bt s b et R sttt r e 36
0oL = Tl 1o YT TR 37
DEIELING TTACKING ATBAS...... . ieieeieiiiiittetetet sttt ettt bbbttt s s b bbb £ 8 E b b0 £ £ 8 E b b8 £ 8 eE e E b £ 4 £ 8 E b E 40 £ L8 E b b0 £ €1 E e E b4 £ £ £ A E e E bbb E bbbt h bbbttt 38
DISPIAY FRAIUIES ...ttt ettt s s e e et e et s s s s e s e s s e s e R e R e se R e e e e 00020 s 2 s £ b e e s bR R e R e R e R e R e R e R e RO R e e e OO e OO e R e AR R R R R R R R R R AR R R e e e s 38

N 141101512 OSSP 39
IMESSAGING BOAIT ...ttt bbb €888 £ h b b4 £ £ 58 E £ 1 b £ £ £ AR E e E e E £ £ LR E bR AR h bR b bbbttt bbb 39
L0 =T Lo WY Lo ToT: o ST 39
EItING 8 IMESSAGE ...ttt ettt bbbk E R AR e84 £ 45454 £ £ £ £ £ bbb bbb R R R R R e R e R AR LR e R e AL £ £ £ £ £ AR £ AR £ AR R £ bbb bbb bR bRt nn 40
DEIBLING @ MESSAYE ... ..ttt e e e et ettt s s s s e s e s e s e s e R e R e Rese e e e 0002222 e £ bbb s b e b O e R e R e R e R e R e R e R e Re R e e e OO e OO s s e AR R R R R R R R R AR R R e e s 40
EVEINES IVNAGE ...ttt bbbtk bbb b bRt bR bR bRt b b0 £ H R £ R E e R E e R4 b e AR e R e AR e AR oA AR AR oA AR R e R e R R E e R e R R R e R R e R R e R e R Rt R e Rt b e Rt bR e b et s 41
CIBALING BN EVENT ...ttt bbb £ 1 h b £ £ E b E £ £ 8 £h b £ £ A8 b 0 £ £ 16 b b E £ R E b £ £ A bbb bbbt b bbb 41
010 s LA T TSRS 42
DEIBLING @N EVENL ...ttt bbb R R R££££ £ £ 4645454 £ £ £ £ bbb e bbb bbb e £ e b £ e R e R e R LR e R e R e e e £ £ £ £ £ £ e £ £ e £ £ £ bbb bbb bbb R et nn 42

MCAP User Manual 3 © 2009 KIT Solutions®



TIPS FOR USING THE APPLICATION EFFECTIVELY

Recommended Computer Settings

Screen Resolution
You will get the best screen layout if you set your PC monitor settings to 1024 X 768 pixels or larger. If your screen resolution is smaller (i.e., 800 X 600 pixels), everything
on the screen will appear larger. But, if you use 800 X 600 pixels, you will have to scroll more both up & down and left & right to access all the data fields.

To change your PC monitor settings, right click on the Desktop background and select Properties. Next, click on the Settings tab and move the Screen Resolution scroll
bar to the right (towards “more”) to select 1024 X 768 resolution. Click the OK button at the bottom of the window to make the change effective.

Web Browser

The web browser supported by WEB-MCAP is Microsoft Internet Explorer (IE). Mozilla Firefox, Netscape, Safari and other browsers may not be supported by WEB-MCAP.
They may function but not to design specifications. We recommend users have the latest version of IE installed on their computer along with the updates provided by
Microsoft (which are released periodically).

Pop-Up Blocker

Modern computer security technology and usability features development have lead to pop-up blocking. Although this new feature of internet browsers, toolbars, and other

3rd party managing software blocks hazardous and annoying pop-ups, sites like WEB-MCAP require pop-ups to be able to function. If your pop-up blocker is enabled, there
is a possibility that WEB-MCAP may not function or appear properly. You should either disable the pop-up blocker while using WEB-MCAP (while remembering to enable it,
if desired, when not in WEB-MCAP) or create exceptions for the pop-up blocker. This is cumbersome, but may be easier than making exceptions to the pop-up blocker.

To create exceptions for the pop-up blocker, open your Internet Explorer browser window. Once the browser is open, click the top toolbar option “Tools” and then go to
“Internet Options”. After the “Internet Options” window is available, you will want to click on the “Privacy” tab at the top of the window. You will notice while on the “Privacy”
tab, at the bottom will be a section on Pop-Up Blockers. If your “Block Pop-Ups” checkbox is checked then click on the “Settings” button. You can now add the WEB-MCAP
link to the “Allowed Sites” list which the pop-up blocker will ignore when trying to block pop-ups from WEB-MCAP.

*Note: These are instructions for Internet Explorer 6.0 and may be different for other Internet Explorer version.
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Application Navigating

Computer Keys

While entering information into a form, several keys are helpful for moving the cursor from one information box (called a data field) to another. The table below summarizes

those keys:
Key Description
A% The Cursor
sy The TAB key
& _- Hold down the SHIFT key and then press the TAB key
on The Control (Ctrl) key

ﬁ Use the MOUSE by pointing and clicking to move the cursor

MCAP User Manual

Function

Points to desired location

Moves the cursor to the next data field
Moves the cursor to the previous data field

Enables blocked material to open (due to pop-up blocker)

Moves the cursor by pointing and clicking
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Menu Information

The Menu for the service is located across the top of the screen. Some Main Menu categories may be broken down into submenu categories to choose from. The Main
Menu categories list the main modules that are within the application. When a Main Menu category is selected a list of submenu categories will be displayed on the Landing
Page as links to access the modules. (For more information on Landing Pages, see the Understanding the Landing Page section.)

1. Main Menu

2. Landing Page
3. Submenu Category
4. Listing Page

Constant (unchanging). Available at all times.

Varies depending on which Main Menu category is selected. Displays the Submenu Categories.
Varies depending on which Main Menu category is selected.

Varies depending on which Submenu Category is selected.

Admin1 (00 )

[ Home] [ LogOff]

Reporting And GIS Services

Administration

3. Submenu

CUTTINUNIICY 1Ol neportinq

“iew the reports included in the Community Tour or create and save custom reparts.

Custom Reporting

“iew the reports included in the Community Tour or create and sa

Map Incidents

Here you can view all point and/or thematic data on the map.

Create Tracking Area

Creates custom Tracking Areas.

Reporting And G5 Services Administration Support
Community Tour Reporting | Custom Reporting | Map Incidents | Create & “<king Area
( Help
1. Main Menu .
srww Fage Info |

2. Landing Page and

3. Submenu Category list

(This is a screenshot displaying the Main Menu (1), a Landing Page (2) and a

Submenu Category list (3))

MCAP User Manual

Staff/User | Change Password | Messaging Board | Events Manager

[ Home] [ LogOff]

€

IOULEAKR.

§T0 add new staff, click the "Add" button located in th

iclick the "Select” button.

4, Listina Page

Click on any column heading to sort

Help

wsly created staff,

Hide Page Info'

Eirst Name Last Na:ue User 1D Default Permissions Status
Phillip Riser priser Staff Active
Tracy Morton tnorton User Active
Becky Mickles bnickles User Active
Mary Jones mjones User Active
Account Administrator ggpd Admin Active

1

(This is a sample screenshot displaying a Listing Page (4))
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Admin1 {00 ) [ Home] [ LogOff]
T A AR——
Adrmivtion ” Suppg t

=4 rting And .
BRI AT User currently logaed in

Community Tour Reparting | Custorm Heparting | Map Incidents | Creas <Kihg Area

)
(( Provider ID number elp

IOOLERR.

The top of the menu provides links to the H2M2 (Home) page and to Linkto Home page [

(Log Off) of the Service. The Provider ID number is listed as well as the user

. A ” View the reports included in the Cormmunity Tour or create and save custom Link to Log Off
currently logged into the KIT Prevention Service. Custom Reporting a

Community Tour Reporting

View the reports included in the Community Tour or create and save custormn reports.

Map Incidents

Here you can view all point and/or thematic data on the map.

Create Tracking Area

Creates custorm Tracking Areas.

Admin1 {00 } [ Home] [ LogOff]

Administration Support

Community Tour Reporting | Custom Reporting | Map Incidents \ Create Tracking Area

Reporting And GIS Services

Landing Pages ( 0
When first entering a module you may see a list of the categories associated with ( | e
that module. This is called a “Landing Page”. The Landing Page of a module 10RO UT TS UO SRS OT OIS TT ST SUTS USUTSROT O OTOT OISO USOTTOTOIONe Show Page Info.

provides a description of what can be done in that module as well as listing each
category as a link to the Listing Page and entry forms. (For more information on the

Listing Pages, see the Using the Listing Page section.) No data is entered on the Landing
Page.

Community Tour Reporting

View the reports included in the Community W =tcreate and save custormn reports.

Custom Reporting
View the reports included in the Cormmunity T) Submenu Cateqory link

Map Incidents
TO Open a Category Here you can view all point and/or theratic data an the map.

o Click on the Landing Page Submenu Category link. Create Tracking Area

Creates custorm Tracking Areas.

(This is a screenshot displaying a Landing Page.)
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Listing Pages
After selecting a category from the Landing Page you will see the “Listing Page”. When going into an area where a Listing Page is available, the service allows you to select
previously entered data to edit or view its content. No data is entered on the Listing Page.

o When viewing a Listing Page, all of the data is available for Searching. (See the Advanced Search section for more details on searching.)

There are two (2) types of Listing Pages:

1. Grid View
2. Single Form View

agapd ( GGFD ) [ Home] [ LogOff]

Reporting And GIS Services Administration

StafffUser | Change Password | Messaaing Board | Events Manager

Grid View: & Help
Th G d V d | h d i bl If i d ( i . ) gl iTo add new staff, click the "Add" button located in the lef-hand column. To view or edit a previously created staff,
e Grid View displays the data in tables. If entering data (versus viewing reports), iclick the "Se _ .
pr . . . . . . e i Select button Hide Page Info
specific pieces of data will be displayed within the Grid based on the fields within the BTy e T Cick om any column heading to sort
entl’y/edlt form. cirst Name Last Name User ID Default Permissions Status
[seleat| Phillip Riser priser Staff Active
o When first viewing a Listing Page, all of the data is available for Searching. Click o e R = —
the (Select) button to the left of the data you would like to edit/view. Seieot N njones User Active
. . . . . : — aae Numbers - -
« You will be taken to the entry/edit screen. This page will be in edit mode (all data el | L 9opd Admin Actie
. . . 1
fields will be open for data entry). Make any changes needed to the form. Click = — —
the (Save) button to save the changes. (This is a sample screenshot displaying a “Grid View" Listing Page.)

MCAP User Manual 8 © 2009 KIT Solutions®



Advanced Search

Each Listing Page includes a search feature which allows you to find a particular

record by clicking the (Advanced Search) tab and selecting
several variables. In addition, records are able to be sorted in ascending or
descending order by clicking on the column name (e.g., [ Eistiame ™ ¢ the top of the
table.

To begin using the Advanced Search feature:
1. Click the (Advanced Search).

There are two ways to use the search feature: 1) Choose From All or 2) Or Select a
Filter.

2. Select the @ Choose From All (Choose From All) radio button to see a list of all
of the data saved.

MCAP User Manual

Reporting And GIS Services

Staff/User | Change Password | Messaaing Board | Events Manager

Administration

[ Home] [ LogOff]

Help

'To add new staff, click the "A
iclick the "Select” button.

Advanced Search tab

L To view or edit a previously created staff,

Hide Pagelnfoi

| Advanced Search Click on any column heading to sort
First Name Last Name User ID Default Permissions Status
Select Phillip Riser priser Staff Active
Tracy Norton tnorton User Active
Becky Nickles bnickles User Active
Mary Jones mjones User Active
Selec] Account Administrator ggpd Admin Active
1

(This is a sample screenshot displaying a “Grid View" Listing Page.)

aapd ( GGPD )

Reporting And GIS Services

Staff/User | Change Password | Messaaing Board | Events Manager

[ Home] [ LogOff]

Administration

‘To
iclick the

Choose From All

<tton.

Help

ted in the left-hand column. To view or edit a previously created staff,

Hide Pagelnfoi

(%) Choose From All C Or Select a Filter

o)

Click on any column heading to sort

Eirst Name Last Name User ID Default Permissions Status
Phillip Riser priser Staff Active
Tracy Norton tnorton User Active
Becky Mickles bnickles User Active
Mary Jones mjones User Active

Account Administrator ggpd Admin Active

(This is a sample screenshot displaying the Advances Search fields with Choose From All selected.)
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3. The @ Or Select a Filter (Or Select a Filter) radio button allows you to limit

search results. To change the search filters, first click the @ Or Select a Filter (Or

Select a Filter) button. Then, click on the black arrow at the right-hand side of
the dropdown fields and select an option. Once the three filters have been

selected, click the |=2] (Go) button to see the search results.

4. The three search filters are used in the following method:
a. The first search filter will display the search categories to select from.

b. The second search filter allows you to select how you would like to filter
the search results.

c. The third search filter is the search criteria (i.e, 10/23/08 as a date of
service).

MCAP User Manual
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agagpd ( GGPD ) [ Home] [ LogOff]

Reporting And GIS Services

Staff/User | Change Password | Messaning Board | Events Manager

Administration

{ Help
TULL T iTo add new staff, click the "Add"” button OI’ SeleCt a Flltel' r edit a previously created staff.
iclick the "Select” button. :
: Hide Page Info |

Advanced Search

(O Choose From All () Or Select a Filter

|Defau|t Permissions M| M

Go button

(This is a sample screenshot displaying the Advances Search fields with Or Select a Filter selected.)

Reporting And GIS Services

Staff/User | Change Password | Messaaing Board | Events Manager

aapd ( GGPD ) [ Home] [ Log Off]
Administration

' Help
TUuL s iTo add new staff, click the "Add" button located in thp-lafthand column Taviouraradit anecuiqusly created staff,
icllckthe Select” button. SearCh Filters ide Pa elmoi

Advanced Search

) Choose From All %) Or Select a Fil* .

|First MName M| Choose From M| Becky M

(This is a sample screenshot displaying the Or Select a Filter search filters.)
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5. Once you have clicked the @ Choose From All (Choose From All) radio button or
used the ® Or Select a Filter (Or Select a Filter) option, you will see a list of
data. Click the (Select) button next to the line of data that represents the
data to be viewed or edited.

6. After you click the (Select) button you will be taken to the Edit Form. (For
additional information on the Edit form, see the Edit Form section.) This page will be in Edit

mode. Make any changes needed to the form, if applicable. Click the
(Save) button to save those changes.

Single Form View:

The Single Form View is used when the data entered is updated periodically. Only
one form is available and edited. The Single Form View displays the fields on the
Edit Form. (See the 3. Edit Form section for details on the Edit Form.)

MCAP User Manual 11

[ Home] [ LogOff]

Reporting And GIS Services Administration

Staff/User | Change Password | Messaning Board | Events Manager
" Help
‘it | To add new staff, click the "Add” button located in the left-hand column. To view or edit a previously created staff,
iclick the "Select” button. :
: Hide Page Info

Click on any column heading to sort

(O Choose From All () Or Select a Filter

Select button
V Choose From V Becky v

A—
First Name Last Name User ID

Becky Mickles bnickles | User Active

Search results

Default Permissions Status

(This is a sample screenshot displaying the search results.)

[ Home] [ LogOff]

Community Tour Reporting | Custom Reporting | Map Incidents | Create Tracking Area

Reporting And GIS Services

D )
Administration Support

Size:

Show Static Maps

Gen
= Major Highways
— Highways

3 warers

[] park

[] mirport

— Streets

Small [w 3 Genersl Identifty (O Fan (O Zoom cut (O Zoom In

eral Layers

(This is a sample screenshot displaying a “Single Form View” Listing Page.)

© 2009 KIT Solutions®



aapd ( GGPD ) [ Home] [ LogOff]
Reporting And GIS Services Administration
Staff/User | Change Password | Messaging Board | Events Manager
Edit Forms
& B
The Edit Form contains the fields for entering and editing data. The buttons for \ — : : new
. . . . . . . leeligilis ) Fach site is allowed one (1) Service Administrator and four (4) Users. To track staff hours, all other staff must be
saving, cancelling, deleting, printing, and in some cases, adding and editing, are {input into the senice and be identifisd under Permission Default as Staff. The Status for all staff should remain
available at the top right of the page. (See the Data Fields & Buttons section for additional  Actver Uil that staff members o fonger employed at he user ste Hide Page info.
details on the function of these buttons.) ~ flsae || * Indicates Requred Field
General Information
e If you clicked the (Add) button to enter new information into a form, the Salutation Please Select [v]
Edit Form data fields will be blank. First Name* Last Name*
e When selecting the (Select) button to view existing data, the Edit form data Permission Default Please Select |v|
fields will display the data entered/selected previously. These fields may be Title* Status* | Active |v]
modified, if needed. Second Language Please Select [v]
Start Date { mmiddlyyyy )

(This is a partial screenshot displaying a blank Edit Form.)
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Data Fields & Buttons
In WEB-MCAP there are several fields, boxes, and buttons that are used to collect, store, print, organize and delete data. Here are some examples:

Type Preview / Description

Text Field

(aka ‘Text Box) (fill in the blank)

Drop Down Menu j

(aka Pull Down Menu) (select one)

Buttons Add See the Edit Form Buttons section or the Additional Buttons section for additional buttons used within WEB-MCAP
Remove

Radio Button ® selected © not selected

Check Boxes selected [ not selected

First Name"* A yellow field and an asterisk denotes a required field

2 Denotes a Note with more information regarding the field.

) Calendar Icon (See the Calendar Icon section for additional details.)

! Indicated that a required field was missed at the time of saving.

Entering data into WEB-MCAP can be made easier by using the “Tab” key on the keyboard. The “Tab” key advances the cursor to the next data field. You can go from the
current field to the previous field by holding the “Shift” key and pressing “Tab” (Shift + Tab). You can also navigate through the fields by using the mouse.

If a required field does not have data entered into it and you try to save the form, you will receive a message that informs you of the field vacant of data and you will not be
able to save that form until that field has data. Some or all of the fields may be required in order to save the form. Those fields that are required are bold and with an
asterisk next to the field name.

Tips

o Allthe fields with an asterisk (*) are required fields. These must have a value entered before the record can be saved.
e You can type an identifying letter of an item in a dropdown list and the first selection beginning with that letter will appear in the box.
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Calendar Icon

The &= (Calendar Icon) is used to enter a date into Date fields.

1. Click on the &= (Calendar Icon) to open the Calendar feature. A new window
will open.

2. Select the month from the first dropdown list.
3. Select the year from the second dropdown list.

4. Select the date by clicking on the appropriate number displayed within the
calendar.

5. Once a day is selected, the window will close and the date will appear within the
Date field.

MCAP User Manual

Month dropdown list
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Date

December | 20038 |

December 2008

() —

(AR
() —

R e
[ —

[ = e
[ TSy

= |~4 = e
[ TSy
[} [mi] — -
[ TSy
(=} ul r-a Icn
(T =
-1 i (o]

|m
oo
|m
=]
|L-c-
=]
L
fard

(This is a screenshot of the Calendar.)

Year dropdown list
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Edit Form Buttons
Information is entered and edited through the Edit Forms. The table below summarizes the buttons used to enter/edit information into an Edit Form.

Add

Save

Delete

Cancel

Must be pressed first to add new information to a form

Adds the information on the form to Web-MCAP

Removes the information currently on the form from Web-MCAP

Cancels the Add or Edit without saving any information entered.

Done

Additional Buttons

Each page within the WEB-MCAP offers additional help to the user. Click on one of the icons to receive the help needed.

Help

Create Report

<< Back

Next ==

Select

Format Buttons

il

X

Returns you to the Listing Page

Provides user manual help specific to the submenu category. Includes step by step instructions for adding, editing and deleting.

If a form has multiple pages for data entry, this button allows you to return to the previous page of the form.

If a form has multiple pages for data entry, this button allows you to move on to the upcoming/next page of the form.

Opens the information in the enter/edit form for viewing or modifications

Opens the selected report as an Adobe PDF document.

Opens the selected report as a Microsoft Word document.

Open the selected report as a Microsoft Excel spreadsheet.

MCAP User Manual
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Generates a report or chart. Will open report/chart in a new window. May also be displayed as “Create Chart” or “Create Query”.

© 2009 KIT Solutions®



LOGIN PROCEDURE

Connect to the Internet using the Internet browser. In the Address (Location) box, type in the following address and press enter:

Live Data: Training Data:

http://demo.kithost.net/orangeco

Web-Based Manager of Community Alcohol/Drug Problems

¢ Web - MCAP

TOOLERR Web-Based Manager of Community Alcohol/Drug Problems

((r Powered by KIT Solutions
1

1. Type the login name provided by your acting administrator in the User ID* field. N~
2. Type the password in the Password* field. ]
Server Maintenance
H Login 1 i y
3. Click the [esn | (Login) button. Login to get started! e optito 440
User ID” =T
To log out of the application, click the XS KYiB] (| ogOff) link in the upper right hand Password" Server Ifaintenance
corner. Eré:TSUn[Ia:.-' 2/15/2009 10PI to 44N
Loqin button O Server Maintenance
; Maormal Maintenance
Forgot your login? Click Here or contact theSenice Administrator at on: Sunday 315/2009 10PM to 444
your site. EST ’
Mew users may want to visit the Support Site
Server Maintenance ]
<] 2]

(This is a screenshot of the Login page.)

Tips

e The User ID IS NOT case sensitive.

e The Password IS case sensitive.

o |f you make a mistake entering the login information, use the (Reset) button to delete what was entered.
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Forgot Your Login?

If you are unable to log into Web-MCAP due to forgetting your UserID or Password,
you can retrieve this information by clicking the link next to Forgot your login?

Once you click the link, you will be asked to enter your email address.

Click the (Request) button. You will receive a reply with your login
information as long as the e-mail address entered matches the email address
provided in the Staff/User module.

Foraot Your Loain link

Fargot your login? Click Here ar cantact the Serice Administrator at your site.
Mew users may want to visit the Support Site

Email Address®

| Request
Request button L

Tips

e You will not be able to use the Forgot Your Login? feature if you are not registered within the system.

Low-bandwidth (dial-up) Version

By clicking this box, Web-MCAP will remove all pictures, allowing the system to load
more quickly.

MCAP User Manual
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Login to get started!

User ID*

Password®

. 11
_Login ) v bandwidth checkbox

Low-bandwidth (dial-up) Version []
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Service Announcements

The Service Announcements that are located on the Login Page are there to notify
users that the Service is receiving any necessary server updates. The Service may
be down for a short period of time which means you will not be able to log into the
Service at that time.

Server Maintenance typically occurs once a month.

MCAP User Manual
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Web-Based Manager of Community Alcohol/Drug Problems

k

TOOLERR

Web - MCAP

Web-Based Manager of Community Alcohol/Dru

g Problems

(4 Powered by KIT Solutions

N

Login to get started!

User ID*

Paeeisrord®

Service Announcement

Low-bandwidth (dial-up) Version []

Forgot your login? Click Here or contact theService Administrator at
your site.
New users may want to visit the Support Site

[( ] 1l

»

Sarver Maintenance

Mormal Maintenance L
on: Sunday 1/18/2009 10PM to 44K ~
EST

Server Maintenance

Mormal Maintenance

on: Sunday 2/15/2009 10PM to 441
EST

Server Maintenance

Marmal Maintenance

on: Sunday 3/15/2009 10PM to 4AM
EST

Server Maintenance

IOk
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SYSTEM SETUP — ADMINISTRATION FUNCTIONS

Change Password

The Change Password module allows the user to change this default password which ensures secure access to county/provider information. The Change Password module
also allows the user to change the password on the account they are currently logged into.

Admin1 (00 ) [ Home] [ LogOff]
Feporting And GIS Services Adrinistration
Stafffuser | Change Password | Messaging Board | Events Manager
1. Click Administration from the Main Menu. ((
2. Click Change Password from the Administration Submenu. , Help
. HEESHE L Change the current user's password :
3. Type in the New Password. ... |ludePageifo
| Save | ]
4, Re-type the password in the Confirm New Password field. New Password
5. Click the (Save) button from the left toolbar. Confim Hew Password
Save Button
(This is a screenshot of the Change Password Edit Form.)
Windows Internet Explorer
. . o e 5 Fully changed.
a.  You will receive a confirmation message indicating that the password has ! \ eSSl ehangs
been changed successfully. Click the (OK) button. OK Button
0K
(This is a screenshot of the confirmation message.)
Tips

e |tisimportant to remember that passwords are case sensitive.
e Passwords can be any combination of letters, numbers and/or characters.
e Passwords do not expire; however, it is a good idea to change your password every 3 months for security purposes.
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Staff/User
Creating a staff/user account enables users to set up and view their own personal reports and mapping areas within the application.

Creating a Staff/User Account

w

Click Administration from the Main Menu.
Click Staff/User from the Administration Submenu.
Click the (Add) button from the left toolbar.

If desired, select a Salutation from the dropdown list.
Type in the staff member’s first name in the First Name* field.
Type in the staff member’s last name in the Last Name* field.

Select the level of permission for the staff member from the Permission
Default* dropdown list.

a. Admin permissions should be given to staff members that are acting as
the primary contact for Web-MCAP.

b. User permissions should be given to staff members that log onto Web-
MCAP and enter data.

c. Staff permissions should be given to staff members that provide
prevention services but may not do data entry.

8. Type in the staff member's title in the Title* field.
9. The Status* will default to Active.

a. Active: currently on the staff of the county/provider.
b. Inactive: no longer on the staff of the county/provider.

10. The Second Language and Start Date fields are optional fields. If you are

entering a Start Date, use the following format: mm/dd/yyyy.
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Admin1 {00 ) [ Home] [ LogOff]

Reporting And GIS Services

Administration

StaffiUser |

Change Password | Messaging Board | Events Manager

.

Add Button

Help

IOOLERR

4 add new staff, click the "Add" button located in the left-hand column. To view or edit a previously created staff,
iclick the "Select” buttan.

m . Hide Page Info !
| Advanc h Click on any column heading to sort
First Name Last Name User ID Default Permissions Status
Accaunt Administratar Adrmind Adrnin Artive
1
(This is a sample screenshot of the Staff Listing Page.)
Admin1 {00 } [ Home] [ LogOff]
Reporting And GIS Services Administration
Stafffliser | Change Passward | Messaging Board | Events Manager
( Help

OOLERR

Cancel [

Save

‘Each site is allowed one (1) Serice Administrator and foor (4) Users. To track staff hours, all other staff must be
iinput into the service and be identified under Permission Default as Staff. The Status for all staff should remain

“Active” until that staff member is no longer employed at the user site. ]
Hide Page Info |

* Indicates Reguired Field
General Information
Salutation Please Select |+
First Name® Last Name®
Permission Default® Please Select |+
Title* Status® Active |
Second Language Please Select | v

Start Date ¢ mmiddiynney

(This is a partial screenshot of the Staff Edit Form.)
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9. Enter the staff member’s Login Information.

a. The User ID* will be the login name used by the staff member. This is
automatically created after saving. The User ID is always the first letter

of the user’s first name and the full last name with no spaces in | Login Information
betWeen. User ID¥ (created automatically) lzj Password*
b. The Password* field is where a temporary password is created for the (This is a partial screenshot of the Staff Edit Form.)

staff member and can be any combination of alpha or numeric
characters. This password will be used along with the User ID to log
into Web-MCAP. Once a user logs in, they can use the Change
Password area to change the password to one of their liking.

Tips
e Passwords can be any combination of letters, numbers and/or characters.
e Passwords are case sensitive.

e Ifthe staff/user has a hyphen or a space in the last name, the User ID will include the hyphenation or space. For example: Tiffany Williams-Pitt would have the User ID of twilliams-pitt.
Georgia Von Helsing would have the User ID of gvon helsing.

Demographic Information
Gender Please Select |v
Race/Ethnicity Please Select v

10. If desired, enter in the Demographic and Education Information.

Education Information

11. Enter in the staff member’s work telephone number in the Work Phone* field. Degree Please Select  |v
12. Enter in the staff member's email address in the Email* field. Field of Studyso charscirs ms
13. Once all information has been entered, click the (Save) button from the ContactInfermation
left toolbar. If you do not want to save any changes, click the (Cancel) Wm“";-'e' (T
button. Email* (2

Fax { )

(This is a partial screenshot of the Staff Edit Form.)

Tips

e If there is no Email for the staff member, type “none” or “n/a” in the blank field. However, without an email address, the user will not be able to use the automated “Forgot your login?”
procedure located on the login page. The user will have to contact their administrator directly.
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aapd ( GGPD ) [ Home] [ LogOff]

Edltlng Staff ACCOUﬂtS Reporting And GIS Ser\.iices Administration
Staff/User | Change Password | Messaging Board | Events Manager
1. Click Administration from the Main Menu.
2. Click Staff/User from the Administration Submenu. (( . Help
3. From the Listing Page, select the staff member that you wish to edit by clicking B () Select Button  thetfefand column. To viow or ot a peously eroated sl |
the (Select) bUttOn E""":I'.'."" PP (-:ii-c-knﬂ-n-;a-n-y; -C-D-|;_I-I’T-1;"I- ;ﬁﬁi
e " ) e 9
Ié\lcc;ttz.tlrl: éhr(; :rtT?gfeTember does not appear within the grid, use the Advanced Search feature to i = ':h:::e > s;i::rme % e ;::iﬁions ﬁ
4. The staff member will appear in the edit mode. Tracy Norton tnorton User Active
5. Make any changes needed to the form. — — o — —
6. Click the (Save) button from the left toolbar. If you do not want to save 1 Select Account Administrator 99pd Admin Active

any changes, click the (Cancel) button.

(This is a sample screenshot of the Staff Listing Page.)

Admint (00 ) [ Home] [ Log Off]

Administration

Deleting Staff Accounts
1. Click Administration from the Main Menu.

Reporting And GIS Services

Staffillser | Change Password | Messanging Board | Events Manager

2. Click Staff/User from the Administration Submenu. ((
. . P 4 Help
3. From the Listing Page, select the staff member that you wish to delete by clicking FELTD | Bt i e it 613 e Aeimictratar and four (8) Users. To track stafl hours, al ther ctaff must be

Permission Default as Staff. The Status for all staff should remain

H Delete Button

the (Select) button.

L . amployed at the user site. _
*Note: If the staff member does not appear within the grid, use the Advanced Search feature to e Hide Pade Info,
locate the member. AME * Indicates Required Field
Delete "l General Information

. The staff member will appear in the edit mode.
5. Click (Delete) from the left toolbar.

a. Clickthe (OK) button when asked “Are you sure...?". If you do
not want to delete this staff member, click the (Cancel) button.

Salutation Please Select v

(This is a partial screenshot of the Staff Edit Form displaying the Delete button.)
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REPORTING AND GIS SERVICES

The Reporting and GIS Services module provides GIS and Reporting Services. You can also create custom rectangular tracking areas.

Community Tour Reporting

Allows users to view the reports included in the Community Tour or create and save custom reports. There are two (2) categories under Community Tour Reporting:

Dynamic ASIPS Reports and Static ASIPS Reports.

Tips

e |f you have a pop-up blocker on your computer, hold the control (CTRL) key down on your keyboard while selecting any button used to view the report (e.g., Show Report, PDF button,

etc.).
e Forinstructions on printing or saving a report or chart, see Reports.

Dynamic ASIPS Reports

The Dynamic ASIPS Reports tab will allow you to view the ASIPS reports and charts
through specific parameters, such as a Reporting Period.

1. Click Reporting And GIS Services from the Main Menu.

Click Community Tour Reporting from the Reporting And GIS Services
Submenu.

o

SEICTMRUEREl [ Bynamic ASIPS Reporis
Select the reporting police department from the Reporting PD* dropdown list.
Select the Reporting Period* from the dropdown list.

From the Description column, browse the report list for the report or chart you
would like to view.

7. Select the report/chart you would like to view by clicking the format button to
right of the report name.
*Note: For further information on the format buttons, see Additional Buttons.

8. A new window will open displaying the report/chart you selected.

9. To close the open window, click the X! in the upper right-hand corner.

o o~ w
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Admin1 {00 } [ Home] [ LogOff]

Reporting And GIS Services

Administration Support

Community Tour Reporting | Custom Reporting | Map Incidents | Create Tracking Area

K Dynamic ASIPS Reports
P ey scanned an dynarmic ASIPS rep tab :
: Hide Page Info |

Static ASIPS Reports

Reporting PD* Garden Grove V
Reporting Period® | Q1 2006 V

Description Report Type Report Chart

Alcohal Specific, Drug Specific, and Total = [
AOD Arrests Problem Groups

ﬁlfﬁ:izlén[t];ugs, and Total AQD Invabiement Problam Groups @ ‘il

Problem-Groups by ADD Invalvement in il ot [
Events / Amests Froblem Groups @ @

(This is a partial screenshot of the Dynamic ASIPS Reports Listing Page.)
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Tips

e Ifthere are no format buttons available for a specific report or chart it means the report or chart currently does not exist.

Static ASIPS Reports

The Static ASIPS Reports tab shows all of the ASIPS reports scanned into the

application. These reports are available in Adobe .PDF. :
Reporting Period: | 2005 FY |+

1. Click Reporting And GIS Services from the main menu. 2005 ASIPS/GIS Community Tour: City of Newport Beach (rev. 08/21/2006) Rep (57.78 ws) )
2. Click Community Tour Reporting from the submenu. Z'::ijf“""’"“ iTC T: ::: %
3. Select the tab entitled EESEEIEEIEILEIIIINA (Static ASIPS Reports). Newport Beach Highlights Wi resue B
4. Select the Reporting Period from the dropdown list. MAPS Tab (235 uE)
5. From the report column, browse the report list for the report you would like to view. Newport Beach Area 1 @iz @
6. Select the report you would like to view by clicking the #1 (PDF format) button to (This is a partial screenshot of the Static ASIPS Reports Listing Page.)

right of the report name.
A new window will open displaying the report you selected.
8. To close the open window, click the Xl in the upper right-hand corner.

~
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Admint {00 ) [ Home] [ LogOff]

. Reporting And GIS Services ‘mm
Custom Reportlng Comrmunity Tour Reparting | Custom Reporting | Map Incidents | Create Tracking Area
You can re-create all of the ASIPS reports or other combinations of variables through &
the Custom Reporting area. There are three (3) categories under Custom Reporting: K . Helb_
Standard Reports Builder, Special Reports Builder, and Dynamic Query Builder. R e Add button o Yeables: Also, you can uss the dynami |
] i ]
1. Click Reporting And GIS Services from the main menu. i Hide Currert List
. Click Custom Reporting from the submenu. L L
3. Click the (Add) button from the left toolbar.

(This is a screenshot of the Custom Reports Listing Page.)

Admin1 (00 ) [ Home] [ LogOff]

‘ Reporting And GIS Services H Adrinistration Support

Community Tour Reporting | Custom Reporting | Man Incidents | Create Tracking Area

4. Selectthe type of custom report you would like to create by clicking on one of k
the tabs tanda ports and also any other combination of variables. Also, you can use the dynamic query builder to retrieve

(Standard Reports Bwlder)

al Reports Builde (SpeC|aI Reports Builder), and B TEEETEENEE
(Dynamlc Query Builder). [ o] Opened ta R—
(Instructions for each custom report will follow.)

5. Click the (Done) button at anytime to return to the Create Custom
Reports Listing Page.

Done button specify.

tide Page Info !

Click on the report type tab you wish to cp e

Special Reports Builder Dynamic Query Builder

Reporting PD™ Garden Grove |v

Event Location* -- Please Select an Event Locaton - |+

Calendar Year -- Please Select Report Period -- |+

(This is a partial screenshot of the Custom Reports Page.)

Tips

e If you have a pop-up blocker on your computer, hold the control (CTRL) key down on your keyboard while selecting any button used to view the report (e.g., Show Report, PDF button,
etc.).

e For instructions on printing or saving a report or chart, see Reports
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Standard Reports Builder

The Standard Reports Builder will allow you to recreate the ASIPS reports by
specifying what criteria you would like to view.

1. From the Create Custom Reports screen, select the tab entitled

Reports builde

(Standard Reports Builder).
2. Select the reporting police department from the Reporting PD* dropdown list.

3. Select the location the incident took place from the Event Location* dropdown
list.

4. Select the time period you would like to view by selecting the Calendar Year
from the dropdown list or selecting the Beginning Date* and Ending Date* from
the @ (Calendar Icon).

For instructions on using the B, see Calendar Icon section.

5. Select the type of incident you would like to view from the Incident Group*
dropdown list.

6. Select what you would like to view from the AOD/Drugs/Alcohol* dropdown list.

7. Select how you would like the incidents grouped from the Grouping Type 1*
dropdown list.

8. If you would like to further group the incidents, select from the Grouping Type
2* dropdown list.

9. Select the ‘Loud Parties’ Factor* by clicking the correct © (radio button).

10. Select the ‘Minor’ Factor* by clicking the correct © (radio button).

11. Select the ‘DUI’ Factor* by clicking the correct @ (radio button).

12. Select the ‘Domestic’ Factor* by clicking the correct @ (radio button).

13. Enter a short description to identify this report in the Title* field.

14. Click the | | (Create Report/Chart) button to create the report.

Create Report/Chart

MCAP User Manual

Administration Support

Reporting And GIS Services

Community Tour Reporting | Custom Reporting \ Map Incidents | Create Tracking Area

i Help
pisili | Yoo can re-create all of ASIPS . 5 Also, you can use the dynamic guery builder to retrieve
|ASIPS data by any condiion y otandard Reports Builder .

] tab

Hide Page Info !

Click on the report type tab you wish | _<feate.
dard R s Build

Special Reports Builder Dynamic Query Builder

Reporting PD* Garden Grave | v

Event Location® - Please Select an Event Locaton - |»

Calendar Year

- Please Select Report Period -- |+

Begin Date* B End Date* )

(This is a partial screenshot of the Standard Reports Builder.)

Incident Group* -- Please Select an Incident Group — v

AOD/Drugs/Alcohol* - Please Select AOD/Drugs/Alcohol - |+ |

Grouping Type 1* - Please Select Grouping Type 1 - |v |

Grouping Type 2* -- Please Select Grouping Type 2 -- v:

‘Loud Parties’ Factor* @ Include O Exclude

‘Minor’ Factor* O Winor C Non-Minor & Not A Factor
'DUI" Factor* O DUl & Non-DUI & Not A Facter
‘Domestic’ Factor O Domestic O Non-Domestic & Not A Factor

Title* (for search purposes only)

Create Report/Chart
button

| Create Report/Chart ;

(This is a partial screenshot of the Standard Reports Builder.)
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15. If you would like to view the report/chart, select one of the format buttons. Format buttons

*Note: For further information on the format buttons, see the Additional Buttons section.

16. If you would like to edit the report to modify the fields, click the

Save Selection button

: - \ Y.
(Edit Selectlgns) button. | e B
17. If you would like to save the report for later use, click the (Save
Selections) button. (This is a partial screenshot of the Standard Reports Builder.)
18. Click the (Done) button at anytime to leave the Standard Reports
Builder.
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Special Reports Builder

1. From the Create Custom Reports screen, select the tab entitled
(Special Reports Builder).

2. Select the report you would like to view from the Choose Category* dropdown
list.

3. Select the location from the Reporting City* dropdown list.

4. Select the time period you would like to view by selecting the Calendar Year
from the dropdown list or selecting the Beginning Date* and Ending Date* from

the &= (Calendar Icon).
For instructions on using the =, see Calendar Icon section.

5. Select the type of incident you would like to view from the Incident Group*

dropdown list.
*Note: Not all reports require this field to be selected.

6. Enter a short description to identify this report in the Title* field.
7. Click the (Create Report) button to create the report.

8. If you would like to view the report/chart, select one of the format buttons.
For further information on the format buttons, see the Additional Buttons section.

9. If you would like to edit the report to modify the fields, click the
(Edit Selections) button.

10. If you would like to save the report for later use, click the (Save
Selections) button.

11. Click the (Done) button at anytime to leave the Standard Reports
Builder.
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Click on the repart type tab you wish to create

Standard Repaorts Builder Special Reports Builder

Clear

Choose Category* | Please Select a Report -

Garden Grove

Reporting City*

Calendar Year

‘-- Please Select Report Period -- [V]

Begin Date* EE%) End Date*

Title tter zearch purpeoses only)

Create Report

Create Report button

Dynamic Query Builder

Special Reports Builder
tab

(This is a partial screenshot of the Special Reports Builder.)

Format buttons

Edit Selection @

Save Selection

Save Selections button _I ‘

(This is a partial screenshot of the Special Reports Builder.)

© 2009 KIT Solutions®



Dynamic Query Builder
Here you are able to create and customize a report using any conditions you specify.

From the Create Custom Reports screen, select the tab entitled
Dynamic Query Builde (Dynamic Query Builder).
Select a Data Source from the dropdown list.
a. Select whether you want the Data Source to be Distinct or Non-Distinct.
Enter a short description of the report in the Title* field.

Select the fields (columns) that you would like to add to your report from the
Available Fields column by clicking on the field name and clicking the
[ sures>  [(Add Field >) button to move it to the Selected Fields column.
*Note: If you would like to include all fields within your report, select the T —samrez==—— (Add All
Fields >>) button.
a. Toremove a field from the Selected Fields column, select the field name
and click the | | (< Remove Field) button.
*Note: If you would like to include all fields within your report, select the [<=remeennes ]
(<<Remove All Fields) button.
Once all of your chosen columns are in the Selected Fields column, you can put
them in order of how they will be viewed in the report. Click on the field name
and then use the following buttons to put your fields in order:

< Remove Field

Move Field Up Moves the field up one level.

Move Field Top

Moves the field to the top of the list.

Moves the field down one level.

| |
| |
| Move Field Down |
| |

Move Field Bottom

Moves the field down to the end of the list.
Click the (Next >>) button.
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Reporting And GI5 Services

———

drninistration Support

Community Tour Reparting | Custom Reporting | Map Incidents | Create Tracking Area

Title:*

= Done button

Click on the report type tab you wish to create
Standard Reports Builder

Data Source: Incidents V C Distinet & Mon-Distinct
Step 1: Select fields to be viewed/exported.

Dynamic Query Builder

Special Reparts Builder

Help

tab

thow Page Info '

Showy Current List

(This is a partial screenshot of the Dynamic Query Builder.)

Available Fields:

Selected Fields:

Age

Age Group
Alcohol

ALIAS

ADD

AOD Code
Arrests

CAD Code

CAD Description
Domestic

Drugs

DUT

Ethnicity

Event Date
Gender
Georoded Address
Location Ciky
Minor

Problern Group
Reporting City
Setting

Select Fields...

Offence Description

A Add Field >

Add All Field >

< Remove Field

<< Remove All Fields

Move Field Up

Move Field Top

Move Field Down

Move Field Bottom

-<< Back | Next >

Next >> button

(This is a partial screenshot of the Dynamic Query Builder.)
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7. Create your rule by selecting a field from the Available Fields column.
8. Select one of the buttons to create your rule.

Is equal to...

Is not equal to...

Is not like...

Is null...

|
|
| Is like...
|
|
|

Is not null...

9. Determine whether your filter will be using a Value or Another Field by selecting

Is the same as the information selected

Is not the same than the information selected
Is similar to the information selected.

Is different than the information selected.
View no information for this field.

View all information for this field.

the appropriate @ (radio button).

10. Determine whether your filter will be using the AND Rule or OR Rule by selecting

the appropriate @ (radio button).

11. A dropdown list or an blank text field will appear depending on what button you

selected above. Select or fill in the appropriate information.
12. Click the (Add Rule) button. Your rule will appear in the box.
a. To reset your rule click the (Clear/Restart) button.
b. To delete your rule click the (Delete Rule) button.
13. Click the (Next >>) button.
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Available Fields:

Drugs

(a8

Ethnicity

Event Date
Gender

Geocoded Address
Location Ciky
HMinar

(Offence Description
Problem Group
Reparting City
Setting

Setking Group
Tirme Range

kad Is equal to...

1s not equal to...

Is like...

Is not like...

Is null...

Is not null...

:v: & The Value(s) O Anather Field

o

@ anp rule O oR Rule

(AND) Filter where [Drugs] is equal to, the value{s): ...

Current SOL Statement:

SELECT [Age], [Age Group], [Alcohol] FROM [Incidents]

Add Rule

Clear / Restart

Delete Rule

Add Rule button

Next >> button

(This is a partial screenshot of the Dynamic Query Builder.)
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14.

15.

16.

17.

18.

19.

If you would like to sort by rows select your fields from the Available Fields
column, use the buttons to move them into the Selected Fields column and to
place them in the correct order, and select the appropriate button to indicate
whether you would like the field in Ascending or Descending order.

Click the (Create Query) button to create the report.

*Note: If you wish to make any changes prior to creating the report, click the [===1(<< Back)
button.

If you would like to view the report, select one of the format buttons.
*Note: For further information on the format buttons, see Additional Buttons.

If you would like to edit the report to modify the fields, click the (Edit
Query) button.

If you would like to save the report for later use, click the (Save
Query) button.

Click the (Done) button at anytime to leave the Dynamic Query Builder.

Tips

You will only be able to filter a small amount of fields at a time.

Available Fields:
fge

Age Group
Alcohol

ALIAS

CAD Descripkion
Darmestic

Ethricity

Event Date

Gender

Geocoded Address
Location City

Minor

Cffence Description
Problem Group
Reporting Ciky
Setking

Current SQL Statement:

[~] add Field >

Add all Field >

< Remove Field

<< Remove All Fields

Move Field Up

Move Field Top

Move Field Down

Move Field Bottom

Ascending

[t Descending

Selected Fields:

SELECT [Age], [Age Group], [Alcohol] FROM [Incidents] WHERE (({[Drugs] = Mo'))

Create Guery

(This is a partial screenshot of the Dynamic Query Builder.)

Save Query button

Create Query button

[LEdduery |_save auey | 5 @ B

<< Back

Format buttons

(This is a partial screenshot of the Dynamic Query Builder.)

If your report does not appear after selecting the (Create Query) button, hold the control (CTRL) key down on your keyboard while selecting the button. It may be due to

a pop-up blocker.
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Reports

Admin1 (00 ) [ Home] [ LogOff]
Reporting And GIS Services Administration Support
Community Tour Reparting | Custom Reparting | Map Incidents | Create Tracking Area
4
. " Help
Openlng a Report BLEESE iew scanned an dynamic ASIPS reports
1. Select the type of report you wish to view/print from the list of reports. S
a o H S anc EpOrs
*Note: Reports are located under Community Tour Reporting and Custom Reporting
. i . . . Reporting PD* Garden Grave ||
2. Click the appropriate format button to bring up a separate window with the Reborting Period- —
R = —. eporting Period™ | Q1 2005 | v |
report. The available formats are & PDF, B MS Word, or &1 MS Excel. S R— T
For additional information on the format buttons, see the Format Buttons section Alshol Sgecie Drug Specic. and Ttal oo jor, Groups = 3
ﬁ\Tno:iEIé':?;ugs, and Total A0D Involverment Problem Groups @ -il
E\:n;altegrr}lfrrrtéiﬁlss by AOD Invalvernent in Froblem Groups @ @
(This is a partial screenshot of the Community Tour Reporting Listing Page.)
Tips
[ ]

If you have a pop-up blocker on your computer, hold the control (CTRL) key down on your keyboard while selecting any button used to view the report (e.g., Show Report, PDF, etc.).
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File Download

Printing or Saving Reports

Do you want to open or save this file?

1. Once you have clicked one of the format buttons a message box may appear baf) e et Open button
asking if you would like to open or save the report. Frm: comokehost et
2. Click Open to open the report immediately. The report will open in a new gpen [ swe | [ Caed ]

window in the export format requested.

Always azk before opening this tpe of file

3. C“Ck the prlnt button j or = tO prlnt the I'epOI't i i Wfhile files from the Internet can be useful. some files can potentialy
*Note YOU dO not have IO save the I’eport tO pI’Int \Q harm your computer. If you do nat trust the source, do nat open or

zave this file. 'What's the nsk?

4. Click the disk button 4=l or to save the report. (This is a screenshot of the File Download window.)

Tips
o |Ifyou selected ¥ MS Word or ®1MS Excel as your format, to Print or Save the report select the (Save) button when the File Download window appears.

e |f you choose to open the report in E Ms word and would like to Save or Print, place your mouse next to the box that reads imas=mmre - (Final Showing Markup) and right click with
your mouse. A list of toolbars will appear. Select Standard. The Standard toolbar appears allowing you to select the Save or Print buttons.

e Ifyou have not installed a PDF reader a message will pop up asking if you would like to download the program. Be aware that the download will take a few minutes (or longer if you are
connecting to the internet on a dial-up connection).
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Map Incidents

The Map Incidents module displays static maps of where incidents took place.
However, you are able to specify parameters to locate a specific area and its
incident(s).

1. Click Reporting And GIS Services from the Main Menu.
Click Map Incidents from the Reporting And GIS Services Submenu.
3. To specify parameters, click the Show Static Maps link. New fields will display
allowing you to set specific parameters.
*Note: To hide the parameter selections, click the Hide Static Maps link.
a. Select the city you would like to view from the City dropdown list. If you
want to look at incidents in all cities leave the dropdown selections to All.

*Note: Custom Tracking Areas will appear in the City dropdown list. To create Custom Tracking Areas, see
the Create Tracking Areas section.

b. Select the report period from the Quarter dropdown list.
or
Select the date range from the Start Date and End Date fields by
clicking on the &% (Calendar Icon).
For instructions on using the @, see Calendar Icon section..
c. Select the type of incident from the Map dropdown list.

d. Todisplay a count of incidents, check the Sum By Address field.

*Note: Count details will not appear with all selections from the Map dropdown list. To
adjust the look of the Sum by Address feature, see additional instructions in the Sum

By Address section.
e. Click the Load link to load the map with the specified parameters.
4. To increase the size of the map, select what size you prefer from the Size
dropdown list.
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aapd ( GGFD )

[ Home] [ LogOir]

Repor

Community Tour Reporting -7

Hide Static Maps link

EDOMING | Wap Incigents | Create T

Support

Administration

Load link

Hide Static Maps
City: | Garden Grove Quarter: | Q1 2006
Map: | Please select a map!

Size: | Small

General Layers

Size drondown list

Start Date: 01/01/2006

(&) General ldentity O Pan ) zoom out O Zoom In
‘A NORTH &

i End Date 03/31/2006  fifv

[Sum By Address Load

— GStreets

M ajor Highy

= Highways Paditic Cddst] ¥ = | b |
l:l Waters |

[ park

l:l Airport

(L= TTE

i)

(This is a partial screenshot of the Map Incidents Edit Form displaying the Show Static Maps fields.)
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5. The map’s details will appear below the map. Click the Show Data link to e —
display the (Full View Results) tab. ;
*Note: Click Hide Data to hide the data.

1 (01/01/2005-03/31/2005)
Format buttons “* Non Traffic Stops ™

Hon-Traffic Stops: 4848 items

a. Click on one of the format buttons to print the map and details. oo
For further information on the format buttons, see Additional Buttons. Hide Data link WSTBE:B:MMB
6. When a modification is done to the map (e.g., changing the size, zooming in, : e
etc.), a new tab will appear entitled (Last View Results) ; 1S40 O 8 @ATHOS0 APATHENTS)

3 1 BLUEFIN CT \MB

displaying the details.
*Note: To view the original display, click the (Full View Results) tab. You will only (This is a sample screenshot of the Map Incidents Edit Form displaying the Full View Results. This is

be able to view the original display and the last modification created. (i.e., If you modified the a partial screenshot.)
report 3 times, only the original and last modification will be available.)
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Sum By Address

The Sum By Address feature displays the range of incidents that occurred in a
particular area. The look of the display can be modified by double clicking the
keycode. A new window will open displaying the Sum By Address values.

1. To change the shape, select the Point Shape from the dropdown list.
2. To change the color, select the Point Color from the dropdown list.
3. To change the ranges:

a. Enter the minimum range in the first box.

b. Enter the maximum range in the second box.

c. Repeat up to six (6) ranges, if appropriate.
4. Click the (Save) button from the left toolbar.

Once the Sum By Address values are modified, each time you view the Map Incidents for that
particular City view those modified values will be displayed.

Tips

e You must have at least one (1) Range to display the Sum By Address.
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gapd ( GGPD ) [ Home] [ LogOff]

Reporting And GIS Services ‘ Administration Support

Community Tour Reporting | Custom Reporting | Map Incidents | Create Tracking Area

Hide Static Maps
City: Garden Grove | Quarter: | Q1 2006 ~| Start Date: 10/01/2007 | B End Date [12/31/2007 | EZ

Map: |~ TOF 10 Addresses for Total Incidents = ¥| [¥1Sum By Address Load

Garden Grove (10/01/2007-12/31/2007)
** TOP 10 Addresses for Total Incidents ™
Summed By Address

Size: |Small  |w]| ) Print Dataset () Genarsl 1gentify () Pan (O Zaem out @ Zeom In
A NORTH &

TOP 10 Addr,

General Layers o 1s
M ajor Highways Tile

—— Highways Reva Summerfiekd O oe-to
[ waters ) 1115
l:l Park Feoot O reoon
] airpare (Eamd] £ &

21-25
— Strasts

Chapman

(This is a sample screenshot displaying a Map using the Sum By Address)

Current Custom Values:
TOP 10 Addr.
,_STE—I Point Shape: | Circle symbol ¥
Point Color: | White ¥
Save button Range 11 5
Range 2 |6 10
Range 3|11 15
Range 4 |16 20
Range 5|21 25
Range 6

(This is a screenshot of the Sum by Address Edit Form.)
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Admin1 (00 } [ Home] [ LogOff]
Reporting And GI5 Services Administration Support
Create TI"aCklng Al"eaS Community Tour Reporting | Custom Reporting | Map Incidents | Create Tracking Area
The Create Tracking Areas module allows you to create specific tracking areas of ((
where incidents took place. Add button .
| Add i -;\-reas: v_- ------------------------------------------------------------------------------------------------------
1. Click Reporting And GIS Services from the Main Menu. E—
. Click Create Tracking Areas from the Reporting And GIS Services Submenu. gpan
Zoom Qut

3. Click the (Add) button from the left toolbar. OZoom In

(This is a partial screenshot of the Tracking Areas Edit Form.)

Admin1 {00 ) | Home] [ LogOff]
‘ Reporting And GIS Services ‘ Administration Support
4. Enter a tltle for the HGW tracklng area |n the AreaS fleld Caomrunity Tour Reporting | Custom Reporting | Man Incidents | Create Tracking Area
5. Select the outline color for the area from the Line Color dropdown list. (( -
6. Select the size of the outline from the Line Size dropdown list. cow Page o,
7. Select the style of the outline from the Line Style dropdown list. " Indicates Reduired Field
. . . . -Save Areas:
8. From the On Map Click section, you may center in on the particular area more Line Color Biack  [v] Line Size |7 [v] Line Style | Dach det 4ot rosd lins [¥]
closely. T
*Note: See Display Features for a definition of the options available. gﬁg‘j;“;;f,'j;m
9. Click the (Save) button from the left toolbar. If you do not want to save Opan On Map Click section
any changes, click the (Cancel) button. ©zaamin
- . = p
(This is a partial screenshot of the Tracking Areas Edit Form.)
Tips

o To view the incidents within the newly created area, see Map Incidents.
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Deleting Tracking Areas =
1. Click Reporting And GIS Services from the Main Menu. (( ‘ el
2. Click Create Tracking Areas from the Reporting And GIS Services Submenu. e e
3. From the Areas dropdown list, select the area that you wish to delete. I% fm = o Line Sile
4. Click [.est=e_| (Delete) from the left toolbar. ~err L ey

a. Click the (OK) button when asked “Are you sure...?". If you do Delete Button S ) 1D T .H

not want to delete this staff member, click the (Cancel) button. R U T _
L ﬁ g T '&,,.ﬂ}\ HTP@ -t J ngﬁ

Display Features

Term

Print Dataset

General Identify

Pan
Zoom Qut
Zoom In

Return to Full Extent
Return to City View

Clear
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aagpd ( GGPD ) [ Home] [ LogOff]

Reporting And GIS Services Administration Support

Community Tour Reporting | Custom Reporting | Map Incidents | Create Tracking Area

(This is a partial screenshot of the Tracking Areas Edit Form displaying the Delete button.)

Definition

This feature gives you details regarding the item you select on the map. A “callout” will display.

This feature displays the general features on the map (i.e., street name, zip code, or park name) of the indicator that you selected by showing a
“callout” &=,

Select Pan to center in on the point of interest within the map.

After you have zoomed in on any particular area of the map, you can Zoom Out to expand the area you are viewing to make it larger. You can
only Zoom Out as many times as you chose to Zoom In or until you have the entire US map showing. You cannot Zoom Out when the map is
showing the United States, you can only zoom in, drill down, or use the identify feature.

You can use the Zoom In option to make the area of the map you are viewing larger and more descriptive, by clicking anywhere you choose on the
map. You can Zoom In as many times as you want to make the area you are viewing closer, bigger and with better quality.

This feature returns the map to the original display.

If you selected the Return to Full Extent view after viewing a selected City from the dropdown list, clicking Return to City View will take you back to
the selected City View.

This feature clears all results (i.e., General Identify, Pan, Print Dataset results, etc.) from the map.
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ADMINISTRATION

Additional services under the Administration module include the Messaging Board, which allows users to post important messages to the Home page and the Events
Manager, which allows users to post upcoming events.

Messaging Board
The Messaging Board is used to add important information messages to the Home page.

Admin1 {00 } [ Home] [ LogOff]

Reporting And GIS Servces Administration Suppart

Stafffllser | Change Password | Messaging Board | Events Manager

i
Creating a Message ((
1. Click Administration from the Main Menu. - C‘ """"""""" Mﬂm

h ick on any column heading to sort
2. Click Messaging Board from the Administration Submenu. [aw ] Title Message

. { Mew features have been added to M-CAP. These new features include AdAx-enabled mapping,

3. Clle the (Add) button from the |eft tOOlbar Maws | _etand aleny POF report creation fram existing himl code, scanned versions of the ASIPS reports
Add button ynaric guick-link versions of the ASIPS reports book for any reporting city and any
zparting period, a simplified interface, as well as tested and improved reports.

L

(This is a sample screenshot of the Message Board Listing Page.)

Admin1 { 00 ) [ Home] [ LogOff]

Reporting And GIS Services Administration
Staffiuser | Change Password | Messaging Board | Events Manager
. . . % £
4. Enter the title to be displayed on the Home page in the Message Head* field. (( e
5. Enter the description of the message in the Message Body* field. T e Show Page o,
i . K . * Indicates Reguired Field
6. Enter the dates for how long this message will be displayed on the Home page in . - !
. vlessaqge nead
the From Date* and To Date* fields. [ save | ’
. Message Body*
7. Click the (Save) button from the left toolbar. If you do not want to save
any changes, click the (Cancel) button. Save button
From Date* To Date*
(This is a screenshot of the Message Board Edit Form.)
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Editing a Message

1. Click Administration from the Main Menu.
2. Click Messaging Board from the Administration Submenu.

3. From the Listing Page, select the message that you wish to edit by clicking the
(Select) button.

*Note: If the message does not appear within the grid, use the Advanced Search feature to
locate the message.

4. The message will appear in the edit mode.
5. Make any changes needed to the form.

6. Click the (Save) button from the left toolbar. If you do not want to save
any changes, click the (Cancel) button.

Deleting a Message

1. Click Administration from the Main Menu.
2. Click Messaging Board from the Administration Submenu.

3. From the Listing Page, select the message that you wish to delete by clicking the
(Select) button.

*Note: If the message does not appear within the grid, use the Advanced Search feature to locate
the message.

4. The message will appear in the edit mode.
5. Click (Delete) from the left toolbar.

a. Click the (OK) button when asked “Are you sure...?". If you do not
want to delete this message, click the (Cancel) button.
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Admin1 {00 ) [ Home] [ LogOff]

Reporting And GIS Services

Adrministration Support
StaffilUser | Change Password | Messaging Board | Events Manager

(

Help

TOOLERR

Show Page Info |

| Advanced Sea Click on any column heading to sort
Title Wessage

Mew features have been added to M-CAP. These new features include AJAX-enabled mapping,
stand-along POF report creation from existing html code, scanned versions of the ASIPS reports
book, dynarnic quick-link versions of the ASIPS reports book for any reporting city and any

timmnaried o cimelifiadintoface, as well as tested and improved reports.

1 Select Button

Mewr
Select ;
ICE=s

(This is a sample screenshot of the Message Board Listing Page.)

[ Home] [ LogOff]

Administration

Reporting And GIS Services

Staff/User | Change Password | Messaaing Board | Events Manager

(

Hide Page Info

- Delete Button * Indicates Required Field
-ancel -
e

—ad” MNew Features
Save

TOOLERE

flessage Body" New features have been added to M-CAP. These new features include
AJAX-enabled mapping, stand-alone PDF report creation fram existing html
code, scanned versions of the ASIPS reports book. dynamic quick-link
+ ABC versions of the ASIPS reports book for any reporting city and any reporting

period, a simiplified interface. as well as tested and improved reports.

4

Delete

From Date* To Date*

02/23/2009 05/01/2009

(This is a partial screenshot of the Message Board Edit Form displaying the Delete button.)
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Events Manager
The Events Manager allows you to enter events into the Calendar to be viewed on the Home page. Only events related to M-CAP reports and services should be entered
into the Calendar. Personal events should not be entered using the Events Manager.

aapd ( GGPD ) [ Home] [ LogOff]
Repor‘ting And GIS Services Administration
Staffilser | Change Password | Messaging Board | Events Manager
reating an Event
Creating an Eve ((
1. Click Administration from the main menu. , e
TOOLERR :___________________________________________________________________________________________________H_\_d_e%%_:
2. C“Ck EventS Manager fl’0m the Submenu Add | Advanced Search ] Click on any column heading to sort
. . .. Event Dat
3. Click the (Add) button from the left toolbar. Event Title Event Description S
WEB MCAP | KIT Soluti is offeri li ini for the WEB MCAP - Rewi
Trainings Dtﬁgogz;::zoort g:regfgrntlpa?nt\;agmér;%ssDarntd ?o register for asts::itri;ng. S | 0212812009
1
(This is a screenshot of the Events Manager Listing Page.)
Admin1 {00 } [ Home] [ LogOff]

Reporting And GIS Services Administration

Staffiuser | Change Password | Messaging Board | Events Manager

4. Enter the title to be displayed on the Calendar in the Event Title* field. (( H
5. Enter the description of the event in the Event Description* field. rater | Show Page Info
6. Ifthere is a website associated with the event, you may enter it in the Event Cancel " ndicates Roguired Fild
URL (website) field. S - e TR s
7. Select the Event Date from the Calendar by clicking on the day(s) the event is to SN
take place. Save button
a. If more than one day was selected for the event, each day selected will Event URL (website)
display. Event Date"clacan st sss i ven [0 SRR
b. Click the link entitied Remove to remove one of the dates. e —
8. Click the (Save) button from the left toolbar. If you do not want to save 1 2 3 b 56
any changes, click the (Cancel) button. e T T e s
21 |22 |23 24 |23 |26 |27
8 (29 30

(This is a screenshot of the Events Manager Edit Form.)

MCAP User Manual 41 © 2009 KIT Solutions®



Editing an Event

1. Click Administration from the Main Menu.
2. Click Events Manager from the Administration Submenu.

3. From the Listing Page, select the event that you wish to edit by clicking the
(Select) button.

*Note: If the event does not appear within the grid, use the Advanced Search feature to locate
the event.

4. The event will appear in the edit mode.
5. Make any changes needed to the form.

6. Click the (Save) button from the left toolbar. If you do not want to save
any changes, click the (Cancel) button.

Deleting an Event

1. Click Administration from the Main Menu.
2. Click Event Manager from the Administration Submenu.

3. From the Listing Page, select the event that you wish to delete by clicking the
(Select) button.

*Note: If the event does not appear within the grid, use the Advanced Search feature to locate the
event.

4. The event will appear in the edit mode.
5. Click (Delete) from the left toolbar.

b. Click the (OK) button when asked “Are you sure...?". If you do not
want to delete this event, click the (Cancel) button.
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[ Home] [ LogOff]

Reporting And GIS Services

Administration Support
StafffUser | Change Password | Messaging Board | Events Manager

(

Help

TOOLEAR Hide Page Info:

- | Advanced Sea Click on any column heading to sort
Event Title Event Description Loiinie
{s)
WEB MCAP | KIT Solutions is offering online trainings for the WEB MCAP system. Review iog
[setesf Tre== | Moo Bemmm o fom2=i~ing dates and to register for a training. 02/25/2009

Select Button

-

(This is a sample screenshot of the Event Manager Listing Page.)

[ Home] [ LogOff]

Administration

Reporting And GIS Services

Staff/User | Change Password | Messaaing Board | Events Manager

(

Hide Page Info

Delete Button * Indicates Required Field
Mes —ad”

TOOLERE

Save

New Features
flessage Body" New features have been added to M-CAP. These new features include
AJAX-enabled mapping, stand-alone PDF report creation fram existing html
code, scanned versions of the ASIPS reports book. dynamic quick-link

+ ABC versions of the ASIPS reports book for any reporting city and any reporting
period, a simiplified interface. as well as tested and improved reports.

4

Delete

From Date* To Date*

02/23/2009 05/01/2009

(This is a partial screenshot of the Event Manager Edit Form displaying the Delete button.)
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