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Welcome to Perspective by PPM 2000

Welcome to Perspective by PPM 2000™, the industry leader in Incident Reporting and
Investigation Management software. In addition to Perspective’s core functionality, this guide also
covers Perspective’s Dispatching, Activity Tracking, Incident Reporting, and Investigation
Management.

Perspective is available in the following four editions:

AIR: Activity & Incident Reporting Software

. SOC: Security Operations Center Software

ICM: Investigation & Case Management Software

EIM: Enterprise Incident Management Software

These four Perspective editions offer just the right level of functionality for your specific incident
management needs.

Throughout this guide, variances in feature and functionality between the four editions are
specifically identified. All screenshots reflect the EIM version of Perspective. Your Perspective
system may not look identical to the sample system described in this guide. Your system may be
customized with field labels, lookup list options, and user defined fields that are unique to your
organization.

Note: Dispatching is only available in the SOC and EIM editions of Perspective. Investigation
Management is only available in the ICM and EIM editions of Perspective.
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Accessing Perspective

Please refer to Figure 1.1 and Figure 1.2 for an example of the following steps.

1. Inorder to access Perspective, navigate to your Perspective Services URL:
http://<lISServer>/PerspectiveServices. <lISServer> refers to the Perspective Web server
installed during the installation of Perspective.

A\ Perspective

by PPM 2000

Perspective Version 4.6

Launch Perspective

NET Framework 4.5 needs to be installed to launch this application.

If you do not have the .NET Framework:
Click here to download .NET Framework 4.5 from Microsoft

Figure 1.1: Launch Perspective

2. Click the Launch Perspective button.
= Once connected, a Logon window will appear.
3. Enter the User Name and Password assigned to you by your Administrator.

Note: If your system uses Windows® authentication, the login will be performed
automatically.

4.  Click the Logon button.

o
42 Perspective

Welcome

QA Advanced Security PNS&EIM25
Perspective EIM
Version 4.6

Password 1

©
Cancel Logon
Perspective users. For more information, please visit our client website at

Authentication Mode: Perspective
Please provide logon info.

Figure 1.2: Logon window, where you enter your user name and password
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To create a desktop shortcut:

1. Enter your Perspective URL into your internet browser.

2. Right-click anywhere on the Launch Perspective screen and select Create Shortcut.

3. Confirm Request.

Navigating the Perspective Interface

Perspective’s user interface is broken down into four main components (Figure 1.3 and Table

1.1):

1. Ribbon: Encompasses the most frequently used general administration, navigation, help,
and search tools. The content displayed is interactive and completely dependent upon the
current selection made within the Navigation pane.

2. Navigation pane: Consists of two major components: the bottom; which allows you to
navigate through different Perspective components including the Dashboard, DispatchLog,
Analysis Expert, Reports, etc., and the top; which displays the component-dependent
options.

3. Main Screen (Viewing pane): Varies depending on the Perspective component selected.

4.  Status bar: Contains your system and login information, including your username, role, and
your current Perspective’s system and connection status (i.e., Connected/ Disconnected).

P Perspective EIM o IEN

LR e ;@ 1) _
File Toggle Logoff Semings ::_ulc; Mags Hep
7”4 Chart 1 = x Chert3
::::‘ Beth Incidents By Class ® Incidents By Site ®
Access Lavel 5 000
BEWokgmp 3000 2887 2798
—]
A o 0 A A
Chart 2 =% Chatd
Incidents By Business Unit - No Data @ ) Incidents By Organizational Rollup - No Data @
?J 12 3‘-) 2
[13 06
03 03
| View All T Expont 2 Reset Layout T
Q Dashboard Compheted? Number ‘Assigned Date Assigned B Agsigned T Dwe Date Assgnmant Type Messags Task
i_\ Dispatchiog
5 vt rorms
liia Ansbyze and Report
& Gatevay
51 administration
4)

INTERNAL\Beth.Blackstodk SmokeoRole

Figure 1.3: Perspective’s user interface

~
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Ribbon

The Ribbon is an interactive component of Perspective. Depending on the component open,
there may be additional icons that accompany the following six static icons.

Ribbon Elements

] Allows you to manage your account password and completely
L-.-l File exit Perspective to ensure that your User License is released.
Toggle Allows you to hide or display the Navigation pane.
Allows you to log off Perspective without exiting the program.
% Logoff Logging off this way will still ensure your user license is
released.
p. N Allows you to determine how frequently your Dashboard is
%\ : automatically refreshed. You can also view and/or edit your
4 Settings .
shortcut keys from Settings.
'f:;\ ) ) Allows you to search all text fields in Perspective (including
Quick Find summaries, narratives, names, and text attachments).
@ Allows you to see where Activities, Incidents, and Dispatches
=1 Maps have occurred, or are occurring.

\
@I Help Provides access to the User and Administration Help Files.

Table 1.1: Perspective’s Ribbon

Use Help to Find the Information You Need

Whether you are learning how to use Perspective or looking for information on a specific topic,
Perspective Help will explain how to use program features, identify windows and fields, and
answer common questions. Perspective Help provides several search options to assist you in
finding the specific information you are looking for.

Note: Your organization may have added custom content to the following area.

. To open one of the available Help files, click the Help icon (7} located on the Ribbon. Click
on User Help to access general Help files (Figure 1.4). Select Admin Help to access
Administrator-specific Help files (requires appropriate permissions).

. You may also access the Client Site by clicking Go to Client Site from the Help menu.
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- X

File

-

Teggle Logoff  Settings

Settings

o RN AM@

Quick Map | Help
Find 2

Admin Help

User Help
Go to Client Site

Figure 1.4: Accessing Help from the Ribbon

To navigate through the Help file, click the Contents button in the upper left corner, the blue
Hyperlinks in the upper right corner, or enter a search term in the Search field, also found in

the upper right corner.

In the Help screens, look for words that are Hyperlink Blue; these link to other topics with

related information.

Contents Tab: Browse Help by Topic

1.

Click a book icon @ to open it, and view the chapters and pages contained within (Figure

1.5).

Then click a page icon @ to fill the Viewing pane with information on the selected subject.

[Contents | index | Search | Bookmark]

HShowal  [Hideall  4Previous  Next

- @ Welcome to Perspective by PPM 2000
1 @ Dashboard
+ @ Data Forms

|£] Analyze and Report
3] Analysis Expert
= ([ Reports

[E] user Interface
+) @ Types of Reports
2] Creating a Report

) @ Custom Reports
+ @ Gateway
1 @@ Perspective DispatchLog
@ Create and Manage an Activity
@ Dispatch Activities
® Qndditmnal Organizational Functions

5] Perspective Visual Analysis
+ Use Visual Analysis to Build a Link Chart
@ g Use IBM i2 ChartReader to Manipulate Your Lir
- @ Contact Information

5] Appendix A: Dashboard Chart Types
® Appendix B: Text Editor Navigation
1@ Appendix C: Data Field Types
) @ Appendix D: Chart Wizard

|8 Glossary

- @ Index

< >

Help > Reports > Creating a Report
Creating a Report
1. Select a report from the list in the Navigation pane.

2. The Parameters tab will open by default. Each report has a unique set of one or more parameters that can be specified before|
other Perspective forms, red parameter fields are required and all others are optional.

Select a Language: Choose a label set or a language of your report (e.g., System English).
Select Group By: Choose the entity your report’s results will be grouped or organized by (e.g., Access Level, Role, Workg]

Select a Date Range: Set a date range(s) your report’s data will be drawn from. Some reports may provide an option of sg
range for comparison.

Year/Quarter/Month (for the Frequency Distribution Report): Select the time period for which you would like your report to

Workgroups checkboxes: Select the workgroups you would like the report to generate statistics from. Check All Workgroul
the list

Select a Business Type, Class Type, Lookup Type, Org Type, or Site Type: Specify the particular lookup list or rollup f{
available options or values.

Select an Officer (only for Officer reports): Choose the officer for which you would like to see the report data.

Select an Activity, Incident, Case (Perspective ICM and EIM only), ltem, Organization, Person, or Vehicle; Indicate thej
will be based on (e.g., Incident record INC-2010-000124, Jane Doe's Person record).

Select Series (only for Totals reports): Specify the entity that your report's charts will be grouped or organized by, next to t
(i.e., Status, Disposition, Access Level, or Workgroups).

Figure 1.5: Browsing Help by topic
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Index Tab: Browse Help by Index

1.  Scroll through the listed keywords, or type a keyword to reference specific headings (Figure
1.6).

2. Click a keyword from the list to display the associated topic.

Type In the keyword to find: Help > Welcome to Perspective by PPM 2000 > Quick Find Tool

|Quick Find ]

Query Results i ¥
Building Visual Analysis Link Charts ~ Qu":k Flnd Too'
Calculating . . . ) .
Charting The Quick Find tool is an advanced search that can locate records containing your specified text. The tool will check text fields
Executing (such as summaries, narratives, and text attachments) for the werds or phrases you enter. The Quick Find attachment indexing
E:gﬁ;‘:g .doc, .docx, .docm, .xIs, .xlsx, .pdf, .txt, text, .rtf, .sms, .log, .msg, .wpd, and .wps.
Printing
Printing Charts Note: The Quick Find tool requires an indexed database fo function properly. Contact your Perspective Administrator for furthe
Printing Records
Searching within Results @]
Viewing 1. Click the Quick Find button ™ on the Ribbon.
Viewing Records

2. Inthe Enter Search String field, type the text you want to find. You can customize your search as follows:

Quick Vi

Radio Buttons «  To search for an exact matching phrase, enclose it in quotation marks.

Record Owner

Records ) + To search for records containing two or more words or phrases, join the words or phrases with the AND operator. For
ﬁ;ﬁ?:;'gﬁ;‘fd Views records containing the words black and coat, use the following search string: black AND coat.
Auditing Changes L . L .
Creating » To search for records containing either one word or phrase or another word or phrase, join the words or phrases with
gﬂTﬂt‘i'”B Views you want to search for records containing either the word laptop or the word computer, use the following search string|

eleting
Deleting Views . . L,
Displaying All + Use wildcards to search for words and phrases that start, end, or simply contain particular characters. Perspective's
Editing Views wildcard as a substitute for zero or more characters. For example, if you want to search for records containing words
Emlﬂt""é%“";‘”: start with san, use the following search string: 'san*. If you want to search fer records with words that contain the patt|
ntity i jode N . y
Exiting string: “ger*'.
Filtering on Listing Pane v .
Imperting Views Note: Previews for matching records found with the help of the wildcards will not be displayed.
« Searches can be customized further using the Fuzziness and Phonetic settings.

Figure 1.6: Browsing Help by Index

Search Tab: Search Help

1. Type a word or phrase in the Type in the word(s) to search for field, found in the upper
left corner.

2. Click the Go button.
= Perspective Help will list the topics containing the word or phrase.

3.  Click the topic you want to display.

= The topic will appear in the Viewing pane with the searched word or phrase highlighted.

10
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11

in the word(s)

investigation

[ search titie only
[ search previous results

Summarize a Case's Investigation or the In
Investigation Summary [Rank:58]

Note General Details of an Investigation [R.
Assi

Summarize an Incident’s or a Case’s Inves
Assign an Investigator to a Case's Investig:
Track Investigation Evidence [Rank:43]
Document Investigation Interviews for a Ca
Track Investigation Evidence for a Case or
Record Incident Investigation Data [Rank:4
Document Investigation Interviews [Rank:4
View an Incident's Key Investigative Data £
Index [Rank:13]

Glossary [Rank:10]

|Appendix A: Dashboard Chart Types [Rank
Incidents Form [Rank:8]

Cases Form (Perspective ICM and EIM On
View Key Investigative Data From a Case's
Welcome to Perspective by PPM 2000 [Ra
Detail Reports [Rank:5]

User Privileges and Access Rights [Rank:2
Quick Find Tool [Rank:2]

Enter and/or Edit Record Data [Rank:2]
Log Investigative Tasks and Expenses [Ra
Cases [Rank:2]

Link an Incident to a Case [Rank:2]

Log Investigative Tasks and Expenses for i
Link an Activity to an Incident [Rank:2]

Set the Security Controls and Status of the
Escalate an Activity Record to an Incident |

Help = Data Forms > Incidents > Record Incident [V

2. Specify the applicable role of the investigator in the Investigator Type field (e.g., Lead Investigator,

3. Select the record of the i from the |

Il Data > Assign an Invesfigator o an Incident's [ii%

Assign an Investigator to an Incident’s

1. In the Investigators section, click Add New. A pop-up window will open.

4. Inthe Assigned Date field, enter the date and time the person was assigned to the tea|

5. Ifthe investigator is removed from the team at some point, you may enter the applicabld

6. Enter any relevant notes in the Comments box.

7. Click OK.

ig: pick list.

' Add New Record

" OK | € Cancel

Investigator Type
Lead Investgator

Investigator

ate Completed Date

Comments

The investigation was
Incident was reponted

onto Davis on the same date as the

=| |4} Davis. lan & X

im0 ize0em - B K| | o

[

Figure 1.7: Using Help to find and highlight searched words
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Main System Components

You can access all of Perspective’s components and corresponding functionalities from the
Navigation pane. Just click on the buttons to switch between components, and then further
explore each component by clicking on the options displayed (Table 1.2).

Components

Dashboard is Perspective’s opening screen. Use it to track ongoing
Dashboard projects in the Assignments section, and to quickly review selected
records’ trends and statistics in the Charts area.

Opens a separate Dispatching window that assists in centralized
dispatching of officers and organizations. Please consult the Perspective
Dispatching section in the Perspective User Guide for a complete
description of dispatching procedures.

DispatchLog

Enter, update and review your Activity, Incident, Case (Perspective ICM
Data Forms and EIM only), Item, Person, Organization, and Vehicle records in Data
Forms.

Reports: Choose from a humber of pre-set reports to generate statistics
and analyze trends in your data.

Analyze and Analysis Expert: Use Analysis Expert to query records for specific data,
Report and then turn your results into a printed grid, spreadsheet, chart, or report.

Custom Reports: Allows for the building creation of reports, or report
templates with user defined layout and content specifications.

Gateway serves as an inbox for all electronically submitted reports.
Gateway Selected users assess each report before accepting it into Perspective or
deleting it from the system.

Administration Designated Administrators use this component to manage system
settings, workgroups, roles, users, officers, auditing, languages, some
components of the system interface, and visual alerts. The functions of the
Administration component are described in the Perspective Administrator’'s

Table 1.2: Perspective’?éﬂggn main system components

Note: You can customize visibility of the components in the Navigation pane by dragging the top
border of the component section, or by clicking the configure arrow buttons. This will hide the
bottom components one by one. Click on the pin icon *J to return the hidden component back to
the Navigation pane.

12
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Dashboard

The Dashboard is Perspective’s default screen. Like the dashboard of an automobile with its
various gauges and indicator lights, Perspective’s Dashboard keeps users informed about what is
happening in their organization and alerts them of important changes. It helps to track ongoing
projects and tasks, and includes a statistics snapshot section for the incidents the user has
access to.

Navigating the Dashboard Interface

The two elements of the Dashboard are Assignments and Charts (Figure 2.1).

1. Charts: Get a quick overview of incident trends and statistics with the help of up to four
customizable bar or pie charts.

2. Assignments: Track work assigned to you, as well as those you have assigned to others,
from start to finish.

eTperTve e el ol
Main o Privacy Legal
LI
File  Toggle
Chart1 =x Chert3 )
Incidents By Class ~ Incidents By Site N
@ i ©
hocess Leve 5
ASWG1
6
Showtde Crars g ) B sosdens \ 3
\/ W e
: ;
o nfan
0 .
4 4 4
ecce F) eces #
Chart2 =% Chartd o x
Incidents By Business Unit = Incidents By Organizational Roll
By ) ] By up ®
6
y ~ | W e fimesica
\/ W sussia
AN
/> Dashboard
=X View Ml T Expon | @ = Resstlayowt ¥
¥ Dispatchiog Completed? Number Assigned Date Assigned By fasigned To Due Date fasgoment Type  MessagarTask
5 osta Form:
ol Reports
() Anslysis Expert
& | Gatewer
= adminstration

‘‘‘‘‘‘‘‘‘‘ o Resdy  © Connected

Figure 2.1: Assignments and Charts, which you can view from your Dashboard

. Resize the individual panes by dragging the borders surrounding them.

. To display/hide one of the Dashboard elements, click Show/Hide Charts or Show/Hide
Assignments on the Navigation pane.

. To refresh the view of the Dashboard, click the Refresh button on the Navigation pane.

1

w
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Charts

The four preset charts on the Dashboard give you a quick overview of trends found in the
Perspective database records you have access to. To select the combination of up to four charts
for display on the Dashboard, follow the steps described below (Figure 2.2).

1. Click the Chart Options button on the Navigation pane.

2. Inthe Chart Settings window, click the ON/OFF switch [ - to display or hide any one of
the chart sections.

3.  Within the relevant chart field (e.g., Chart 1), choose the chart you would like to appear in
the selected chart section (e.g., Incident by Class).

4. Depending on the chart specified, a number of further settings will be displayed, which may
(or may not) include the following:

= From Last: Select the time period for which you would like to see the statistics on the
chart (e.g., 365 days).

= Top: Specify the number of categories you would like to display on your chart (e.g., top
10 classes).

= Call Category: Restrict your data to a specific Call Category, making it as narrow as
necessary. Click the plus icon [=# next to the Call Category field and select the required
number of levels of category by which you would like to restrict the data in the chart.

» Class ID: Restrict your data to a specific Class, making it as narrow as necessary. Click
the plus icon [*¥| next to the Class ID field, and select the required number of class
levels (i.e., Class/Category/Subcategory/Type) by which you would like to restrict the
data in the chart.

» Site: Restrict your data to a specific Site, making it as detailed as necessary. Click the
plus icon [*#| next to the Site field and select the required number of site levels (i.e.,
Site/Building/Location/Section) by which you would like to restrict the data in the chart.

= Category ID: Restrict the Case data in your chart to either Internal or External cases.
» Year: Select the specific year you want to display your data for (e.g., 2011).

= Chart Type: Choose either the pie or the bar chart type.

14
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Chart Options
Chart 1
Select Chart
= Incidents By Site =
From Last Top
365 Day= - 10 «
Chart Type
L
Chart 2
Select Chart
- Incidents By Month -
Class ID Chart Type
w W
Site Year
' -
Last 12 Manths
Chart 3
« BN
Chart 4
Select Chart
- Actnaties By Month -
Call Category Chart Type
W - &
Site Year
Last 12 Months
[ ok ][ Cancdl

Figure 2.2: Modify your chart options

Click OK to see the results displayed on the Dashboard.

At any time, you may change the chart options for each individual chart displayed on the
Dashboard by clicking the corresponding Settings icon ©)

= This will open the options window for the chart that you choose to modify.

Examine one particular chart in detail by clicking the Maximize icon = in the upper right
corner of the relevant chart section.

= To dock it back together with the rest of the charts, click the equivalent Minimize icon = .

If the chart you selected is either a uni-colored bar chart or a pie chart, you may be able to
further explore the information contained in the chart. By clicking on a bar or a pie sector that
corresponds to a specific category, class, organization, or site, you may expand the data that
is hierarchically subordinate to the data currently displayed on the screen.

Click on the small dots below the chart to navigate back through the data (Figure 2.3).
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Incident By Class Rollup Incident By Class Rollup
=/ =/
Unspecified
B ciminal
) Assault
e Maon-Criminal
B sescandE
B Foicy Viclati. h m
Theft
b W Criminal : 52 | B
B
. Procedural
Public: Order
ceee so0ee
Incident By Site Rollup Incident By Site Rollup
12 =/ 8 =/
10
E] 3
& P 4
Location 1:7
3 2
1 1
. ECrm e .
S Unepeciied Buicing 2
snee sece

Figure 2.3: Navigate your charts by clicking the small dots underneath each chart

10. To copy a chart image, right-click the chart and select Copy to Clipboard.

Assignments

When you receive or delegate an assignment to another user, the assignment is displayed on
your Dashboard. You may also receive an email notification about the assignment. If you are
logged on to Perspective at the time, a pop-up will appear in the bottom right corner of your
screen alerting you to the email. Incomplete assignments that are past their due date are listed in
red font.

Along with your assignment’s associated Activity, Incident, or Case Number, the Dashboard’s
Assignments section displays the following information:

) Completed: A checkbox indicating whether or not the assignment has been completed.
. Assigned Date: The date the assignment was delegated to the user.

. Assigned By: The user who created the assignment.

) Assigned To: The user who is responsible for completing the assignment.

) Due Date: The date the assignment must be completed.

. Assignment Type: The nature of the assignment, such as Correction Notice, Follow-up
Activity, Information Request, Investigative Action, or Verification.

. Message: The details of the assignment.
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You may perform the following assignment-related tasks directly from your Dashboard:

. To add an assignment to your email application’s calendar, select the assignment and click
Export & A window will open allowing you to schedule the assignment using external
applications.

. To open an assignment’s corresponding Activity, Incident, or Case record, double-click the
assignment record, or highlight the assignment and click Go To 4. Perspective will leave
the Dashboard and advance to the applicable record in the Data Forms.

o Once the assignment has been completed, highlight the assignment on the Dashboard, then
right-click and select Mark Completed. A pop-up window will appear asking if you would

like to send the Assigned By person an email notifying them of the assignment’s completion.
Click Yes or No.

) By default, only incomplete assignments will appear in the Assignments section of the
Dashboard. To display all assignments, completed and incomplete, click View All. Click
View All again to hide completed assignments.

Similar to the other grids, Perspective provides several sorting options for Assignments:

. To re-order the grid columns in the Assignments section, drag the column headings to the
desired location. Drop them into place once the indicator arrows have appeared pointing to
the correct spot. To reset the order of columns to their default position, click Reset Layout

=
. To sort assignments by a particular column (e.g., Incident Number, Assignment Type, Due

Date), click the column heading once. Click the heading again to sort the data in reverse
order. Click Clear Filter to return to the unsorted view.

. To group assignments by Assigned Date, Assigned By and Assigned To persons, Due Date,
Assignment Type, or to group complete and incomplete assignments separately, click the
thick vertical bar located at the top of the Assignments grid and drag the relevant column
heading to the Group By area. In our example, assignments have been grouped by their
status as either “complete” (True) or “incomplete” (False). If necessary, you may build up on
internal grouping by dragging additional headings to the blue field and arranging them in the
required hierarchy. For instance, you may group the complete and the incomplete
assignments by Assigned By persons, and so on. Click Clear Filter to return to the default
view (Figure 2.4).

View All 8 Export | [# GoTo | (@) Reset Layout | Clear Fitter
Completed? Assigned By [y
= Falee (3 items) : |
Completed? HNumber Assigned Date | Assigned By | Assianed To | Due Dale | Assignment Type | Message / Task.
PPMI-2009-000260  01/10/2010 St Jean, Clint  180. Deb F Follow-up Activity
ol LACP-2010-000012  27/09/2010 Jabbar, Abdul St Jean. Clint Follow-up Activity
=] INCDO000000172 02/08/2007 Kemper, Dale St Jean, Clint  30/11/2007  Follow-up Activity Attend court for th
=1 True (4 items) J
Completed? HNumber Assigned Date | Assigned By | Assigned To | Due Date | Assignment Type | Message/ Task
CCWI-2011-02-00057  24/02/2011 St Jean, Clint 111, Admin Follow-up Activity
CCWI-2011-02-00057 24/02/2011 St Jean, Clint 111, Admin Follow-up Activity
CCWI-2011-02-00057  22/02/2011 St Jean, Clint  111. Admin Follow-up Activity
PPMI-2009-000260 011072010 St Jean, Clint  180. Deb F Follow-up Activity

Figure 2.4: Grouping assignments by “complete” (True) and “incomplete” (False)
17
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Data Forms

Data Forms is the data entry component of Perspective. These data forms are used for analysis
and comparison to create reports and charts. Information in the Data Forms is organized into
sections, so it is easy to find, review, and update records. The data forms include Activities,
Incidents, Cases (Perspective ICM and EIM only), Items, Persons, Organizations, and Vehicles.
To access the Data Forms component, select it from the bottom part of the Navigation pane.

Navigating the Data Forms Interface

The Data Forms interface is divided into the three sections: Navigation pane, Listing pane, and
Viewing pane (Figure 3.1).

E PEEy =
Main
L e ¥ & &% @

File Toggle Logoff Settings Quick Visual Help

© Privacy Legal

d  Analysis
Settings
Incidents 2
Quikview { /{ 1mr-2013.09-00097 (7]
Enterfilter text. X v |51 & 14| Accidental
Saved Views
At Records IRT-2013-09-00101 w el Save |[7Edit qpAdd 7 Delete | (7 Lock 8 Print £Send | € Cancel
0 (0) Accidental open
© General | Involvements  Namatives  Attachments  Links  Losses  Investigation % 4 )
IRT-2013-09-00100 w
@ (o) criminal Open i
IRT-2015-09-00095 Glass Sie Level 1
it o Criminal v| [ Main Tower | [ North America I
0 (0) Criminal Open
Category Buiding Level 2
TRT-2013-09-00098 w Felony ~|  [Retail Office. ~| [Egmonton -] I
0 (0) Accidents! Open Suboategory Location Level 3 |
IRT-2013-09-00097 w Armed Robbery ~| [ Ground Floor ~| [sales -
......... 10 (0) Accidental Open Type Section Level 4
Activities IRT-2013-09-00096 w with minor weapen ~| | Reception =] [ Marketing |
Incidents 0 (0) Criminsl Open
Cases IRT-2013-09-00095 w Sy
= 0 (0) Accidental open L
(R IRT-2013-09-00093 w
9 (0) Acdidental apen |
Organizations
e 1 IRT-2013-09-00083 w
..... ‘) 0 (0) Accidental Open -
£ | vashboard IRT-2013-09-00082 w
9(0) Acadental open # Supplemental Deails
| Dispatchog IRT-2013-09-00091 w Polce Fis Number -
0 (0) Accidental Open [ Reported to Folice
Data Forms
* IRT-2013-09-00090 w Division Reported To
0 (0) Accidental Open ] Reported to Division -]
Tl revorts
IRT-2013-09-00089 w Supenisor Reported To
S 0) Accidental - Open =
D | anatyisExpert 0] 3 [ Repoted to Supensor % X
IRT-2013-09-00088 w Followup Date
)| Gateway 10 (0) Acidental open [ Follow-up Required ) “E X
IRT-2013-09-00087 w
5| Administration
90 criminal Open o
z H o4 15 » M| m )
bb2 Administrators Recordloaded successhuly Resdy | © Connectsd

Figure 3.1: Incidents interface

1. Navigation pane: Allows you to move between the various data forms (e.g., Activities,
Incidents, Items) at any time.

2. Listing pane: Provides a list of records that are available for viewing.

3. Viewing pane: Displays information of a record selected in the Listing pane and may

include options for saving, editing, adding, deleting, (un)locking, printing, sending, and
merging individual records.
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Enter And/Or Edit Record Data

Depending on the data form that is currently open and on your user privileges, a variety of
buttons are available on the Viewing pane toolbar, allowing you to perform a number of record

functions.
Data Forms Buttons
A Save Preserves the changes made to a record.
P Edit Switches a record into the edit mode. After clicking Edit, select the
7|

field you want to edit, and make the necessary change.

gF Add Creates a new record from scratch.
. Delete Removes an entire record from the database.
5 Lock Bars a record from editing.
“ Unlock Makes a record available for editing. (This button will only appear if
) the record is currently locked.)
After clicking Print, specify which type of the report you would like
to print. On the Report Visibility form, specify which record sections
= . you would like included in the report and whether you want to
= Print . . .
download attachments, and then click OK. Report options include:
open as a PDF (where you can then print), send the report as an
attachment in an email, or save the report as a PDF.
Send Emails record details. After clicking Send, a new email window will
(Activity, open with general record details included in the body of the
| Incident, and message. Specify the user or email address you would like the
Case forms message to be delivered to, review the message details, and click
On|y) Send.
Merge
€ Merges partially duplicate records that correspond to a single
gesp y dup p g
a8 (items, physical referent that is an item, a person, an organization, or a
FEEES, vehicle. The function is represented by the Merge Items, Merge
& Organizations, o -
i Persons, Merge Organizations, and Merge Vehicles buttons on the
== and Vehicles respective Viewing pane toolbars.
forms only)

Table 3.1: Available buttons when in the Data Forms component of Perspective

19




Perspective User's Training Guide

)

Cancel

Switches the record from the edit to the read-only mode without
saving changes.

0

Audit

To find out who created the record (Created By) and who last
modified it (Last Modified), click the record’s top shield icon.

Table 3.1: Available buttons when in the Data Forms component of Perspective (continued)

Creating a New Record

1. Select the appropriate data form type by clicking the corresponding banner located in the
bottom part of the Navigation pane. You will have up to seven data forms to choose from.

Perspective’s Seven Data Forms

Use this form to create records of routine Activities, or to manage

Activities . . .

activities imported from Dispatching.
Incidents Use this form to record the details of an Incident, and to track the

progress of its investigation.
Cases

) Use this form to compile multiple Incidents with a common trait,

(Perspective track the progress of its Investigation, and access information on its
ICMand EIM || jhied Incidents.
only)

Use this form to record the details of an Item, and to create a
Iltems . .

general record that will be used in the future.

Use this form to record the details of a Person, and to create a
Persons

general record that will be used in the future.

Organization
S

Use this form to record the details of an Organization, and to create
a general record that will be used in the future.

Vehicles

Use this form to record the details of a Vehicle, and to create a
general record that will be used in the future.

Table 3.2: Information about each of Perspective’s seven Data Forms

2. Click the Add button E:}' in the Viewing pane toolbar.

3.

Input desired information.

Note: In a new data form, fields with red titles are required to be completed. If you save
the record before completing all required fields, the system will display a system
message requiring completion of these fields.
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Some tabs consist of sub-tabs for further grouping of the data contained within. Whenever data in
tabs is further subdivided into sub-tabs, Perspective enables editing of the sub-tabbed data (e.qg.,
Involved Persons) with an additional sub-tab-specific toolbar. The quantity and the names of the
functions included in this toolbar vary depending on the type of information contained in the sub-
tab, although, they may be similar to the ones performed by the buttons included in the Viewing
pane toolbar.

|ﬂ Save || 7 Edit gjp Add Delete | [5) Lock el Print [ Send | €3 Cancel

< General % Involvements < Marratives < Attachments % Links % Loss Summary & Investigal 4 »

Persons  Organizations  Vehicles  ltems

I = Add Mew = Edit = Hemove = Goto

Involved Person: 4

¥ Linked Person Last Name First Name Initizl Involvement Type Date of Birth
Febarski, Dana  Rebarski Dana Reported By Fe

Figure 3.2: Creating a new record
Some additional tools you may encounter as you complete your record are the following:

Data Forms Tools

Opens a pop-up form that contains the data of the entity. Make
Edit necessary changes to the fields (or plain text) in the form, and click OK
to return to the main record.

Add New Creates a new entity within a record (e.g., a new Involved Person entity).

Removes an entity within a record (e.g., an invalid Involved Person

Remove .
entity).

Opens an entity’s corresponding record, typically, in a different data form
component. For example, going to the Involved Person entity involves
opening the associated editable Person record in the Persons data form
of Perspective. To return to the original data form (i.e., Incidents), simply
select the required component from the Navigation pane. The views of
both forms will be preserved.

Go To

Read/View The Read/View functions are similar to the Go To function, with the only
difference being that they open the entity in a read-only mode, where you
may be able to zoom its contents, and/or print it, but not edit it. View
allows an attachment to be saved to your computer, or to be opened and
viewed in an appropriate application (i.e., an attached .doc file would
open in Microsoft Word). You may scroll through the other entities of the
same type (e.g., narratives, investigation summaries), without leaving the
pop-up window, using the Previous and Next buttons.

2Iable 3.3: Available tools when in the Data Forms component of Perspective
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Removes/restores editing and deleting rights from/for an entity.

Note: Once you seal an entity, and then save and leave the
corresponding record, it can never be unsealed. A new entity must be
created in order to record changes to the original one. Even if an entity is

Seal/Unseal _ . _ _
left unsealed, the Author is the only user authorized to edit the entity,
unless special privileges have been granted to another user to do so. (If
this button is not visible to you, your Administrator has not granted you
the right to seal entities.)

History

(Cases To see the history of incidents in which a particular case-involved person,

Involvements— organization, vehicle, or item has been involved, select the entity of

Items, Persons,
Organizations,
and Vehicles
sub-tabs only)

interest in the grid, and click History. A new window will appear that
displays a table of the entity’s involvement in the incidents stored in your
organization’s Perspective database.

Table 3.3: Available tools when in the Data Forms component of Perspective (continued)

Create a New Incident Record

Note: Your organization's data forms may contain additional fields, so-called User Defined Fields.
Usually, they appear under a separate like-named section. These fields will require entering
additional pieces of information that may not be covered in this guide. You may also find that
some of these fields have been customized for your organization.

General Tab

Please refer to Figure 3.3 for an example of the following steps.

1.

2.

Click the Add button 'fu}' in the Viewing pane toolbar.

Perspective will automatically assign an Incident Number when the record is saved.

= The e-Incident Number field is reserved for electronic reports that have been accepted
from the Gateway into Perspective.

If applicable, input a file or reference number under File Number.

Indicate when the incident was reported under Reported Date/Time.

Note when the incident began under Occurred From Date/Time and when the incident
ended under Occurred To Date/Time.

= The Incident Duration will automatically be calculated when the record is saved.

Identify the incident’s classification using the Class, Category, Subcategory, and Type

lookup lists.
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= These fields are hierarchical, meaning that the option selected in the first field (i.e., Class)
determines the options that are available in the second field (i.e., Category), and so on.
The options that appear in these lists have been customized by your organization.

7.  Specify where the incident occurred by making selections from the Site, Building,
Location, and Section lookup lists.

= Like the fields in the incident’s classification section, these fields are hierarchical.

8. Identify which business unit the incident affected by selecting options from the Level 1 to
Level 4 lookup lists, if applicable.

9. Type a brief overview of the incident in the Summary box.

= To enter a more detailed description of the incident, outline the sequence of events under
the Narratives tab.

§ INCDOO00D00167 0
i Criminal/ Theft/Company Property/Over $1000
= Save T Edit E"}Add Delete | (5) Lock =l Print [-4Send | €3 Cancel
& General & Involvements & Narratives < Attachments & Links < Losses % Investigation 4 p
% Details

Incident Number
ADMI-2010-000124

Reported Date/Time File Number

23112010 09:30AM - HH X TH-3075-B

Occumred From Date/Time Occumed To Date/Time Incident Duration
221120100420 PV EH X |2211/201005:00PM  : EFE X 0heur(s) 40 minute(s)

Class Site Level 1

Criminal Site A ~| | North America hd
Category Building Level 2

Theft Building 1 «| | Canada -
Subcategory Location Level 3

Company Property Location 1 *| | Subsidiary 1 -
Type Section Level 4

Over £1000 Section A ~| | Administration hd
Summary

On the above mentioned date and time, the complainant, Kathy Howard, reported to security that during her lunch -

e-Incidert Number

break, her laptop was stolen directly from her office desk from within her cubicle.

The laptop is an XTP-4005 with a value of $2900.00.

Currenthy, there are no suspects in this incident. The only available witness is Jeff Brown who is seated in the

cubicle section three rows over. Investigation continues. Follow-up to be completed.

|+

Supplemental Details

Flags

Figure 3.3: The first steps of creating an Incident
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Indicate Which Authorities Have Been Notified of the Incident

Please refer to Figure 3.4 for an example of the following steps.

1.

In the Supplemental Details section, check the Reported to Police box if the police have
been notified of the incident, and then input the Police File Number.

If another division in your organization has been notified of the incident, check the Reported
to Division box and specify the Division Reported To.

If you reported the incident to your supervisor, check the Reported to Supervisor box.
Then, select the name of your supervisor from the Supervisor Reported To pick list. If no
relevant Person record is found in the database, use the Quick Add function to create one.

If the incident requires follow-up, check the Follow-up Required box and enter the Follow-
up Date.

Note: This is an information only text box; you will not receive any notification once this date
has passed.

< General < |mvolvements < MNarratives < Attachments < Links < Losses % Investigation 4 b
¥ Details
% Supplemental Details
Police File Mumber
bl Reported to Police 0CC-13105

Divigion Reported To
[l Reported to Division Investigations -

Supervisor Reported To

¥l Reportedto Supervisor 8 Durov, Alex g X
Follow-up Date
b Follow-up Required 3011/2010  HE XK
% Flags

Figure 3.4: Identifying authorities that have been notified

Flag the Incident

1.

In the Flags section, alter any applicable flag’s Status (i.e., Yes, No, or Unknown).

Note: When you change a flag’s status to No, a No flag will be applied to the record. Leave
the status as Unknown if you want the Incident to remain unflagged (Figure 3.5).

Add any applicable notes under Flag Notes.

24




Perspective User’s Training Guide

< General & Involvements < Marratives < Attachments < Links < Losses < |nvestigation 4 »
¥ Details
¥ Supplemental Details

% Flags

Description Status
"‘ V Workplace Viclence No -
‘P K Suspect Known to Victim Unknown =
" H Hate Crime No -
?" D Drugs/Alcohal Involved No -
5 N DHS No -

Flag Motes
The incident did not involve violence.

Figure 3.5: Flagging options

Involvements Tab

Identify Involved Persons

Please refer to Figure 3.6 for an example of the following steps.
1. Select the Persons sub-tab.
2.  Click Add New. A pop-up window will open.

3.  Select the involved person’s record from the Linked Person pick list by clicking on the '{IF
icon.

= If a Person record does not already exist for this individual, use the Quick Add function to
create one.

» The First Name and Last Name fields in the Details section will automatically populate
with the Linked Person’s name, along with any other details (e.g., photo) that were on the
record.

Note: Any modifications in the Details section will only apply to the Incident record and
will not update the Person’s data form. This must be done separately.

4.  From the Involvement Type lookup list, choose the appropriate description.
5. If the person was interviewed regarding the occurrence, check the Interviewed? box.

6. If the person received first aid, was injured, or hospitalized as a result of the occurrence,
check the First Aid Administered?, Injured, and/or Person Hospitalized? boxes.

7.  Enter notes about the person’s involvement in the occurrence in the Notes text box.
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8. To add or change a photo of the involved person to the record, click the Add icon %# in the
image box.

9. Locate the image file in the browser window

10. Click Open.

'4}! Add New Record o | B |
oK Cancel
Linked Person Employee Mumber nvolvement Type A iated Losses -
5 Brown, Jeff e 7| |ADMIN-T7 Vitness "] | Bposure o O
Title First Name Intial Last Name Averted Loss $ 0.00
Mr. =] |Jeff L_||Bronn Total Loss $ 0.00
[D):;T?f]gg; TE X Designiation{s) Total Recovered & 00D
Gender Marital Status Azl £ o
Male v | | Divorced s iew Losses And Recoveries
Hair Color Eye Color Height Weight =
Brown | | Blue - 6' 06" 176 Ibs
M Emplovee? Notes . . . . . .
The only available witness is Jeff Brown who is seated in the cubicle section -
[l Interviewed? (ADMIN-77)three rows over Kathy Howard.
[ First Aid Administered?
O Injured
[ Person Hospitalized?
Figure 3.6: Creating an Involved Person
Add the Involved Person’s Clothing Details
Please refer to Figure 3.7 for an example of the following steps.
1. Open the Click to Add Clothing Details link.
2.  Choose the Clothing Type and Color from the lookup lists.
3.  Enter a detailed description of the item in the Description box.
4. Repeat for as many articles of clothing as necessary.
&p Click to Add Clothing Details
B K
Clothing Type Color
Description

Figure 3.7: Adding Clothing Details to an Involved Person record
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Record the Involved Person’s Sustained Injuries

Please refer to Figure 3.8 for an example of the following steps.

1. Openthe Click to Add Injury Details link.

2. Specify the Injury Cause and Severity.

3. Include a detailed description of the injury in the Description text box.

4. Repeat for as many injury entities as necessary.

l{b Click to Add Injury Details
B

Injury Cause Severity

Description

Figure 3.8: Adding injuries to an Involved Person record

Note: Once these fields are opened, and whether you enter data or not, if you do not want to
keep this information, any text entered in the fields must be deleted (}<) in order to close the
area.

Flag the Involved Person

Note: Flag information may populate if this was saved on the Person’s record.
Please refer to Figure 3.9 for an example of the following steps.

1. Inthe Flags section, specify the Status (i.e., Yes, No, or Unknown) as well as the Severity
of each flag (i.e., Critical, High, Low).

Note: When you change a flag’s status to No, a No flag will be applied to the record. Leave
the status as Unknown if you want the Incident to remain unflagged.

2. Enter comments in the Flag Notes section.

3. Click OK.
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25 Add New Record [E=H SR (50|

" OK | €3 Cancel

% Flags -

Description Status Severity JE?[QBTBD:\;SE the only witness of the incident |

¥ W Wanted Yes || Critical -

v V Violent Unknown  ~ -

\~' T Trespasser Yes || Low -

W I Infectious Mo - -

w R Escapee No - - T
A A Amed and Dangerous No - - ‘E‘

Figure 3.9: Flagging an Involved Person

4.  After you click OK, the newly created entity will be displayed in the Involved Persons list,
with each entity occupying a single row in the list.

= To display the entity’s general information in the bottom Viewing pane, select the
corresponding row in the list.

& Geaneral & lvhvarments Martatosd Aachinarts & Lanks Loades Irroabgaton @ Cortrald At Hailory
Persora  Onjenabos  Velstles  hesd

Iosioed Parsen 2

¥  Linked Person Last Hame FirstMare Instial meokvement Type | Date of Burth Gender Employee? leierviewed?  PersonLoss? | Hotes
Brown. e Eroam o L ‘witness Q371580 Mals =] = r The oy avslab.
Hatheld, Carrrens Hatieldl Carmen Comglyinart Q4ZOMIET  Feerale | r r Reported servic
4 L L
T Fr Name sl Las Name bvahemet Type
M. e L Erowm rireas
Diste o Bt Gander Martsl st Desgratenis]
4380 Male Oreoteed
Har Color Eye Coler w—1
Erown Eive
- Cuthing: 0
s
The only available withess is Jefl Erown who i3 sested in the cubice section ¥ Employee?
CADMINGTT) hres rows ovar Kagy Howsed 7 bederaewed?
Firsh id Admirintered?
bjured

Frenin Hom ptshzed

0 CB:kooth - L19/2012 41608 PM - LW kesth - 17192012 £ 1609 PM

Figure 3.10: Involved Person record

Add Losses and Recoveries Associated with an Involved Entity

Note: Losses can be added under the Involvements tab as well as the Losses tab.

1. Before you continue with entering losses or reviewing their summary, make sure that you
saved the involved entity’s sub-record (Person, Organization, Vehicle, or Iltem) by clicking
OK and saving the Incident record by clicking Save. This will update the calculations the
system stores on previously recorded losses.
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To add a Loss while in the Involvements tab, double-click the involved entity in the list that
you want to associate a loss with (e.g., the Jeff Brown’s Person record). In the Associated
Losses section in the top right corner of the popup window, you will see the summary of the
losses associated with the individual, including a summary of the individual’s Exposure,
Averted Loss, Total Loss, Total Recovered loss, and Net Loss (Figure 3.11).

Losses

Exposure § 000
Averted Loss $ 140000

Total Loss $ 17000
Total Recoversd 5 8000
Net Loss. 5 5000

View Losses And Recovenes

Figure 3.11: Losses associated with an Involved Person

To review the details of the losses associated with an entity, click on the View Losses and
Recoveries button at the bottom of the Associated Losses grid. A new window will open
where you will be able to see the Date a loss was recorded, the Type of the loss, the
Method/Status/Cause the loss was or could have been incurred, and the relevant value of
the loss. From here, you will also be able to add a new loss (Figure 3.12).

-

Losses Associated To: Brown, Jeff ) = .‘ i

QK Close Add Loss

Date
012322

Type
Diirect

Add Recovery Add Mo Impact

Method/Status/Cause
Method1/LestiAccident

Edit

Remaove

Loss
§ 90.00 USD

Recovery

Mo Impact

01232012

RecoveryTypel

RecoveryMethod?/Recovery Typel

§ 3000 UsD

014237212

Direct

Method1/Stolen/Accident

£ 80.00 USD

0172572012

Pverted

Method1/

S 1.400.00 USD;

— —

Figure 3.12: Review information regarding a loss

4.
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To add a loss, select one of the following three options:

Click Add Loss, to add a loss that has occurred.

Click Add Recovery, to record a recovery from a loss.

Click Add No Impact to add a potential exposure loss, or an averted loss that is
associated with the involved entity.
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Depending on the option you choose, a new screen will display a subform designed for the
type of loss you selected. Fill out the form’s fields following the guidelines in the Record
losses involved in an incident section of the Losses tab description (pg. 37).

Click OK. Once the changes are saved, the recorded loss data will populate the relevant
columns of the Losses Associated To grid (Figure 3.13).

Add as many loss entries as necessary, repeating steps 4-6. Then, click OK to save the
associated losses on the involved entity’s record and to see updated summary calculations
in the Associated Losses section of the subform (Figure 3.13).

R, " - A
oK Close Add Loss Add Recovery Add No Impact Edit Remove
Date Type Method/Status/Cause Loss Recovery No Impact
01232012 Dwrect Method 1/Lost/Accident $ 9000 USD
01232012 R yTypel Ry yMethod2 R yTypel [ ] $ 80.00 USD
01232012  Direct Method 1/Silenliceident | S 8000 USD |
 Averted “Method il | ] $ 1

Figure 3.13: Saving losses to an Involved Entity

Click OK on the main involved entity’s subform. The entity’s entry in the list will be updated
with a checkmark under the Person/Organization/Vehicle/ltem Loss? column. The loss
will also be recorded as a separate entry under the Losses tab (Figure 3.14).

Click Save to synchronize the recorded data across Perspective’s components.

Figure 3.14: Identifying a Person Loss
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Identify Involved Organizations

Please refer to Figure 3.15 for an example of the following steps.

1. Select the Organizations sub-tab.

2.  Click Add New. A pop-up window will open.

3. Select the involved organization’s record from the Linked Organization pick list.

= |f an Organization record does not already exist, use the Quick Add function to create
one.

= The Organization Name field will now automatically populate with the linked
organization’s name. Depending on the data saved on the Organization record, some
additional fields may also populate in the Details section.

Note: Any modifications to the Details section will only apply to the Incident record and
will not update the Organization data form. This must be done separately.

4.  Specify how the organization became involved in the occurrence by selecting a description
from the Involvement Type lookup list.

o

If applicable, input the organization’s file, ID, or other tracking number in the Organization
Number field.

6. Select an Organization Type from the lookup list.

7. Specify the means by which the organization has been notified of the occurrence in the
Notified By lookup list.

8. If there is any documentation associated with the organization’s involvement in the
occurrence (e.g., a work order), note the associated tracking number in the Reference
Number field.

9. Select the name of the organization’s primary contact from the Contact Person pick list.

= |f a Person record does not already exist for the individual, use the Quick Add function to
create one.

10. Enter the contact person’s phone number under Contact Phone.
= Ensure that you use a consistent format when entering phone numbers.
11. Enter notes in the Comments box.
12. To add the organization’s logo to the record, click the Add icon =¥ in the image box.

13. Locate the image file in the browser window, and click Open.

31




Perspective User's Training Guide

=5 Add New Record o | E |
OK  Cancsl |
Linked Organization Crganization Mame nvolvement Type A iated Losses |
J_i Metropolitan Police 5‘85 P Metropolitan Police Service Responding ServicelAgency - Bposure
Organization Number Organization Type Averted Loss
C-9870-D Municipal Agency -
el Total Loss
N Motified By Reference Mumber
Total R d
' mowm' ' Contral Center -~ | HS9870 = necovers
Police Net Loss |
\'_ﬂ = - - Contact Person Cortact Phone E
1 eBervices _ & Armando, Luis 5‘85 7| |7805550123 ‘iiew Losses And Recoveries
Comments
Responding Officer: James T. Dole, Badge 445 -

Figure 3.15: Identifying Involved Organizations

Note an Action Request Sent to the Involved Organization

Please refer to Figure 3.16 for an example of the following steps.

1. Openthe Click to Add Request Details link.

2. Choose the appropriate description for the requested action from Request Type.
3. Ifthereis a tracking or other ID number, enter it in the Tracking Number field.
4.  Enter the date the request was made in the Assigned Date field.

5.  Select the record of the person who has been administered the request from the Request
Assigned To Person pick list.

= |f a Person record does not already exist for the individual, use the Quick Add function to
create one.

6. When the action is complete, input the Completed Date.

7. Input any necessary Notes.
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EBJ Click To Add Reguest Details
A i

Reguest Type Tracking Mumber

Reguest Assigned To Person

8 & X

Notes

Figure 3.16: Noting an Action Request

Log the Involved Organization’s Response to the Incident

Please refer to Figure 3.17 for an example of the following steps.
1. Openthe Click to Add Response Details link.

2. Select the record of the person in the organization who responded to the incident from the
Responding Person pick list.

= |f a Person record does not already exist for the individual, use the Quick Add function to
create one.

3. Select the record of the person who called the organization from the Notified By Person
pick list.

»

Enter the date and time the organization was contacted in the Called Date/Time field.
5.  Enter the date and time the organization arrived on site in the Arrived Date/Time field.

6. When the organization’s response is complete and they have vacated the site, enter the
completion date and time in the Cleared Date/Time field.

7.  Click the Calculate Time link to determine how long it took the organization to respond
(Response Time) and how long they remained on site (Time On Site).

8. Add any useful Response Notes.

9. Click OK.
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&P Click To Add Response Detsils

E)

o x
Called Date/ Time Responding Person
i s@EX B + X
Anived Date/Time Notified By Person
Y I EX) (= ap X
Cleared Date/Time
. i@

Calculate Time Response Notes

Response Time:

0 Hrs. 0 Min.

Time On Site: 0 Hrs. 0 Min

Figure 3.17: Response Details

10. As you click OK, the newly created entity will be displayed in the Involved Organizations list,
with each entity occupying a single row in the list (Figure 3.18).

© General  © Involvements  Narafives  Aftachments & Links

© Losses  Invesiigation @ Controls  Audit History “»
Persons  Organizations  Vehicles  liems
Involved Organizations: 2
= AddNew = Edt = Remove = Goto
Linked Organization Orgarization Name | Involvement Type | Organization Number ~ Organization Type | Nofified By  Comments Orgarization Loss?

Cape Breton Regional Police Cape Breton Regicna.. Responding Servic.

Municipal Agency Investigator

v

Metropelitan Police Service Metropolitan Police S.. Responding Servie.. C-9870-D

Municipal Agency Control Center

Responding Off.. r

Orgarization Name
Metropoliten Police Service

Reference Number
H-9870

[ A\ \

Police

Orgarization Type

Contact Phone
780555 0123

Responses: 0
Request: 0
Orgarization Number

C-9870-D

Involvement Type

\ Services &

Muricipal Agency
Notiied By

Conirol Center

Responding ServicelAgency

Contact Person
Armando, Luis

v -

Figure 3.18: Displaying an Involved Organization

Add Losses and Recoveries Associated with the Involved Organization

Complete the operation, as described in the “Identify involved persons” (pg. 22) or the “Add
losses and recoveries associated with an involved entity” sections (pg. 26).

Identify Involved Vehicles

Please refer to Figure 3.19 for an example of the following steps.

1. Select the Vehicles sub-tab.

2. Click Add New. A pop-up window will open.

3. Select the involved vehicle from the Linked Vehicle pick list by clicking on the EEF‘ icon.

= If a Vehicle record does not already exist, use the Quick Add function to create one.

The License Plate field will now automatically populate with the linked vehicle’s license
plate number. Depending on the data saved on the Vehicle record, some additional fields
may also populate in the Details section.

34




Perspective User’s Training Guide

Note: The fields may be edited or have data entered if none exists. Any modifications to
the Details section will only apply to the Incident record and will not update the Vehicle
data form. This must be done separately.

4. Indicate how the vehicle became involved in the occurrence by selecting a description from
the Involvement Type lookup list.

5.  Select the most appropriate description of the vehicle’s current status from the Disposition
lookup list (e.g., Seized, Stolen, Released to Owner).

6. If the vehicle’s driver was identified, check the Driver Identified box. Then, select the
driver's name from the Vehicle Driver pick list.

= |f a Person record does not already exist for the individual, use the Quick Add function to
create one.

™~

Enter any applicable notes under Comments.

8. To add a photo of the vehicle to the record, click the Add icon %+ in the image box. Locate
the image file in the browser window, and click Open.

9. Click OK.
-
55 Add New Record = | B (-
0K Cancel
-
Linked Vehicle License Flate nvalvement Type A e ‘
& uDKss5 5P 74| [UDKsEs Suspect = S—
Disposttion Year
Towed/Impounded - 2008 Gaeediines
Total Lo
Make Style & Loss
Honda - 4 Door Sedan - Total Recovered
Model Color Net Loss E
Ridgeline - Red -
View Losses And Recoveries
VIN Vehicle Value
[l Compary Vehicle? 4LUKFIZ2222M33333 5 40,000.00 USD
Country
Canada - bl Driver Identfied
State’\Province Viehicle Driver B
Alberta - i, Brown, Rosie %5 X
Comments
Abandoned on premises. Stolen items found inside | -

Figure 3.19: Identifying an Involved Vehicle

10. After you click OK, the newly created entity will be displayed in the Involved Vehicles list,
with each entity occupying a single row in the list (Figure 3.20).
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< General < Involvements Narratives Attachments < Links < Losses Investigation < Controls Audit History 4
Persons  Organizations  Vehicles  ltems
Involved Vehicles: 1
= AddNew = Edt = Remove = Goto
Linked Yehicle License Flate  Involvement Type  Year Make/Meodel Vehicle Loss? Comments

EUDKBBE— Henda/Ridgeline UDKEES Indirectly Invelved 2007 Honda/Ridgeline v Abandoned on premises. Stolen items...

License Plate Style

LIDKBES 4 Door \wWfagon

Year Disposition

2007 Towed/Impounded
Involvement Type Color

Indirectly Involved Red

VIN Vehicle Value
4LUKP222222M333323 5 40,000.00 USD

W CB:keith - 2/24/2012 1:33:46 PM - LM: keith - 2/24/2012 1:33:46 PM

Figure 3.20: Displaying an Involved Vehicle

Add Losses and Recoveries Associated with the Involved Vehicle

Complete the operation, as described in the “Identify Involved Persons” (pg. 24) or the “Add
Losses and Recoveries Associated with an Involved Entity” sections (pg. 27).

Identify Involved Items

Please refer to Figure 3.21 for an example of the following steps.
1. Select the Items sub-tab.
2. Click Add New. A pop-up window will open.

3. Select the involved item’s name from the Linked Item pick list by clicking on the = icon. If
an Item record does not already exist, use the Quick Add function to create one.

4. The Item Name field will now automatically populate with the linked item’s name.
Depending on the data saved on the Item data form, some additional fields may also
populate in the Details section.

Note: Any modifications to the Details section will only apply to the Incident record and will
not update the Item data form. This must be done separately.

5. Add comments about the item in the Notes field.

6. To add a photo of the item to the record, click the Add icon %+ in the image box. Locate the
image file in the browser window, and click Open.

7.  Click OK.
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g Add New Record

o[ E s |

0K Cancel

Linked em
[, Laptop Computer |58 <

[ tem s Evidence?

ltem Category

Corporate Property |
ftem Type

Laplop -

] Owner ldentfied /Knowni?
Organizstion Owned By
& TML Inc & X

Notes
Located at the cubicle ADMIN-78.

ttem Name
Laptop Computer
Serial Number
XTP-4005
Disposiion

Seized As Evidence 7

ttem Value
s 2,135.00 USD

ftem Make
Dell -

tem Mode!
Inspiron E1705 -

Person Owned By
B Howard, Kathy  &p X

Exposure
Averted Loss
Total Loss

Total Recovered

Net Loss

View Losses And Recoveries

i

Figure 3.21: Identifying an Involved ltem

8.  After you click OK, the newly created entity will be displayed in the Involved Items list, with
each entity occupying a single row in the list (Figure 3.22).

Investigation

ltem is Evidence?

Audit History 4

Notes

< General < Involvements Narratives Attschments Links Losses
Persons  Organizations Vehicles ltems
Involved tems: 1
= AddMew = Edi = Remove = Goto
Linked ltem ltem Name Category / Type Diisposition
éLapiup Computer Laptop Computer Corporate Property/Laptop  Seized As Evidence 3

Located at the cubicle...

el

ftem Name

Laptop Computer

ftem Value

Disposition

Seized As Evidence

Category / Type
Corporate Property/Laptop
Make / Model

213500  Dellllnspiron E1705

Serial Number
XTP-400S

Figure 3.22: Displaying an Involved Item

Add Losses and Recoveries Associated with the Involved ltem

Complete the operation as described in the “Identify involved persons” (pg. 22), or the “Add
losses and recoveries associated with an involved entity” sections (pg. 26).

Narratives Tab

Add All Executive, Follow-up and Interview Statements

1. Click the Narratives tab (Figure 3.23).
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2. Click the Add New link. The Narrative Editor window will open.

3. Inthe window, choose the applicable description from Narrative Type (e.g., Executive
Summary, Original Narrative, Follow-up).

By default, your name will appear in the Author field.

4.  Type your narrative in the text box.

< (General < Involvements Narratives Attachments < Links < Losses Investigation < Controls Audit History 4 »

Total Namatives: 2

= AddNew = Edit = Remove = Seal = Read

Sealed Created By Date/Time = Narrative Type Author
r 25/11/2010 5:25:07 PM  Original Narrative Davis, lan

r 25M11/2010 5:30:34 PM  Follow-up Remnyzkova, Svetlana A

November 25, 2010 "
On the 23rd of November, 2010, security received a call from the complainant Kathy Howard. Howard stated that her comporate laptop had been stolen during a break the
previous day, 22nd of November, 2010, while she was away from her desk.

Officer Davis responded and spoke with Kathy Howard who advised that she left her cubicle which is located in section 4Bof the administration office at approximately 04:20PM
and wert to the cafeteria. When she left her cubicle her corporat .|

ﬂ CB: remnyakova - 25/11/2010 5:25:07 PM - LM: remnyakova - 25/11/2010 5:25:07 FM

Figure 3.23: Adding a Narrative

5.  When finished composing your narrative, click Accept.

Atta

The Narrative Editor window will close, and the new narrative record will populate the
Narratives grid.

chments Tab

Attach a File to a Record

Please refer to Figure 3.24 for an example of the following steps.

1. Click the Attachments tab.

A pictures sub-tab will display any already attached pictures. Right-click the picture to
view its title and details, and left-click to open a larger image size.

2. Click the Files sub-tab.

3.  Click the Add New link. A pop-up window will open.

4.  Add attachments by either dragging and dropping, or clicking Browse.

5.  For each attachment:

a.

The Attachment Title field will automatically populate with the name of the attached
file. If necessary, modify the name.
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6.

39

b. From the Attachment Type lookup list, select the appropriate designator for the

attachment (e.g., Document, Picture, Video, Voice Recording).

c. Give an overview of the attachment in the Description text box.

d. Forimage files (e.g., .bmp, .gif, .jpg, .png), check the Include when Printing? box to

have a copy of the image included with every print-out of the record.

e. Check the box in the Remove column beside any files you do not want to attach, then

click the Remove button.

Once finished working with attachments, click OK.

I Avacrrent e T e
Drag and rop fles baiow “or-
Include wh ]
Remove Atachment Tle Attachment Type ijé;" =N Description
Atachment Tile
Atachment Type
= [7] Include when prirting?

Description

File Name
File Extension
File Size

Ready

Figure 3.24: Attaching a file to a record

To preview attached files, other than the pictures displayed in the sub-tab, ensure the
attachment is highlighted in the grid and click View (Figure 3.25).

Once the attachment is loaded, click Open. The attachment file will open in a separate
window. Close the window to return to the record.

< General % |nvolvements < MNarratives < Attachments % Links % Losses Investigation < Controls Audit History 4
= Add New = Edit = Remove = View

Total Attachments: 2

Attachment Title ~ Attachment Type File Name File Extension File Size Description
Original narrative  Document orig_narrative bt 1 KB Original narrative of the incident (by Kathy Howard)
Dell Inspiren E1705  Picture dell_inspiron_e1705 ipg 28 KB Photo of the stolen laptop.

ﬂ CB: remryakova - 26/11/2010 10:48:06 AM - LM: remnyakova - 26/11/2010 11:07:45 AM

Figure 3.25: Previewing an attachment




Perspective User's Training Guide

Links Tab

Link the Incident to an Activity, Incident or Case

Note: we will link an Activity for this example.
Please refer to Figure 3.26 for an example of the following steps.
1. Selectthe Links tab.

2. Under the appropriate tab; Activity Links, Incident Links or Case Links, click Add New. A
pop-up window will open.

3.  Specify how the incident and activity/incident/case are related in the Link Type field (e.qg.,
Common Call Source, Common Location).

4. Select the appropriate activity/incident/case from the Linked From Activity pick list.

5. Indicate the date that the incident became associated with the record in the Link Effective
Date field.

6. Type any additional information about the link in the Notes field.

7. Click OK.
57 Add New Record == R
OK Cancel
Link Type Linked From Activity
Commeon Call Source - g ACT-2011-000129 EEB

Link Effective Date
24/08/2011 cH X

Notes
Commen Call Source: Phone 780 555 6677 (Officer D. Clark)

Figure 3.26: Linking an Incident

8. Click Save and this link will be automatically cross-referenced with the Links tab of the
linked Activity/Incident/Case.

Note: Activities cannot be linked to Cases.
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< General < |nvelvements MNarratives Attachments < Links ¢ Losses Investigation < Controls Audit History 4P
¥ Case Links

¥ Incident Links

# Activity Links

Add New Edit Remove Goto

Number of Linked Activities: 2

Linked From Activity Link Type Link Effective Date  Notes
ACT-2011-000015 Escalated to Investigation 18/05/2011
EACT-ED‘I‘I-DDD'IEB Commen Call Source 24)08/2011 Commen Call 5.
'ﬁ -

Figure 3.27: Displaying Links

Losses Tab

Record Losses Involved in an Incident

The Losses tab within an Incident record can be used to add the following types of incident
losses:

. Loss: A monetary loss that occurred in the course of the incident.

. Recovery: A loss amount associated with an incident that has been restored or regained as
a result of an action that had been implemented after the incident took place.

. No Impact Loss: A loss that has been associated with an incident that has either been
prevented or remains a potential loss and, hence, does not impact the Net Loss amount.

Please refer to Figure 3.28 for an example of the following steps.

1. Toadd aloss, open the Losses tab and click on the Add Loss, Add Recovery, or Add No
Impact hyperlink considering the type of loss that you want to record.

= Depending on the option you choose, a new screen will display a sub-form designed for
the type of loss you selected.
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Incident Financials: Recovery @
OK Close
nvolvement Form Associated To
Organization Involvement - Cape Breton Regional Police v,
Recovery Date Unit(e) Value Per Unit
01/25/2012 cE X 2. /x§ 4000 USD
Recovery Type
Physical Y Toml 5 8000USD
Recovered By Person Recovered From Organization
(B Richards, Keith &8 g
Recovered From Person Method
5, Brown, Jeff g X Wright-off e

Notes

January 25, 2012, Jeff Brown reported 2 loss of two Yamaha computer speakers. The

speakers were found |ater during the day on the desk of Kathy Howard who used them over

the lunch break and forgot to inform Jeff about t. The loss of speakers has however been

reportrd to the Cape Breton Regional Police as Theft". The report was called off January 26,
12]

Incident Financials: No Impact =5 Incident Financials: Loss [
oK Close oK Close [
volvement Fom Associaied Type Associated To
Incidents - - ftem Involvement - Wallet -
Date Uit s Value Per Unit Loss Date Uit Value Per Urit
017252012 CEX 117]x[s 140000 USD 2152012 CEX 1 s 322500 USC
Type Loss Type
Averted - Toal $ 1.40000 USD Direct < Tt $ 3.22500USD
Cause Loss Cause Loss Status
Unintentianal Act - Accident - Lost -
Detemined By Person Method Bctemnkor Byl -E
8 Richards, Keith 5 X Cash - 2, Richards, Keith 2 X A 9
Notes Notes
Jeff Brown's USE key with an updated version of ProApp was found in the male tolet by Luke Jeff Brown lost his wallet with two comorate credt cards|
Ferguson January 25. The loss of the LISE key could have resulted in an approzimate loss of
1,400 for Advanced Securties. The key has been retumed to Jeff Brown and Jeff's
supervisar has been informed about the averted loss of the key |

Figure 3.28: Recording a Loss, Recovery, and No Impact

In the process of adding a loss, you may choose to either associate the loss with the
broader Incident record or with one of the incident’s existing involvements (i.e., an involved
person, organization, vehicle or item). To specify the type of data with which you want to
associate your loss entry, select one of the options from the Involvement Form lookup.

Note: If you want to add a loss associated with an incident’s involvement that has not been
recorded yet, you must first create an involved record under the Involvements tab before
creating the loss record.

If you choose to associate the loss with any of the incident’s involvements (e.g., Person
Involvement), select the specific involvement in the Associated To lookup (e.g., Brown,
Jeff).

Note: The options available on the lookup have been cross-populated from each of the
involvement’s sub-tabs and can only contain involvement records that had been created and
saved prior to adding the loss. The same function is available under each of the
involvements’ sub-tabs.

Enter the Date that is associated with the loss (e.g., a date when the loss or the recovery
occurred, or a date when the no impact loss is most probable).
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5.

o

10.

11.

12.

13.

14.
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Enter the number of loss units, as well as the approximate value of each unit in the Unit(s)
and Value Per Unit fields. The Total field below will automatically calculate the total value
of loss multiplying the Unit(s) by the Value Per Unit values.

Identify the nature of the loss under Type (i.e., Direct or Indirect, Averted or Exposure).

If applicable, specify the reason for the actual or the potential loss you are recording under
Loss Cause (e.g., Accident, Deliberate, or Unintentional Act).

If you are recording a loss that has actually occurred, determine the current state of the lost
unit(s) under Loss Status (i.e., Compromised, Lost, Stolen, or Damaged).

Under Method, select a descriptor that best defines the way in which the loss occurred or
can potentially occur (e.g., Wired Transfer or Cash).

For actual and no impact losses, select the name of the person who recovered the loss or
defined the incident as incurring potential loss from the Recovered/Determined By Person
pick list.

By default, the field will contain the name of the person recording the loss.

If you are recording a recovery, also complete the Recovered From Person and the
Recovered From Organization fields, as applicable.

Enter any additional comments under Notes.

Click OK.

Once the changes are saved, the recorded loss data will populate the relevant columns
of the Losses grid. For optimal analysis, you may arrange the loss entries by a column
header (e.g., Associated To, Date, or Type) and change the position of the columns in
the grid.

Click Save to synchronize the recorded data within the relevant involvement records and
update the summary calculations displayed to the right of the grid (Figure 3.29).

Total:

Total Exposure: The total value of the Exposure No Impact loss associated with the
incident and the involved entities.

Total Averted: The total value of the Averted No Impact loss associated with the incident
and the involved entities.

Total Loss: The total value of the Loss amounts associated with the incident and the
involved entities.

Total Recoveries: The total value of the Recovery loss associated with the incident and
the involved entities.
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Net Loss: The value determined by subtracting the Total Recoveries amount from the

Total Loss.

< General % Involvements Narratives Aftachments < Links < Losses Investigation < Controls Audit History

% Loss And Recovery Details

Incident Loss Summary: 7 Losses: 3 Recoveries: 2 Mo Impact: 2

= Add loss = Add Recovery = Add Mo Impact = Edit = Remove
Date 7| Associated To Type Method/Status/Cause Loss Recovery No Impact

01192012 Incidents Direct ACH/Stolen/Deliberat  $ 245200 US

021572012 ltem Involvem  Wallet Direct ‘wired Transfer/Lost’A  § 3.22500 US

01/25/2012 Organization| Cape Breton Re  On-line Purcha  Merchant Credit S B0.00 USD

01/30/2012 Organization |  Sydney Police S Exposure Chegue/Stolen/intenti g 2,12500 USD

01/252012  Person Involve  Brown, Jeff Indirect ACH/Lest/Intentional $ 272500 US

02/23/2012 Person Involve  Hatfield, Carme  Averted Cash/Unintentional - $ 790.00 USD

02/24/2012  Vehicle Inveolve  UDKEES Physical ‘wiright-off 5 600.00 US

Figure 3.29: Summary of losses

Investigation Tab

Record Incident Investigation Data

Total

Total Exposure
Total Averted
Total Loss

Total Recoveries
Met Loss
Losses

Direct

Indirect
Recoveries
Physical

Ondine Purchase
Mo Impact

Exposure
Averted

$ 2.125.00 USD
$ 790.00 USD
$ 8.442 00 USD
$ 680.00 USD
$7.762.00 USD

$ 5.717.00 USD
$ 2.725.00 USD

$ 600.00 USD
$ 80.00 USD

$ 2.125.00 USD
$ 790.00 USD

Note: The Investigation tab is only available in the ICM and EIM editions of Perspective. Access
to the Investigation tab is assigned to users by an Administrator.

Please refer to Figure 3.30 for an example of the following steps.

1.

2.

Click on the Details sub-tab.

Investigation Initiated By Person pick list.

In the General section, select the name of the person who ordered the investigation from the

If a Person record does not already exist for the individual, use the Quick Add function to
create one.

Last Review Date field.

Enter the date the investigation was initiated under Investigation Start Date.

If the investigation has undergone a review, enter the applicable date in the Investigation

When the investigation is complete, enter this date in the Investigation Closed Date field.

Input general notes in the Investigation Comments box.
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< General % Involvements < Marratives < Attachments < Links < Losses < |nvestigation < Controls Audit History 4 »

Details  Summaries  Logs  Interviews  Evidence/Property

# General

Investigation Initisted By Person

& Davis, lan =P X Total Time Spent: 0 Hrs.
Investigation Start Date Total Expenses: $ 0.00UsD
231172010 D E K| Total Evidence 0
Investigation Last Review Date Number of Interviews 0
09/12/2010 CH X
Number of Investigators 0
Investigation Closed Date
151122010 TE X Investigation Duration 3 dayls)
Update

Investigation Comments

The investigation was initially assigned to Officer Mairon Alvarez. Then, it was passed on to Officer lan
Davis

¥ Investigators

Figure 3.30: Recording Investigation Details

Assign an Investigator to an Incident’s Investigation

Please refer to Figure 3.31 for an example of the following steps.

1.

2.

45

In the Investigators section, click Add New. A pop-up window will open.

Specify the applicable role of the investigator in the Investigator Type field (e.g., Lead
Investigator, Assisting Investigator, Forensic Specialist).

Select the record of the investigator from the Investigator pick list.

Note: You cannot Quick Add an investigator; they must already exist in this pick list. The
Investigators list is managed by an Administrator.

In the Assigned Date field, enter the date and time the person was assigned to the
investigation team.

If the investigator is removed from the investigation team at some point, you may enter the
applicable date and time in the Completed Date field.

Enter any relevant notes in the Comments box.

Click OK.
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25 Add New Record el )

« 0K | &3 Cancel

nvestigator Type nvestigator

Lead Investigator - _i_i Davis, lan é‘} x

Assigned Date Completed Date

23110101200Pm 3 B X . EH X

Commertts

The investigation was passed on to Davis on the same date as the -

incident was reported |

Figure 3.31: Assigning an investigator to an Incident

Add as many investigators to the Investigators list as necessary (Figure 3.32).

< General < Inveolvements < Marratives < Attachments < Links < Losses < Investigation < Controls

Details  Summaries  Logs  Interviews  Evidence/Property
¥ General
# Investigators

= Add Mew = Edit = Remove

Total Investigators: 3

Aszsigned Date  Investigator Type Investigator ~ Completed Date Comments

Audit History 4 p

231172010 Lead Investigator Davis, lan The investigation was passed on to Davis on the same dat..

16/08/2011  Assisting Investigator Adams, Abbott

241112010 Assisting Investigator Campbell, Keith 26112010 Officer Campbell’s involvement in the investigation was ter...

@ CB:remnyakova - 26/11/2010 3:16:58 PM - LM: davis - 26/11/2010 3:43:24 FM

Figure 3.32: Investigator’s table

9. Click Save. An Auto Notification pop-up window will appear.

To send an email notification of the assigned investigation to the investigator, ensure the

appropriate checkbox is selected and click Send (Figure 3.33).

Note: If the investigator does not have a primary email address entered in the system, an
error message appearing beside the investigator’'s name will indicate that an email cannot

be sent.
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«+ Auto Natification (5]
Record changes have been saved. To send any of the folowing autonotifications to
‘| the emal addresses ksted, ensure the appropriate checkbaxes are selected and click Send
Cihenwise. click Close to ext this window without sending any information
Type Send Notification To
J| Mssigned Investigation Davis. lan (idavis@&ppm2000.com)

Assigned Investigation ¥ Campbell, Keith (Email cannct be sent)

Select Al Desslect Al Send Formatted | Close =4 Send...

Figure 3.33: Sending an email notification to the assigned investigator

Summarize an incident’s investigation

1. Click the Investigation tab.

2. Click the Summaries sub-tab.

3. Click the Add New link. The Summary Editor window will open (Figure 3.34).

4. Inthe window, choose the applicable description from the Summary Type lookup list (e.g.,
Investigation Summary, Follow-up).

= By default, your name will appear in the Author field.
4.  Type your summary in the text box.

5. When finished composing your summary, click Accept. The Summary Editor window will
close, and the Summaries grid will populate with the new investigation summary.

< General < Involvements Marratives Attachments < Links ¢ Losses Investigation < Controls 4 »

Details

Logs  Interviews  Evidence/Property
Total: 2

= Add New = Edit = Remove = Seal = Read

Sezled Created By DateTime Author Summary Type
v 26/11/2010 4:55:58 P.. Davis, lan Executive Summ..
r 26/11/2010 455:59 P.. Davis, lan Follow-up

This record was sealed by davis on 26/11/2010 3:38:52 PM
Movember 28, 2010 -

On the 26th of November, 2010, a report was received from Marie Walsh, an employee in Support Services. Marie had called the security hotline advising that she had spoken
to another employee who she would not name.

Walsh advised that the unknown person states that Jeff Brown was the once involved in the thefts and that he had one of the stolen PDAs in his desk drawer.

On November 27th, 2010, Officer Davis called Jeff Brown to the security office. Brown amived at the se...

W) CB:davis - 26/11/2010 4:55:59 PM - LM: davis - 26/11/2010 4:55:59 PM

Figure 3.34: Adding a Summary to an Investigation
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Log Investigative Tasks and Expenses

Please refer to Figure 3.35 for an example of the following steps.

1. Click the Investigation tab.

2. Click the Logs sub-tab.

w

Click the Add New link. A pop-up window will open.

4.  Specify the nature of the task in the Task Type field.

5. Select the name of the person who completed or must complete the task from the Task
Done By Person pick list.

= |f a Person record does not already exist for the individual, use the Quick Add function to

create one.

o

If applicable, specify the date the task was finished under Task Date, and the time it took to

complete under Time Spent.

7. If there is an expense associated with the task, enter the Expense Type and the total

Expense Amount.

8. Check the Follow-up Required? checkbox, if applicable.

9. Enter any additional information about the task under Log Notes.

&1 Add New Record
+ OK | &3 Cancel

General Investigation i Davis. lan

Expense Type Task Date
Administrative - 26/11/2010

Expense Amourt Time Spent
5 12050 CDN 10k

[ Follow-up Required?

Log Notes
Background checks

Task Type Task Done By Person

==

&
TE X

Hrs. 30 3| Min

Figure 3.35: Log tasks and expenses

10. Click OK. The investigative task and/or expense will be added to the Logs grid (Figure

3.36).
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< General < Inveolvements < Narratives < Attachments < Links < Losses < Investigation < Controls Audit History 4
Details Summaries Legs  Interviews  Evidence/Property
" AddNew = Edt = Remove
Total: 3
Follow-up Required? Task Date Task Type Task Done By Person Time Spent Expense Type Expense Amount
v 2511172010 General Investig. Campbell, Keith 20hrs s 00 UsD
v 26M12010 Interview Davis, lan 20hrs Administrative $ 55 USD
I 2601172010 General Inveshg.. Davis, lan 10.5 brs Administrative S 1205 USD

Background checks.

W) CB:davis - 26/11/2010 4:55:59 PM - LM: davis - 26/11/2010 4:55:59 FM

Figure 3.36: Logs table

Document Investigation Interviews

Please refer to Figure 3.37 for an example of the following steps.

1. Click the Investigation tab.

2. Click the Interviews sub-tab.

3. Click the Add New link. The Interview Editor window will open.

4. In the window that appears, choose the applicable description from the Interview Type
lookup list (e.g., Interview or Interrogation).

5.  Select the name of the person who was interviewed from the Subject of Interview pick list.

= |f a Person record does not already exist for the individual, use the Quick Add function to

create one.

6. From the Subject’s Involvement Type lookup list, specify the nature of the interviewee’s
involvement in the occurrence.

~

By pick list.

Select the name of the person who conducted the interview from the Interview Conducted

= |f a Person record does not already exist for the individual, use the Quick Add function to

create one.

8.  Specify the Start Date/Time and the End Date/Time of the interview.

9. State where the interview was conducted in the Location of Interview field.

10.

11. Check the Interview Recorded? box, if applicable.

49

Identify the person who formally withessed the interview in the Witness field.
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12.

13.

Type the interview transcript in the text box.

AV = Interview Editor = x
Interview ImportExport Tools Spelling
L\ /) Ta =" —_—
Qy 23 B ] [ Undo B 7 U= [&-m- ® sealed ﬂ
6 b l—l l—l % Redo
Accept& Cancel & Cut Copy Paste Normal Page Style Float Show'Hide
Return Return Fields
Document Edit Text Style Interview Details
Interview Type Su f Interview Subject’s Involvement Type riter ucted by
Interview ~|  [EQ Brown. JeffL e X Subject of Interest - 5 Davis. lan g X
Start Date / Time End Date / Time Location of Interview Viitness
2711201010:30 AM 2 8 X |271120101230PM D EH X Securty office. Interview room #1 White. Pamela - Badge 335 bl Interview Recorded?
Arizl Mamow - 11 v i= | = [ 9 100% v [Nomal -
Bl BB F B AT B R
Interview Report =
Date of Interview: November 27, 2010
Time of Interview: 10:30 AM =
Location of Interview: Security office, room #1
Interviewer: lan Davis
Interviewee: Jeff Brown

Interview Narrative:

Davis: Jeff, we have information from another employes that say youwere involved in the thefts from Section 1 in Building A this month. Is this true? 2

Figure 3.37: Documenting an interview

When finished composing the transcript, click Accept. The Interview Editor window will
close, and the new interview record will be entered in the Interviews grid.

Track Investigation Evidence

Please refer to Figure 3.38 for an example of the following steps.

1.

2.

Click the Investigation tab.

Click the Evidence/Property sub-tab.

Click the Add New link. A pop-up window will open.
Input the item name under Evidence/Property Name.

Choose the applicable description from the Evidence/Property Type lookup list (e.g.,
Found, Recovered, Seized).

If known, select the name of the organization or person who owns the item from the Owner

Name Organization or Owner Name Person pick lists.

create one.

Specify the date and time the item was found or seized in the Found/Seized Date/Time
field.

If an Organization or Person record does not already exist, use the Quick Add function to
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10.

11.

12.

13.

14.

15.

16.

17.

18.
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Describe where the item was found or seized in the Found/Seized Location field.

Select the person who seized the item from the Seized By Person pick list.

Indicate who the item was seized from by making a selection from the Seized From Person

pick list.

Type any additional information about the item in the Notes textbox.

To add an image of the item to the record, click the Add icon %+ in the image box.

Locate the image file in the browser window.

Click Open.

In the Current Status section, choose the appropriate descriptors from the Evidence Status
and Disposition lookup lists.

If the item is secured, enter the current location of the item in the Secured/Storage

Location field.

Select the person who is currently in possession of the item from the Person In
Possession pick list.

Input the applicable number in the Evidence/Property Tag field.

Edit Record
«” 0K | &J Cancel

Details

Current Status

Evidence Status

Person In Possession

J_i Howard, Katheri {? pa

Chain of Custody

Status Changed Date/Time

Unsecured -

Name

Evidence / Property
Recovered Missing PDA
Evidence / Property Type

Recovered -

Owner Name Crganization
J_i Advanced Security Inc.

ar X

Owner Name Person
J_i Howard, Katherine M

ar X

Notes

Found / Seized Date/Time
712010 1200PM 1 [ X
Found / Seized Location

Desk of Jeff Brown, ADMIN-77

Seized By Person
g} Davis, lan E‘:} X
Seized From Person
J_i Brown, Jeff L

ar X

PDA seized from Jeff Brown's desk drawer. Retumed to owner. -

Released to Owner hd

Evidence / Property Tag
106-T4563

Evidence Siatus Disposition

Storage Location

Secured / Storage Location

#=h Pt | %2 Updste Chain of Custody

Person In Possession

.

Evide *

&

Figure 3.38: Tracking evidence
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19. Click OK to save the entity in the Evidence/Property grid.

Chain of Custody:

1.

2.

Click on the piece of evidence from the Evidence/Property grid that you want to Update
Click Edit.

Update the Evidence Status, Disposition, Storage Location, Person in Possession,
and/or Evidence fields.

Click OK.

A pop-up window will open indicating that one or more of the status fields have been
changed.

By default, the current date will appear in the Status Changed Date/Time field.
a. Modify this if the item’s status actually changed at an earlier date.

b. Explain the change to the item’s status in the Reason for Status Change
textbox.

£ Chain of Custody Details (=3

One or more of the status fields have changed_Enter the date of when
the changed occurred and why.

Status Changed Date,/Time
29111/20101200PM . [EH P

Reason for Status Change
PDA released to owner.

o« 0K | |u Cancel

Figure 3.39: Updating evidence details

Click OK. A new entry will now appear in the evidence record’s Chain of Custody section,
detailing, among other things, when and why the change was made (Figure 3.40).

If you want to print the Chain of Custody list, click the Print hyperlink.

Note: The Chain of Custody is not included in the Investigation Report; therefore, this
printing option is only available via the Evidence/Property sub-tab.
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Edit Record
« OK | €3 Cancel

Details

[, Howard, Katheri 57 X | 064563

Chain of Custody

Status Changed D Evidence Status  Disposition

Evidence / Property Name
i Recovered Missing PDA 2711172010 12:00 PM CE X
I
4 %IIW?WW PW NP

Current Status
Evidence Status Disposition Secured / Storage Location
Secured - Released to Owner -

Person In Possession Evidence / Property Tag

Found / Seized Date/Time

= Print.. | 2% Undate Chain of Custody

Storage Person InPos  Evidence/P  Reason for Status Change

p i 29172010 Unsecured Released t..

Howard, Kath. 06-T4563 PDA released to owner.

07/06/2011 . | Secured Released t.

Howard, Kath. 06-T4563 The evidence has been re-clai.. .

Figure 3.40: Updated evidence entry

Controls Tab

Set the Security Controls and Status of a Record

Please refer to Figure 3.41 for an example of the following steps.

1.

2.

4,
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Select the Controls tab; the Details sub-tab will open by default.

In the Controls section, fill out the Org Level fields to set the record visibility settings for the
various groups within your organization.

In the Access Level field, set the security level from 1 to 5 (highest).

Each security level corresponds to a specific security description, such as Classified.
Only users with the same security Access Level as the one you select (or higher) will be

able to view the record.

Note: The Access Level field will default to the same level as your Access Level.
Depending on the privileges set by your Administrator, this may be adjustable.

If you want to archive the record making it unavailable for users to access, check the
Archive (Record is not visible) box.
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Note: This will make the record invisible to all users, regardless of a user’s security level
and/or record accessibility. Archived records can be searched by creating a Quick View.

5. Setthe Status of the record to Open or Closed.

= Meanings of open and closed are dependent on your organization’s definition of these
statuses. Generally, an open record means that it is actively being worked on or,
possibly, that it is inactive for a finite amount of time. The closed status in this case would
mean that the record is no longer being worked on due to completion or inactivity for an
indefinite amount of time.

6. Select the most appropriate description of the record’s current standing in the Disposition
field (e.g., Inactive, Pending Court, Waiting for Approval).

7. If any policy, legislation, or business rule pertinent to your organization’s procedures
requires information about the record, or the persons involved in the record, to be kept for a
certain length of time, enter the end date of that period in Expiry Date.

Note: No information will be automatically deleted on this date; it is for tracking purposes
only.

8. From the Record Owner pick list, select the Person record that corresponds to the
individual who is responsible for closing the record.

< (General & |nvalvements < Marratives < Attachments < Links < Losses % Investigation 4 »

Detailz  Outcome Reviews  Assignments

# Controls

Crg Level 1 Access Level

MNorth America - Level 3 = [ Archive (Record is nat visible)
Org Level 2 Status Record Owner

Canada - Cpen - 2} | Abrams, Temy CD:' X
Org Level 3 Disposition

Alberta - Under Investigation -

Crg Level 4 Expiry Date

Edmenton T |24n1201 CEX

¥ Workgroup Visibilities
Figure 3.41: Setting the security controls and status for a record

Define Which Workgroups Can Access a Record

1. Inthe Workgroup Visibilities section, select the Owner Workgroup.

2. Determine the access right for All Other Workgroups, selecting from the Read, Update, or
None access right options (Figure 3.42).

3. To set customized access for a workgroup that does not conform to the other control
settings specified in step 2, click Add Exception(s). A pop-up window will open.
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4.  Select the workgroup and then select the workgroup’s visibility for this record (Read,
Update, or None). Continue to customize workgroup visibility for as many workgroups as

you like.
!- & X,

Workgroup Update Mone -~
Warkgroup A =
‘workgroup B =
‘Waorkgroup C =

¥ Workgroup D [
‘workgroup E ] = i,

[ ok ][ Cancel

Figure 3.42: Determining access rights for a record

5. Click OK. The selected workgroups and their corresponding modified access settings will be

transferred to the Workgroup Visibilities grid.

Describe the Incident’s Causes and Consequences

Please refer to Figure 3.43 for an example of the following steps.
1. Open the Outcome sub-tab.

2. If any policies or procedures were implemented, breached, or affected as a result of the
incident, note this by checking the Policy Affected box and entering the Policy Name.

3. Once you have established why the incident occurred, select your conclusions from the
Primary Cause lookup list and, if applicable, the Secondary Cause lookup list.

4.  Add new policy information or action taken in the Corrective Action Summary text box.

< (General < Invelvements < Marratives < Attachments < Links & Losses < Investigation < Controls Audit History 4 »
Details  Outcome Reviews  Assignments

Policy Name

Corporate IT Security Policy [ Policy Affected

Primary Cause Secondary Cause

Unintentional Act - Careless Actions -

Comective Action Summary
Complainant did not have the "desk lock” on the laptop, as required by TSD-121 s
Motice sent out to all staff to ensure use of desk locks when not attending deskc.

Figure 3.43: Describing causes and consequences of an Incident

Track Reviews of a Record

1. Open the Reviews sub-tab.

2. Click Add New. A pop-up window will open.
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Choose the applicable option from the Review Type lookup list.

By default, your name will appear in the Reviewed By Person field. If you are not the
person who reviewed the record, select the applicable person from the pick list.

Complete the Review Date.
Enter any comments regarding the review in the Comments.

Click OK. The new review will be added to the Reviews grid.

Give a Record-Related Assignment to Another User

8.

9.

10.

11.

12.

13.

14.

15.

Open the Assignments sub-tab.
Click Add New. A pop-up window will open.
Choose the applicable option from the Assignment Type lookup list.

By default, your name will appear in the Assigned By Person field. If you are not the
person who created the assignment, select the applicable person from the pick list.

Select the user who must complete the assignment from the Assigned To Person pick list.
Note: you cannot Quick Add a user; they must already exist in this pick list.

Complete the Assigned Date, and enter the date the assignment must be completed under
Due Date.

When the assignment is finished, check the Completed? box and enter the appropriate
date in the Completed Date field.

Enter notes or instructions in the Message/Task text box.

58 Add New Record =nE=E =)
" OK | g9 Cancel
Assignment Type Aszsigned By Person
Information Reguest - _l_i Davis, lan ‘{,‘3
Assigned Date Aszsigned To Person
24/11/2010 10:00 AM cHE X 5} Campbell, Kzith gn
Due Date
25111/2010 11:00 AM cE X bl Completed?
Completed Date
25112010 01:00PM 3 B X
Message / Task
Background check on Jeff Brown. -

Figure 3.44: Giving a record-related assignment to another user
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16. Click OK. The new assignment will be added to the Assignments grid.
17. Click Save. An Auto Notification pop-up window will appear.

" To send email naotifications of the assignments to the Assigned To Persons and/or of
the completed assignments to the Assigned By Persons, ensure the appropriate
checkboxes are selected and click Send. Notifications are automatically sent in HTML.
Deselecting the Send Formatted box, prior to clicking Send, will format the notification
details in plain text rather than the default HTML table. The dashboards of the
Assigned By and Assigned To persons will be populated with relevant assignments,
regardless if the natification is sent or not (Figure 3.45).

" If the person does not have a primary email address entered in the system, an error
message appearing beside the person’s name will indicate that an email cannot be
sent. In this case, click Close to exit the window.

4 Auto Notification [
Record changes have been saved. To send any of the following auto-notfications to
‘| the emal addresses ksted, ensure the appropriate checkboxes ame selected and cick Send
Otherwise, click Close 10 et this window without sending any information
Type Send Notificabion To
¥| Assigned Investigation Davis. lan (idavis@ppm200d.com)

Assigned Investigation

Select Al Desslect Ml Send Formatted |/ Cosa =] Sand..

Figure 3.45: Auto-natification box that pops up to give you the option to send an email notification

" Every time you add a new assignment to the Assignments list or edit the old one and
click Save, the system will automatically prompt you to send an email notification about
the changes made. However, if you want to send an email notification of any of the
record’s old unedited assignments, you will need to select the specific assignment in
the list and click Notify. An email message will open that contains the assignment and
the record details.

18. Check the message details, adding any other information that you think is necessary, and
then click Send (Figure 3.46).
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o2 Send Message (=3

Mail

— RN/ = = To: | ian_davis@advancedsecurity.com;

3 = ¥ (GDE|[YE: B

Send | Attachments Priority Cut Copy Paste | Check : Format

- Subject: | Assignment Reminder (Incident Numbzer: ADMI-2010-00
Mail Document Edit Mail Properties Options

T L T T AP L 1*. ! [ ! Im. ! [E !
Assignment Details -
Assigned By Davis, lan

Assigned To Campbell, Keith =
Assigned Date 24/11/2010 10:00:00 AM

Due Date 25/11/2010 11:00:00 AM

Completed? Yes

Completed Date 25/11/2010 1:00:00 PM

Message / Task Background check on Jeff Brown.

Incident Details for ADMI-2010-000124
Criminal/Theft/Company Property/Over $1000

Figure 3.46: Sending an email notification
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Edit a Record

1. Locate the desired record in the listing pane. If you know a part of the name or number of the
required record, use the search tool located at the top of the listing pane. To search for a
specific record, enter the name or partial record number and select v (Figure 3.47).

Note: The search tool only filters text in the record number field of all Activities, Incidents, and
Cases. As well as the File Number field (incident records), Case Name field (case records), Iltem
Name, Serial Number fields (item records), Persons Last Name and First Name fields (Persons
records), Organization Name and Organization Number fields (Organization records), and
License Plate and VIN fields (vehicle records).

Incidents a
INCD X i B
INCD-2011-02-00021 LLI
{0} Non-Criminal Open
7 INCD0000000187
. (1) Policy Violation Closed
‘.| INCDDOO0DD0186
(3) Non-Criminal/Security & Safety Syst: Closed

Figure 3.47: Locating a record

Note: If needed, use the A to Z sorting icon , located at the top of the Listing pane, to
switch the record list view in the Listing pane between ascending and descending
alphanumeric.

2. Once you have found the record you would like to work with, click on the record entry in the
Listing pane to display it in the Viewing pane.

3. Click Edit k¥ on the Viewing pane toolbar and make the required applicable changes.
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Manage Your Listing Pane

Display All Records in the Listing Pane

1.

2.

In the Navigation pane, choose the record entity you intend to work on (e.g., Incidents).

To display all of the entity’s records in the Listing pane, with no filters applied, click All
Records (Figure 3.48).

CQuick View

Saved Views

Al Recaﬁs

Figure 3.48: Displaying all records

Create and Save a New Record View

In the Navigation pane, choose the record entity you intend to work with (e.g., Incidents).

In the view menu, click Quick View. The Record Views window will open for you to specify
parameters of your record view.

Click the Add button in the Saved Views section.
Type a name for your customized view in the active Enter View Name field (Figure 3.39).
Customize your desired view starting with the Workgroups section.

By default, the All Workgroups box is checked to include records for all workgroups in
your customized view. If you want to restrict your view to the records of a particular
group, uncheck the All Workgroups box and proceed to select the desired workgroups.
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Warkgroups Saved Views
Enter View Name -
% mﬁzfsg i Workgroups ABC Open Theft Last Morth Epaidiafysd
7| Workgroup C |:| Set as default view Save View As
group

(] Workgroup D -
B Cancel I [ Save ] [ Impart View ]

All Workgroups
Criteria

Field Name Operator Value

[status e ~]  Open D

() Mone @ And () Or

[0ecured From Date/Time ] [= =] - e CHE X [C] Floating Date

) MNone ) And @ Or

[Occurred From Date/Time '] = [Previous 50 Days '] Floating Date

() Mone @ And () Or

[rass Rolkp e v CiminanTher (]
Order By ) )
[Incident Number '] -:- Ascending Include Archived Records 2 FPreview
@ Descending
RowNumber |Inc.|de.n‘t Number | File Number ‘Oocurred From Date | Status |C.Iass Rollup ‘Anms Level |C Ru]]| “ount 'T'
pil INCDOOD000016 | TP-2206 2008/08/30 02:15:0 | Open Criminal/Theft!P  Level 1 (Lowest) 4 |t
2 INCDODD0D00015 | TP-87463 2008/04/01 10:05:0 | Open Criminal/TheftP | Level 1 {Lowest) ] |;
3 INCDODD0D00014 2008/07/03 0%:00:0 | Open Criminal/Theft'C | Level 1 {Lowest) ]
4 INCDODD0OD014 | TP-771 2008/01/28 07:30:0 | Open Criminal/TheftP | Level 3 ]
5 INCDO0D000012 | TC-117 200710925 08:32:0 | Open Criminal/Theft'C | Level 1 (Lowest) 0
6 INCDODD0O0010 | TP-793 2007/06/02 06:00:0 | Open Criminal/Theft/P | Level 5 (Highest 1
7 INCDODDDOD00S | TH-7133 2007/04/01 02:40:0 | Open Criminal/TheftP | Level 1 (Lowest) ] <z
Page Results: 16 Records. 4|4 Page 1 of 1 B Select View Cancel

Figure 3.49: Creating and saving a new record view

6. Specify the Criteria for your view:

a. Inthe top Field Name lookup list, select the field that you want to set as the main
criterion for narrowing your record view.

b. Choose an Operator for the field (e.g., equal (=), greater than (>), less than or equal
(<=), Begins With, Contains, etc.).

c. Enter the compared criterion Value. If the Selector button s available, click it to
display a tree of Value options in a separate window. For example, if you are creating a
Saved View of Incident records and your chosen Field Name is Class Rollup, you may
select an Operator of equal (=) and a Value of Criminal/Theft to restrict your view to only
those records classified as Theft.

d. If you want to include an additional field in your record view criteria, select the And or
Or radio buttons and complete the Field Name, Operator, and Value fields below. You
may include up to four fields in your record view criteria.

To specify a static date range, specify two temporal criteria (e.g., one for the greater
than “>”, and one for the less than or equal to “<=" operator) using the And logic
between them to combine the criteria into a set date range.

7. Choose a display order for your record view by selecting a field from the Order By lookup
list (e.g., order records by Incident Number, Access Level, Status), then select either the
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10.

11.

12.

13.

Ascending or Descending radio button to further define the record order. Ascending lists
the records according to the chosen Order By field in alphabetical order, or from lowest
number to highest. Descending lists the records according to the selected Order By field in
reverse alphabetical order, or from highest number to lowest.

Include archived records in your record view by checking Include Archived Records.

Note: This is the only way to view archived records in the listing pane. The records will be
invisible to all users, regardless of his/her Access Level, Org Rollup, or Workgroup settings.

Click the Preview button to generate a list of records meeting your set criteria in the order
specified. The number of records found will be provided below under Page Results.

To quickly view a particular record in read-only mode, select the record in the Preview list
and click View. A separate window will open with the record details displayed.

If you want to save the record view for future use, complete the Saved Views section.
Otherwise, proceed to the next step. Perspective provides two saving options for your newly
created view:

" To save your record view for future use in Perspective, click Save. Your newly created
record view will now be available under the Saved Views menu.

" If you want to set this customized view as your default view (the record view that will
automatically load each time you enter this data form), click the Set as default view
box, and click Save again.

] To save your record view as an XML or TXT file for possible sharing with other users,
click Save View As and select the location for the export. The record will be assigned
an automatically generated number.

To return to the Data Forms window and transfer your record view to the Listing pane, click
the Select button.

Click on a record in the Listing pane to display it in the Viewing pane. If you clicked on a
particular record in the Record Views window prior to clicking Select, this record will be
highlighted in the Listing pane and will already be opened in the Viewing pane.

Access a Saved Record View

1.

2.

In the Navigation pane, choose the record entity you intend to work on (e.g., Incidents).

Click Saved Views and select the particular record view that you want to access. The
record view will now appear in the Listing pane (Figure 3.50).
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Quick View

Saved Views

Workgroup A - Open Records
Workgroup B - Open Theft Last Month
[ QuickEdit..
%l Refresh

Figure 3.50: Saved views

Edit an Existing Record View

In the Navigation pane, choose the record entity you intend to work on (e.g., Incidents).
Expand the Saved Views menu.
Select Quick Edit. The Record Views window will open (Figure 3.51).

If you have not yet opened a saved record view and your Listing pane is blank, select an
existing view you want to edit under the Saved Views menu. Its settings will be displayed.
However, if your Listing pane displays a selected record view, the Record Views window will
open with the active record view’s parameters displayed.

Quick View

Saved Views

Workgroup A - Open Records
Workgroup B - Open Theft Last Month

f QuickEdit...
%l Refresh

Figure 3.51: Editing an existing record view

Modify the parameters as required.
To save the view replacing the parameters previously set, click Save.

Note: If you opened an existing view in the Listing pane, made changes to it, saved it and
then re-opened the modified view, you may need to click the Refresh button |2 in the
Saved Views menu to refresh the view of your Listing pane with the new settings.

Import a View
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In the Navigation pane, choose the record entity you intend to work on (e.g., Incidents).
Select Quick View in the Navigation pane.

In the Record Views window, click the Import View button and browse for the file that
contains the view in XML or TXT format that you want to import. Once you import the view,
its settings will be displayed.
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Optionally, modify the parameters of the newly imported view and/or save them under a new
view name. Click the Select button to transfer your record view to the Listing pane.

Click on a record in the Listing pane to display it in the Viewing pane. If you clicked on a
particular record in the Record Views window prior to clicking Select, this record will be
highlighted in the Listing pane and will already be opened in the Viewing pane.
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Additional Information

For information regarding the Data Forms, Analysis Expert, Reporting, and Administration
components, please see our complete Perspective Version 4.6 User Guide.
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Glossary

Activity

Administrator

Assignment
Authentication
Averted Loss

Banner

Call Category

Case

Class Rollup

An activity is an event or series of events with which security
personnel may become involved. In Perspective, activities are
created, scheduled, and assigned to officers or organizations with
the help of the Perspective Dispatching component. When an
activity has been closed, the corresponding Activity record is
transferred to the Activities component within Data Forms, where
it can be further described, investigated and analyzed.

An Administrator sets up Perspective, changes settings and
assigns security protocols to users. Administrators have the
highest level of access to all records, forms and fields; they have
no visibility or access restrictions within the program.

An assignment is a task that is given to a user by his or her
supervisor. Only authorized users can create assignments.

Authentication refers to a security measure requiring a user to
enter proof of identity (e.g., a User Name and Password) before
accessing a network, program, file or other information.

In Incident and Case records, a loss that is associated with an
involved entity and that is avoided in the course of an incident as
a result of a preventative action.

A banner is a long rectangular button that opens a new section of
the program when clicked (e.g., the Data Forms banner, the
Analysis Expert banner, etc.).

A Call Category rollup describes an activity according to its type
specifications: Level 1, Level 2 and Level 3. Call Category rollups
are hierarchical, meaning that the option selected in the first level
of the hierarchy, Level 1, determines what options are available in
the second level of the hierarchy, Level 2, and so forth.

A case is a grouping of incidents related by person, item,
location, class or other commonality, generally requiring further
investigation. (Case management is only available in the ICM and
EIM editions of Perspective.)

A Class Rollup describes an incident according to its Class,
Category, Subcategory and/or Type. Class Rollups are
hierarchical, meaning that the option selected in the first level of
the hierarchy, Class, determines what options are available in the
second level of the hierarchy, Category, and so forth.
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Component

Dashboard

Data

Data Entry

Database

Desktop

DispatchLog

Drop-down
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A component is a program subdivision represented by a specific
type of form. For example, the Data Forms component of
Perspective contains such forms, or components, as Incidents,
Cases, Activities, Items, etc. The components within Data Forms
are graphically represented by banners accessible from the
Navigation pane.

The Dashboard is like the Home page or main screen of
Perspective. It displays charts summarizing incident information,
as well as messages and assignments from supervisors.

Data is information.

Data entry is the process of placing information, or data, in a
database. This is usually accomplished by typing data into fields
in data forms.

A database is a collection of data stored in a structured format. A
database might be compared to an electronic filing cabinet.
Databases are often organized into tables that store related
information in the form of records (e.g., Incident records, Person
records, Item records, etc.).

Generally, when a computer is turned on, the screen opens on
the desktop. This is the area where icon shortcuts are found,
including My Computer and the Recycle Bin. All types of files can
be saved onto the desktop.

DispatchLog is an integrated component of Perspective that
enables Security Departments to quickly and easily dispatch
personnel and agencies and to create work orders associated
with dispatching activities. As calls come in, you may use the
DispatchLog to easily track the location, category and priority of
the activities and to keep up-to-the-minute records on your
officers’ activities, including such details, as which officers are
available for response, when they arrive on scene and when they
return. Once an activity has been closed in DispatchLog, it is
transferred to the Activities component of the Data Forms, where
it can be further described and investigated. The banner that
opens DispatchLog is located on the Navigation pane.

A drop-down list or menu offers a range of selections that have
been condensed to save screen space. Click on the down arrow
on the right side of a drop-down field, and the field will expand to
display a list of options. Select an option by clicking it.
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e-Incident

Entity

Entity Record

Export

Exposure

Field

Filter

Form

An e-Incident is an electronic Incident report. It may be created in
one of Perspective’s optional components (e.g., Perspective
e-Reporting), or it may be imported via Perspective’s Import
Manager tool.

An entity is an object, person, event or other concept that
provides information about a larger category recorded in
Perspective. For example, in order to create a detailed Incident
record, you may need to enter such entities, as involved persons
and items, attachments, assignments, losses, pieces of evidence,
etc., that help to create a full picture of the larger category — the
incident.

An entity record is a collection of data related to a particular entity
(e.g., the record of an Involved Person, Assignment, Loss, etc.).
In Perspective, entity records are stored as rows in a table that
can be expanded into editable or viewable sub-forms.

To export a file is to convert a file created in one software
program or application into a format that is usable in another
application. For example, exporting a set of query results to
Microsoft® Excel® involves converting the results into a format
suitable for use in Excel.

In Incident and Case records, the amount of potential monetary
loss associated with an involved entity.

A field is an element within a form that allows you to enter or
access a specific nugget of information related to the record type.
One field in an address record might be “Street”.

When filters are applied in directory searches, they tell the
program to return only records in which the content of a specific
field matches the criteria set by the user.

A form is a part of the user interface that allows you to interact
with the information contained in the database via a screen
populated with related fields and designed to perform specific
program functions, like reporting an incident, conducting
searches, preparing reports and so forth.
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Gateway

Hierarchy

Hyperlink

Ilcon

Incident

Interface

Investigation

Investigator
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The Gateway serves as an inbox for all electronic reports
generated using one of Perspective’s optional components (e.g.,
Perspective e-Reporting) or imported via Perspective’s Import
Manager tool. Once an electronic report lands in the Gateway,
the Gateway Administrator and/or Gateway Approver are
responsible for assessing it and determining whether or not the
report should be accepted into Perspective as a valid Incident,
Item, Person, Organization or Vehicle record.

A hierarchy is organized into successive levels or layers with
each level subject to the preceding levels in the hierarchy. For
example, the Class Rollup is divided into four fields ordered
hierarchically (Class, Category, Subcategory and Type); a
selection made in the Class field determines what options are
available in the Category field and so forth.

A hyperlink refers to an image or a string of text that retrieves a
file, Web page or other related information when clicked.

An icon is a small graphic used to represent a particular file,
program or function. Clicking the icon will open the file or
program, or perform the appropriate function.

An incident is an unusual action or situation affecting persons or
property, either accidental or purposeful, which requires notice or
follow-up by a security or human resources department.

Interface in Perspective refers to the visual on-screen means
(e.g., windows, dialog boxes, buttons, banners, panes, or icons)
by which Perspective components and components communicate
with the user to allow for a seamless entry, display, analysis and
transfer of data.

An investigation is a follow-up or close examination of an incident
(or of a case linked to one or more incidents) in order to gather
facts and learn more about the incident’s causes, sequence of
events, involvements and so forth. (Investigation management
and case management are only available in the ICM and EIM
editions of Perspective.)

An investigator is a person assigned to work on the investigation
of an incident (or of a case linked to one or more incidents).
Within Perspective, users designated as investigators are
permitted access to investigation forms, tabs and functions.
(Investigation management and case management are only
available in the ICM and EIM editions of Perspective.)
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Link

Listing Pane

Lookup List

Narrative

Navigation Pane

Net Loss

No Impact Loss

Officer

Organization

Pane

A link is a connection to a specific file, form or program level.

The Listing pane is the area of Perspective where users view lists
of records available for selection; the record entity displayed
depends on the selection made in the Navigation pane. The
Listing pane is located in the middle of the screen, between the
Navigation pane and the Viewing pane.

See “Drop-down”.
A narrative is the story, explanation or summary of an event.

The Navigation pane is the area of Perspective where users
navigate to major program components (e.g., the Dashboard,
Data Forms, Analysis Expert, etc.), and, to some extent, within
the program components. The Navigation pane is located on the
left side of the screen.

In Incident and Case records, the value determined by
subtracting the Total Recovered amount (if any) from the Total
Loss amount.

In Incident and Case records, any loss that has been associated
with an incident that has either been prevented or remains a
potential loss and, hence, does not impact the Net Loss amount.

An officer is a security personnel representative who can be
dispatched and responds to activities created in Perspective
DispatchLog.

In the context of Perspective, an organization is any agency,
company or group.

A pane is an area within an on-screen window that contains
specific type of information in form of interconnected files, fields,
messages, banners, buttons, formulae, or other information. For
example, Data Forms interface is expressed through the
functionalities contained in the Navigation, Listing and Viewing
panes.
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Pick List

Pop-up

Priority

Query

Quick Find

Radio Button

Record

Record View
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A pick list requires users to select an incident, item, person,
organization or vehicle from a range of records displayed in a
separate window. (In the ICM and EIM editions, case pick lists
are also available.) If the desired entity does not appear in the
pick list, some pick lists allow users to create a new entity record
for selection. A pick list effectively links data entered in a field to
an entity record. Click on the green Add icon on the right side of a
pick list field to display a window containing a list of records for
selection. Once a record is selected, the window will close and
the pick list field will automatically populate with the record’s
name.

A pop-up is a window that opens automatically when a particular
option is selected in the previous window.

The level of importance assigned to an incident, activity, email
message (e.g., High, Low or Normal). The list of available priority
levels can be set in the Administration component of Perspective.

A query is a request for information. In Analysis Expert, when the
Execute button is clicked, the program sends a message to the
database where all information is stored, requesting results
matching the query’s specified criteria.

The Quick Find tool allows users to easily locate records
containing a particular text string. Quick Find searches text fields
across the Perspective database (such as summaries, narratives
and text attachments) for the word or phrase specified, and
returns a comprehensive list of records for review.

A radio button allows users to select one option out of a set of
options. Before a radio button has been selected, it will look like
an open circle, and after it is selected, a dot will appear inside the
circle. Once a user has selected one radio button, selecting any
other radio button in the same set will deselect the first option.

A record is a subsection of database holding information about
one entity or a member of a category within the database that is
stored as one unit (e.g., an Incident, Activity, Item, Person etc.
record).

A record view is a particular list of records that a user is permitted
to access. In Perspective, users are able to create and save their
own customized record views in the Data Forms component,
allowing them to better organize and manage the records they
need to view on an ongoing basis.
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Recovery

Ribbon

Role

Rollup

Screen

Search

Server

In Incident and Case records, an entity that corresponds to a loss
amount associated with an incident that has been restored or
regained as a result of an action that had been implemented after
the incident took place.

Formerly the Action Toolbar, the Ribbon in Perspective locates
the most frequently used general administration, navigation, help
and search tools and a search field for you to refer to sections of
the integrated Help files. In the Data Forms component, the
Visual Analysis icon is added that assists in visual representation
of relationships between the records stored in the Perspective’s
database. In the Analysis Expert component, the Ribbon is
populated with an additional set of icons that perform saving,
adding, cloning, deletion, sharing, and execution of queries.

Every user is assigned to a role, which determines how much
access the user has to Perspective's functions and components,
and what he or she uses the program for. Examples of roles
include Administrator, Investigator or General User. (The
Investigator role is only available in the ICM and EIM editions of
Perspective.)

A rollup is also known as a multi-tier or hierarchical lookup list.
Rollups are used to streamline the options and functions
available to users making selections from related lookup lists.
Each rollup has up to four tiers. The first tier is known as the
Root; the option selected in this first tier determines what options
are available in the second tier and so forth. A higher tier in the
hierarchy is known as a Parent field and a lower tier is known as
a Child field. Any Child fields that are on the same tier of the
hierarchy are called Sibling fields.

A screen is a display of some portion of the program on your
computer monitor. The term screen may be used to refer to the
main program screen, a program form or a sub-form. (e.g., the
Data Forms main screen, an Involved Item screen, the Analysis
Expert screen, etc.).

To search a database refers to the process by which the software
program looks for data meeting the criteria specified by the user.

A server is a computer that shares information with client
computers in a network to help process a software program or
application. The term server may refer to either the machine that
shares the information or to a particular software program
designed for this purpose.
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The Status bar is a part of Perspective’s interface that displays
your system and login information, including your username, role
name, as well as Perspective’s system and connection statuses
(e.g., Connected/ Disconnected). The Status bar is located at the
bottom of the screen.

A subform is a sub-tabbed screen that contains child data,
allowing you to enter a large amount of detailed information about
an entity in an organized and coherent manner. A subform can
only be accessed through its associated parent form. Like its
parent form, the sub-form is designed to perform specific program
functions (e.g., recording an involved person, registering a piece
of evidence, etc.).

A sub-tab is a tab that can only be accessed through a parent tab
when navigating a form. For example, in the Incident form, the
Involvements tab has four sub-tabs: Persons, Organizations,
Vehicles and Items.

A supervisor is permitted to access the Controls tab on all
records. Among other things, this allows the supervisor to change
the workgroups, organizational rollups and access levels of
records at will.

A tab in Perspective is used to mark a particular section within a
data form. It looks like and operates like a tab in a file folder. To
access the contents of a tab, users must simply click on the tab.

A structure within a database designed for storing related
information, often in the form of records or entity records. Simple
databases may contain only one table; complex databases
contain many.

A row of icons that activate functions or options when clicked.
(e.g., The Ribbon).

In Incident and Case records, the sum value of all Loss amounts
associated with an incident that corresponds to losses that
actually took place.

A user is a person who uses Perspective, and has his or her own
User Name and Password to access the program.

A UDF is a special field developed by an organization to meet
their specific needs.

A value is the specific information, or data, entered into a field.
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Vehicle Identification
Number (VIN)

Viewing Pane

Window

Workgroup

VIN is a unique tracking number that serves to identify a vehicle.

The Viewing pane is the area of Perspective where users view
record contents. (Depending on their user privileges, users may
also be authorized to edit, delete or add records in the Viewing
pane.) The record displayed in the Viewing pane depends on
selections made in the Navigation pane and the Listing pane. The
Viewing pane is located on the right side of the screen.

A window is an enclosed rectangular on-screen viewing area that
displays programs, files, fields, messages or Web sites
independently of other on-screen areas.

A workgroup, in Perspective, segregates users by department,
division, corporate level, region or any other criteria an
organization wishes to use, and allows an organization to limit
users’ access to data. Users can only access records assigned to
their respective workgroups.
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Accessing Perspective, 6
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Perspective, 7
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Data Forms
About, 12, 18, 20
Data Editing, 19
Data Entry, 19
Incidents, 59
Viewing Pane Main Toolbar, 19
Disposition, 54
Evidence
Case Investigations, 50
Incident Investigations, 50
Exposure
Under Incident, 43
Under Involved Entity, 30
Fields
Required, 20
User Defined, 22
Flags
Incidents, 24
Involved Persons, 27
Gateway
About, 12, 20
Go To, 21
Help
Contents, 9
Help files, 11
Index, 10
Search, 10
Incidents
Adding Attachments, 38
Assignments, 56
Causes, 55
Corrective Actions, 55
Creating, 22
Flags, 24
Investigations. See also Investigations
Involved Items. See also Involved Items
Involved Organizations. See also Involved
Organizations
Involved Persons. See also Involved Persons,
See also Involved Persons
Involved Vehicles. See also Involved Vehicles
Losses, 41
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Workgroup Access, 54
Perspective Components, 12
Perspective Services URL, 6
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Printing
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Product Information, 72
Quick View, 60, 63
Record Owner, 54
Records
Accessing Saved Views, 62
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Unsealing Entities, 22
Viewing/Reading Entities, 21
Recovery, 41
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Incident Investigations, 49
Status, 54
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Unseal, 22
User Defined Fields (UDF), 22
Vehicles
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Workgroup Access, 54
Viewing Pane
Data Forms, 18
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Workgroup Visibilities, 54
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