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THE OHIO LAW ENFORCEMENT OFFICER’S TOOLKIT (LEOT)

INTRODUCTION

The User Manual for the Citation Module is provided to assist those who use the Law
Enforcement Officer’s Toolkit (LEOT) application. LEOT is a personal computer application
developed for the local law enforcement agencies of Ohio by the Ohio Office of Criminal Justice
Services (OCJS). It is a system by which local law enforcement agencies can record citations
and provide statistics.

This manual provides the procedures necessary to successfully enter the data for traffic citations.
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STARTING THE APPLICATION

To access the Law Enforcement Officer’s Toolkit program, go to Start, Programs, Law
Enforcement Officer’s Toolkit, Law Enforcement Officer’s Toolkit. Or, create a shortcut icon
on your desktop and double click on the icon. Once that is done, the following login screen
appears.

L4\ aw Enforcement Officer's Toolkit x|
Login: ||
Pazzword: I
%nfig Hame ISettings j
Ok Cancel |

Login

Type your login name that was given to you by the system administrator into the
Login field.

> The system automatically formats the Login name to capital letters.
Password

Type your password that was given to you by the system administrator into the
Password field.

> You can change the password using the ‘Password Change’ option under
the Utility menu.

Ok (Action button)

Once you have entered your Login name and Password, click on the ‘Ok’ action
button to enter the program.

> You can also hit the ‘Enter’ key from your keyboard to enter the program.
Cancel (Action button)

Click on the “‘Cancel’ action button at any time if you would like to exit the Login
screen without entering the program.
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After completing the Login screen, the application Title screen will appear. A sample screen is
shown below.

%3 Law Enforcement Officer's Toolkit (Ver 6.0.36) - ANY TOWN POLICE DEPARTMENT

File Edit Application Utility System Administraton Window Help

el He =2V [DndtRD e

State of Ohio

Office of Criminal Justice Services

Visit ittp:iwww. leot.ohio.gov for Live Support

[USEFR : 5¥5ADM [NUM [CAFS [INS|0B/28/2007 0247 PM

***N OT E***

You will notice a light blue background color in certain fields on each screen of the toolkit.
These fields need to be filled in to save and/or print the citation.

ACCESSING THE CITATION MODULE

You access the Citation module by clicking on the “Citation” icon [D on the toolbar, or by
selecting Citation from the Application menu. This will put you directly into the Violator
section of the Citation module.
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VIOLATOR

This section is used to enter details regarding the violator for the citation. The “License Card
Scan” icon on the toolbar can be used on this screen to populate information from the violator’s
driver’s license to the applicable fields (see page 29 in this manual). A sample screen is shown
below.

_ioix
I W IEE

Ticket

Mo.: IZEIIJT IEMS IBEME _I Case Mo |3945_

Violator | complaint | Committed Offense | Conditions | Summons |

Cuurt:luuuu | |Any-tnwn Court Cuunw:lgg ||— Outside Ohio
—State of Ohio
 Gity @ Village [ Township [NEWTOWN =
Paste |
Last First Middle Suffix
Name: |SMITH [1oHn | | |
Address |19TEI W Broad 5t | Present Address
City/State/Zip [Columbus [on =] [eaz2a- Phond (514)555-5558
- Two part
i Male Height: IEEIEI Weight: |2EIEI Hair:IERD | Eyre:IGF‘-Y | o
" Femals License Mo.: IF‘-'399999999 GlﬂESZID |DDES: I':"‘*"”"'ﬁﬁ4 3 " Medical
ETatea'Guuntry:lﬂH j IUSF'« j Expires on Birthday \(Hi EX ZI " Mon Medical
22N [sg9-30-309% Race|w ... | License Issued Dt.: = Financial % Yes
I ! ] 04/2005 Responsiblity Froof ¢ g
Endorsements Restrictions =
I_ M | MotorCycle C& | Shortness Of Stature
I | ADD | I | ADD | I_ i

{8

> To enter a Citation for the first time, click on the *NEW” icon on the toolbar before
entering any data. That will put the cursor in the Ticket No. field, if it is not there
already.

> To save a citation, click on the “SAVE” icon on the toolbar after all applicable sections

of the citation module have been completed. If any necessary information is missing, the
system will give you a message indicating what is missing or invalid. Once the citation
has all of the necessary data, a message will appear indicating that the record has been
updated.

Ohio Department of Public Safety Office of Criminal Justice Services 5
www.leot.ohio.gov



> To delete a citation, click on the “DELETE” icon on the toolbar. A message will appear
to make sure that you want to delete the entire citation. Click “OK” and the citation will
be deleted.

Ticket No.
To enter a citation for the first time, place the cursor in the prefix box of the “Ticket
No.” field, then click the “NEW’ icon on your toolbar before entering any data. That will
highlight the Ticket No. field with your current assigned prefix, then you can enter the
number if assigned manually. If assigned by the system, after selecting the ‘“NEW’ icon,
simply go to the next field. Once you have completed entering the data in the citation or
before (if you choose), select the *SAVE’ icon on your toolbar. When assigned by the
system, the Citation No. will automatically be applied after hitting the ‘SAVE’ icon.

Case No.
This field contains the court case number and it can be filled in after the violator has been
cited. This is not a field that you will be required to fill in when you first create your
citation.

Encounter No.
This field is used only if more than one citation is being issued to a single violator. This
number will also be automatically populated with a number similar to the one found in
the Ticket Number field.

Court
Enter the court assigned to the violator.

> Drop down list
> A default court can be set up by the system administrator.

County
Enter the court location county where the violator is assigned.

> Drop down list
> A default county can be set up by the system administrator.

State of Ohio Information
City, Village, Township (Radio buttons)

Select the radio button that identifies the court location. Then enter the City,
Village, or Township name in the field next to the radio buttons.
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> Drop down list for the City, Village, or Township name field

> A default City, Village, or Township name can be set up by the system

administrator.
Paste ﬂl

Personal information can be moved from several realms of the LEOT into the citation
module.

> Information from the MNI, Names & Address Search, and the BMV interface, once
copied, can be pasted into the citation module using this option.

Name
Enter the name information of the violator.

> These fields are to represent the information that appears on the violator’s
current driver’s license.

Address/City/State/Zip/Phone

Enter the address of the violator, including street, city, state, zip code, and telephone
number.

> These fields are to represent the information that appears on the violator’s
current driver’s license.

Once you have entered the city and state, you can access a zip code and the area

code by hitting your F2 key while in the state field. If you have only typed the zip

code, you can access the city, state and area code by hitting your F2 key while in

the zip code field. The command will appear at the bottom left of your screen.
Present Address (Action button)

If the address that is listed on the violator’s license is not their current address, click on
the “Present Address” action button to enter their current address information.

Male, Female (Radio buttons)
Select whether the violator is a male or female.
Height

Enter the height of the violator in a three-digit format (ex: enter 503 for a height of 5’3”).
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Weight

Enter the weight of the violator.
Hair

Enter the hair color of the violator.

> Drop down list
Eyes

Enter the eye color of the violator.
> Drop down list
License No.
Enter the driver’s license number of the violator.
Class
Enter the Class code from the driver’s license of the violator.
> Drop down list
DOB
Enter the violator’s date of birth.
> Drop down calendar
State/Country
Enter the state and country of the violator’s birth.
> Drop down lists
> Country defaults to USA.
Expires on Birthday
Enter the year the violator’s license expires.

> The date will then be automatically input as the DOB with the expiring year.
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Two-Part Information
None, Medical, Non-Medical (Radio buttons)
Select the radio button that identifies whether it is a two-part license.
SSN
Enter the Social Security number of the violator.
Race
Enter the race of the violator.
> Drop down list
License Issued Dt.
Enter the date the driver’s license of the violator was issued.
> Format MM/YYYY
Financial Responsibility Proof Shown
Yes/No (Radio buttons)
Select whether proof of financial responsibility was shown by the violator.
License Endorsements
Enter the code of any license endorsements the violator may have.

> Drop down list. Once the endorsement code is entered, click on the “ADD”
action button to add it to the grid on the right.

To delete an endorsement from the grid, the user would need to select that record by
clicking on the particular row from the grid. Then, press the “DELETE” key on your
keyboard.
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License Restrictions
Enter the code of any restrictions the violator may have on the license.

> Drop down list. Once the restriction code is entered, click on the “ADD” action
button to add it to the grid on the right.

To delete a restriction from the grid, the user would need to select that record by clicking
on the particular row from the grid. Then, press the “DELETE” key on your keyboard.

10 Ohio Department of Public Safety Office of Criminal Justice Services
www.leot.ohio.gov



COMPLAINT

This section is used to enter details regarding the vehicle and location of the citation. You access
the Complaint section by clicking on the Complaint file folder. A sample screen is shown below.

_isix
o0 H % B

Ticket

Mo |2IIIIJT IEMS IB‘ME _I Case Mo |3945_

Violator Complaint | committed Offense | Conditions | summons |

Violation Date:lwﬂxzul}? 3 Violation Time: ||;|9;3g Local IncidentMo: I

i Operated " Parked i~ Walked f Passenger
DOT Mo.
& Pass. { Comm. { Cycle ™ Over 26001 I Bus [ Hazardous Material
—Vehicle

‘ear: |2|:||:|1 Make: IAUUi j Body Type: Icumpﬂct j

C’“"‘”:IEIIUE j License: ||:|039L|T State |DH vI

. Location }
Direction PUbIIjEF‘.DAD Mo, qua.nesE [" Divided
IE— Highway [ Str
—I At “ { MP 10 ) I Construction Zone
inthe | Hoe | GIs DD MM S5 385
County No Al ) , State of Ohio. Longitude
Dist. from Cross-Street or Ref. Point: I . I j Tt

Dir from Cross-Street or Ref. Point: I | Cross Street: I

Violation Date
Enter the date of the violation.
> The system will automatically enter the current date.
> Drop down calendar
Violation Time
Enter the time in military standards when the violation occurred.

> The system will automatically enter in the current time.
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Local Incident No.

Enter the incident number.

> This number will be determined by departmental guidelines.
Operated, Parked, Walked, Passenger (Radio buttons)

Select the type of action that resulted in the citation.
Pass., Comm., Cycle (Radio buttons)

Select whether the type of vehicle used was a passenger car, commercial vehicle, or
motorcycle.

Over 26001, Bus, Hazardous Material (Check boxes)
Check the box(es) that would identify the circumstances regarding the vehicle.
DOT No.
Enter the Department of Transportation number.
Vehicle information
Year
Enter the year of the vehicle.
Make
Enter the make of the vehicle.
> Drop down list
Body Type
Enter the body type of the vehicle.
> Drop down list
Color
Enter the color of the vehicle.

> Drop down list
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www.leot.ohio.gov



License
Enter the license plate number of the vehicle.
State
Enter the state of the license plate.
Location Information
Public Highway/Street Name
Enter the highway or street name the violator was on that resulted in the citation.
No. of Lanes

Enter the number of lanes that are on the public highway or street where the
citation occurred.

> Up/down arrows available to select the number of lanes
Divided (Check box)

Check this box if the public highway or street is a divided road.
Direction

Enter the direction the violator was going on the public highway or street at the
time of the citation.

> Drop down list
At/Between (Action button)

Click on this action button to toggle between selecting the At or Between options
to identify a reference point to the violation location.

(MP. )

Enter the milepost number. If no number is entered, a zero will be entered when
the citation is saved.

Construction Zone (Check box)

Check this box to indicate that the violation occurred in a construction zone.
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In the
Enter whether the violation occurred in a city, village, or township.

> Drop down list

> The City, Village, or Township can be set up as a default location.
Of

Enter the name of the city, village, or township.

> The City, Village, or Township name can be set up as a default location.
County No.

Enter the county number where the violation occurred.

> Drop down list
> The County number can be set up as a default location.

Dist. from Cross-Street or Ref. Point

Enter the numeric distance the violation location is to the cross-street or reference
point, then enter the unit of measure of the numeric number in the second field.

> Drop down list for the unit of measure field
Dir. from Cross-Street or Ref. Point
Enter the direction the cross-street or reference point is to the violation location.
> Drop down list
Cross Street
Enter the name of the cross-street where the violation occurred.
GIS information
Longitude
Enter the longitudinal information regarding the citation location.
Latitude
Enter the latitudinal information regarding the citation location.
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COMMITTED OFFENSE

This section is used to record the offense information pertaining to the citation. You access the

Committed Offense section by clicking on the Committed Offense file folder. A sample screen
is shown below.

JS1=TEY
KN RN - |
Ticket

Mo IEDD? IEHB IBEHE _I Case Mo Igguﬁ

Violator | Complaint Committed Offense | conditions | Summons |

| Offense Code
4511.21

| Offenze Code Description

| ORC/ORDITR

Other Offense

{iaRE SERRON R
Offense Code Offense Description

| | | Add Offens |
Offense Code | Offense Code Description | ORC/ORDITP

The “Committed Offense” grid will list the offenses for that specific citation once the necessary
information has been added to the applicable charging action buttons above the grid. Those
action buttons are: Speed, OMVI, Driver’s License, and Safety Belt.

> To delete a record from the “Committed Offense™ grid, the user would need to click on
the corresponding action button above the grid for that offense. Clear all the fields for
that offense then click on the ““Close’ action button, which will delete that particular row

from the grid. A description of each action button above the grid is given in the following
pages.
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Speed (Action button)

Click on this action button to access a screen where you can enter the details regarding a
Speeding citation. A sample screen is shown below.

wm. Citation - Speed

Speed [ MPHin [ MPHZone

& Ower Limits " Unreas. Cond. O ACDA O M
- i Yez
 Badar " Lazer 1 A ¢ M/A VIEWEdﬁ_ND

#I Calibration Timne: I :

" WASCAR " Pace e M

" Stationary % Moving T NAA

Offense Code
+ ORC ¢ ORD TP j

Close

Speed information
___MPHin
Enter the violation speed of the citation.
____MPH Zone
Enter the posted legal speed in that zone.
Over Limits, Unreas. Cond., ACDA, N/A (Radio buttons)

Select the applicable option regarding the speeding citation.
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Radar, Laser, Air, N/A (Radio buttons)

Select the type of device used to identify the violator’s speed.
Viewed

Yes/No (Radio buttons)

Select whether this violation was viewed.

Enter an identifying number assigned to the calibration.
Calibration Time

Enter the time in military standards when the violation speed was calibrated.
VASCAR, Pace, N/A (Radio buttons)

If applicable, select whether the VASCAR or Pace method was used to calibrate
the violator’s speed.

Stationary, Moving, N/A (Radio buttons)
If applicable, select whether this citation was a stationary or moving violation.
O.R.C., O.R.D., T.P. (Radio buttons)
Select the type of offense code used for the speeding citation.
Offense Code
Enter the speeding offense code with which the violator is charged.
> Drop down list
Close (Action button)
Once you have established the details regarding the speeding violation, click on

the “Close” action button. This will add that offense to the grid in the upper
portion of the “Committed Offense” screen.
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OMVI (Action button)

Click on this action button to access the screen where you can enter the details regarding
an OMVI citation. A sample screen is shown below.

. Citation - ONMVI

[ Under the influence of alcohol/drag of abuze [ Refused
[ Prohibited blond alcohol concentration 0. ||:||:| = BAL

" Blood {+ Breath " Urine

Offense Code
&+ ORC  ORD TP j

Close |

Under the Influence of Alcohol/Drugs (Check box)

Check this box if the violator was under the influence of alcohol/drugs.
Prohibited Blood Alcohol Concentration

Check this box if the violator has a prohibited blood alcohol concentration.
Refused

Check this box if the violator refused any blood/alcohol content test.
0. __ %BAC

Enter the percentage of the violator’s blood/alcohol content.
Blood, Breath, Urine (Radio buttons)

Select the type of blood/alcohol content test used.
ORC, ORD, T.P. (Radio buttons)

Select the type of offense code used for the OMVI citation.
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www.leot.ohio.gov



Offense Code
Enter the OMVI offense code with which the violator is charged.
> Drop down list

Close (Action button)
Once you have established the details regarding the OMVI violation, click on the
“Close” action button. This will add that offense to the grid in the upper portion
of the “Committed Offense” screen.

Driver’s License (Action button)

Click on this action button to access the screen where you can enter the details regarding
a Driver’s License citation. A sample screen is shown below.

wm. Citation - Driver License

— Dnver License
[T Mone [T Revaked [ Suzpended
[T Expired
i E Months or Less ¢ Over B Months
Suzpenzion Type: I J
Offenze Code
 ORC ¢ ORD TP | =l
Close |

None, Revoked, Suspended (Check boxes)
Check the box(es) that applies for the specific driver’s license citation.
Expired (Check box)

Check this box if the driver’s license is expired.
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Six Months or Less, Over Six Months (Radio buttons)

If the driver’s license is expired, select whether it has been expired for six months
or less, or over six months.

Suspension Type
If the “Suspended” box is checked, indicate the suspension type here.
> Drop down list
ORC, ORD, T.P. (Radio buttons)
Select the type of offense code used for the driver’s license citation.
Offense Code
Enter the driver’s license offense code with which the violator is charged.
> Drop down list
Close (Action button)
Once you have established the details regarding the Driver License violation,

click on the “Close” action button. This will add that offense to the grid in the
upper portion of the “Committed Offense” screen.

Safety Belt (Action button)

Click on this action button to access the screen where you can enter the details regarding
a safety belt citation. A sample screen is shown below.

. Citation - Safety Eelt

— Safety Belt - Failure to wear

[ Driver Offenze Code
{+ ORC - ORD TP I j

[T Passenger

Offenze Cade
[ Child Restraint {*  ORLC ORD (TP | =]

Close |
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Driver, Passenger (Check boxes)
Check whether this citation is for the driver or passenger.
ORC, ORD, T.P. (Radio buttons)

Select the type of offense code used for the driver or passenger safety belt
citation.

Offense Code
Enter the driver or passenger offense code with which the violator is charged.
> Drop down list

Child Restraint (Check box)
Check this box if a child restraint violation is involved.

ORC, ORD, T.P. (Radio buttons)
Select the type of offense code used for the child restraint citation.

Offense Code
Enter the child restraint offense code with which the violator is charged.
> Drop down list

Close (Action button)
Once you have established the details regarding the Safety Belt violation, click on
the “Close” action button. This will add that offense to the grid in the upper
portion of the “Committed Offense” screen.

Other Offense Information
This section on the “Committed Offense” screen is used to add any other offense
to the citation that is not available through the Speed, OMVI, Driver’s License, or
Safety Belt action buttons.

ORC, ORD, T.P. (Radio buttons)

Select the type of offense code used for the other offense.
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Offense Code

Enter the other offense code with which the violator is charged.

> Drop down list.

> The system will populate the Offense Description field automatically.
Add Offense (Action button)

Once you have established the offense code, click on the “Add Offense” action
button to add that offense to the grid on the bottom portion of the “Committed
Offense” screen.

> To delete a record from the “Other Offense™ grid, highlight that record by
clicking on the particular row from the grid. Then hit the “DELETE” key
on your keyboard. A message will come up letting you know you have
selected one row for deletion. Click “Yes,” and that record will be
deleted.
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CONDITIONS

This section is used to record the environmental conditions pertaining to the citation. You access
the Conditions section by clicking on the Conditions file folder. A sample screen is shown
below.

=10l x|
Q0B @ %

Ticket

No.; [2007 [oaz  |[sa4s ;|casema.:|gg45 B

‘.l":'-o1atar| {:omplairrtl Committed Offense Conditions | Summons I

¥ Driver License Held ¥ wehicle Seized Stat Code 1: |1UU I Stat Code 2|1IIII}A I

— Pavernent — Visibility
™ ory V¥ wet I snow I lce [T clear M cloudy I Dusk [~ Dawn [ Might
— Traffic
— Weather i~ Heavy * Moderate " Light " Mone
¥ Rain [ Snow Fog ™ Mo Adverse
—Crash Imjury
= i Mo = o
¥ Business ™ Rural " Yes = es
I Industry I™ school [ Residential " Almost caused £ Fatal
Accompanying criminal charge: " Yes Crash Report Mo :

& Mo _I Notes

Driver License Held, Vehicle Seized (Check boxes)

Check the appropriate box(es) to indicate if the violator’s license was held or if the
vehicle was seized.

Stat Code 1, Stat Code 2
Select the status code(s) for the citation.

> Drop down lists

Ohio Department of Public Safety Office of Criminal Justice Services 23
www.leot.ohio.gov



Pavement Information
Dry, Wet, Snow, Ice (Check boxes)
Check the item that applies regarding the condition of the pavement.
Weather Information
Rain, Snow, Fog, No Adverse (Check boxes)
Check the item that applies regarding the weather conditions.
Area Information
Business, Rural, Industry, School, Residential (Check boxes)
Check the item that applies regarding the area where the citation occurred.
Visibility Information
Clear, Cloudy, Dusk, Dawn, Night (Check boxes)
Check the item that applies regarding the visibility conditions.
Traffic Information
Heavy, Moderate, Light, None (Check boxes)
Check the item that applies regarding the traffic conditions.
Crash Information
No, Yes, Almost caused (Radio buttons)
Select the item that applies regarding whether a crash was involved.
Injury Information
No, Yes, Fatal (Radio buttons)
If “Yes” or “Almost caused” is selected in the Crash information section, then the

Injury information will be enabled to select the item that applies regarding any
injury.
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Accompanying Criminal Charge
Yes, No (Radio buttons)
Select whether there is an accompanying criminal charge to the citation.
Crash Report No.
Enter the crash report number if applicable to the citation.
> Drop down list
Notes (Action button)

Click on this action button to enter any additional notes for the citation. A sample screen
is shown below.

x
| =

#
Ok | Print |

Ok (Action button)

Click on this action button when finished to close the Notes screen.

Ohio Department of Public Safety Office of Criminal Justice Services 25
www.leot.ohio.gov



Print (Action button)

Click on this action button to print the text in this screen. This screen does not print out
when printing the citation in its entirety. A sample screen is shown below.

=18lx]
| % & =00 =] || W A U ot y oo om | b |

Freview |
ﬂ

ANY TOWN POLICE DEPARTMENT Srarmn e

¥EILAT AN DT

i

CITATION NOTES Page Mumber: 1

Here are ray notes... ‘

SUMMONS

This section is used to record the summons information pertaining to the citation. You access
the Summons section by clicking on the Summons file folder. A sample screen is shown below.

=10l x|
OOd B @ %
: L B
Ticket

Mo.: |2EIEI? |943 IBEME _I Case Mo.: |5945

Violator | Complaint | Committed Offense | Conditions Summons |

¥ Perzonal Appearance Required {~ Waiverable through Traffic Violations Bureau

Summoned and ordered to appear IIIIIIIIIIIII | |Any'tc|wn Court Court

Addre55:|1 ANYTOWN STREET Mailing Address: |

S Y Make Check or
04112007 Time:|13:00
Datel z‘ |n'|e| I To be set Money Order Payabl

This summons served personally on the ID#H.-'EEIEIT 3

— Issuing-Charging Law Enforcement Qfficer

Total # of Offenses: |1

Statement of Facts |

Fines|5000  Cost{s000  Total{5000

Unit |1 Post: |1 District: |1

The suing-charging law enforcement officer stater under the penalass of
pegury and falsificanon thar hefShe has read the above complaint and dhar ir

13 e
[s42 _—“Dﬁi[:er A. Manchester
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Personal Appearance Required, Waiverable through Traffic Violations Bureau (Radio
buttons)

Select whether the violator is required to appear in court, or the appearance is waived.
Summoned and Ordered to Appear At

Enter the court code if the violator is required to appear.

> Drop down list.

> The “Court” name and ““Address” fields will populate automatically once the
court code is entered.

Date, Time
Enter the date and time the violator is to appear in court.
> Drop down calendar for the date

To Be Set (Check box)
Check this box if the officer is unsure of the date or time of the court appearance.

Mailing Address, Make Check or Money Order Payable to
The “Mailing Address” and “Make Check or Money Order Payable to” fields will
populate automatically based on the court selected in the “Summoned and ordered to
appear at” field and if the violator’s appearance is waived.

This Summons Served Personally on the Defendant

The current date will automatically appear in this field indicating when the summons was
served.

> Drop down calendar
Issuing-Charging Law Enforcement Officer

This box can show the officer’s electronic signature for the citation. It corresponds with
the officer entered below the box.

> Drop down list
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Total # of Offenses

Enter the total number of offenses for which the violator was cited.

Statement of Facts (Action button)

This text box allows the officer to state, in documentation form, the actual speed of the
violator. A sample screen is shown on the following page.

x
| =

ok | .

Fines

Enter the dollar amount of the fines for the citation.
Costs

Enter the dollar amount of the costs for the citation.
Total

Enter the sum total dollar amount of the fines and costs.
Unit, Post, District

Enter any Unit, Post, or District number of the officer.
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LICENSE CARD SCAN

The License Card Scan feature gives the user the ability to scan an individual’s driver’s license
to quickly populate the corresponding fields during data entry. A license card reader is needed to
facilitate this option. When you are in the “Violator” screen, click on the “License Card Scan”

icon from the toolbar. The following message will appear.

=T

Please Swipe License Card then click OK

4

Swipe the license through the card reader, click “OK” and the information will appear in the
applicable fields. Then, continue with the data entry to complete the citation.
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PRINTING THE CITATION

Once you have entered all the information for the citation and have saved it, click on the
“PRINT” icon from the toolbar. This will populate a print preview screen of the citation. A

sample screen is shown below.
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Once you have the print preview showing, you can click on the “Print” icon on the print preview

screen to print out the citation.
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