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1.0 PURPOSE 

The purpose of this policy is to establish policies, procedures and guidelines to be adhered to 
while preparing and disseminating specific law enforcement related records. 

2.0 POLICY 

It is the policy of the Department of Public Safety that all required reports and forms 
documenting the activities of its commissioned employees be completed accurately and in a 
timely manner. 

3.0 APPLICABILITY 

This policy is applicable to all employees of the Department of Public Safety (DPS). 

4.0 REFERENCES 

A.  Inspection of Public Records Act, 14-2-1 NMSA, 1978 

B.  Fingerprinting of Persons Arrested; disposition, 29-3-8 NMSA, 1978 

C.  Public Records, Chapter 13 NMAC 

D. General Records Retention and Disposition Schedules, Chapter 15 NMAC 

E. CJIS Security Policy 

F. Arrest Records Information Act 

G. CALEA Chapter 82- Central Records 

5.0   DEFINITIONS 

A.  Arrest Fingerprint Card – The FBI fingerprint card is used to capture ten print 
impressions and arrest record information each time a person is arrested, which will 
serve as the source document for an individual’s arrest. 

B. Computer Aided Dispatch (CAD) Reports – Logs of all calls coming in to every 
telecommunications center, including, but not limited: calls for service, citizens reports 
of crime, and miscellaneous items.  The CAD reports also document actions taken by 
officers, to include generation of reports, citations and physical arrests.  These 
documents are available for review at District Offices.   

C. Criminal Justice Information System (CJIS) Accident Reporting Segment -The 
portion of CJIS that is used to capture limited accident report information, which will 
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 been created and has been sent to the LERB. 

PS. 

e official report of a motor 

I. ased Reporting System 

K. 

vestigator can also request to have a 

M. DPS manual filing system for storage of Offense Incident 

N.  A number automatically and manually assigned by 
mated Fingerprint Scanner) when fingerprints are electronically 

6.0 PROCEDURE 

A.  DPS Field Reports 

1. DPS criminal reporting forms: 

 and all related attachments including 

c. Arrest/Booking Form 

enable Law Enforcement Records Bureau (LERB) personnel to identify that an accident 
report has

D.  FBI Number - A number which is automatically assigned by the FBI to individual arrest 
records. 

E.  Field Reports – Field reports are intended to record the activities of commissioned 
employees within the D

F. Final Disposition – The final outcome after adjudication or when the report is closed if 
no charges were filed. 

G. IAFIS (Integrated Automated Fingerprint ID System) – Automated submission of 
fingerprint card to the FBI. 

H.  Motor Vehicle Crash Reports – The crash report is th
vehicle crash documenting an investigation conducted by a DPS commissioned officer. 

NMIBRS – New Mexico Incident B

J. Offense/Incident Report – A record of a criminal or non-criminal event reported by a 
commissioned officer of the DPS. 

Secured Group - A secured group is a defined group set up in NMIBRS that limits 
access to an Offense/Incident Report to those people in that group.  A secured group is 
typically set up for high risk groups (i.e., Narcotics, K-9, Criminal Investigations Section) 
or for a report that is high profile (a public figure, possibly a case involving a child, etc.) 
or involves a police officer (whether ours or from another law enforcement agency). A 
member of the chain of command above the in
secured group set up and will be included in the group unless they are a suspect in the 
investigation.  

L. SID Number (State Identification Number) - A number assigned to every person 
custodial arrested. 

State Bureaus – 
supplemental reports, attachments, Non-Traffic Citations and Petty Misdemeanor 
Fingerprint Cards. 

STN (State Tracking Number) -
Live Scan (Auto
scanned. 

The following shall comprise the 

 a. Offense/Incident Report Form
 supplemental report form. 

 b. SP-205 Evidence Control Form 
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 h Report form with supplemental/diagram 

ental Report Form. 

3. 

 

4. 

5. opriate 

  

 . 

d within ten (10) days of a change in the status of the investigation. 

B. 

 
  but not limited to: 

  

4. Criminal non-criminal cases initiated by department commissioned 

 Liquor Control Act. 

7. officer believes the incident should be 

8. 

2. The following shall comprise the State of New Mexico Uniform Crash Report: 

a. State of New Mexico Uniform Cras
 form. 

 b. Commercial Motor Vehicle Supplem

The following comprise DPS citations: 

a. State of New Mexico Uniform Traffic Citation

b. State of New Mexico Uniform DWI Citation 

All DPS field reports shall be completed accurately and completely using the 
appropriate report form.  All pertinent information shall be included.  All mandatory 
fields shall be completely and accurately filled out in an Offense/Incident report. 

All DPS field reports shall be submitted in a timely manner through the appr
channels for approval and filing purposes. 

a. Initial Offense/Incident Report shall be submitted within three (3) days of 
 taking the report. Supplemental Offense/Incident reports shall be entered in
 the NMIBRS system within ten (10) days of a change in the status of the 
 investigation, e.g., serving arrest warrant, evidence submitted to crime lab, etc. 

b Initial motor vehicle crash reports shall be submitted within twenty-four (24) 
 hours of completing the crash investigation.  Supplemental crash reports shall 
 be submitte

Field Reporting 

1. Offense/Incident Report 

a. Offense/Incident Reports shall be completed in the NMIBRS system under the 
following circumstances, including,

1. A person physically arrested. 

2. Evidence or property seized. 

3. Use of force, pursuant to department policy OPR:01 Use of Force. 

and 
personnel. 

5. When administrative citations are issued pursuant to the

6. When there is a use of department contingency funds. 

Any other type of incident where the 
documented. 

Supplemental reports should be generated in those instances when there is 
a referral made to another division within the law enforcement program, i.e., 
an SID agent stops a vehicle and determines the driver is DWI and requests 
assistance from a uniform officer, the SID agent would complete a 
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llow up investigation is done by 

 
rocedure.  Please refer to the attached  

 

 c. Sub

1.  

2. 

pproval. 

/Incident report and locks 
 

2. P

erty Control form shall be completed any 
 

 b. Sub

2. 

and submitted to the evidence 

 evidence/property will be processed and reviewed by the 

3. rr

ll be completed any time a physical arrest 
 is made according to the following procedure.   

supplemental report to the arresting officer’s original Offense/Incident 
Report.   

Original Offense/Incident reports should be completed by the first officer to 
respond.  Any follow up investigation should be documented on a 
supplemental report, whether the fo
additional uniform personnel, the Criminal Investigations Section, or 
Narcotics Section.  

b. Offense/Incident reports shall be completed on the standard Offense/Incident 
 Form, according to the following p

NMIBRS Training Manual for further details on using the NMIBRS system.  

mitting, Processing and Review  

The reporting personnel submit the investigative information into the 
NMIBRS computer system and complete the Offense/Incident report form, 
as appropriate, or submit the information into the Lanier Dictation system for 
the Transcription unit to complete the required Offense/Incident report form.  

The Transcription Unit processes the report into the appropriate report form 
and notifies the reporting personnel that the report has been completed and 
is ready for final review and authorization, via fax or email. 

3. The reporting personnel review and approve the report and notify their 
supervisor that the report is ready for their review and final a

4. The supervisor reviews and approves the Offense
it by marking the locked section of the computerized form. 

5. The report is then stored in the computer system. 

S -205 Evidence/Property Control Form 

 a. The standard SP-205 Evidence/Prop
time evidence/property is seized according to the following procedure.   

mitting, Processing and Review 

1. All appropriate sections of the SP-205 form shall be completed in order to 
identify the item(s) of evidence/property, seizing individual, owner, etc.  

Once completed, the SP-205 form shall be attached to the item(s) of 
evidence/property according to the guidelines described in Department 
policy OPR:17 Evidence/Property Handling 
custodian for processing.  The SP-205 and evidence/property may also be 
secured in a drop box.   

3. The SP-205 and
supervisor assigned evidence custodian duties.   

A est/Booking Form 

 a. The standard Arrest/Booking form sha
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 b. 

1. 
ng filed, arresting officer, arrestee’s 

2. rresting officer will provide a copy of the form to the 

3. mpleted copy of the Arrest/Booking form 

4. 

ion administrative staff for entry into CJIS and filing 

 h reports shall be completed under the following 
 

2. operty damage to an apparent extent of 

3.  vehicle.  Refer to department policy 

b. 
rocedure. 

c. 

1. 

ntal form will be used 

2. 

3. 
 

4. 
tment of Transportation and LERB for storage 

 the LERB will timestamp and file them 
 by date of crash. 

Submitting, Processing and Review   

All appropriate sections of the Arrest/Booking form shall be completed in 
order to identify the arrestee, charges bei
property inventoried, etc.  

Once completed, the a
detention facility. 

The arresting officer will submit a co
through his/her supervisor.   

The supervisor will process, review and approve the Arrest/Booking form.  
The supervisor will then forward the Arrest/Booking form to the 
district/bureau/divis
purposes.  

4. Motor Vehicle Crash reports  

a. Motor vehicle cras
circumstances:  

1. Traffic crashes resulting in death or injury. 

Traffic crashes resulting in pr
$500.00  or more. 

Traffic crashes involving a department
ADM:18 Fleet Crashes. 

The standard State of New Mexico Motor Uniform Crash Report form shall be 
completed according to the following p

Submitting, Processing and Review   

The reporting officer will complete all appropriate sections of the State of 
New Mexico Uniform Crash Report form in order to identify the location, 
driver(s) involved, witness(s), vehicle(s), contributing factors, investigating 
officer, results of the investigation, etc.  The diagram form will be used for 
documenting the diagram of the crash.  The suppleme
for the narrative of the crash investigation.   

Once completed, the reporting officer will submit the completed report to a 
supervisor for processing, review and final approval.  

The supervisor will process, review and approve the report.  The supervisor 
will then forward the approved report to the district/bureau/division
administrative staff for data entry and other appropriate processing. 

The district/bureau/division administrative staff will submit the approved 
report to the NM Depar
purposes. 

a. Upon receiving the crash report, 
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 b. The LERB will access the computerized version of the crash report in the 
 Crash Reporting System and add the name of the LERB clerical staff 
 employee who received the report.  

 c. The LERB forwards crash reports to the State Records and Archives 
 annually.  Crash reports for the current year are maintained in the LERB. 

5. The New Mexico Commercial Motor Vehicle Supplemental Report Form 
shall be completed by the investigating officer when the crash involves a 
commercial vehicle as defined in state statute.  

6. Fatal Crash Reports 

 a. The LERB is notified of fatal crashes via teletype. 

 b. The LERB logs fatal crashes by date and county. 

 c. The LERB faxes fatality teletypes to the State Department of 
 Transportation on a daily basis. 

5. Uniform Traffic Citations 

 a. New Mexico Uniform Traffic citations shall be completed when taking 
 enforcement action  pursuant to state law.   

 b. The standard uniform traffic citation shall be completed according to the 
 following procedure.  Refer to Department policies OPR:33 Arrest and  OPR:41 
 Traffic Control and Enforcement for details on issuing citations.   

 c. Submitting, Processing and Review   

1. The issuing officer/agent shall complete all appropriate sections of the 
uniform traffic citation in order to identify the location, driver, vehicle, 
violation being charged, issuing officer, court appearance, etc.     

2. Once completed, the issuing personnel will provide a copy of the completed 
citation(s) to the driver, or to the appropriate court for summons purposes. 

3. The issuing officer/agent submits the completed citation(s) to his/her 
supervisor for processing, review and approval.   

4. The supervisor processes, reviews and approves the completed citation(s). 

5. The district/section administrative secretary forwards a copy of the citation to 
the NM Motor Vehicle Department and maintains a copy in the district office. 

6. Computer Aided Dispatch (CAD) Reporting   

a. The standard CAD report form shall be completed by telecommunications 
personnel in order to document the following, including but not limited to:  

1. Calls for service.  

2. Citizen reports of crime.  

3. Citizen complaints.  
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4. Incidents resulting in an employee being dispatched or assigned. 

5. Criminal and non-criminal cases initiated by law enforcement personnel.  

6. Incidents involving arrests and citations.  

b. CAD reports shall contain the information required by and be completed 
pursuant to the procedures described in Department policy OPR:31 
Telecommunications.   

C. Responsibilities 

1. Officers/Agents 

 a. Accurately complete the appropriate report forms in accordance with policy for 
 timely submission through appropriate channels.   

 b. Ensure the report is thorough and that all required mandatory fields are 
 completed correctly. This includes thoroughly describing those items of 
 evidence/property seized, stolen, and/or found. 

 c.  Submit reports in a timely manner for approval. Officers/Agents will 
 dictate/manually enter reports into system within 72 hours of taking initial 
 report. Officers/Agents will have 72 hours from time dictation is completed  to 
 review and submit the report through their chain of command. 

 d. Promptly submit a final disposition to the LERB for every physical arrest that is 
 submitted upon conclusion of the case. 

2. Supervisors  

 a. Receive, review, and approve reports and records completed by commissioned 
 officers prior to submission to the Law Enforcement Records Bureau. 

 b. Ensure the overall quality and completeness of the report. 

 c. Establish and maintain a records system to track and monitor the status of 
 pending and completed reports. 

 d. Ensure supplemental reports are prepared and submitted in a timely manner. 

3. Transcription Unit 

 a. Receive and edit reports submitted by field personnel. 

 b. Provide timely turnaround for transcribed reports. 

 c. Provide notification that reports are completed and ready for approval. 

 d. Establish “Secured Groups” pursuant to NMIBRS guidelines and/or a specific 
 request from the investigating officer and/or supervisory staff.  

4. Law Enforcement Records Bureau (LERB) 

 a. Receive and store original copies of field reports and applicable 
 attachments.  The CJIS system stores the original electronic version of the 
 report.   
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 b. Disseminate records, pursuant to state law and department policy. 

 c. Collect and submit (UCR) crime information to state and/or national uniform 
 crime reporting programs using the following procedure: 

1. Pertinent UCR information is collected by the reporting person during the 
investigation.  This information is then entered into the appropriate field of 
the NMIBRS report form by the reporting officer or transcription personnel. 
This information automatically populates the appropriate field in the UCR 
report. 

2. LERB personnel run the UCR report on a monthly basis out of the 
NMIBRS/CJIS/UCR module and verify information contained in the report. 

3. LERB personnel submit the UCR report to the FBI/UCR unit by mail. 

 d.  Maintain physical security over and restrict access to agency records. 

e. Maintain an on-call person, to the extent possible, to respond to requests for               
records which occur outside of normal business hours. 

 f. Central repository of all criminal history information. 

 g. Maintain the Missing Persons Clearinghouse. 

 h.  Maintain the Sex Offender Registration and provide notifications as described in 
 State law. 

5. Information Technology Division 

 a. Provide data backup and storage for computerized records. 

 b. Provide access security for computerized records. 

D. Records Storage and Retention  

1. District and sub-district offices are required to maintain copies of the following field 
reports:   

 a. Traffic crash reports. 

b. Issued traffic citations.  Copies of issued citations shall be maintained at the 
district/sub-district office for a period of one year from the date of issue.   

c. Issued non-traffic citations.  Copies of issued non-traffic citations shall be 
maintained at the district/sub-district office for a period of one year.  Following 
the one-year period, the non-traffic citations shall be forwarded to the LERB for 
archiving. 

 d. Daily recaps.  Daily recaps shall be maintained at the district/sub-district office 
 for a period of one calendar year.  Following the one-year period, the daily 
 recaps shall be forwarded to the LERB for archiving. 

e. Arrest/booking forms.  The original arrest/booking form shall be forwarded to 
the LERB for filing with the Offense/Incident Report.  Copies of the 
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arrest/booking form shall be maintained in the district/sub-district office for a 
period of one year from the date of arrest. 

2. Within twenty-four (24) hours after completing a crash investigation, two (2) copies 
of the crash report shall be submitted to the LERB.  The LERB will forward the 
second copy of the crash report to the State Department of Transportation 

3. Original attachments to Offense/Incident reports shall be forwarded to the LERB for 
storage as soon as the case is closed. 

4. All records shall be maintained pursuant to the State Records Retention Schedule. 

5.  All records shall be shredded or otherwise obliterated when being destroyed in 
order to ensure privacy. 

E. Records Numbering   

1.  A unique Offense/Incident number is automatically assigned to an Offense/Incident 
report at such time as NMIBRS is accessed and the “Create New Incident” button 
is selected.  Supplemental reports shall be added to the original case report by 
selecting the “Add A Supplemental” button. 

 a. The NMIBRS system maintains an alphabetical name index for those reports 
 within the system.  

 b. The NMIBRS system maintains calls for service and crimes by type and 
 location for those reports within the system. 

 c. The NMIBRS system maintains a listing of stolen, found, recovered and 
 evidence and property for those reports within the system. 

2. A unique number is assigned to traffic crash reports by the Traffic Safety Bureau of 
the Department of Transportation.  

3. In instances when an officer responds to a call for service and no report is taken, 
the officer shall provide a brief summary of the incident and reason no report was 
taken to the Telecommunicator for purposes of logging the incident in the CAD 
system.  The CAD system automatically assigns a number to the incident.  

4. The LERB maintains criminal history files for every person custodial arrested. 

5. State Tracking Numbers (STN) are assigned to every person placed under 
custodial arrest.   

a.  A State Tracking Number (STN) will be assigned to each person arrested at the 
time of booking.  If person is booked using Livescan, the STN will be 
automatically generated. 

b.  All officers will forward the STN to the appropriate agency (courts, district 
attorneys); 

c.  The STN will be utilized by the courts, DAs and the DPS to link a final 
disposition to the actual arrest via the STN. 
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6. State Identification (SID) Numbers are assigned by the LERB to every person 
placed under custodial arrest. 

 a. The LERB receives fingerprint cards and assigns an SID number. 

 b. Should the arrested person already have an SID number from a previous arrest, 
 the LERB will then append the existing criminal history to reflect the new arrest. 

F. Security Protocol for Criminal History Records  

1. Access to and Release of Criminal History Records 

 Criminal history records will be accessed and released pursuant to the guidelines 
described in the Arrest Records Information Act. 

G. Juvenile Records 

1. Juvenile records, including fingerprints, photographs, and other forms of 
identification shall be collected, maintained and disseminated in a manner 
consistent with state law. 

2. Guidelines for distinguishing juvenile records. 

a.  When reports involving juveniles are entered into the CJIS report system, the 
database automatically populates a field indicating the person is a juvenile 
based on the date of birth. 

b. Additionally, the LERB will stamp “Juvenile” on the hard copies of juvenile 
reports. 

3. Guidelines for retaining fingerprints, photographs, and other forms of identification.  

a. All photographs, fingerprints, or other forms of identification taken by an 
officer/agent will be clearly identified as belonging to a juvenile.   

b. Photographs, fingerprints, or other forms of identification will be retained in the 
file as attachments in accordance with state law. 

4. The LERB shall maintain security over juvenile records and control access to 
authorized personnel only.  

5. The LERB shall seal juvenile records only after receiving a valid court order. The 
following is the procedure for expunging juvenile records:   

 a. The LERB receives a valid court order for the sealing of a specific record. 

 b. The LERB pulls the specific record identified in the court order. 

 c. The LERB returns the record to the original contributor with the court 
 order. 

 d. The transcription unit supervisor transfers the electronic report in NMIBRS into 
 a secure group thereby restricting access.  

6. Once the juvenile reaches the age of eighteen, the record is automatically merged 
into the adult filing system.  
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H. Records Security 

1. Physical security over records stored in the LERB shall be maintained by restricting 
access electronically to authorized personnel only.   

2. Access to the LERB area, including after hours access, must be approved by 
LERB or appropriate supervisors, and can only be activated by the Chief Security 
Officer.  In the event of an emergency after hours request, the appropriate LERB 
Bureau Chief with security permissions will fulfill the request.  

3. Security over computerized files is accomplished through the use of user name, 
password identification, and proper permissions to requested files.   

4.  Password audits are conducted pursuant to the guidelines in the CJIS Security 
Policy.  

I. Procedures and Criteria for Release of Agency Records  

 Refer to Department policy OPR:37 Release of Public Information for details on 
releasing agency records. 

J. Procedure to Account for the Status of Reports 

1. Field Reporting 

 a. Officers/Agents handling an incident or traffic crash shall obtain a CAD number 
 from the telecommunications center.   

 b. The CAD number shall be entered in the “Optional Use Case no. etc.” block of 
 the Offense/Incident report form.  The CAD number shall be entered in the 
 “Case Number” block on the State of New Mexico Uniform Crash Report form. 

 c. The use of the CAD number will ensure that the correct control number is 
 assigned and accounted for.  

2. Completed field reports are submitted to the reporting employee’s supervisor for 
processing, review and approval. 

 a. Once approved the reports are forwarded to the district administrative 
 secretary.  Those reports which are maintained in the district/bureau are filed 
 accordingly.  Those reports which are maintained in the LERB are forwarded to 
 the LERB by the district/bureau administrative secretary for filing purposes. 

 b. When incidents/vehicle crashes require additional investigation, the reporting 
 employee shall submit an original report according to the time requirements 
 outlined for the specific report. Supplemental reports shall be submitted 
 according to the guidelines outlined earlier. 

K. Procedures for Storage, Issuance and Accounting of Traffic Citations 

1. Storage   

 a. Citations are to be stored in a secure storage area until they are issued to 
 department personnel. 
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 b. Secure storage areas shall be accessible only by supervisory personnel. 

2. Issuance   

a. Citations shall be issued using the standard Department Citation Books Issued 
form. 

 b. The issuing supervisor shall fill out the Citation Books Issued form completely 
 listing all citation books issued by the appropriate numerical sequence. 

 c. The receiving officer shall sign the Citation Books Issued form indicating receipt 
 of the citation books. 

 d. A copy of the completed Citation Books Issued form shall be maintained by the 
 issuing supervisor for accounting purposes. 

 e. It is the officer’s responsibility to ensure that he/she has a sufficient number of 
 blank citations.  

3. Accounting  

 a. Officers shall submit issued copies of citations, in numerical order, to his/her 
 respective supervisor for review. Officers shall include photocopies of any  court 
 citations. 

 b. Supervisors shall compare the issued citations against the Citation Books 
 Issued form for accounting purposes.  

1. Citations may be voided by the officer.  An officer will clearly indicate the 
word “VOID” across the entire citation, making sure it appears on each copy 
of the citation. 

2. Voided citations will be submitted to the employee’s supervisor for 
review/approval and accounting. 

 c. The supervisor shall initial the Citation Books Issued form when all the citations 
 listed on the form have been accounted for. 

 d. Once all the citations have been accounted for on the Citation Books Issued 
 form, the supervisor shall sign off on the form and submit it to the 
 district/bureau/division administrative staff for filing and audit purposes. 

e. The district/bureau/division commander will utilize the completed Citations Books 
Issued forms to conduct audits of citations pursuant to OPR:41 Traffic Control 
and Enforcement. 

L. Traffic Records System  

1. The DPS cooperates with the Traffic Safety Bureau of the Department of 
Transportation for access to information relating to: 

 a. Traffic collision data.  

 b. Traffic enforcement data.   

 c. Roadway hazard information.  
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2. This information can be obtained by making a written request to the Traffic Safety 
Bureau.  

3. Traffic Crash related Information shall be transmitted to the Traffic Safety Bureau 
according to the following procedure:  

 a. Traffic crash reports are finalized at the district level. 

 b. The district administrative personnel affix a crash report number for tracking 
 purposes. 

 c. The district administrative personnel enter the crash report information into the 
 Departmental crash database. 

 d. The district administrative personnel make a photocopy of the original report.  
 The photocopy and the original report are then sent to the LERB. 

4. Traffic Enforcement related information shall be transmitted to the Motor Vehicle 
Division according to the following procedure:   

 a. Officers issue traffic citation to violators. 

 b. Officers separate citations into the following categories:  Issuing Agency Copy, 
 Abstract Copy, and Court Copy and submit to their supervisor for review and 
 approval. (The separation of citations may be performed by the reviewing 
 supervisor). 

 c. Once approved, the supervisor gives the copies of citations to the district 
 administrative personnel. 

 d. The district administrative personnel file the Issuing Agency Copy of the citation 
 and mail the Abstract and Court Copy to the State Motor Vehicle Division.  

e. Issuing Agency Copies of citations are maintained in district files for a period of 
one year. 

f. Written warning citations are also mailed to the Motor Vehicle Division. 

M. Legal Process 

1. Service 

 a. Any arrest warrant or other legal process may be executed by any department 
 commissioned officer. 

 b. Civil process is generally a function of the sheriff’s department or local agency 
 as established by statute and procedure. 

 c. This policy governs service of the criminal process, and those special 
 circumstances where service of civil process is made by the Department of 
 Public Safety. 

2. Documentation 

 a. All attempts to serve the legal process (civil or criminal), whether successful or 
 not, shall be documented.  
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 b. This may be accomplished by submitting a supplemental offense report when 
 the process has been successfully served or by requesting a CAD entry from 
 telecommunications personnel when unsuccessful. 

 c. The following information, if known, shall be documented:   

 1. Date and time received by the Department.  

 2. Type of document.  

 3. Nature of document.  

 4. Source of document (Court/Judge’s name).  

 5. Names of plaintiff/complainant or respondent/defendant.  

 6. Name of officer assigned for service.  

 7. Date of assignment.  

 8. Docket number.  

 9. Date service due.  

 d. Upon successfully serving the criminal/civil process, the following information 
 will be documented in an offense/incident report or supplemental report:   

1. Date/time service was executed/attempted.  

2. Name of officer(s) executing/attempting service.  

3. Name of individual on whom the legal process was served/executed.  

4. Method of service/reason for non-service.  

5. Address of service/attempted service.  

3. Service of Civil Process Documents  

 a. Ex parte emergency protection orders shall be handled as described in state 
 statute 40-13-3.2 and Department policy PRS:28 Victim/Witness Assistance. 

 b. Ex parte custody orders shall be handled as described in state statute 32A-4-16. 

 c. Any civil process performed by DPS commissioned employees must be within 
 the appropriate area which the officer has jurisdiction.   

7.0 ATTACHMENT 

      A.  NMIBRS Training Manual 

8.0 APPROVAL 

APPROVED BY: s/John Denko        DATE: March 18, 2008     
                              DPS Cabinet Secretary 
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GENERAL INFORMATION 


The New Mexico Criminal Justice Information System (NMCJIS) Network is composed of several applications.  Each of the applications contains specific information on persons and may contain images and information on vehicles and organizations.  This training manual is designed to assist users in entering Offense/Incident Reports into the system and navigating through the NMIBRS application.  All of the applications use Oracle forms, which means that all of the screens are similar with only the data fields between applications being different.  Certain conventions are used throughout all of the NMCJIS screens.  Some examples are: The wildcard, which is the percent sign (%), used when making a query; Pick list buttons, which are located to one side of a field that requires specific codes or information and, when selected, will display a list of codes or other data particular to that field.  A dark or subdued field will indicate an inactivated field.  A black field represents a mandatory field.


NMCJIS DISCLAIMER WINDOW





NMCJIS MAIN MENU WINDOW






NMIBRS SUB-MENU






QUERY





CREATE NEW INCIDENT REPORT 







INCIDENT INFORMATION



You can print the report by selecting the printer icon located in the bottom right corner of this screen.  Remember this will print the entire report.


PRIMARY AGENCY – Yes/No

OCCURRENCE DATE (S) AND TIMES - Month, day and year MMDDYYYY and military time of incident occurrence.  When occurrence date is unknown, use a probable range of dates in which the incident may have occurred.


DATE REPORTED - Enter the date and military time the incident was reported to Law Enforcement (LE) authorities.   


DAY OF WEEK - The appropriate day of the week will be calculated by CJIS and will appear in the available area (according to MMDDYYYY).

ORI No. - Enter your agency's 9-Character assigned NCIC/ORI number [NM1234567]


STATE BUREAU NO. - Leave blank (for NMDPS Law Enforcement Records Bureau use only).

INCIDENT NO. - After selecting to create a new incident, the case will automatically be issued an incident number.  Remember not to confuse the incident number with the case number. 


AGENCY/COUNTY- Enter the appropriate county code.  The county must be entered manually.  (A pick list is available.)  The agency will automatically be entered by CJIS based on the ORI number entered.

DISTRICT NO. - Optional for city and county use.  State Police will enter the appropriate district number.


OPTIONAL USE - Can be used at the agency's discretion (Case #).


BURGLARY - Check the appropriate box (force/no force) only if the offense is a burglary.  Force or no force must be checked to use UCR code 220 in the Offense field.

NUMBER OF UNITS ENTERED - Specify the number of burglarized units.  For example, if the UCR code is 220 (burglary), and the Location Code is either #14 (Hotel/Motel/Etc.) or #19 (Rental/Storage Facility).


ADDRESS/LOCATION OF INCIDENT - Complete this section with a specific address and/or location.  Select return to exit this section (description on page 26).  County code is required to exit this screen.

GANG RELATED - This is a mandatory field and either Y for yes if believed to be gang related or N for No must be entered.

HATE/BIAS MOTIVATION CODE - The objective of this code is to indicate whether the offender was motivated to commit the offense because of his/her bias against a racial, religious, ethnic/national origin, or sexual orientation group.  Because determining the offender's subjective motivation is difficult, bias is to be reported only if there are sufficient objective facts revealed in the investigation.  Specific types of bias can be found in the hate/bias pick list.  If there is no hate/bias motivation or if hate/bias is unknown, enter 00.



GEO CODE – This is a required field for State Police and certain other agencies.  Clicking this button will take you to a screen with locations, sorted by State Police District.  You can search for a specific location in the "SEARCH NEIGHBORHOOD" box (example: Silver City).  Click SELECT for the appropriate location.  The selected location will then appear in the GEO CODE box.

FUNDING – This button appears only for users with Intel access.  If it appears on the screen, it is a mandatory field.  Click the FUNDING button and choose one of the funding sources from the pick list.  Click SAVE and then RETURN.


INCIDENT INFORMATION





OFFENSE INFORMATION




OFFENSE/INCIDENT NAME - Fill this section with the New Mexico Annotated description of the offense.  List the most serious offense first.


STATUTE OR ORDINANCE - State statute number must be used with each offense.  Incident or information reports do not require a statute.

FELONY/MISDEMEANOR - Enter the first letter of the word to indicate whether the offense is a felony (F), misdemeanor (M) or information report (N).


ATTEMPTED/COMPLETED - Enter the first letter of the word to indicate whether the offense was attempted (A) or completed (C).

UCR OFFENSE CODE - Select the appropriate UCR code from the UCR code pick list.


CRIMINAL ACTIVITY CODE - Select the appropriate criminal activity code from the criminal activity code pick list.


LOCATION CODE - Select the appropriate location code from the location code pick list.   


WEAPON CODE - If a weapon was used in committing the offense, select the appropriate weapon code from the weapon code pick list.

OFFENDER SUSPECTED OF USING - Enter 'Y' for yes, 'N' for no, or 'U' for unknown to indicate whether alcohol or drugs were associated with this offense.  Enter 'Y' for yes or 'N' for no if computer equipment was used to commit the offense.  Enter 'Y' or 'N' if domestic violence, crimes against children, or sex crimes were associated with this offense.

After completing this section, save the information entered.  Select Return to exit this section.  


SUBJECTS 




PERSON QUERY - After selecting person query, the individual must be searched.  When creating or entering an individual, a subject number will be assigned.  To enter a subject using a person query (recommended), a search can be performed on any or all of the fields on this screen.  It is recommended that a minimum amount of information be used to perform the search.  (Example: To search for Samuel A. Gonzales with a social security number of 123-45-6789 and a date of birth of 03/05/1980, perform a search on Last: Gonzale% (to cover alternate spellings of last name), First: Sam% (to cover the record being listed as Sam, Samuel, or Sammy), and SSN: 123-45-6789.)  You may want to try a search using only the social security number, which would include the possibility of the record being listed under an alias (i.e., a female's maiden name).  CJIS will return all records that meet your search criteria.  The VERF box will be checked if this record and the information it contains has been verified by AFIS.  The date in the CR box is the date the record was created in CJIS.  If an SID number has been assigned, that number will appear.  The next box will indicate where this record appears in CJIS (i.e., CAI, CCH, and Incident Report).  To select this record, choose Select.  An error message will appear indicating that a verified record cannot be used in an Incident Report, but will ask if you wish to make a copy of the record.  Click the YES button and a clone of this record will be entered into your Offense/Incident Report.  If a verified record has previously been cloned, 'CLONE' will appear in red next to that record and you may select that record.  If you choose a verified record that has already been cloned, an error message will appear advising that a clone of this record already exists and asks if you want to make another copy.  If there is no verified record in CJIS, you may select any of the existing records.  Once a cloned record has been entered into your report, you may change or add to any information in your report.  If the record you choose is not a cloned verified record, any changes or additions you make will also be reflected in the source of that record (i.e. another Incident Report). ADD BUSINESS WILL BE EXPLAINED LATER IN THE MANUAL. 


ADD PERSON (SUBJECTS - PAGE 1)



PERSON CODE - Select the appropriate person code from the person code pick list.


TYPE CODE - Select the appropriate type code from the type code pick list.

INJURY CODE (S) - Select the appropriate injury code(s) from the injury code pick list.


ADDRESSES - Complete this section with a specific address and/or location.  Select return when section is complete.  (Description on page 26)

PERSON/INSTITUTION DEMOGRAPHICS - Enter the Name, SSN, DOB, Age, Sex, and other personal information listed.


AGGR/JUST HOM - Select the appropriate aggravated assault/justifiable homicide code from the AAJH pick list.


VICTIM OF OFFENSE - Enter the offense number of which the person/institution was a victim.



VICTIM OF SUSPECT NO. - E.g.: John Doe was victim to suspect # 1 and # 2.


VICTIM TO OFFENDER RELATIONSHIP - Select the appropriate relationship code from the “Rel” code pick list.


OCCUP - Enter occupation if known.

EMP/SCHOOL - Enter place of employment/school if known. System default is "Unknown."

GANG AFFILIATION - Enter gang affiliation if known.


PHOTOS - Photographs can be viewed and/or scanned.   


TYPE OF ARREST - Click on the appropriate selection.


RESIDENTIAL STATUS- Click on the appropriate selection.

After saving the information on subject page # 1, click on page # 2 and continue. 


ADD PERSON (SUBJECTS - PAGE 2)



ALIAS/NICKNAMES- Enter all aliases, monikers associated with the subject.

ARMED WITH- If the subject was armed with a weapon at the time of arrest or encounter, select the appropriate weapon code from the weapon code pick list.  List all weapons.

SCARS/MARKS/TATTOOS- using the pick list, select the appropriate type and location.  Then enter a description.  List all scars/marks/tattoos.

CLOTHING DESCRIPTION- using the pick lists, select the appropriate clothing type, clothing pattern, clothing primary color, and clothing section color.  Then enter a description.


MISCELLANEOUS IDS- using the pick lists, select the appropriate type of identification and state of issue.  Then enter the identification number.


ARREST/CITATION NO. - Enter the arrest/citation number.


F.B.I. NO. - (If available) enter the F.B.I. number issued to the subject.

S.I.D. NO. - (If available) enter the State Identification Number issued to the subject.  (New Mexico SID number may only be entered by LERB.  SID numbers from states other than New Mexico may be entered in MISC IDs.)

NCIC NO. - (If applicable) enter the NCIC number associated to the individual.


Return to subject page #1 and save information.  If more subjects must be added, select add person or perform a Person Query and start process over.  After the last subject is entered, select return and continue with the next section.


SUBJECTS




ADD BUSINESS - After selecting add business, a subject number will be assigned.



ADD BUSINESS



BUSINESS CODE- Select the appropriate business code from the business code pick list.


BUSINESS- Enter the name of the business.


ADDRESSES- Complete this section with a specific address and/or location.  Select return to exit this section. (Description on page 26)

PHOTOS- Photographs can be viewed and/or scanned here.

BUSINESS PHONE- Enter business telephone number.


VICTIM OF OFFENSE NO. - Enter the offense number this person/institution was a victim to.

VICTIM OF SUSPECT NO. - E.g.: Molly's Supermarket was victim to suspect # 1 and # 2. 


BUSINESS LICENSE- Enter business license.

CITATION NO. - Enter citation number.


After completing the business section, save the information entered.  If more businesses must be created, select add business and start process over.  After last business is entered, select return to exit. 


VEHICLES




STATUS- Select the appropriate vehicle status code from the status code pick list.


TYPE- Select the appropriate vehicle type from the type code pick list.


YEAR- Enter vehicle year.


MAKE- Select the appropriate vehicle make code from the make code pick list.


MODEL- Select the appropriate vehicle model from the model code pick list.

STYLE- Select the appropriate vehicle body style from the style code pick list.

LICENSE NO. - Enter the vehicle's license plate number.

LICENSE YEAR- Enter the year of registration.


LICENSE STATE- Enter the state in which the vehicle is licensed.


TOP COLOR- If the vehicle is one solid color, enter it as the top color.  Select the appropriate color from the top color pick list.


BOTTOM COLOR- If the vehicle has a secondary color, enter it as the bottom color.  Select the appropriate color from the bottom color pick list.


VALUE/DAM. - Enter the value or damage amount in whole dollar amounts (no & symbol).


PERSONAL INFO- Enter the full name of the vehicle's registered owner.  No special characters may be used except the ampersand (&) symbol if name of registered owner is a business (example: B&D Towing).

VIN NO. - Enter the complete vehicle identification number. 


FEATURES/DAMAGE- Enter any distinguishing features and/or damage.

VEHICLES – cont…



ADDRESS- Complete this section with a specific address and/or location.  Select return to exit this section (Description on page 26). 


LIENHOLDER- Enter name of lienholder (if applicable).


TOW TO/BY- Enter the towing company that towed the vehicle and the location to which the vehicle was towed.

NCIC NO. - Enter the NCIC number associated with the vehicle.

AGENCY OPTION USE- Can be used at the agency's discretion.

TOWED FROM - Location from which the vehicle was towed.


OWNER NOTIFIED- Check the box if owner was notified.


DATE/TIME REC. - Enter the month, day, and year MMDDYYYY and military time.


After completing this section, save the information entered.  Select return to exit this section.


PROPERTY



PROPERTY ITEM NO. - This number will be issued per item.



STATUS- Select the appropriate property status code from the status code pick list.

TYPE- Select the appropriate property type from the type code pick list.


TYPE OF ITEM - Enter.


MAKE- (If applicable) enter the make/brand or common description of the item. 

MODEL- (If applicable) enter model number or style of the item.

CALIBER- (If applicable) enter the caliber.

VALUE- Enter the approximate (or) actual value of the loss, recovery, burned, seized, etc. (DO NOT ESTIMATE DRUG VALUE)

DRUG VALUE- (If applicable) enter drug value.

DRUG- Select the appropriate type of drug from the drug code pick list.



QUANTITY- Enter whole quantity of drugs/narcotics (DO NOT USE FRACTIONS), but may use tenths (14.2).  

UNIT - Select the appropriate unit of measure from the unit code pick list.

DESCRIPTION - Enter an item description.  E.g.: size, color, dimensions, etc. 


SERIAL- Enter the item serial number.



OAN- Enter the owner’s applied number.





DATE RECOVERED- Enter the date item was recovered (MMDDYYYY).




NCIC NO. - Enter the NCIC number associated with the property item.

CALCULATE- After all property is entered, save and select calculate.  This will instruct form to calculate total value of stolen and recovered property. Must save before calculating. To enter more than two items of property, press down arrow on keyboard. After completing this section, save the information entered.  Select return to exit this section.


NARRATIVE



M.O. EVENT CODES- Can be used at agency's discretion.

SYNOPSIS- Enter a brief account of circumstances and case status.

NARRATIVE- Enter a detailed account of circumstances surrounding the incident.  The preferred method of entry is to type narrative in Microsoft Word or other word processing software, copy, and paste narrative into NARRATIVE field as this field is not a word processor.  You can utilize the ‘Spell Check’ tool for accuracy in spelling and formatting. Special formatting is not recognized (bold, underline, Italics, etc.).

Select return to exit this section.


INCIDENT STATUS



I WILL PROSECUTE/TESTIFY SHOULD THE OFFENDER BE ARRESTED- Check the box if the information is provided.  Also enter the date.

REPORTING OFFICER- Enter the complete name, rank, Id. #.  Date is entered by the appropriate officer.


ASSISTING OFFICER- Enter the complete name, rank, Id. #.  Date is entered by the appropriate officer and is recognized as officer's electronic signature.


APPROVING OFFICER- Enter the complete name, rank, Id. #.  Date is entered by the appropriate officer and is recognized as approving officer's electronic signature.


DETECTIVE/FOLLOW-UP OFFICER- If a detective or follow-up officer is assigned, enter the complete name, Id. # if known.  Date is entered by the appropriate officer.


PROCESSED BY- Enter the complete name and date the report was processed.

INCIDENT STATUS- Select the appropriate incident status code from the status code pick list (required).  


C.L.A- Check box if cleared by arrest.

C.L.E- Check box if cleared by exceptional clearance.


EXCEPT. CODE- Select the appropriate exceptional clearance code from the clearance code pick list.


DATE- Enter the corresponding date (MMDDYYY).

AGENCY OPTION USE- Can be used at the agency's discretion.


CASE CLEARED BY THIS ARREST- If multiple cases are cleared by an arrest, enter the associated incident number(s).


Select Return to exit this section.


SECURITY




This section is used to secure incident reports and only specific users within a secured group are given access.


A Criminal/Narcotic Department may opt to use a Security Group if the report should not be viewed by anyone without proper authority.  These reports will be released to the general population once the case is adjudicated.  If your Department is interested in creating a Security Group, contact the Department of Public Safety Transcription Unit Supervisor at (505) 827-9254.


Select return to exit this section.

SUPPLEMENTS



Incident and supplemental reports can be viewed from this screen.  Supplemental reports can also be created from this screen.


ADD SUPPLEMENT- Select add supplement if additional information should be added after original report has been entered or if more than one officer/agent is working on the case.  After selecting “add supplement,” the incident information window will reappear.  Now the program is ready to accept the appropriate supplemental information.  Remember to save new information.     


Select return to exit the supplemental section.


If a report has been locked, all changes must be made through a supplemental report.


INCIDENT INFORMATION












If a report has been locked, all changes must be made through a supplemental report.


ADDRESS/LOCATION






QUERY






When possible, it is always a good idea to narrow your search as much as possible.  This can be done by limiting the search by a range of dates, an ORI, county, agency, etc.  For example, a search performed for reports containing the name Michael Lopez, with no limiting parameters would produce a hit list of every report on anyone with the name Michael Lopez ever entered into NMIBRS.

NAME QUERY








Keep in mind that any information included in a query must be present in the report for the query to be successful.  For example, if you perform a Person Query, there must be at least one subject entered in the report you are looking for.  If you perform a UCR/Offense Query, there must be at least one Offense/Incident in the report you are looking for, even if you know the Incident Number and query by that number.  The only type of query that can be performed without regard to the specific content of the report is an Officer/Status Query.  In an Officer/Status Query, a report can be successfully queried with only an Incident Number, Case Number, or Officer ID No.  The information included in a query field (i.e. Reporting Officer Name) must be entered exactly as it appears in the report for the query to be successful.  For example, if you query on a Reporting Officer Name of Joe Smith and the report for which you are searching was entered with a Reporting Officer Name of Joseph Smith or Joe D Smith, your query will not be successful.  If your query used the name of Joe% Smith, then reports entered by Joe D Smith will be found, but those entered by Joseph Smith will not.

IF A QUERY IS PERFORMED FOR A REPORT THAT IS IN A SECURITY GROUP AND YOU ARE NOT AN AUTHORIZED MEMBER OF THAT GROUP, A MESSAGE AT THE BOTTOM OF THE SCREEN WILL STATE THAT THIS INCIDENT DOES NOT EXIST.

NAME QUERY




The unique fields in this query window:


PERSON DEMOGRAPHICS - Enter the name and DOB alone as your first query.  (Remember to use the percent (%) sign to include different spellings).  Then select execute query.

SOCIAL SECURITY NO. - As your second query, enter the SSN alone.  Then select execute query.


SID - If available, enter the State Identification Number.  An SID query should be run alone.

FBI - If available, enter the FBI number.  This query should be run alone.

SOUNDEX QUERY - If the soundex query is selected, the query will search according to the characters' pronunciation as well as spelling.


CREATE A NEW INCIDENT - If selected, a blank incident information window will appear.  Now you can enter a new report.  (See page 9.)  This window can be accessed from any of the query screens.


Any of the fields can be used to initiate a query.  Query fields can be combined to create a unique search.  If a match is found, a hit list will appear.  If a match cannot be found, a message will appear at the bottom of the window.  


Any of the fields in this screen can be used to initiate a query.  A wildcard, which is the percent sign (%), can be used with any combination in a field.  For example: If the correct spelling of a name is unknown, the first letters of a name can be entered, then followed by the percent (%) sign.  This wildcard can be used at the beginning or end of a character string.  In this window, Romero is entered in the appropriate field and DA followed by the wildcard (%) is entered in the First Name field.  This search will include all last names with that exact spelling and a first name that begins with DA (such as Danny or David).  The DOB/Age Range will default to a search of three years before and after the selected DOB.  The Age Range function can be increased or decreased.  Remember that the DOB must be entered in the 8-character format (MMDDYYYY).  If a match is found, a hit list will appear.  This hit list will include all close matches based on the query, but may not include a definite match.  This determination is left up to the operator.


NAME QUERY-HIT LIST










STANDARD FIELDS



These are the standard fields in each query window:


ORI - Query by entering the agency number.  A pick list of all available numbers is located next to the field.

INCIDENT NUMBER - A query can be run by entering the incident number. This query should be run alone.


INCIDENT DATE - A query can be run by entering the incident date.  Using other fields along with the date will help narrow down the search.


DATE RANGE - This field allows the query to search the entered range of days (up to 999) before and after the incident date that was entered.

AGENCY - Query by entering the agency name.


COUNTY - Query by entering the county code.  A pick list of all available county codes is located next to the field.


DISTRICT NUMBER - Query by entering the district number.

CASE NUMBER - Query by entering the case number. 

Query fields can be combined to create a unique search.  Unless a field requires that it be queried alone, it can be used in a combination.  The common query fields are included in all of the query windows.


ADDRESS QUERY




The unique fields in this query window:


STREET NUMBER- Query by entering the address street number.

STREET NAME- Query by entering the address street name.

QUADRANT- Query by entering the street quadrant.  A pick list of quadrants is located next to the field.


SUB ADDRESS- Query by entering the sub address.  Select the sub type from the pick list.  


SUB ADDRESS NUMBER- Query by the sub address number.

PO BOX, CITY, STATE- The PO box, City, State query should be run as one, but can be searched individually.


ZIP CODE- Query by entering address zip code.

HIGHWAY- Query by entering the highway.

MILE MARKER- Query by entering the mile marker.   

Any of the fields can be used to initiate a query.  Query fields can be combined to create a unique search.  If a match is found a hit list will appear.  If a match cannot be found, a message will appear at the bottom of the window.  


UCR/OFFENSE QUERY




The unique fields in this query window:


OFFENSE/INCIDENT- Query by entering a description of the offense or incident - % for wildcard.


STATUTE- Query by entering the statute.


FELONY/MISDEMEANOR- Search by entering if the charge is a felony or misdemeanor.  Use the first letter of each word (felony = F, misd. = M, N = none).

ATTEMPTED/COMPLETED- Search by entering if the offense was attempted or completed 


(Attempted A, completed C).


UCR- Query by entering the UCR offense code.  The UCR pick list is located next to the field.


CRIMINAL ACTIVITY- Query by entering the criminal activity code from the pick list.


LOCATION- Query by entering the location.  Use the pick list.


ALCOHOL/DRUGS/COMPUTER/DOMESTIC VIOLENCE/CRIME AGAINST A CHILD/SEX CRIME- Use these options to narrow down your query.  Select all that were involved.

SYNOPSIS- Query by entering a description of the offense or incident - % for wildcard.

Any of the fields can be used to initiate a query.  Query fields can be combined to create a unique search.  If a match is found, a hit list will appear.  If a match cannot be found, a message will appear at the bottom of the window.  


BUSINESS QUERY




The unique fields in this query window:


BUSINESS NAME- Query by entering the business name.


STREET NUMBER- Query by entering the address street number.

STREET NAME- Query by entering the address street name.

QUADRANT- Query by entering the street quadrant.  Use the pick list.


SUB ADDRESS- Query by entering the sub address.  Use the pick list.

SUB ADDRESS NUMBER- Query by the sub address number.

CITY/STATE- The city and state query should be run as one, but can be searched individually.


ZIP CODE- Query by entering the zip code.


Any of the fields can be used to initiate a query.  Query fields can be combined to create a unique search.  If a match is found, a hit list will appear.  If a match cannot be found, a message will appear at the bottom of the window.  


PHYSICAL QUERY




The physical query window is used to search by physical identifiers, scars, marks, and tattoos.  This query also includes an identification search (ID Number).   


VEHICLE/PROPERTY QUERY




Query for incidents based on vehicle/property.


OFFICER/STATUS QUERY




Query for incidents based on officer or status.


NMIBRS SUB-MENU






ARREST/BOOKING - QUERY WINDOW






ARREST/BOOKING - QUERY WINDOW






ARREST/BOOKING - HIT LIST






ARREST/BOOKING - HIT LIST






NEW ARREST/BOOKING REPORT






IT CREDENTIAL SHEET 


CJIS ACCESS AUTHORIZATION FORM



CJIS ROLE DESCRIPTION



This is the first screen displayed after the user ID and password are entered at the CJIS log on prompt.  Using the mouse, click the Continue button to proceed. 





This is the main menu screen for the NMCJIS network.  Each one of the options in the menu bar is a separate application.  Only the NMIBRS application will be explained in this training manual.  In order to start the application; use the mouse to click on NMIBRS.    





After selecting NMIBRS, a sub-menu will appear.  Two of these sections will be covered, Query and Arrest/Booking Report, with the focus on entering Incident Reports.





This section consists of seven types of querying and the option to create a new incident.





Click on this section to enter a new Offense / Incident Report.  The new incident screen can also be selected from any of the above query windows.    





The instructions in this section will give a brief description of each field.  Some fields may require a mandatory code from a pick list.  Other fields may be required to proceed in the program or to save information.       





Each of these sections will be explained in detail throughout this manual.





SELECT RETURN TO EXIT THE INCIDENT INFORMATION SCREEN. 





AFTER THE REPORT IS COMPLETELY ENTERED, APPROVED, AND SAVED, IT MUST BE LOCKED.





This section is compiled of fields that require a code from a pick list.  This section also contains free text fields.  A free text field should be completed with information provided on the incident report.  Select Return, and then save the information to continue. 





The following is a brief description of how each query performs and what it searches for.  This section is used to locate incident reports using a variety of information.  Any of these fields in this section can be used to initiate a query.  A wildcard (%) can be used with any query (with the exception of a pick list selection).








The fields in the boxed section are standard query fields and will remain the same in all (7) query windows.  This section will be explained on page (31).  The left side of each query window will contain unique fields for that query type.    





Any of the fields in this screen can be used to initiate a query.  The hit list that appears for each query window will display different information according to its unique fields.





If you want to access a report from the hit list, select the report and click on view.  Create a new incident can also be accessed from the hit list window.  If the report has already been entered and you need to enter additional information, the add supplement window can be selected from this screen. 





You can print the hit list by selecting this icon.  Remember this will not print the report, only the hit list.





This section is used for entering and querying arrest booking reports.





Any of the fields in this section can be used to initiate a query.  A wild card can be used with any query.  Remember name and date of birth is one query.  Run all other fields as individual queries.  The results of the query are displayed on a hit list. 





In this window, the last name of Romero is entered in the appropriate field and a DA with the wild card (%) is entered in the first name field.  This will search for all last names with that spelling and first names that begin with DA.  The DOB/Age Range is set to search three years before and after the selected DOB.





The results of the search are displayed in a hit list.  Select the name from the list by clicking on that row.  This will highlight the row.  If a match is made, you can either view the existing arrest/booking report (click on view) or create a new arrest/booking report for that individual (click on new).  





If a match is not found, select new and enter the arrest/booking report.  This will create a new arrest/booking report.





This section is similar to creating a new incident.  Complete each field with the information provided on the Arrest/Booking form.  Some fields may require a mandatory code from a pick list.  Other fields could be required to continue in this program or to save information.





CJIS/NMIBRS role is only assigned to Law Enforcement Officers as requested by official Law Enforcement Agency.  The request will be reviewed by the CJIS Security Officer of the NM Department of Public Safety.  NM Department of Public Safety IT department will then programmatically create the CJIS account and assign the NMIBRS role if approved. 
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