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A BRIEF HISTORY OF ISIS

ISIS™ was developed with on-going input from many security managers and officers
beginning in 1995. Since then, ISIS has been successfully used by hundreds of officers
and administrators in many, many environments including world-renown healthcare and
educational institutions and nationally recognized residential communities.

But the ISIS story goes back much farther than 1995. ISIS is rooted in the efforts of the
Longwood [Harvard] Medical and Academic Committee on Security dating back to 1969
when the Committee, with the help of computer experts at Harvard University and later at
Northeastern University’s School of Criminal Justice, saw the need to better collect and
analyze data for investigations, cost analysis and effective management decision making.

In summary, we’ve drawn of the ideas and input of many, many talented and dedicated
professionals in making ISIS a reality for all. Any oversights and errors you may find in
ISIS are, of course, entirely the responsibility of yours truly and our development team.

We are committed to seeing that ISIS continues to grow and expand and have plans in the
works to further enhance its functionality and ease of use features.

Everyone at Longwood, and especially our software developers, wish you the very best in
using ISIS. We especially look forward to hearing any comments or suggestions you
may have for future updates and changes.

Regards,

John T. Connelly, Esq., CPP
President
isis@longwoodsecurity.com

Licensed Users are authorized to make copies of this booklet and other set-up materials and related
documentation, but solely for internal use, including in the training of officers and others using this
software in accordance with applicable licensing agreements described elsewhere.

Any other copying, sharing or use constitutes a violation of existing copyright laws or your license
agreement and make subject violators to criminal and/ or civil penalties.

Please contact Longwood Security Services, Inc. with questions or requests for permissions in this regard.

© All Rights Reserved, 1995 — 2002 Longwood Security Services, Inc. Boston, MA
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My UNDERSTANDING OF RIGHTS
Red shows categories [which may need to be renamed],

Write/
Data Entry  as it says Enter Data/ Write a Report ONLY —
This is the DEFAULT for all ACTIVE Users
Where will we set up/ enforce USER, Site & Field Office RULES?

MASK All reports 1). Written by Someone else, 2). All Older than three
days and 3). all APP’D reports.

Search/

Ticket Qry  ALL Ticket and Tow & all Vehicle Access SEARCH menu items -
As filtered by the above 2 SPECIFIC date ranges - set under Maintenance.

Supervisor/

Approve Rpts Click Approve [which then automatically tags w/ Sup’s Log-In Name],
can also press Calc Button in PW reports, 7777

Click RTK

Send E-Mail

Admin/
Edit App’d  as it says Edit Approved Reports Data — but only in the reports you have
‘rights to see’ Does Not include Delete Rights.

Also has rights to add to Spell Check [??.dct in ??/?7]
And can edit ‘On the Fly’ look up tables.
And, can Reclassify Reports from Crime to Service [& vice versa]

Stat Reports ~ All Analyze Data rights — including Analyze Data Format
Rename the button to ‘Stat Report Format’

Delete Rpts  As stated, can delete reports

Photo Array [rename sic| Also as stated.

Set Up/ Maintanance

Site Set Up  Alter Headers [insert logos, change addresses & phone numbers, etc.]

Emp SetUp  Set Up/ Inactivate [but not delete] all Users
All Others As it says
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AN OVERVIEW

FEATURE HIGHLIGHTS

ISIS is easy to use, even for those unfamiliar with computers or with report writing.
e [SIS’ simple, intuitive interface;

e along with its modifiable drop-down lists which help minimize typing
and increases consistency in data gathering and later analysis;

e it’s required fields combined with various nature specific forms prompting
officers to include important information;

Note: ISIS presently contains the following forms:

ﬁ-'i'": Blank Report Set O] x|

Site Selection

Report Forms

v &larm / Emergency Response
¥ Condition Observed

[v Crirne

v Dioar Opening

¥ General Service

v Medical Assist

v Parking Ticket

v Patiert Assist

v Towed Vehicle

v Wehicle Access

| Check All Uncheck Al

« Frirt X Cancel |

e ISIS’ professional looking, easy to read print outs [which can easily display
your organization’s logo and other department information];

e an email feature which makes distributing reports to interested department
managers a few mouse clicks away [requires Adobe Acrobat™ Writer]; and

e its data search and graphing capabilities; and more...

requires little or no training, is designed for ease of set up and use; and has been
well received by all who have used it over the years.



ISIS’ MAIN MENU

a1 Institution Security Information System (1515 2000) M=l E

File Edit nte Digpatch Search Admin  Maintenance Help

& %[5 i

ISIS’ integrated design allows for a compact, yet powerful Main Menu that helps users
quickly locate what they want to do — without a lot of ‘looking around’ or jumping from
menu to menu.

The Main Menu is organized more or less by user group, with

e Officers using Write to enter reports;

e Dispatchers using Dispatch and Search to track service calls, find
parking ticket histories, etc.;

¢ Investigators using Search and Admin; to locate subjects and photos;
and

e Administrators using Admin to create Statistic Reports and Graphs
according to a variety of filters and formats.
In addition to the Help, Search and Index functions, there are numerous screen sensitive
Help windows that can be accessed ‘on the fly’ using the standard ‘F1° help button.
In addition, everyone can use:
File — for Printer Set Up Menu, Queued Report batch printing, ...
Edit — Containing Microsoft’s™ standard Copy, Cut and Paste features

Write — for Officers submitting Reports; and

Help

@ TIP: It is recommended that ISIS Maintenance including Nature, User, Area Type,
etc. be limited to one person — or a small team of people.



Window Screen ‘Sizing’

ISIS’ screens are set to work best in an 800x600 [or higher] environment. Users whose
screens are set to 640x480 will see some buttons, on the right side of the screen, cut off.

In all environments 800x600 and higher, individual users can alter and save personal
settings to best suit their equipment and preferences using standard drag and resize
methods. Once a window is resized or moved, the new setting will be stored
automatically in the user’s personal settings profile.

E TIP: If using in a Meta-Frame™ or Citrix ™ environment, users must set
their log-on Meta-Frame or Citrix log-on settings to 800x600 or higher BEFORE
LOGGING-ON in order to see the entire screen.

E TIP: System Administrators can reset the default screen sizes to better suit
their standard screen sizes and settings by ???? Note — you must reset the
[TmpAliasSetUp] 77?7



Chapter | WRITE - OFFICER REPORT WRITING

WRITE — OVERVIEW

g Institution S ecurity Information System (SIS 2000) M=l E3

File Edit | “wiite Dispatch  Search  Admin Maintenance  Help

EI ﬁ Report Mature E ‘

Mazter Log

Fieport Training

Report Nature allows users to select the title of the report being written. ISIS’ unique
Pseudonym feature, discussed later, greatly aids in finding an appropriate nature code.
[ISIS will then pick the associated Report Form, as set by your system administrator.]

Master Log allows Officers, who are interrupted while writing a report, to later return to
their unfinished report and complete it - without losing their work.

All reports are automatically written to [i.e. “saved in”] your ISIS Database, once an
officer enters all information required on the first Report Writing screen [i.e. the
‘Date/Loc’ tab shown later]... AND moves to the next tab/ window*.

* When writing a lengthy narrative, it is strongly recommended that you press the

MI button periodically.

Report Training allows users to practice moving through ISIS’s screens. On exiting a
training session, all training reports are automatically deleted.

NOTE: Officers write to your database. As such, training reports will
temporarily appear in your database. ???



WRITING A REPORT

Selecting a Report Nature

System administrators control all Report Nature, related Pseudonyms and other ‘drop-
down’ lists. If, on a regular basis, you have trouble finding a suitable report Nature,

Area or Property type, or anything missing from any drop-down list, please advise your
system administrator. New natures, pseudonyms and other codes can be easily added.

Selecting Report Nature from the main menu takes you to a list of Reports Natures,

Nature Pseudonyms™, and Report Notes. [Notes include your Department’s unique

information and instructions related to each report.]

_‘.ﬁ" Select Nature of Incident for New Report O] =]
Search Characters Search By
I I L [assi [Mature a
M ature | Motes ;I
AMMOVAMCE PHOME CALLS M.G.L. Elementz 1], Telephoning ...
N ARSOM M.G.L. Elementz: 1], Malicious Burning of Property ...

ASSAULT & BATTERY - OTHER M.G.L. Elements: 1) Offensive ..

_|ASSAULT & BATTERY D/ See "Aszault & Battery - Other” for general elements ...
_|ASSALLT - DOMESTIC t.G.L. Elements - zee ‘hszault - Other'. [MORE HERE.. ]
ASSAULT - OTHER M.G.L. Elements: 1]. Placing Snother in [reasonable] Fear of ...

T POLI . =1 Here to GATHER IMFO, WOT Give it OUT !
_|ATTEMPTED TOW BEFORE TOWIMG, Please check the past hiztory on thiz vehicle ...
_ | BODY RELEASE Agzzizgtance given to a Funeral Director
BOME THREAT Elementz: 1] Communicates [in ozt any way] ...

| BREAKING & ENTERING - FORCIELE Elements: 1]. Breaking of a Cloge and ...
_|BREAKING & ENTERING - NO FORC See Motes under BAE Forcible.
BRE&AKING & ENTERING MOTOR %E THEFT of Contents from Yehicle
EROKEM KEY Tape broken key part to work order.

|

[ Mew | I-'LEIDSE | Wiew Motes |

_|ASSAULT & BATTERY - DOMESTIC | See “Assault & Battery - Other”. ALSD see. . “Assault - Domestic” [MORE. ]

Step 1: In the Search Characters field, type the first few letters of a Report Nature —

and you will be taken to the appropriate nature [or its pseudonym]. In the above
example, we typed ‘ASSI’, and were taken to ASSIST POLICE.

Step 2: You now have 2 options; you may either:

¢ Go immediately to the report form’s data entry screens by highlighting

and ‘double-clicking’ the Nature of your report

i
- or by pressing the D ltew button;




OR, you may:

o First review the instructions and tips provided by your Department — by
highlighting and double-clicking on the related Notes Column — or by

. Wiew Motes . . . L
pressing the button, which will open a window similar to the
following:

& Mature Notes O]

We're Here to GATHER INFO, NOT Give it OUT

Our first obligation is to our organization and our community.

As such, unless there appears to be an imminent threat
to the safety of persons - OR - to the serious destruction
of property, we do not provide information which

could be considered private or confidential.

IF IN DOUBT, as always, ASK your supervisor.

j"LQIust: | Save |

‘Department specific’ notes typically state what information should be included in
a report; who needs to be notified of a specific event; your state’s legal elements
of a particular crime, etc.

LEGAL DISCLAIMER:

For our users’ convenience — and as an example of what is possible - ISIS comes
with notes containing the elements of several crimes based on Massachusetts
General Law. In no case, should this information be used in lieu of legal advice.
State laws are constantly being changed and crime elements can vary widely.

ISIS is a data-gathering and analysis tool only.

You are strongly advised to seek the assistance of competent legal counsel in
interpreting your needs in all legal matters.



Selecting a Nature by Using a Pseudonym

Continuing with our example, after we choose ‘Assist Police’ from the Nature list, ISIS
brings us to the first data entry screen for a General Services report form [see below].

Assist Police is in the nature list, as a pseudonym, not as an approved nature description.
Since the approved nature description [as specified by your system administrator] is

‘Police Assistance’, the first data entry screen appears with our ‘Assist Police’
pseudonym selection automatically converted to the preferred title ‘Police Assistance’.

‘.ﬁ" General Service Report O] =]
] v o | @ev
Ste: | =] Frit | i PreClagsify
Matwe: [POLICE ASSISTANCE [ Reportt:| 91618 X Cancel | 35 Hext

Date / Location
: Diztribution: M

Day: IThu Time: |3:24 PM distribution | ﬂ
Ld
& OnPropetty & Of Property ‘ (ST — I
Building/Street: I _I
Floor: I I W Area Secured
Department; I _|
Area Type:
e e I _I [+ RTE Stats? [~ Approve?
Regm |1DE=2 [ Diate Submited: |?322£as Ttz |9:24 Phd dpproved By |
COMMELLY

_\ D atesLoc ,{Empert}l J-{Eel"uiu:le ,u{ Perzon | J-{ Perzon || J-{ﬁul:uieu:t J-{Qutside Services ,u"-lﬂarrative ,-'r

Using ISIS’ Nature Pseudonym™ feature, system administrators can attach a variety
of possible words and phrases to a single nature. [e.g. officers can use the terms Theft,
Stolen Property or Larceny and ISIS automatically translates their words into ‘standard
terminology’ used by your department. Pseudonyms/ synonyms are used in the Property
type and Area type look-up tables as well.

The use of pseudonyms reduces officer frustration as they are no longer required to look
through a long list of possible natures. Pseudonyms also enforce data consistency and
enhance the ease and completeness of later searching and reporting.



TIP: Even using pseudonyms, system administrators cannot anticipate every
Nature, Area or Property type needed. In the tables included with ISIS, we have used ‘Z-
Other’ or ‘Z- Miscellaneous’ to allow officers to complete ‘required fields’. [The use of
the preceding “Z” places these ‘last resort’ picks at the bottom of their corresponding
look-up table.]

TIP: System administrators are encouraged to periodically run Analyze Data
reports to find instances where Miscellaneous is being used so that they can more
fully build their tables and pseudonyms over time.

Required Fields

To ensure thoroughness in the report writing process, each report requires various fields
be completed. If you do not complete a ‘Required Field’, and attempt to leave that
screen, a prompt will appear asking you to complete the needed information:

_lalx
Satety and Security Department .
320 Newbury Street ¢ K =1 EMail
Site: IBoston Architectural Center LI e it R {g} ;% ;ggs?:s % Print | 28 H-EUGSSHP
Mature: [POLICE ASSISTANCE _| Faeporm:| E20  johrb@longwos 96 Cancel i Next
Date { Loeation o it Delete |
Time of Decurrence Distribution:
(Date: [7r23/93 Day: [Fii Time; [11:43 &M ‘ [ [ distiibution [ i’
I
Institution Security Information System [1515-32)
i+ OnPropety O Pre
. Field ‘AreaType’ must have a value.
Building/Street: | Q
Floar: |El'|
Department; |
Area Type: | I ! ;I
W RTK Stats? [~ Approve?
Regm 1082 | Date Submitte: |7/23/93 Tirne: |11:49 Ab Approved By |
CONMELLY
Y Date/Loc {(Emperty 4 Wehicle A Person | { Person Il 4 Subject £ Dutside Services f Narrative /

Property related fields, such as ‘Estimated Dollar Value’, ‘Property Type’, ‘Time Last
Seen’ and ‘Time Discovered Missing’ can be required fields - or not — as determined on
a Nature by nature basis by your system administrator.

After completing the first screen, a user then presses tabs along the bottom of the screen
to submit further information. e.g. Property, Vehicle, Persons [who may have requested



services, responded to incidents, witnesses, etc.], on to the Subject tab, and finally the
Narrative.

E TIP: The requirement/ prompt to submit certain important information will
not be enforced unless you open each report tab.

Required fields must be completed. Do not attempt to leave blank by turning off the
computer or otherwise improperly exit ISIS when in the middle of writing a report.
Improperly exiting ISIS can corrupt your report forcing you to begin from scratch.

E TIP: If you find you need to obtain additional information for a required
field, enter something before exiting. e.g. for Property of an unknown value,
you can enter a penny [$0.01], for other required fields there is generally a
‘Miscellaneous’ or ‘Z-Other’ pick provided.

Dates and Times are always “Required Fields”

For your convenience, the Occurrence Date field, near the top of the report, defaults to
the day you opened the report. Evening officers filing reports after midnight may need to
roll the date back a day.

&t Crime Report 9 =] B3
o 0K =] E-Mai
Site: | j Piint | g FeClassify
Nature: [ANNOYANCE PHONE CALLS .| Repontt | 66 3 Cancel | 3% Mest

D?ﬂfn—czlinn

—

Dighribition:

ﬂ Delete |

"\ DatedLoc f Propery [ Vehicle fComplainart § Witness f Subject j Outside Services J, Harative [

Tirme of Occurmence
Date: (€ 002 Daw: IThu Tirne: I distribution ﬂ
Ld
{5 On Proper perty Room/Streetd: I
Buildina/Street: I J
Flaar: I I [ &reaSecured
Department: I _|
-
Area Type: I J
: — — RTE Statz? [~ Approve?
R?ﬂﬂ 105 [ @mmed; |3323;2002 iz |5:52 P roved By: |
COMMELLY




The reporting officer is required to fill-in the Occurrence Time. Time can be entered in
either military or Greenwich format, though military time is usually found to be more
convenient for the report writer.

Time will be automatically converted to Greenwich Time [a.m. / p.m. time] to help
people not familiar with military time, but who may later receive your report.

Occurrence Time is often critical for later analysis and possibly investigations. That
said, with many crime reports, such as Larcenies, the exact Time of Occurrence is
oftentimes not known [e.g. when a theft occurs over a weekend in a closed building].
In such cases, contact your supervisor for advice on your department’s protocol for
assigning/ estimating such unknown times.

For your convenience, the Submitted Date and Time fields near the bottom of the report
similarly default to the day and time you opened the report form.

E TIP: RE: Screen Navigation. Some users prefer the keyboard’s Tab key, in
place of their mouse to navigate from field to field... & from data entry screen to
data entry screen. [Moving to the next entry screen requires either pressing the
tabs on the bottom of the data entry screen /e.g. into Property, Vehicle... - or -
‘Tabbing thru’ all fields which will then lead onto the next screen/ tab.]

Drop Down Lists

Look-Up tables [a.k.a. drop-down lists] are set up by your system administrator and serve
both to reduce the amount of typing required — as well as maintain data consistency for
effective data and investigation searches. It is important to include all available
information in the fields provided using drop-down lists where available.

Information about Property, Vehicles or People that is only included in your Narrative
will not be retrieved in subsequent data searches.

10



4t Crime Report =] 3]
< o MIS DEPARTMENT .
| s 2 Brookline Place ' Ok =] EMail
Site: ILDngwood Security Services, \ncj Brsklie (M 000D g} ;;gggggg Print e ReClassity
Mature: |LAF|EENY UNDER $250 _| Repartt 13 FrarkF@longwe 96 Cancel
Subject e e 3 3 =
Last Mame: First Mame: I ‘ oA et e
D#: | (] Type.l =l DDB-l 4
Race: I j Comglsion: I | Sex I ﬂ Age: I j
Height: | | foveioht | Y Buid: | | Facial Hair | =]
: - & oI Under 1001bs = Iﬁ
Hair Color: l 100 - 120 Ihs j
Scars/Marks: I 13:: lgg :Ei &t Show Photo
Clothing: | 161 - 180 Ibs ¥ Find Phota
181 - 200 |bs _
Wiarring apply to 201 - 220 Iy [
B -
[¥ READ FROM TRE HD
\Qataf’an )(Empert_u Ayehicla AEmmpIainant,(witness % Subject 4 Outside Services ,(ﬂarrative f

Fields with Drop down lists are signified by eithera === ora El button on the right
side of the field. Those with the 3 dots can be opened by clicking anywhere inside a
field.

TIP: Drop Down lists, if present, can be opened by clicking anywhere
inside a field. It is not necessary to press directly on the gray button.

Drop down lists can also be opened by typing the first few letters of a selection —

or by pressing the ‘Alt + Down cursor/ Arrow’ — or - ‘Alt + L.’ combinations on
your keyboard.

User Created Look-Up Tables

In addition to system administrator created Look-Up tables, Users automatically create
time saving Look-Up tables, when writing a report listing any Person, Subject or
Vehicle Plate Number.

These look-up tables are immediately available for later use by all.

11



Once created, you can access the ‘on-the-fly’ look-up tables, by ‘double-clicking’ on a

Name or License Plate field in the Vehicle, Persons or Subject screens. You will then be

taken automatically to a list of information submitted by your fellow officers.
[e.g. see following motor vehicle plate screen].

If a vehicle or person was listed in a prior report; the name, description, etc. will appear

¥Yehicle Lookup E

Search Characters

013FMC

08376CY

2244IC
255BCE
2863FK.
2381
331GT
IR
3595 KT
WTER
4232HR

Search By

a
Ma
Ma
Me
Ma
Ma
Ma
Ma
Ma

State| Color

Green

Elue
Gray
Red
Green
Elue
Green
Green
Green
Tan

Honda

Tayota
Chevrolet

Z see nanative
Bhdwf

Mazda

Mazda
Chevralet
Mazda

240 5%
Civic
Camry
Cavalier
KZ B50
325
Protege
Mu-B
Blazer

MPY

4 Door Hardtop
4 Door Hardtop
4 Door Hardtop
taotorcycls

4 Daor Hardtop
4 Door Hardtop
4 Door Hardtop
4 Daar Hardtop
4 Door Hardtop

Flate

in the user created lists. To find prior entries, type the first few letters [or numbers] in the
Search field.

If there is a prior entry, click on it to select it — or highlight the desired record and press

the v

. button. ISIS will then automatically complete all fields for which related
data has been entered.

TIP: Check the previously entered information for accuracy. If you have

additional [or more up to date information], add it now.

Spell correctly. Your ‘look-up table’ entry will be used by others writing reports.

Incorrect spellings and incorrect plate numbers can affect later users.

If there is no prior entry, or if you are uncertain of an accurate match,

X Cancel |

press the

button and proceed to enter the information you have.

12



Whether making a new entry or updating an earlier officer’s record, your most recent
information will be automatically entered for future use by all.

E TIP: System Administrators maintain the integrity of user created tables [e.g.
for incorrect name spelling, transposed plate numbers, etc.] from the Main Menu
Maintenance section. These can be printed out for ease of updating.

77?7 Frank you ought to check ours --- doesn’t seem to work well
spaces, etc.... ??

13



Additional Items of Property., Vehicles, Persons and Subjects

Some reports will involve multiple items of property, vehicles, etc.

A Tool Bar is provided on each screen where including additional items may be
necessary. [See the tool bar with the circled “ + “ sign in the following screen shot.]

& General Service Report M =13
élﬁ’"ﬁ;a - '-_'_—-E:—“ Safety and Security Department -
T e 2 320 Newbury Street 0K =1 E-Mail

Site: IBDstonArchitectural Center d Ecey - (k) Eg:‘l ;} ;;;E?gs Frirt | g ReClassify

Nature: [POLICE ASSISTANCE | Repont| 91620 johnb@longwao 7 Newt
Subject AT A T
LastName: [N~ FistName: | ‘ I Made?
ID#: | 1D Type: [ =l oo ¢/
Race: | =] Complesian: | =l sex| =l Age: | =l
Height: | =l weight | = Build: | =] Facial Hair | =l
Hair Color: | =l Hair Style: | =] Epes: | =l

Scars/Marks: I Sy Ehata |

Clothing: | Find Phata |
‘Warning apply to: I =|
[¥ READ FROM TRESFPASS WARING CARD
\Qale/LUc ,n{ Froperty ,n{ Yehicle ,n{ Person | ,n{ Person |l ,‘n, Subject A Dutside Services ,n{ HNarrative ,/

After completing the data entry for the first item, press the ll button to add an
additional item.

When additional items are placed in the report, the forward and reverse arrow buttons,

LI, will ‘come alive’, as will the delete/ minus sign button - :I .

When your report is printed, there will be an indication on the first page of your report
that there are multiple property items, persons, subjects, vehicles, etc. This indication
will be in the appropriate section header-line.

14



PROPERTY € 1oi2
fexn Descripion Fedue
Notehook Computer $2,250.00
Color Sericd # Mbdel

Black 00000000 Dell Inspiron
Cwmer Mevne Cwnar Status

John Doe Finpl oyee
Logst Seen By Fhone

John Doe x3456
Dt Least San Ly e
12/12/2001 Wednesday 12:12 PM
Dtz Discovared Gone | Day Time
12/12/2001 Wednesday 12:45PM
Dis covered Gone by Fhone

John Doe
Froperty Tipe

Office’ Business Equip.

Additional property items, persons, subjects or vehicles, etc. will print out on page two
and subsequent report pages, if needed.



Find/ Show Photo - Overview ???? I’m still getting lost ®

Users can attach and later view one or more photographs associated with their reports.

If a photo is attached, the M button will be active.

If a photo is not yet attached, but either exists in a prior report, or elsewhere on your

. % Find Phot .
computer, you can find and attach the photo using the ﬁl button, if your

system administrator has given you rights to do so. ???

Property Pictures
Property pictures can be found and attached using the following screen.

If your system uses ISIS default directories, existing photos will be found under:
[Drive letter]:\Program Files\ISIS\Pictures\Property.

&t Property Pictures O]
|

1510 Chiana e Fhate |
8 Add Mew Photo |
X Cancel |

S [

Description

Subject Photos

New Subject Photos

% Find Phat :
To attach a recent photo, press ﬁl Go to the Drive where your photos are
located and click on the file name.

16



i Photo Search _[O]x

Search Results

‘FuslName |LaslNama |Type‘ﬂ % FindNew Photo
o & Attach Phato
AT

X Cancel

|
FRE
Search Critria o Seaich | Clear Search ||

Site lﬁ Tupe lﬁ

Lasthame: l— Firsthlame: I— Alias l—

Race lﬁ Complexion Iﬁ Sex lﬁ

“Wweight from = Height from I = Age from =
Weight to - Height to I - Age to -
HairColor = Eye Calor I 2 Marks/Scars

Existing Subject Photos
You may attach photos, previously attached to another report, to the report being written.

If you know the name and location of the photo, you can use the MI button as
described earlier. If your system uses ISIS defaults, existing photos will be found under:
[Drive letter]:\Program Files\ISIS\Pictures\Subject.

If uncertain whether or where a photo exists, you can search for the photo using the
above filtering criteria. Highlighting a report will call up the related picture.

Subject History

After searching for and locating a Subject, you will find prior reports relating to that
subject by pressing the ‘Show History’ button to call up the following screen. ‘Doubling
clicking’ on a report will open it.

17



4t Subject History

IS [=1 ES

ALL

Report & | Site | Trespass ﬂ
}hﬁ

o1 of?

@& Change Photo |
@0 Add Mew Photo |
X Cancel |

e IS R R

Lazth ame'l Firzth ame: I

Alias: I

Race:| =] Complesion:| =] sex| =] Height | =l

weight| 7] HaiColor | 7] e =] Epealer: | |
Marks/Sears: |

Clothing: |

Prior Trespass Warnings, if any, will be indicated by Site Code, in the results list.

Trespass Warnings are added in the Subject tab [see below]. Warnings can be given for
multiple sites. If your Department uses a ‘standard warning’ to be read from a card, this

can be indicated here as well.

i Crime Report _ O] =
Sy MIS DEPARTMEMT
| '—Q,!‘gﬁivxsg?g 2 Brookline Place ‘/ oK =1 E-Mal
p p - = Brookling  MA 00000 E17-735-0600 By print | 22 ReClassify
Site: |Lomgwood Security Services, IncJ e (7]

Maturz: [FRALD. FLIM FLAM || Repartt: 54 FrarkF@langwe 9 Cancel

Subject i xlr\lr\; +|,_|5(
Last Hame: I_ First Mame: ‘ [7 Armest Made?

o4 | 1D Type: [ =1 o7
Race: I 'l Complexion: I j Sex: I j Aga‘l -
Height; I 'I Weight:l j Euild:l j FaciaIHair:I -

Hair Colar. I 'I HairSty\e.I j Eyas.l j
ScarsMarks: | 25! oy ot
Clothing: [ S Find Photo

amning apply to I
| READ FROM TRESPASS WARNING CARD

DatesLoc p Property A Vehicle Marrative

Multiple Property and Subject photos can be attached to a single report by ???
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Outside Services

Many departments find it useful to track their interaction with outside agencies and
companies. Since not all incidents involve the use of outside services, these are not
“required fields”.

&t Crime Report

LComsywoon

Longwood Security Services, Inc
SHOPLIFTING

Outside PVICES
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Writing the Narrative

It is suggested that narratives be written in chronological order. For example:

st General Service Report M=]

o "-_"_'-_.i‘;-" Safety and Security Department ’

= f" = =T == 320 Newhbury Strest Ok ] i)

S| Besen WA 0215 (7472602 Pint | @ ReClassiy
[E17] 859-0780 —

Mature; |POLICE ASSISTAMCE Report#: 91620 johnbE@longwoo x Cancel
| = | X Corcel | __

Narrative Thesaurus §f  Spell Check
At approzimately the above time on the above date, while azsigned as . —

| obzerved E
was dispatched on a report of :
was dispatched to perform [a zervice]: OR
was approached by who stated that __

Site: I Bozton Architectural Center

Ithen, ...

Mest, |

“-‘Qatex’Loc J.'{En:pert_l,l ,.{ Wehicle ,-{ Perzon | ,.{ Perzon || ,-"\ Subject ,-{ Dutgide Services ,‘-\ Marative f

TIPS: Report as fact only information known by you — personally.

“Facts” are what you came to know based on one of your five senses [i.e. what
you personally saw, heard, smelled, felt, or tasted].

For information provided to you by another person, always clearly state the
source of your information. [i.e. Specify who told you - e.g. ‘Mr. Jones stated
he saw the above Subject #1 running .....’].

It is usually not necessary to repeat in the narrative, the names, plate numbers or
other descriptions you already provided in the above fields.

A clear reference to the pertinent information is all that’s needed [e.g. “the above
vehicle...” or “the above Subject #1.....” if there are more than one subjects is all

that is required.]

Most departments require that your opinions, hunches, and other thoughts be
submitted separately. Check with you supervisor for your department’s policy.
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Spell Check

Using Spell Check will help your reports appear more professional.

Spell Check |7 x|
Mot Faund: Icumpalinant
Replace Wwith: Icomplainanl Change &l | Change |
et e | — |
Start | Add | Auto-Carrect |
[l ol (st |
Optors_| Help | X Cancel |

Names, such as people, street and building names can be included in ISIS’ dictionary by
your system administrator [or other users with ‘Edit Approved Reports’ rights].

To ensure misspelled words are not entered in your Department’s custom dictionary,
many users will see the ‘Add’ and other buttons ‘grayed out’ indicating they are inactive
for that particular user.

Notify your Network Administrator of any frequently used words, such as Building and
Street names missing from your dictionary.

Thesaurus
Thezaurus Lookup:
Topic: [ v] Noun |veh | Adi | Adv

|
Word: I |

Lookup | Replace | x Cancel |

ISIS also helps a user find replacement words/ synonyms for use in the Narrative.
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Using the Master Log to Return to a Report

If interrupted while writing a report and, if you’ve proceeded past the Date/Loc screen,
you may return to complete your report through the Master Log.

When first opened, the Master Log screen will be blank.

Begin by adjusting your date range filter by pressing on the calendar pages in the top
left corner of the Master Log:

a1 Select Report

rFilter By:
Site: I".-’-\LL" 'I Officer:
| " Decumred 5ubmitted| ke (551 I_
Sort By ISite 'I
Date Range:
Type:
Mature:
Time Fange:
|12:EIEI.¢‘«M f " Approved " Unapproved
|11:59 Phd -
— " Dizgpatch Slip ¢ Incident Reports

I |Site |F|eporttt|Date |Day|Time |Nalure |Locatinn Fir

...doing so will open the current month’s calendar:

& April 17, 2002 : X|
Fri_| Sat
1 2 3 4 7 [
T 3 3 10 1 12 13

After beginning and ending dates, you must press the above green check mark, il

to post your ‘from’ and ‘to’ date selections. The forward and reverse buttons,
will change the date from month to month or from year to year.

22



Before opening the Master Log, you may additionally adjust a variety of filters to limit

your view by site, by officer submitting a report, by type of report, nature of report,
whether approved or not, etc. — or any combination you wish.

After adjusting your filters, press the Ml button to view a list of reports.

The default time frame is for reports ‘submitted’ during the prior 24 hours.

After pressing the Master Log button, your screen will look similar to the following.
Open any report shown, by double clicking on it.

& Select Report N =] E=
| Filter By: =
[ ocomdl Submittod > Site: | Longwood Secuiy = Dfficer: | | ? Laldir Lo =) Firillog
SotBy [Ste vI [ User Log B, Prink Rpt
e etz E] Save Log Frint Al
242772001 & Type: -
Find Rpt # Leue Report
TS = |_a E
Mature: J =3 E-Mail [ueue E-mail
Time Range: oy Preview Rpt| Print Queue Rpt
|12'I]I]AM = ‘ i Approved £ Unapproved B (+ Both ‘ ﬁ Close
I'I 1:59PM =
— i Dispatch Slip € Incident Reports + Bath
= [ T
Site | Reporti | Date Day | Time ature Location Fir | Bm # | Area Type Secured | Amest [ $ Loss | TimeinHis | =
4 ALL 8(2/18/02 3 WILT - OTHER | Flace Building Mamg 05 Store/ Gift Shol W ]
ALL 19/3413/02 wWed 1212P LARCENY - MISDEMES Place Building Mame 04 Public Transpor [ O | $12300 0.00
ALL 12/2/22/02 |Fi (1212P SHOPLIFTIMG Place Building Mame 5B Store/ Gift Shay O #12300 0.00
ALL 7127159/02 Tue 11:224 ALARM -FIRE Place Building Mame 04 | 34 Child Care eq [ O
ALL 18 2/25/02 Mon |(1212F DOOR OPEMING Place Buiding Mame 03 Lab/ Research [ O
ALL 15 2/22/02 Fri |1212P CONDITIOM OBSERYE| Place Bulding Mame 04 Cafeteriad Rest [ O
ALL 14/2/22/02 |Fi (1212P COWNDITIOM DBSERVE Place Building Mame 04 Stored Gift Shoy [ O
ALL 9/2/20/02 'wed 1212P CONDITION OBSERVE Place Building Mame 03 Cafeteriad Rest [ O
ALL 200 313/02 |wed 1212P PARKIMG TICKET Place Building Marme 1 O O
ALL 21 3418/02  Mon | 1212P PATIENT RESTRAINT | Place Building Mame 07 12 Maintenance 5 O O 2200
ki _’lJ
[YBrowse [B | CRIME |FREEDMAN | RecFaund: 10 CEES | NUM

Most officers will receive Data Entry rights from their system administrators. People
with Data Entry rights alone will see only the reports they have written and only until
these reports have been ‘approved’, - unless your system administrator has also given
rights to see your ‘approved reports for some extended number of days.

Oftentimes, supervisors will be given authority to ‘approve’ reports. As such,
supervisors will see all unapproved reports, - unless your system administrator has
extended your rights to see ‘approved reports for some extended number of days.
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Saving Personal Filters

After setting your filters, and opening the Log, you may save your filters for later use.
For example, an Investigator may wish to see only serious crimes, or an Administrator
may not wish to see all Dispatch Slips, Parking Tickets or Condition reports.

To Save your filters, press the button, while the Log is open.

To later Use your saved filters, do not press the Master Log button, instead press the

’
MLLDQ' button which will active your personal filters.

Regardless of whether you use the Master Log defaults or your own personally set

’
MLLDQ' filters, you must set a Date Range for each use.

Press il , after setting your dates.

NOTE: Some buttons appearing on the Master Log will be ‘grayed out’ as determined by
the rights assigned by your system administrator.

E TIP: to Filter for multiple ‘Report Types’ or for multiple ‘Natures’,
you must hold down the ‘Ctrl’ key when clicking your left mouse button. ??
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Sorting the Master Log

The Master Log default sort is set in order of those natures that are usually of most
importance and interest to security managers.

Therefore, by default the sort is:

first by: Crimes against Persons
then by: Crimes against Property
then: 77

After displaying the Master Log, it can be easily re-sorted by any one of the included
headers, by pressing on the Header type [e.g. Site, Report #, Date, Day...].

The following example shows a Log filtered by pressing on [Nature I
So that reports are listed alphabetically by Nature desecription.

4 Select Report M= E
—Filter By:
B o
Site: [aLLr - Dfficer: | = Zp Msh Lag Prirt Lag
|  Dccurred Suhmilled| e 1B -
Sort By INature 'l B UserLog Print Rpt
[rate Range: =] B o
Save Lo |
472072002 & Type: | _l Save Log A
Find Rpt # ueue Repart
472172002 & |_o P
Mature: | _l =1 E-Mail Queue E-mail
Time Range: tofy Preview Bpt| Print Queus Fpt
|12:DDAM = ‘ " Approved " Unapproved {* Both ‘ ﬂ[ﬁlose
|'|'|:59 P =
— " Dispatch Slip € Incident Repaorts % Both | |
-l - » =

Location

/ i Pavillion Building MA | In-Patient Floor
MPC 154373 4/21/2000 Sun 1:32F | ALARM - FIRE [uggan House 06 Common Area

O | O MENSAH
TEC| 154210 4/20/200; Sat | 2004 | ALARM - SECURITY | 1108 Boylston Gheel BMT BE | Commonses | [ | [ DE&N
TEC| 154209 4/20/200; Sat | 2554 | ALARM -SECURITY | 1108 Boylston Gheel BMT BE | Commonsrea | [ | [ DE&N
CH | 154312| 4/20/200; Sat | 10:28P ALARM - SECURITY | Main Buiding SE 0040 Commondves [ [0 SETTLES
CH | 154360 4/21/200: Sun | 7034  ALARM - SECURITY | Farley Building 03 308  PatientExams [ | [ SETTLES

Writing Multiple Reports of the Same Type

When entering multiple reports of the same type [e.g. Parking Tickets, Door Opening/
Unlock reports, or Condition Slips], you can open a New Report form by pressing

Fallest | your first report will be saved, and you can begin entering data for your

next report — without returning to the Main Menu/ Write screens.
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4t Ticket Report

PARKIMG TICKET
Lo |

r

tion

Date /
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Chapter 2 SEARCH

DISPATCHER & INVESTIGATOR INFO SEARCHES & LOOK UPS

SEARCH OVERVIEW

In their day-to-day roles, Dispatchers, Shift Supervisors and Investigators may require
information on a particular motor vehicle, person, etc.

Much of this information can be retrieved through the Main Menu — Search selection.

& Institution Security Information System (1515 2000) N =] E3

File Edit ‘'t Dizpatch | Search  Admin Maintenance Help
=g | | | Parking Tickets & Tows = |
EI % % & Photos & Subjects IL

Yehicle Access

There are no ‘required fields’ in ISIS’ Search or Analyze Data screens. Users set their

own search criteria as their needs and their department’s policies and procedures require.

The search default setting is ‘ALL’.

Once set, a user’s preferred [i.e. regularly used] settings can be saved, in a user specified

directory, according to each user’s individual needs.
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Parking Ticket & Tow Searches

In the Parking Ticket/ Tow screen, you can call for a complete history on a particular
plate, or you can search for vehicles with a violation history of ‘greater than or equal’ to
some number of vehicle tickets & tows.

Your search will include partial plate numbers. You can filter your results by any
combination of violation types, vehicle makes, colors, body type, state, etc.

ﬁ‘? Analyze Data [Parking Ticket/T ow Report]
Enter Selection Criteria

Plate # |- >= | | Model Year: From |1900 to |2099

Type

Model: I

{BLLY

Make

Choose Yiolation...

Choose Taw...

{BLLY

State

Choose Makes...

Choose Calars...

{BLLY

Choose States...

Chooze BodyType

Erocess. Ticketsl

Tow Reason

IS[= B3

Sort By
" Date
' Plate Humber

ALY

Color

ALy

Body Type

ALy

B3 Dpen | ﬁave | x Close |

\ﬁeneral Jn{l:oc:ation ;{Eropert}l }\ Vehicle ,{ Perzons Jn\"ﬁiscellaneous ;{Qnal}lsis ,-"

By default, ISIS will search for all violations within one year. ???
To alter your date range, press the General tab.

When your filter [revised date range] is set, press the Process Tickets button ??7?7?.

E TIP: System administrators can set the Default Parking Ticket search range.

E TIP: Some departments periodically print hard copy ‘hot sheets’ listing
vehicles routinely in violation - i.e. vehicles with “>/ or = “ some number of past
violations. Taking this approach can reduce radio traffic from field officers
requesting this information.
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The Vehicle Access report, for those tracking the time and destination of vehicles
entering their property, works much the same as the Parking Ticket report.

No Ticket/ No Tow feature

Have you, or one of your officers, ever mistakenly ticketed a company VIP or guest?

ISIS helps you control such intra-department miscommunication with a feature that alerts
users when a plate number has been flagged for special consideration.

In the following example, on running a vehicle plate history, the ‘No Ticket / No Tow’
warning shows ‘John Doe’ may be receiving special parking privileges by your company.

= Analyze Data {Parking Tic ] 4]
Enter Selection Criteria

Sort By
Plate # |123ABE 3= I ‘ Model Year: From ITSDD to |2DSS  Date

¥ Plate Humber

Report Date Model:
From [01/21/2002 to [04/21/2002 [

Yiolation Type Tow Reaszon

ALl Choosze Yidlation. .. | |{N-L}

i X

Make Mo ticket/Mo tow requested by Longwood Security Services, Inc..

AL} DOwner: John Doe.

Title: Employee of the kanth.
State :
1ALl - e
Choosze BodyType.... |

By Open | B 5ave | X Clase |

Fiocess Ticketsl i Clear |

% General 4 Location jf Property J Wehicle & Persons £ Miscelaneous £ Analysis [/

E TIP: If you operate multiple sites, the requesting site [e.g. ‘Longwood
Security’ in this instance] will be automatically identified.

This is a "heads up’ notice only. Officers may still enter a parking violation ticket or tow
report, if deemed appropriate.
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Photo/ Subject Search. ??77?

Dispatch Log

Dispatchers can track service requests to timely completion as well as prompt officers to
write certain reports by using the ISIS’ Dispatch feature.

=10 x|

£

i Institution 5 ecuritu Information Spstem (1515 2000)
: tarch  Admin Maintenance  Help

Selecting the above Dispatch pick from the Main Menu will open the following screen:

&t Dispatch Reporting _ O] x|
Site: | =] Reporti: | E3 X Cancel |
Date: [3/28/2002 Day: [Thu Time: [11:23 AM oo |
Hame: |
Buildina/Street: I J Flaor: I J F\oomf’Stlealﬂ:l—

Hature: | J Phone; | Assighed To: lﬁ
Comments
]|
B

Response Log

‘Start Timel Mature Evilding ‘Floor‘ Houm‘Name Telephone |Dflicer ﬂ @ On-Scene |

»
d (3 End W/0 Hepolll
(2) End With Hepnlll

1 of

The cursor will open on, and later default back to, the caller’s Name field.
Dispatchers enter data by tabbing from field to field.

Typing the first letter|[s] of a Building Name, Floor, Nature or Assigned Officer, will

automatically open a drop-down list. Highlighting the chosen code, and Pressing Enter
on the keyboard will post the chosen information and bring you to the next field.
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For the sake of speed, there are no ‘required fields’.?? A ‘Start Time’ and Date will
be automatically applied either when ‘tabbing off” the Assigned Officer field — or by
pressing the Start button. The Log Slip will automatically post to the Response Log list.

System administrators assign 2 projected Response Time Intervals to each Nature.
When a nature sits in the Response Log field for longer than the 1st time interval,
without an officer reporting back that he or she has arrived ‘on scene’, the related

Response Log line turns Yellow.

When the 2nd interval passes without an ‘on-scene’ indication, the line turns RED.

Upon arriving ‘on scene’, an officer radios this information to dispatch, and the
{2 Dn-Scene

dispatcher stops the ‘response time clock’ by pressing the button.
When an officer radios dispatch that they have completed their assigned task,
Dispatchers indicate whether a report is required or not.

If a report is to be filed, as noted by pressing the & B i feal button, the

Log Slip will be automatically converted into the start of an Incident Report and
will be posted in the Master Log under the responding officer’s name waiting for
the officer to complete the report.

This start of a report will include all information provided by the Dispatcher
except the dispatcher’s ‘Comments’ information.

{2 End W/0 Report

If No Report is required, dispatchers press the button

and the Slip will post as a Dispatch Slip only.

After posting, the cursor reverts to the Name field - ready for the next caller’s request.
2?7?

31



Chapter 3 SHIFT SUPERVISOR FUNCTIONS

APPROVING, E-MAILING, PRINTING, LOCKING. ... OFFICER REPORTS

Approving Reports - Generally

Many departments require their Shift Supervisors review and approve all — or certain —
reports, before the end of each shift. In ISIS” Maintenance/ Nature Set-Up screens,
system administrators identify which reports require approval.

After a report is approved, it is locked. Only people with specified rights to do so may
open them. And, only those with even higher rights can ‘alter/ edit’ or ‘delete’ a report.
Approving, and thereby ‘locking down’, reports is an important data protection function.

To help with identifying reports needing approval, Supervisors can ‘filter’ the Master
Log to show only reports that have not been approved.

ﬁf. Select Report ([0 X] I
Filter By:
P = l—_l &7 Mstr Log Frint Lag
" Deecuned & Submitted, R L Officer.
Set By [Sie - [ UserLog Fint At
Date Range: b o
Savelog 24 Frint Al
342842001 ﬁ Type: ;l E] .
Find Rpt # Repart
3/28/2002 = | _ mueue Reper
Mature: __l =9 E-Mail Queue E-mail
Time Range: ot Preview Rpt|  Print Queue Rpt
|12 001 Ak e ‘ " Approved ‘ @ Unappraved i Both ‘ ﬁCIDsa
ITI 59 P B
— i~ Dispatch Shpt o \mcident@ Both | | | |
= = - >

ure Location Rm # | Area Type Secued | Arest | # Loss | Time in Hrs| Officer | =
d 2 g 212 T Place Building I 05 Stored Gift Shof M L]
ALL 54| 3/28/2000 Thu | 1237 P FRAUD/FLIM FLAM | Place BuildingF 4 | 3421 O [m] FREED
ALL 19]3413/200¢ Wed 1212P | LARCENY - MISDEMES Place Building F 04 Public Transpar [ [ #2300 0.00 FREED
ALL 12/ 2/22/2000Fr | 1212P | SHOPLIFTING Place Building F 5B Store/ Gift Shoy [ $123.00 0.00 FREED
ALL 721972000 Tue | 11:224  ALARM - FIRE Place Buiding F 04 | 34 Child Care rea [ O FREED
aLL 15| 2/22/2000 Fri [1212F COMDITION OBSERVE Place Buiding F 04 Cafeteria/ Rest [ O FREED
aLL 14| 2/22/2000Fri [1212F COMDITION OBSERVE Place Buiding F 04 Store/ Gitt Shoy [ O FREED
aLL 21/3/18/200; Mon | 1212 P PATIENT RESTRAINT | Place Buiding F 07 |12 Maintenance 5 [ O 22.00 FREED
V| LI_I
B ] | CRIME | FREEDMAN | RecFound: 8 [EE T

After setting their desired filters, supervisors [as with any user] can save personal filters

for later use by pressing the button while the filtered log remains open.

When reopening the log, and after setting a desired date range, users activate their

E’] zer Log |

personal filters by pressing the — and not the Master Log, button.
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APPROVING REPORTS — HOW

To approve a report, go to the Date/ Loc tab and click off the Approve box.

Your user number ?? will then automatically appear in the ‘Approved By’ box and in the
last column of the Master Log.

&t General Service Repont M =] B3
MIS DEPARTMENT ;

‘ LE!E"E-,VMEPB 2 Brookline Place o Ok =] E-Mail
Site: ILnngwnnd Securty Services, Incj Brookiine M4 00000 g:ll ;;g:gggg Print | roe ReClassify
Mature: IMN ACCIDENT _I Repartt: I 52 FrankF@longwe ) Cancel
Date / Location - T Delete |

Time of Dccurence Distribution:

(Date: [2/28/2002 Day: [Thu Time: [12:06 PM ‘ [ distribution i’
¥
@+ OnProperty ¢ OF Property | Foom/Shect: I—
Buildina/Strest: IPlaCe Building Mame Here J
Floar: I'I I [ Area Secured
Departrnent: I
Area Type: I l
o

fepnaf 103 ] Date Submitted: [3/28/2002 | Time: [12:06 P AfovedBy [ 105

CURRAN COMMELLY

\ Date/ oc # Property ){Eehicle ){ Person | ){ Perzon || l{ﬁuhiect ){Qutside Services ){ﬂarrative )"

E-Mailing Reports

ISIS provides for e-mailing reports. E-mail capability requires the purchase and
installation of Adobe Acrobat Writer™, though anyone with the free web-downloadable
Adobe Acrobat Reader™ can view and print such reports.

Reports received via e-mail will print out formatted and in a resolution more or less
identical to what you receive off your own local printer.

Authority to send reports as e-mail attachments is set by your system administrator on a

user by user basis. If you have e-mail rights, you can select a report — or multiple reports
for e-mailing from either the Master Log or the individual Report screens.

E-Mailing Single Reports:

Reports can be sent as they are being approved from the above Date/Loc tab of each
report — OR from the Master Log. In either case, highlight the report you wish to send,

and press the ﬂl button.
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E-Mailing Multiple Reports from the Master Log:

From the Master Log, you can select and attach multiple reports to a single e-mail

. . [Queue E-mail
address — or to multiple addresses - using the button.

Highlight the reports you wish to attach to an e-mail, one by one, pressing the

[Hueue E-mail

button between each selection.

A1 Select Report I ]
i~ Filter By
S Y- vl - I I 3 MstrLog % Prirt Log
| " Occurred + Suhmilled| i | halS Bl
Sort By: | Site 'l E’J UserLag Frirt Ript
Date Range: =] B oo
Save Log 22 Print Al
10172001 ﬁ Type: :I
Find Rpt & | ie
4117/2002 ﬁ
Mature: J =1 E-Mail ]
Time Range: "oty Preview Rpt|  Print Queue Rpt
|12:UU A = ‘ " Appraved " Unapproved {+ Both ‘ l-.L Close
|1 1:59 P =
— i DispatchSlip ¢ Incident Reports % Both
P =l - | »l
Site | Repart | Date Day | Time Mature Lacation Flr | Fm # [&rea Type Secured| Amest | $ Loss | Time in Hrs
4 - g g SSALLT - OTHER Flace Buiding Name 05 Stare/ Gitt Shof M [}
ALL 19 3A13/200: Wed 1212 P | LARCENY UNDER $251 Place Building M ame 04 Public Transpot [ 0O | $12300 0.00
ALL 12 2/22/2000Fi 1212 P SHOPLIFTIMG Place Building Mame 5B Store/ Gift Shoy [0 412300 0.00
ALL 7 2/19/200 Tue | 11:22 4 | ALARM - FIRE Flace BuildingName 04 34 Child Carediea [0 O
ALL 18 2/25/200! Mon 1212 F DODR OPENING Flace Building MName 03 Lah/ Research [ O
ALL 15 2/22/2000Fri 1212 P COMDITIOM OBSERYE Place Building Mame 04 Cafeteria/ Rest [0 O
ALL 14 2/22/2000Fri 1212 P COMDITIOM OBSERYE Place Building Name 04 Store/ Gitt Shey [ O
ALL 9 2/20/200; ‘Wed 1212 P | COMDITION OBSERVE Place Buiding Name 03 Cafeteria/ Fest [0 ]
ALL 20 313200 Wed 1212 P | PARKING TICKET Flace Buiding Name 1 O O
ALL 21 3418/2000 Mon 1212 P | PATIENT RESTRAINT | Place Building Mame 07 12 Maintenance S [ ] 2200
KIN _>|_I
[RBrowse  [B | CRIME |FREEDM&N [ RecFound: 10 [ Caps | MUM

After identifying each of the reports you wish to send, press the ﬂl button
which will open the following window:



i E-Mail Information

Report ID: 152855 &4 Send | x Cancel |
Descript: DISORDERLY CONDUCT
E-Mail: Ditribuition:

| Ermail address ﬂ
M

Mew Email Address
FO— Delete Emal&ddess

Subject:

Add Message:

The first queued e-mail report will automatically create a Subject in your e-mail ????
consisting of the Site code, Incident Report number, and Nature. The sender’s name will
similarly be automatically entered.

You may change the Subject line, if you wish.
You may also enter an e-mail narrative, if you wish.

Changes will occur on all ?77??

Send
Once you have added a message, if desired, press ﬂl and the following prompt
will appear:

Information

The fallowing Incident Reports will be e-mailed: 150821, 148759, 149094,
Would vou like to procesd?

Press ‘Yes” and each report will cycle through your system’s email process and be sent
as a separate e-mail.
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Mew Email Address I button

New e-mail recipients may be added by pressing the
Outdated e-mail addresses may be removed by highlighting the address to be deleted

e Delets Emaldddiess. . 4 button.

and pressing the

New e-mail addresses will be automatically stored in a site-wide table for later use by all
with e-mail rights. To use the stored list, either ‘double-click’ on the name, or press the

single item’ insert = button. Press the ‘all button to include all email addresses.

A record of who was e-mailed a report will be automatically created on the first screen
of each incident report so sent. These names will also print on any future hard copy of an

e-mailed report.

ﬁf General Service Report _ O] x|
p o MIS DEPARTMENT .
‘ LE’E"“?’W**E% 2 Brookling Place ' OK =] E-Mail
. p - = Brookline k& 00000 B17-735-0600 By Priet | 24 ReClassify
Site: ILUngwuud Security Services, IncJ £17-735-0500 s

Nature: [VEHICLE ASSIST | Haporm:| ] FrarkF@longwe 96 Cancel

Date { Location /m
o Distribution

Day: [Thu Time: [1204PM ' J|Emc-.i| Addess |;)
\ »
\'-.__ _/

&+ OnProperty ¢ Off Property | =Y — I
Buildina/Street: IF'Iace Building Mame Here J
Flaor: m ™ Area Secured
Department: I
H

Area Type: I l
- I~ RTKStats? [ Apprave?
Rel"’?"“gjwz [ Date Submitted: [3/28/2002  Time: [12:04 PM Approved By: |

Oificer:
FREEDMAM

i DatelLoc f Property f Vehicle /i Person | f Person Il i Subject § Dutside Services f Narative [
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Printing Reports

Similar to the e-mail feature, reports can be printed from each Report’s data entry screen
or from the Master Log. And, reports can similarly be printed one at a time or ‘queued’

for batch printing.

ai General Service Report

ISi[=1E3

—
Lomcvvooon

MIS DEPARTHMEMNT
2 Brookling Place

=] E-Mail

Site:

ILongwnod Security Services, Incj

Nature: [M/ ACODENT

Brooklne MA& 00000  E17-735-0 Print QHEUESS@
£17-735-06 = -
_I Repart#: I 52 FrankF@longwe

Date { Location - 1 Delete |
Time of Occurence Distribution:
(Date: E Day: [Thu Time: |12:DE P ‘ [ Email #iddess |ﬂ

£+ OnProperty ¢ OFf Property |

Room/StreetH: I

Buildina/Street: IP\acE Building Name Here

Floor: |1 l

™ Area Secured

Department: I

Area Type: I

]

I~ RTK Stats? [~ Approve?

Relwrtmu|
Oificer: 0

CURRAR

Date Submitted: |3-’232’2UU2

Thic |12:05 Phd

Approved By

' DatedLoc A Property /{ Wehicle ,l{ Perzan | ,l{ Perzon || ,l( Subject ,&Qutsida Services f{ Narrative /'

Repo ] 3
rFilter By:
e Ix * ,I i I 7 Mstr Log 2y Frirt Log
| ¢ Occurred & 5uhmitled| o= el Wigee
Sort By: m [Z] User Log Print Fipt
D ate Range: = B o
Save Lo 2 Fririt Al
3/28/2002 = T | _l Save Log A
Find Rpt # t
342942002 ﬁ F | el o
Mature: | J =3 E-Mail Queve E-mail
Time: Range: oy Preview Rpt]  Print Queue Bpt
12:00 AM = ‘ " Appraved = Unappraved * Both ‘ l=.L Close
I‘I‘I 59 P =
— ¢~ Dispatch Slip ¢ Incident Repaorts & Bath
i [ RN RN
Site | Reportt | Date Day | Time Mature Location Fir | Rm # | Area Tope Secured|Amest|$ Loss | TimeinHrs | +
¥ FR&UD/ FLIM FLAM | Place Building Nams 4
AL 52| 3/28/200; Thu | 1206P MAS ACCIDEMT Place Building Name 1 O O
AL 51 3/28/200; Thu | 12:04 P WEHICLE A55IST Place Building Mame & O O
AL 80 3/28/200; Thu | 1203P REPAIR REQUEST Place Building Mame & O O
AL 49| 3/28/200; Thu | 12:03P WEHICLE 455I5T Place Building Name 7 O O
AL 46| 3/28/200; Thu | 11:494 WEHICLE A55I5T Place Building Mame 5 O O
AL 43 3/28/200; Thu | 11:464 WEHICLE A55I5T Place Building Mame 3 O O
AL 36| 3/28/2000 Thu | 11:234  MAS ACCIDEMT Place Building Name 20 O O
AL 48| 3/28/200; Thu | 11:57 4 |ALARM - SECURITY | Place Building Name 5 O O
AL 65| 3/28/200; Thu | 1212P  PARKING TICKET Place Building Name 12 O O
KU _>l_I
| S Browse |54 | CRIME | FREEDMAN | FRecFound: 10 [ Caps | NUM
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In the Master Log you have a few methods of printing.

o o
The button prints the Log as displayed in the above example.
& o
The PR | button prints the highlighted report.
o o
The button begins a cycling process, printing each report listed.

E TIP: Those will older/ slower PC’s and printers may wish to use the
MI button to place reports into a print bin for batch printing.

To use the batch printing feature, highlight the desired reports one at a time,
pressing the MI button between each selection.

Reports placed into the print queue can be printed:

1). by pressing the  button in the Master Log; or

2). from the Main Menu;

gt Institution S ecurity Information System (1515 2000) =] E3

File Edit Miite Dispatch Search Admin Maintenance Help
Print Setup... = | ‘
Print Current Repaort IL

Print Queued Reparts

E xit

or 3). upon exiting ISIS, when you will be automatically reminded
as shown below.
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The below Report Print Queue window, as automatically shown on exiting, allows you to
preview each report, remove reports from the queue, or print the entire ‘queued’ batch.

Report Queue x|

COfficer: [siliiaike

[RUERATRERN 1. ACCIDER

Prexiew Repart | éﬂemove from Qusue

Frint Queued Repoits | X Cancel |

Re-Classifying Reports

On occasion you may wish to change a report classification. [e.g. when an item of
property reported as ‘stolen’ turns out to be ‘lost and found’.]

Crime reports can be reclassified as Service reports and vice versa.
Due to the differences in the data fields between other Report Types
[e.g. Condition Observed vs. Medical Assist vs. Tow, etc.] only Crime and

Service reports can be re-classified. Others must be re-entered/ re-written.

For these ‘other report types’, we suggest you 1). Print the report and, 2). if the
narrative is lengthy, ‘cut and paste’ it into the desired form.

z FeClazsify

To change a report type between General Service and Crime, press the
button on the Date/ Loc tab [the first tab] of the Report’s data entry screen.

When you press Re-Classity, a filtered list of Crimes or Services will open.

ak.
Select the Nature Description you desire and press J" )

Right to Know Crime Statistics

Many Educational Institutions publicly report certain crime statistics annually.
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To help ease this chore, a RTK checkbox is provided on the crime report’s Date/ Loc or
first tab. Checking this box as appropriate throughout the year, may allow for faster end
of year data compilation.

The use of the RTK checkbox is optional, as users have a variety of filters and reports to
chose from as will be discussed in the Administrator’s Analyze Data chapter.

Patient Watch Time Tracking

If your system administrator has ‘turned on’ Patient Watch Reports, officers and others
with Data Entry rights will be able to use this form. Most of the input screens are similar
to other reports and require no further explanation.

In addition to providing standard reports and graphs, Patient Watch reports can also track
hours and officer time using the following screen:

&t Patient Watch Report _ O]

MIS DEPARTMENT ;
‘ LE&?,%EPB 2 Brookline Place o Ok =] E-Mail

Brookine M4 00000 617-735-0800 Prirt
E17-735-0600 = -
Mature: IF’ATlENT WATCH - Security _l Reportt: I 71 FrankF @longwe T Hest

) .
Site: ILnngwnnd Security Services, Incﬂ K. HEEEssiy

Assist Requested by: M.D./R.N_

Mame : [SMITH | Titke: | Ext: |
DOifficer Name Date & Time On Duty Status

First Officer : [CURRAN =] [3rs020021118 M FE| [Soheduled =l
Fislief Officer : [FREEDMAN =] [ars0/20021200PM B [Billble | Remove 2nd Officer
Felief Officer : I j I @I I j Remove 3rd Officer
Fielief Dfficer : | = @l | | Remove 4th Diicer
Rielief Dffcer : | =l = | i Fomave Sth Offcer |
Assist Ended by: M.D./R.H. Title Ext ﬂ)ale % Ended Time

Name [IONES [ | “3;30;2002 EETCI |

Scheduled Billable rs

Calculate Hours | IU iz and 44 min + |2 hig and 30 min = |3 hrz and 14 min

x Datedloc T Patient 540 HnursJ{Flastraints st 4 Outside Services ){ﬂarrative )"

Entering the First Officer’s name [from a drop down list] and the Date and Time On Duty
[i.e. when the watch started], starts the clock. Entering ‘Date and Ended Time’ stops the
clock.

Calculate Hours |

You must then press the button to capture and post the hours spent.
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Chapter 4 ADMINISTRATOR /INVESTIGATOR FUNCTIONS

ANALYZING DATA, STATISTIC REPORTS, GRAPHING, ....

i Institution S ecurity Information System (1515 2000) H=l E3

File Edit wiite Dispatch Search | Admin Maintenance  Help

El %l% |®| Mazter Log E

Analyze Data

Phioto Lineup

Subject Histon

YWiatch Motice

Blank Report Set

MASTER LOG
For Master Log filtering and other features, see Chapter 1, Officer Report Writing.

ANALYZE DATA - OVERVIEW

The are three (3) types of reports you can generate from inside Analyze Data:

1). a LOG report [similar to the previously discussed Master Log];

2). STATISTICS report showing Monthly, Year to Date and other comparisons, or

3). a number of bar, line or pie GRAPHS.
As will be discussed, you can do ‘year to year’ graphical comparisons.

AILISIS reports default to include more or less All Information contained in your
database. ??? Admin set default range??

But more often than not, a report containing “all” data is not particularly helpful to your

measuring or trending needs.

Instead, your interest will likely center on a service or group of services; a particular
crime or type of crime; or perhaps only one or more buildings, area types, time of day,
day of week, or.... some combination of the above criteria.
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You can create a focused report by filtering out unwanted data — or put another way, you

set your filters to include in your report ONLY data relevant to the issue at hand.

Filter Setting — and Saving Filters for Re-Use

Setting filters can be cumbersome — the first time. If you intend to re-use your filters,
you should save them under a report file for re-use monthly, quarterly, annually — or

) & S . . .
more often — using the button which will open a screen similar to the

following: ???

Open E2EE

Look in;

) lsis

i |fca| J6 =) s

File name

Fileg of tw

m Desktop

= My Documents
) My Computer
= 31 Floppy [4:)
= [C]
1 Windows
1 Temp
&l sis
& (o)
&5 010702_1733 [E)
Metwork Meighborbiood
£33 My Briefcase

Open |

o L

_L, Cancel |

You may use ISIS’ default location to save your reports — or you may select another

location. In either case, ISIS will automatically ‘remember’ -and return you to - the last
directory in which you saved a memorized report.
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USING ANALYZE DATA — STEP-BY-STEP

Analyze Data is ISIS’ most powerful search, graph and analysis tool. You begin building
a report by setting filters in the following screen:

4t Analyze Data _[O] x|
Enter Selection Criteria

Site Nature

TaLLt BLLY

Days

Report D ate
Fram |12f’30f’2001 ta |032’302’2DD2 ¥ Monday
¥ Tuesday
Report Time ¥ ‘wednesday
From [p0.00 to|23 59 ¥ Thuisday
¥ Friday
Right to Know flagged Reports v Saturday

¥ Sundap

|(‘Yas Mo {* Both |

|(" Dizpatch Slip € Incident Reports & Bath |

ff[ﬁlear | & Bun | By Open | ﬁave | xC\ose |

( 3
General #FLocation A4 Propeity ;{!ehicle /{Pgrsuns /{Miscellaneuus ;{énalysis /

After setting the ‘General’ tab selections for Site, Report Nature, Report Date, Time
Ranges, etc., users move across the bottom of the screen opening tabs and setting filters
for Location, Property, Vehicle, etc.

There is no required order, though the tabs are set up in more or less the same sequence
as the report writing data entry tabs.

Analyze Data’s default data settings is {ALL}.
2?7 re-order buttons on screen sic —

. C .. B
After setting your filters, limiting your search to defined criteria, press w )

If you wish to save these filters [except for date range which must be set each time] press

=& 5 .
the button, as described above.

If you’ve previously set filters for a report you intend to use regularly, you needn’t reset

your filters. Instead, press the a | button and you will be taken to where you
last saved your filters under a file name you assigned. Double click on your saved file
and you will ??

43



o [
To reset your filters to the default - i.e. {ALL} -, press ﬂl .

Building a Report / Setting Filters — Step by Step

General Tab

Beginning from the above main screen labeled ‘General’, you set a variety of fields for
Site, Nature, Time and other data. Nearly all “filter dialogue boxes’ operate in the same
fashion. As such, we will use only a few examples, beginning with choosing a Nature or
group of Natures.

Press the _ooess Nalures.. | button at the top center of the ‘General’ tab/ screen, and

a filtering window, similar to the following, will open:

Chooze Matures X |

Display Options
=All Incident Types ﬂ

=All Crimes

Crimes Against Persons Double-clicking on each

Crimes Against Property Display Option group
=w will filter your list of
Alarms Available Options
Conditions Observed
Door Openinas LI
Available options: Selected optionsz:
ALARM - FIRE -

ALARM - MAINTANENCE
ALARM - SECURITY
BROKEN KEY '
COMPLAINT

CONDITION OBSERVED
COMTRABAND

DISASTER

DOMESTIC DISPUTE
DOOR OPENING
ELEVATOR MALFUNCTION
ESCORT - by Vehicle
ESCORT - by Walking
freed

When the above window first opened, the top left Display Options box showed only:

Display Options
S8l Incident T

Al Crimes
LAl Services
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By pressing ‘Al Services > - the < Available Options’ list [bottom left side of window] is
filtered to include just Services [i.e. all crimes were removed from the list].

At this point you can further limit your available choices by clicking on a sub-category of

Alarms, Condition Observed, Door Unlocks, etc.

Individual report Natures you wish to include in your report can be sent to the

Selected oplions: _ 1« by either ‘double-clicking’ or by pressing the LI button.

Filtering for Persons... General Persons, Subjects, and Patients ## 77?

¢ Analyze Data =]
Enter Selection Criteria

5 Last Name First Name Chaose Status... |
r {ALL}

O

:

8 )

) Last Mame First M ame Go to Main Menu for

g I additional Subject Search
@ features

Face: I 'I Sex: I 'l Age: I 'l
Arest Made Trezpas
" es Mo ( Both  *es  MNo (" Both

MHumber

Patient

By Open | §ave | X Close |

\general Jn\'\ Location ;\'\Eropert}l Jn\'\yehicle ,‘?\ Persons ,J\Miscellaneous J-\'\Qnal_l,.lsis ,-"

Filtering for Miscellaneous... Outside Services, Alarm types, et al
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a1 Analyze Data

Outzide Services

Choose Services... |

{aLL}

Enter Selection Criteria

Alarm Types
Choose dlarm Types .. |

I [=1 3

Alarm Cauges

Chooge Alarm Causes ... |

iALL

[

Door Open Causze

Choosze Door Open Cauze ...

Condition Dbserved

Choose Condtion...

Patient Watch Hours
Choosze Hour Type...

[N} [ faLLY
Medical Assist
| Chooze Medical Assist ... I
{ALL}
gf Clear | " Fun | Open | ﬁave | x Close |

Y, General 4 Location 4 Propeny 4 Vehicle 4 Persors ) Miscellansous A Analysis /

CHOOSING THE REPORT STYLE — Log, Statistic Summary, or Graph

On the last tab labeled ‘Analysis, you chose the type of report you want. Clicking on the
radial button of a report style will ‘liven up’ options for a Log, Statistics report, or Graph.

LOG:

Log reports will look and act similar to the Master Log described in Chapter 1 — Write.

Feport Style

" STATISTICS

" GRAPH

STATISTICS:

Determine here whether

you want the report sent directly to your Printer;
what type of Time Period [i.e. Monthly, Quarterly or Annual] you want;
whether to limit the report to only Crimes or Services;
whether you want a detailed breakdown of Thefts by
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dollar loss,

property type,

area type,

business hours vs. non-business hours, and
secured or unsecured area; and

e whether you want to show Outside Services used.

¥ Analyze Data - |0 x
gl
Enter Selection Criteria

Report Style | ¢~ |0

i GR&PH

% Screen = Printer |

Stat Setlp | Edit Cower Page |

Period Ending:
Month [m) I_ “rear () I_
—Period Typ Repart Type
{* By Month = Crime
= By Quarter = Service
" By'ear {* Both

Include

[~ 0Of the Larcenies Repaorted
[~ Outside Services

[~ Cover Page

B Open | ﬁave | X Close |

\ﬁeneral Jn{l:oc:ation ;{Eropert}l Jn{yehicle ,n{ Persons ,n{_Miscellaneous }\Analgsis ,I'

Any filter setting you have done on other Analyze Data tabs, will additionally limit the
data shown in the resulting report.
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&t Site Setup

Site Info  Statistics & Repart |

ILDngwoDd Secuity Services, Inc.

MERIECIE S

=10l x|

Mature 10| MatureDescipt

IndividualéDther | ]

GRAPH:

] 101 LARCENY OVER $250 Irnclividual
addAl_ | Removest | | 102 LARCENY UNDER $250 Individual -
Select by Category | | 103 LARCENY FROM & MOTOR YEHICLE | Individual
| 104 LARCENY OF MOTOR YEHICLE Inclividual
- Instructions - 105 SHOPLIFTING Inclividual
Natures pou select a2 | 106 PICKPOCKETING Individual
INDIVIDUAL" wil be reported as (<o R oL
zeperate Line [tems, in wour |
Statistics Fepart b 108 FORGERY / UTTERING
Matures zelected az "OTHER" will ||| 109 TRESPASSING
be totalef:l together under an . 110 RECEMIMG STOLEM PROPERTY T
Other line. by raup 2.9, Crimes [/ | 111 DRUG VIOLATIONS Individual
:gf'”’* DESEE”TSE'D — 112 BURGLARIOUS TOOLS Irdividusl
atures Wil not be | ..
includod in your Statistic Fleprt, but || 113 BREAKING & ENTERING - FORCIELE Incividual
ol o e @l ] 114 BREAKING & ENTERING - NO FORCE | Individual
] 115 FALSE FIRE ALARM Indlividual
116 BOMBE THREAT Imclividual ~|
4t dnalyze Data M=

Enter Selection Criteria

Report Stvle |~ | oG

" STATISTICS

&

iz for Graph I
2nd K-tsis [optional] |

*r-£uis Field for Graph |

™ Priar year comparison

{f Clear |

Ll Lo L«

B Open | ﬁave | x Cloze |

\ﬁeneral ,n{ Location ;{Eropert}l Jn{!xahiczle ,n{ Persons ,miscellaneous }\ Analysis ,I'
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Chapter 5 MAINTENANCE - Set Up & Maintenance

A7

IMPORTANT ! Please Read Before Beginning to use ISIS

WorkSheets ?7?

Plus...

i Edit Spell Checker o ] 4
Add Word Delete Word
Mew Wiord
[T |
Auto Correct Delete Auto Correct
Mizzpelled Waord
Fieplacement ‘Word
¥ Delete |

l-'L Cloge |

Please Wait

Initializing 1S1S 2000...
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Y

& Mstr Log

B User Log
Save Log
Print Log
Frint Ript

Pririt &

Hueue Report

Hueue E-mail

E:I Save |

=3 E-Mail

tofy Preview Bpt

Tips

Master Log

BUTTONS — simplify ??
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Ok
v Data Entry

75 Nest |

z ReClazzify

ﬂ Delete

i

x Cancel

E M =

NS

& Loieas | Dispatch Slips

{2) End W/0 Hepurtl

(2 End With Report
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Calculate Hours

Pt Watch

ﬂ Analyze data

Open |

Save

gf Clear

¥

iR

% Find Phato

% Find New Photo

@0 Add New Phato |

240 Ehange Photo |

& Show F'hn:ntn:nl

| o Attach Photo

Photos

-=> ??7? under Photo Search

-=> ????under Property

-—> ??? under Property
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o Search |

Ctrl+Click to select multiple.... Better hint ??
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The Date/Loc tab in the above example, will default to the site/ organization you
selected at log-in. If you are assigned to only one site, this will be your default site and
there is no need to select a site at log-in.
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