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Perspective User’s Guide Perspective Editions

Perspective Editions

The chart below summarizes the Perspective features available by edition. For more information on the

edition you’re currently running, check your licensing.

Essentials | Professional | Enterprise
Features
Activity Reporting
Incident Reporting
Dispatch
Investigation & Case Management
Visual Analysis
Reporting, Trending & Analysis Tools
Track losses and financial impact
Report incidents in a Web Portal
View metrics with a configurable Dashboard
Google-like search
Visualize information on a map
i0S App
System configuration
Workflows
Open AP
Officer Mobile

MO S N RN RS N RN E N E R RN

S EYUEUEVUENEY EY EY EX EUEY

P

Single Sign On

SES ENES ENENENENES EN E* ENENENE. B BN EX

IP Whitelisting

*Opt In for Additional Cost
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Welcome to Perspective by Resolver

Welcome to Perspective by Resolver™, the industry leader in Incident Reporting and Investigation
Management software. Perspective by Resolver is an end-to-end Incident Management solution that
covers everything from response and documentation, through to investigation, and analysis. You can
intelligently action and query your data for trending, risk mitigation, and planning. Then, with the ability
to assess what’s happening and its potential impact, you can make informed decisions that optimize

performance, and illustrate the effectiveness of your security operation.

This guide was designed for day-to-day users of Perspective. For information about using the

Administration component, see the Perspective Administrator’'s Guide on the Resolver Support site.

Accessing Perspective

1. Ensure Compatibility View is turned off in Internet Explorer:
a. Click the gearicon in the top right of the browser.
b. Click Compatibility View Settings.
c. Ensure the Display intranet sites in Compatibility View checkbox is unchecked.

d. Click Close.

m © Resolver Inc. Page 2 of 399
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ﬁ Change Compatibility View Settings

A

Add this website:

| resolver.com

Websites you've added to Compatibility View:

Remove

[ ] Display intranet sites in Compatibility View
|Use Microsoft compatibility lists
Learn mare by reading the Internet Explorer privacy statement

2. Navigate to your Perspective Services URL:

. For On Premise customers: Attos./<servername>/PerspectiveServices. <servername> refers to

the Perspective Web server installed during the installation of Perspective.
e  For Hosted customers: Attps.//<business/D>.myincidents.com/perspective/

3. Click the Perspective icon.

Iﬂ © Resolver Inc. Page 3 of 399
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PERSPECTIVE:

Perspectfive Dispatch Dashboard Portal

Incidents & Investigation Managing Events in Real Time Personalized Visual Metrics Web based Security Cenfral

4. If launching Perspective for the first time:
a. Click Run in the Security Warning window.

b. Configure your login settings:

e  For On Premise customers:
i. Click the Specify Server tab, if it's not already open.

ii. If needed, enter the Perspective Services URL (e.g.

https.//<servername>/PerspectiveServices) in the Service Folder field.

iii. If your business ID is different from default, enter it in the Business ID field.

Note: The 9 icon indicates that valid information has not yet been entered into

mandatory fields. When the required information has been validated, the ﬂ will

appear next to the fields.

m © Resolver Inc. Page 4 of 399
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PERSPLECTIVE I

powered by RESOLVER Cancel
510

Mylncidents.com Specify Server

Service URL

https://example/perspectivesenvices o

Business I

DEFAULT &

Database

Use Default Proxy

iv. Select the database from the Database Name dropdown menu.

V. Click ‘ Back to return to the previous screen.
° For Hosted customers:

i. Click the Mylncidents.com tab.

ii. Confirm the database selected in the Database Name dropdown is correct.

PERSPLECTIVE 1P

powered by RESOLVER Cancel
510

Mylncidents.com Specify Server

Database Mame:

iii. Click ‘ Back to return to the previous screen.
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Note: If the Database Name field is missing or login fails, click the Specify Server tab
to confirm the Service URL, Business ID, and Database fields have populated
correctly.

5. Enter your login credentials:

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

switch back to the standard Perspective login, press the F5 key on your keyboard.

a. If you're logging in using single sign-on (SSO) authentication:

i. Click Login.

PERSPLCTIVE ol [

powered by RESOLVER

Settings Close

Login with S50 Provider

ii. Enter your username, password, and any other information required by your SSO
provider to complete the login process. The SSO settings, including the amount
of time your session remains active, are determined by the SSO provider

selected by your Perspective administrator.

Note: If both SSO and Perspective authentication are enabled on your system
and you want to log in using your Perspective credentials, click Login with
Perspective, then enter your user name and password. This option will only
appear on the login screen if both Perspective and SS0O authentication were

enabled at the time of installation or update.
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b. If you're not logging in using single sign-on (SSO) authentication:

i. Enter your user name and password in the User Name and Password fields.

PERSPLECTIVE ‘ol I}

powered by RESOLVER

Settings Close

H Remember Me

ii. Select the Remember Me checkbox if you want Perspective to remember your

user name.

iii. Click Login.

Logoff

If you've logged in using single sign-on (SSO) authentication, clicking the X at the top right of the screen
will not log you out of Perspective, Dispatch, or Dashboard. To end your SSO session, click Logoff in the

ribbon.

User Interface

Perspective’s user interface is interactive, which means that it is constructed to match the current
working process (e.g., creating a record, analyzing data, filing a report). While the standard icons of the
Ribbon and the components of the Navigation pane remain constant, the rest of the screen content

changes depending on the currently active Perspective component selected from the Navigation pane.
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Perspective’s user interface consists of the following broad parts:

1. The Ribbon: Locates the most frequently used general administration, navigation, help, and search

tools.

In the Data Forms component, the Visual Analysis icon is added. Visual Analysis assists by visually
representing relationships between the records stored in 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.

Hide the Ribbon by clicking the & icon on the top right corner (next to the Privacy link). Click the

icon again to show the Ribbon.

To read Perspective’s Privacy Statement, click the Privacy link. To read Perspective’s Legal Notice,

click the Legal link.

2. Navigation pane: Consists of the two major parts: the bottom part allows you to select different
Perspective components (Dashboard, DispatchLog, Analysis Expert, Reports, etc.), while the top
part displays the component-specific navigation options. Using the top part of the Navigation pane,
you will be able to control the workflow within the individual Perspective components (e.g., open

the DispatchlLog console, modify the view of your Perspective records, customize reports, and

specify query settings). To hide the Navigation pane, click the Toggle Navigation Window icon ¢

on the Ribbon. Click the icon again to make the pane reappear.

3. Main screen: Consists of one or more sections and displays the core record data stored in
Perspective (depending on the currently active component). For instance, the main screen in the
Data Forms, and the Gateway components, consists of a Listing pane with a list of records and a

Viewing pane, where data of the record selected in the Listing pane is displayed.

4.  Status bar: Contains your system and login information, including your username, role, and your
current Perspective’s system and connection status (e.g., Connected/Disconnected). After
performing an action on a record, check the status bar at the bottom of the screen for a confirmation

message. The status bar will indicate when Perspective is in the process of completing an action

m © Resolver Inc. Page 8 of 399
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Welcome to Perspective

(e.g., Loading, Saving, Deleting) and also specify if an action is complete and successful (e.g.,

Record is successfully saved), or unsuccessful (e.g., Please provide required fields before saving).

& Perspective EIM - oEN
Main > Privecy Legsl
@ e R
File Toggle Logoff Semings Quick Maps Help 1 ,
5 Find -
Settings
st Chert1 =% Chens -
L= Incidents By Class ®) Incidents By Site @
ket @ . @
Aocess Level 5
BEWodkoow
2000 2887 2798
B ot 2208
ude Char A
- = w2 o s
[
lague
-
e
A " ; /
sess T A A
Chart 2 =% Chert4 L]
Incidents By Business Unit - No Data @ Incidents By Organizational Rollup - No Data ©)
2 - 3 9 . @
_) L1} 08
e 08
03 03
Assigrments
— View Al T Expodt | @ 2 Reset Layout | F Clear
£ Dashboard Completed? Number Aasigned Date Astagned By Astigned Ta Due Date. Assignment Type MassagaTask
b Dispatchiog
B votaroms
i, Anslyze and Report
&), cateway
= ndministratio
® Comnected

INTERNALIBeth Blackstods Smokedfole

Main System Components

Ready

You can access all of Perspective’s features and functionality 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.

Note: The components any particular user sees are dependent on that user's privileges and access rights.

Refer to User Privileges and Access Rights for more information.

Main System Components

Dashboard

statistics in the Charts area.

Dashboard is Perspective’s opening screen. Use it to track ongoing projects in

the Assignments section, and quickly review selected records’ trends and

m © Resolver Inc.
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Opens a separate DispatchLog console window that assists in centralized
DispatchLog dispatching of officers and organizations. See the Perspective DispatchLog

User's Guide on the Resolver Support site for more information.

Enter, update, and review your Activity, Incident, Case, Item, Person,

Data Forms
Organization, and Vehicle records in Data Forms.
Analyze and Use Analysis Expert to query records for specific data, and then turn your results
Report into a printed grid, spreadsheet, chart, or report. Choose from a number of pre-
set reports to generate statistics and analyze trends in your data. Or use Custom
Reports to create your own reports.
Gateway serves as an inbox for all electronically submitted reports. Selected
Gateway users assess each report before accepting it into Perspective or deleting it from

the system.

Designated Administrators use this component to manage system settings,

workgroups, roles, users, officers, auditing, languages, some components of the
Administration
system interface, and visual alerts. The functions of the Administration

component are described in the Perspective Administrator’s Guide.

Customize visibility of the components by dragging the top border of the component section in the

Navigation pane, or by clicking the configure arrow buttons. This will hide the bottom components one
by one. Click on the pinicon = to return the hidden component back to the pane.
42 Dashboard
fﬁ DispatchLog

ey
Data Forms

Ml Revorts
p Analysis Expert

@._R' Gateway | 4 Show More Buttons E

¥ | Show Fewer Buttons
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User Privileges and Access Rights

Every Perspective user’s visibility and access rights are customized by a user, or users, designated as the

Administrator(s).

Some basic users may only be authorized to read and add new records, without any editing, locking,
unlocking, or deleting privileges. The records they are permitted to read may also be restricted by various
security controls, and some forms may not be visible (e.g., Investigations forms or the Controls tab).
Furthermore, these basic users may be restricted from advanced components, such as Analysis Expert or
Reports. On the other hand, highly advanced users may have full access to all system components,
forms, fields, and functions.

If you are unable to view a particular component or form, or if you are not permitted to perform a certain
function, it may be a result of your assigned user privileges. For more information on how data is
segregated within Perspective and how user visibility and access rights are assigned, refer to the

Security Layer Overview chapter in the Perspective Administrator’s Guide, or, if you possess appropriate

access rights, in the online Admin Help.

Account Settings

Changing Your Password

1. Toinitiate the change of your current account password, click the File icon L:J on the Ribbon.
2. Select Change Password.

3. Inthe dialog window, enter your Old Password and your New Password.

4. Re-enter your new password in the field below to confirm the password configuration.

5. Click OK to save the change and verify your new password.
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"Flease enter your old and new passwords, and re-enter the new
password to confirm.”

Old Password | — |
New Password | —— |
Re-enter New Password | = |

Dashboard Settings

By default, your Dashboard is set to automatically refresh once every minute. You may set your

Dashboard to automatically refresh less frequently or to require manual reloading.

1.  Click the Settings icon % on the Ribbon. The Settings window will open with the General tab open
by default.

2. To modify how often your Dashboard refreshes, ensure the Automatically Refresh Dashboard
Assignments box is checked, and in the field below, specify how frequently you would like the
Dashboard to refresh (from once every minute to once every sixty minutes).

To set your Dashboard to require manual reloading, uncheck the Automatically Refresh Dashboard
Assignments box.

3.  Click Save. At any time, you may click Reset to return your Dashboard to its default refresh settings.

4. Restart Perspective (log out, then log back in) to enforce any changes that you have made.
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Settings n

General | Shortcut Keys
Automatically Refresh Dashboard Assignments
Refresh Every

1 2 minutes.

[[] Enable Grid Accessibility

Changes require application restart. Reset Cancel

Shortcut Keys

Shortcut keys enable you to map commonly used Perspective functions to shortcut key combinations for

quick access.

1. Click the Settings icon % on the Ribbon. The Settings window will open.
2. Select the Shortcut Keys tab.
3.  Forevery key you want to change, do the following:

a. Click the function's button.

b. Tap the new key combination you want to use. If the shortcut is being used elsewhere, you'll be

prompted to confirm your selection.

4.  Click Save. At any time, you may click Reset to return your shortcut key settings to their original

system defaults.

The default settings for shortcut keys are as follows:

Shortcut Keys
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Function Name Default Key Combination
Global

Navigation Mode Ctrl+ N
Ribbon Menus * Alt/F10
Navigation Keys

Go to Data Forms D

Go to DispatchLog L

Go to Dashboard H

Go to Analysis Expert E

Go to Gateway G

Go to Administration M

Go to Activities A

Go to Incidents |

Go to Cases C
Go to ltems )
Go to Persons P
Go to Organizations (0]
Go to Vehicles \%
List All Records W
Open Quick View Q
Show Saved Views K
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Focus on List Pane F

Hide List Pane Y
Change Password 1

Exit Perspective 2
Admin Help 8

User Help 9
Toggle Navigation Pane 3
Logoff 4
Settings 5
Quick Find 6

Open Visual Analysis 7
About Perspective 0

Hide Ribbon Menu Minus
View Legal Notice F3
View Privacy Policy F2

Go to Client Site F5
Maps F6
Record Details

Save Ctrl+ S
Edit Ctrl+ E
Merge Ctrl+ U

IB © Resolver Inc.
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Add From Source Ctrl+ G

Delete Ctrl + Minus

Add Ctrl + Plus

Cancel Ctrl + K

Create Incident Ctrl + 1
Lock/Unlock Ctrl + L

Print Ctrl + P

Send Ctrl+ M

View Record Audit Info Ctrl+D

Focus on Details Tabs Ctrl+ F

Back to List Pane Ctrl + B

List Pane

Select Top Record Ctrl+T

Print List Ctrl+ P

Sort List Ctrl+ O

Next Page Ctrl + Right Arrow
Last Page Ctrl + Down Arrow

Previous Page

Ctrl + Left Arrow

First Page Ctrl + Up Arrow
Jump to Page Ctrl+ 1
Focus on Selected Record Ctrl+ L
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Add * Ctrl + Plus
Edit * Ctrl+ E
Focus on Details Tabs * Ctrl+ F
Delete * Ctrl + Minus
Controls

Link Record: Open List Ctrl+ W
Link Record: Quick View Ctrl + Q
Large Text Field: Spell Check Ctrl+ Q
URL Field: Open URL Ctrl + Q
Interview: Toggle Fields Ctrl+ F
Analyze and Report

Reports Ctrl+ R
Queries Ctrl + Q
Custom Reports Ctrl+ E
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* Not configurable or must be set in another section.

Settings @
General | Email | Shortcut Keys |

Global

MNavigation Mode [ Ctrl + W ]

[ | »

Ribbon Menus * At/ F10

Navigation Keys

Goto Data Forms

Goto Reports

Go to DispatchLog

Go to Dashboard

Goto Analysis Expert

Goto Gateway

5

[ Reset H Save H Cancel ]

Quick Find Tool

The Quick Find tool is an advanced search that can locate records containing your specified text. The tool
will check text fields across your Perspective database (such as summaries, narratives, and text
attachments) for the words or phrases you enter. The Quick Find attachment indexing supports the

following file formats: .doc, .docx, .docm, .xls, .xlsx, .pdf, .txt, .text, .rtf, .sms, .log, .msg, .wpd, and .wps.

Note: The Quick Find tool requires an indexed database to function properly. Contact your Perspective

Administrator for further information.

1. Click the Quick Find button ® on the Ribbon.

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

follows:

e To search for an exact matching phrase, enclose it in quotation marks.
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e To search for records containing two or more words or phrases, join the words or phrases with
the AND operator. For example, if you want to search for records containing the words black

and coat, use the following search string: black AND coat.

e To search for records containing either one word or phrase or another word or phrase, join the
words or phrases with the OR operator. For example, if you want to search for records
containing either the word laptop or the word computer, use the following search string: laptop

OR computer.

e Use wildcards to search for words and phrases that start, end, or simply contain particular
characters. Perspective’s Quick Find supports the * (asterisk) wildcard as a substitute for zero or
more characters. For example, if you want to search for records containing words (numbers,
names, cities, etc.) that start with san, use the following search string: ‘san®’. If you want to
search for records with words that contain the pattern ger, use the following search string:

*ger®.
Note: Previews for matching records found with the help of the wildcards will not be displayed.
e Searches can be customized further using the Fuzziness and Phonetic settings.

e Select a Fuzziness setting (default value is zero; maximum value is 10) to determine how broadly
your search terms will be applied. A higher Fuzziness value will return results which are less
exact than your search text. This can help to discover records even if they have typos in them.
For example, a fuzzy search for ‘vehicle’ would include the results ‘vehcile’ or ‘vehickle’. Enabling

the Fuzziness setting may increase the time it takes to perform a search.

e Select the Phonetic checkbox to include search results that sound the same as the search term.
This can be helpful when searching for names that sound the same but have different spellings
(e.g., Aaron/Erin, Smith/Smyth). Enabling the Phonetic setting may increase the time it takes to

perform a search.

3.  Click Search.
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e Alist of records containing the specified word or phrase will appear in the grid below. The
number of times the word or phrase appears in each record will be noted in the Hits column. As
well, the specific form that the word or phrase was found in will be listed (e.g., Incident

Narrative, Investigation Summary, Person Attachment).

4.  To quickly scan the results, select a record in the list.

e A preview of the record segment containing the word or phrase will appear in the pane below.

5. Double-click a record in the list to open it.

e Perspective will advance to the selected record in Data Forms, with focus on the form

containing the word or phrase. (The Quick Find window may still be opened in the foreground;

in this case, minimize the Quick Find window to view Perspective.)

6.  Click the Close [x] button in the top-right corner to close the Quick Find window.

“A, Quick Find

Enter Search String

edited Search 0 || Fuzziness [] Phonetic
[ Twe Hits Details
=] Cases 1 This was edited for TC1803
&5 Vehicles 1 EditVehicle4 766
o Persons 1 LutoEditDoe
® ltems 1 ltemEditTC1872
?1 Incident Invelved 1 EditedltemlLossTC1120
] Incident Invalved 1 EdittemMolmpactTC1124

Additional Information: Automation Edited for TC 47655020

Custom Search Feature
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The Custom Search feature allows you to launch the Infoglide Identity Resolution Engine™ (IRE) from

Perspective, to search within several data sources at once.

Note: Custom Search must first be configured in the Perspective Service Manager before it may be

accessed in Perspective. For further details, please see the Perspective Installation Guide.

1.  Click the Custom Search icon 44 on the Ribbon.
e The Infoglide Identity Resolution Engine will open in a new window.

2. Following the basic search principles described in the Quick Find Tool section of this chapter,

perform the custom search required.

3. When finished, close the window to return to Perspective.

Maps

Perspective Maps allows you to quickly see where a Dispatch is occurring, or where an Activity or

Incident has occurred. Perspective’s mapping tool allows you to quickly access any record you want.

All Dispatches, Activities, and Incidents will appear on the map. You can easily define the records you

want displayed with the filter option.

From the mapping tool, you can see relevant tooltips that contain information like the Class, Category,
Occurred Time, Priority, and Status (the information you are able to see depends on if you are looking at
an Incident, Activity, or Dispatch). From here, you can select the record you want to open and look at it in

more detail.

Note: The Mapping option requires an internet connection.
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2

Incidents =
Classification
“ Al
4 Accidental
4 External Source
4 Nature
Flood
Criminal
Activities >
Call Category
I Al
Priority
I 4 selected
o Dispatches &
State
I All
Priority
2500 kilometers.
I All ME’X_‘CQ ‘
Auto Refresh [] © 2014 lem;ﬁ'p_?raﬁo mage courtesy of NASK" Earthstar Geographics SI0 & 20fAfNGkE
LSAS
2013-12-20 2014-01-17 2014-02-14 2014-03-14 2014-04-11 2014-05-09 2014-06-06 2014-07-04 2014-0

Map view: The Aerial map is the default map. To switch to Road map, click the button Aerial/Road button

Aeral %22 on the top right corner of the Maps window.

Zoom: You can zoom in or out on the map by using the = or == buttons, or by using the scroll button on

your mouse.

Incidents and Activities auto refresh: The map automatically refreshes Incidents and Activities every 15
minutes, but if you want to refresh it sooner, click the refresh button . Pressing the F5 button will also

refresh the Incidents and Activities.
Dispatches auto refresh: To automatically refresh Dispatches on the map, you need to have the

Auto Refresh checkbox ¥ selected (located in the Dispatches section on the Maps page). If this

checkbox is selected, the Dispatches will refresh in less than one minute.
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Note: Dispatch auto refresh only works if the date range is set to the last seven days. If your date range is
set to the last 14 days and you check the Dispatch auto refresh checkbox, your timeline will be reset to
the last 7 days, or auto refresh will deselect automatically if you expand your date range to over 7 days

with auto refresh enabled.

Date Range: Use the left and right arrows on the date range to move backwards in time, or drag and
drop the date range bar to the occurred dates of Incidents, Activities, and/or Dispatches you want to see

on the map.

Scale: Your map’s scale will be automatically set to go off of your computer’s system settings.

Filters: To filter what you want to see displayed on the map, turn the switch to on = oroff [« W&, For

example, if you only want Incidents to be displayed, turn the Activities and Dispatches filter switch to the
off position. By filtering out Incidents, Activities, or Dispatches, it will make it easier for you to find exactly

what you are looking for.

Incidents

Note: If you do not have privileges for Incidents, Activities, particular Workgroups, etc., those records will

not display in Mapping.

You can search by all Class Rollups, or drill down to only search for specific Classifications (i.e., Criminal

Incidents).

Incidents =
Classification

4 [Jan

4[] Accidental

b External Source
I Nature
Criminal

Activities

You can search by all Call Categories and Priorities, or drill down to only search for specific Call

Categories or Priorities.
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Activities =
Call Category

4 [an
Alarm

[ Fire Alarm SOP

4 Person To Locate

Contractor

[ soplevelt

Priority

4 selected |

Dispatches

You can search by all States and Priorities, or drill down to only search for specific States or Priorities.

O Dispatches =
State
5 selected ‘
Priority
‘ All ‘
Auto Refresh

Tooltips

Tooltips are how you dig deeper into an Incident, Activity, or Dispatch, to determine if it is the one you

are looking for. To look at tooltips, simply hover over the pin &2 on the map. A pin is a circle with a

number in the middle, where the number represents how many Incidents or Activities have occurred in
that location, or how many Dispatches are occurring in that location.
When you hover over the pin, the tooltip will appear. First, you will be shown a count of the number of

Activities, Incidents, and Dispatches that are in that pin.

@ 18 Activities
7 Incidents
14 Dispatches
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From here, click once on the word Activities, Incidents, or Dispatches, depending on what you want to

look at. For example, if you click on the word Incidents, all the Incidents in that pin will open in greater

detail. To scroll through them, use the scrollbar that appears in the window.

@ 227 da-Incidents
@ QAINC00018370

da-Accidental
da-External Source
da-Nature
da-Flood

da-Open

da-Site Level 1 -1

2014-07-20 9:48:57 AM

Q 13 da-Activities

QAINCD0018310

da-Accidental
da-External Source
da-Mature

da-Open

da-Site Level 1-1

2014-07-25 2:12:01 AM

Once you have found the record you are looking for, click on it, and it will open in Perspective. The map

will remain opened in another window.

QAINCD —
00118... ‘G
7 Save @Edit %Add X Delete | (7] Lock =l Print Cancel
| < General | Involvements Narratives Attachments Links = 4 p
|2 Details
Incident Number Reported Date/Time
QAINCD0011874 2014-08-14 06:04 AM
File Number Occumed From Date/Time

| [2014-08-14 06:04 AM

e-Incident Number

Occumed To Date/Time

Class Site Level 1

[ | [ Michellea |

Category Building Level 2

| External Source | B | |

Subcategory Location Level 3
| |

Type Section Level 4

B
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Note: A pin will only go up to 99+ However, you can hover over the pin and the tooltjp will open,
allowing you to scroll through all Incidents, Activities, and Dispatches that have occurred or are occurring

in that location. Double click on pin clusters to zoom in.

Exiting Perspective
There are two options to exit Perspective:

° Logoff option: Log off the current user while leaving the Perspective system running. To log off,

click the Logoff key icon % on the Ribbon, or use the keyboard shortcut Ctrl+Shift+L.

° Exit option: Completely exit Perspective, which requires a full system reload upon the next login. To

exit Perspective, close the Perspective window, use the keyboard shortcut Alt+F4 (or click on the

File icon L+)), and select Exit.
Note: While the Logoff option requires an additional confirmation of your choice to exit Perspective via a
confirmation window, the Exit option will simply terminate the work of Perspective as soon as you

choose to exit.

Before exiting Perspective (regardless of which exit option you choose), you have to press the Save

button ﬂ to save any changes you have made to records while working in Perspective.
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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. The two elements of the

Dashboard are Charts and Assignments.

User Interface

=

or pie charts.

Charts: Get a quick overview of incident trends and statistics with the help of up to four selected bar

2. Assignments: Track activities or projects assigned to you, as well as those you have assigned to

others, from start to finish.

Administrators
Access Level 5

Chart 1

Incidents By Class

= Chart3

Incidents By Sito

@ @
12
B i
Business Disru. s
W cocoenal
W oeciveProe e
. Employes Misc_
Securty Incident 03
acasaaaatid.
. Criminal_1 oo >
eceo coed
Chart 2 =% Chart4 R
Incidents By Business Unit @ Incidents By Organizational Rollup @
4
)
3
2
2
o Americas_1_1
1
g ;
eoee i eeee 4
Assignments
View All 7 Export | [@ GoTo | @ ResstLayout | % Clear Filter
l
Completed? Number Assigned Date Assigned By Assigned To DueDate Assignment Type  Message/Task

Administrators

° Resize the individual elements by dragging the borders surrounding them.
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e  Todisplay/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.

Charts

The four pre-set 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.

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

2. Inthe Chart Settings window, click on the ON/OFF = |« B switch to display or hide 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).

e For a complete list of available pre-configured charts and their descriptions, see Appendix A:

Dashboard Chart Types.

4. Depending on the chart specified, a number of further settings will be displayed, which may (or may

not) include the following:

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

365 days).

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

classes).
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e 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 requirednumber of levels of

category by which you would like to restrict the data in the chart.

e 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.

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

e Chart Type: Choose either the pie or bar chart type.
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-Chart 1
| — Select Chart
-L] | Perspective Gauge - |
Class 1D
|
Site
a.
-Chart 2
Select Chart
- = ] | Incidents By Site -
From Last Top
365 Days +| [0+
Chart Type
. -
-Chart 3
Select Chart
- - [Incidents By Site -
From Last Taop
355 Days v (10 -]
Chart Type
. @
-Chart 4
Select Chart
E | Incidents By Organizational Rallup -
From Last Top
(385 Days = [0 -]
Chart Type
Le —&

5. Click OK to see the results displayed on the Dashboard.

6. Atany time, you may change the chart options for each individual chart displayed on the Dashboard

by clicking the corresponding Settings icon .
e This will open the options window for the chart that you chose to modify.
7. Examine one particular chart in detail by clicking the Maximize icon Ein 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 I,
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9.

If the chart you selected is either a uni-coloured bar chart or a pie chart, you may be able to explore
the information contained in the chart further. 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. For example, if you are viewing the
Incident By Class chart, you may click on the green pie sector that corresponds to the Criminal class
of incidents to open a pie chart for all incidents contained under the Criminal class (e.g., Assault,
Theft, Fraud). To explore the data even further, you may click on the yellow pie sector that
corresponds to the Assault category of incidents.

The number of subordinate charts corresponds to the number of tiers under the corresponding rollup
(in our example, the Class Rollup). To navigate within the hierarchy, click on one of the dark gray

circle icons displayed below the chart. Each circle represents one tier of the rollup, in ascending order.

Incident By Class Rollup Incident By Class Rollup

€

Unspecified

. Criminal

Ner-Criminal

[ Policy violati ’

M Criminal : 52 . Safety

B ol

Assault

. Breakand E_
B -
B

Public Order

ceee edee

Incident By Site Rollup Incident By Site Rollup

@
@

10

Bulding 1 Unspecified Buiding 2

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, and if you are logged on to
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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.

View All 7 Export | [¢ Go To - PPMI-2009-000260 | @ ResetLayout | Clear Filter

Completed? Mumber Assigned Date Assigned By Assigned To  Due Date | Assignment Type  Message / Task
CCwWI-2011-02-00057  24/02/2011 St. Jean, Clint 111, Admin Follow-up Activity
CCwWI-2011-02-00057  24/02/2011 St. Jean, Clint 111, Admin Follow-up Activity
CCwWI-2011-02-00057  22/02/2011 St. Jean, Clint 111, Admin Follow-up Activity

» | Mark Completed PD‘II] St Jean, Cl_nt 180, Deb F Follow-up k:hwty
L\) 2010 5t Jean, Clint 180, Deb F Follow-up Activity
] Go to Record 12010 Jabbar, Abdul St. Jean, Clint Follow-up Activity
] NG LU |72 vzrus2007 Kemper, Dale St Jean, Clint  30/11/2007 Fellow-up Activity  Attend court for th

You may perform a number of assignment-related tasks directly from your Dashboard:
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° 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 |5£1J' Perspective will leave

Dashboard and advance to the applicable record in Data Forms.

° 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, complete and incomplete, click View All. Click View All again to hide

completed assignments.
Like the other grids, Perspective provides several sorting options for Assignments:

° To reorder 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, 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, 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.
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View All & Export | [# GoTo.. | @ ResetLayout | Clear Fiheru

|Cwl9ﬁed?‘::’ Assigned By Ik

-

=| False (3 items)

Completed? ~ | Number igned Date igned By igned To | Due Date Assignment Type | Message / Task
PPMI-2005-000260 011072010 St Jean, Clint 180, Deb F Follow-up Activity
LACP-2010-000012  27/08/2010 Jabbar, Abdul St Jean, Clint Follow-up Activity
INCDO000000172 02/08/2007 Kemper, Dale St Jean, Clint  30/11/2007  Follow-up Acthity  Attend court for th:
S| True (4 items) |
Completed? | Number igned Date igned By igned To | Due Date Assignment Type | Message / Task
CCwI-2011-02-00057  24/0272011 St Jean, Clint 111, Admin Follow-up Activity
CCwI-2011-02-00057  24/0272011 St Jean, Clint 111, Admin Follow-up Activity
CCwI-2011-02-00057  22/0272011 St Jean, Clint 111, Admin Follow-up Activity
PPMI-2005-000260 011072010 St Jean, Clint 180, Deb F Follow-up Activity
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Data Forms

Data Forms is the data entry component of Perspective. These data 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, Items, Persons,
Organizations, and Vehicles. To access the Data Forms component, select it from the bottom part of the

Navigation pane.

User Interface

The Data Forms interface is divided into three sections: Navigation pane, Listing pane, and Viewing pane.

Incidents1 —
Quick View netden B i INC-2013-04-00026 (AutoIncident617525839) o
Enter filter text. X AL i | Criminal/Assault/Injury/No Weapon
Saved Views
Al Records INC-2013-05-00009 (Deletelnci... [ad] Save |[f Edit P Add ) Delete | (5) Lock 0% Print d Send Cancel
0 (0) Criminal Open
INC.2013-05-00008 (Initineid W © General | Involvements  Namatives  Attachments  Links  Losses  Investigation  © Controls 34
-2013-05- nitInciden...
0 (0) Criminal Open B 2es =
INC-2013-05-00006 (InitInciden... 0] T Reported Dete/Time
0 (o) Criminel Open INC-2013-04-00026 D4/04/2013 01:14 PM
INC-2013-04-00028
......... w Fie Number Oceured From Dete/Time
Activities 0 (0) Criminal Open Autolncident6 17626838 040412013 01:14 P L
P INC-2013-04-00027 (Autolncide... 0]
e @ (0) criminal open edncident Number Occured To Date/Time
Cases
. INC 2013°04-00026 (AutoIncide... (]
ems
cereens 0(0) CriminalfAssaultfInjury/No Weapen Open _ sie v
INC-2013-04-00025 (AutoIncide... w Criminal
Organizations
0 (0) Criminal Open Catogory Budng Lovel 2
Vehicles INC-2013-04-00024 (Autolncide... w Assault
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1. Navigation pane: Allows you to move between the various data forms (e.g., Activities, Incidents,
ltems). To display a particular record subset in the middle Listing pane, choose a data form from the
Navigation pane and select your record view (i.e., specify a Quick View, view All Records, or select a

view from the Saved Views menu).
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2. Listing pane: Provides a list of records that are available for viewing. Once you select a record in the

Listing pane, the corresponding record information will be displayed in the Viewing pane on the

right.

Listing Pane

Change the orientation of the current component’s (e.g.,
Incidents) Listing pane by dragging it to a different part of the
screen. Display the pane in a separate dialog by double-
clicking it or dragging it outside of the screen. To dock it back

in, double-click the pane.

To hide the Listing pane, click the Auto Hide pin icon. Once

the pane is hidden, access it by clicking the pane’s newly-

Incidenis IE

created shortcut button on the left side of the screen, and X5
unpin it by clicking the pin icon again.
If Perspective displays a list of entities (e.g., incidents,
persons) that consists of multiple pages, use the left/right
navigation arrows at the bottom of the list, or type a page
4 4 1730 |

number in the Page field, to move through the pages. The
total number of pages will be provided for your reference. To
quickly move to the first or the last page, click the first arrow

[4 or the last arrow icons Pl respectively.

2l

To print the record list as it appears in the Listing pane, click

the Print button located at the top of the Listing pane.

Incidenis n

3.  Viewing pane: Displays information of a record selected in the Listing pane and provides options for

saving, editing, adding, deleting, (un)locking, printing, sending, and merging individual records.

Note: Merge is only available for the Item, Person, Organization, and Vehicle records.

m © Resolver Inc.

Page 36 of 399



Perspective User’'s Guide

Data Forms

Every record consists of a set of customized forms and subforms designed specifically for the data

form type. For example, a Person record contains a separate Contact(s) tab, which is absent in such

data forms as Vehicles or Items.

Viewing Pane

To view a particular segment of a selected record (e.g.,
Narratives), click the appropriate tab at the top of the record.
The diamond symbol appearing on a tab indicates that the tab
contains data. Tabs without the diamond symbol contain no

saved data.

< Involvements

< Narratives% < Aftac

View more tabs. If these arrows appear next to a row of tabs
in a form, there are more tabs available than are currently

visible on-screen.

< MNarratives

< Attachments

2

Expand or collapse a section to view or hide its contents.

ﬁlbsSupplemnhl

Details

To resize a grid column, place the cursor between column
headings. When an arrow appears, drag the column border to
the desired width. To resize a column to fit its content, double-

click the border of the column.

I mitis

| Last Name ‘+’ First Name
\Woodcott

Jason

To reorder the grid columns, drag the column heading to a
new position. Drop it into place once the thick arrows have

appeared, pointing to the correct spot.

1
Last Ma writiai me Initi;
Woodcott Tason

To sort the grid data by a particular column, click the column

heading once. Click it again to sort the data in reverse order.

First Mame

Woodcock

Parker

Imatii
‘wendy L

Peter

Navigating Data Forms Overview
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Every data entry/editing action in Data Forms requires you to first choose one data form type in which

you intend to work in: Activities, Incidents, Cases, Items, Persons, Organizations, or Vehicles.
Navigating the Data Forms component is a logically flowing process:

1.  Select the appropriate data form type by clicking the corresponding banner located in the bottom

part of the Navigation pane.

2. Using the Quick View, Saved Views, and All Records buttons located at the top of the Navigation
pane, manage the view of the records displayed in the Listing pane. Here you may choose from
either displaying all records, or a subset of records, with an option to filter and save the view for

future reference.

3.  Select an existing record from the Listing pane, or create a new record for the chosen data form

type (e.g., a new Incident record).
4.  Enter and/or modify the data contained in your active record.
5. Print your record in the form of a report.

The following chapters will address the options available for each of these steps in greater detail.

Select a Data Form

Activities Form

Use this form to create records of dispatched activities, or to manage activities imported from
DispatchLog or Dispatch (See the Resolver Support site for more information on DispatchLog and
Dispatch). Before creating a new record, do a record search to ensure that the information has not
already been entered.

Activities Form

General
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° Specify the category, priority, and location of the dispatched activity.
° Track the times of the dispatching progress.

° Identify the persons directly involved in the processing of the activity.
° Fill in the user-defined fields required by your organization.

° Post notes on the activity tracking progress.

Responses

Officer Responses

° View, create a new, or edit the details of an existing officer response to the selected activity.

Organization Responses

° View, create a new, or edit the details of an existing organization response to the selected

activity.

Requests

° Note an action request sent to an organization in response to the selected activity.

Involvements

Persons

° Identify all persons involved in the activity.
° Record injuries sustained during the activity.

° Flag the involved person.

Organizations

° Identify all organizations involved in the activity.

Vehicles

° Document all vehicles involved in the incident.

ltems

° Identify all items involved in the incident.

Attachments
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° Attach a file to the Activity record.

Links

Activity Links

° Link the activity to another activity.

Incident Links

° Link the activity to an incident.

Controls

Details

° Set security controls and status of the Activity record.

° Define which workgroups can access the Activity record.

Standard Operating Procedures

° Review the Standard Operating Procedures available for the activity’s call category, site, and/or
status.
° Check off complete procedures, view relevant attachments, and access related links.

° View mass notifications and/or email notifications sent in relation to the activity.

Assignments

° Give an activity-related assignment to another user.

Audit History

° View the history of all changes made to the Activity record. Visibility of Audit History depends

on user permissions.
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Incidents Form

Use this form to record the details of an incident and track the progress of its investigation. Every
Incident record is given a unique number so it is easy to find, identify, and organize. Before creating a

new record, do a record search to ensure that the information has not already been entered.

Incidents Form

General

° Create a new Incident record.
° Indicate which authorities have been notified of the incident.

° Flag the incident.

Involvements

Persons

° Identify all persons involved in the incident.

° Record injuries sustained during the incident.

° Record an involved person’s clothing details.

° Flag an involved person.

° Add losses, recoveries, or potential no impact losses associated with an involved person, and

review their summary.

Organizations

° Identify all organizations involved in the incident.

° Note an action request sent to an organization.

° Log organization response details.

° Add losses, recoveries, or potential no impact losses associated with an involved organization,

and review their summary.

Vehicles

° Document all vehicles involved in the incident.
° Add losses, recoveries, or potential no impact losses associated with an involved vehicle, and

review their summary.
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ltems

° Identify all items involved in the incident.
° Add losses, recoveries, or potential no impact losses associated with an involved item, and

review their summary.

Narratives

° Add procedure summaries (e.g., Executive Summary, Follow-up, or Interview) to the Incident

record.

Attachments

° Attach a file to the Incident record.

Links

° Link the incident to another incident.

° Link the incident to a case.

° Link the incident to an activity.

Losses

° Record losses (i.e., Losses, Recoveries, and No Impact losses) involved in an incident.

° View a summary of losses involved in the incident.

Investigation

Details

° Open a new incident investigation.
° View a summary of the incident’s key investigative data.

° Assign an investigator to the incident’s investigation.

Summaries

° Summarize the incident’s investigation.

Logs

° Log investigative tasks and expenses for the incident.
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Interviews

° Document investigation interviews for the incident.

Evidence/Property

° Track investigation evidence for the incident, including the evidence chain of custody.

Details

° Set security controls and status of the Incident record.

° Define which workgroups can access the Incident record.

Outcome

° Describe the incident’s causes and subsequent policy changes or corrective actions.

Reviews

° Document an incident-related review.

Assignments

° Give an incident-related assignment to another user.

Audit History

e View the history of all changes made to the Incident record. Visibility of Audit History depends

on user permissions.

Cases Form

Use this form to record the details of a case, track the progress of its investigation, and access
information on its linked incidents. Every Case record is given a unique number so it is easy to find,
identify, and organize. Before creating a new record, do a record search to ensure that the information

has not already been entered.
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Cases Form

General

° Create a new Case record.
° Assign an investigator to the case’s investigation.

° View a quick summary of the case’s key data.

Involvements

Persons, Organizations, Vehicles, and [tems

° View all persons, organizations, vehicles, or items involved in the case’s linked incidents.

Narratives

° Summarize the case or an incident linked to the case.

Attachments

° Attach a file to the case or an incident linked to the case.

Link the case to an incident.

Link the case to another case.

Losses

View a summary of losses, recoveries, and no impact losses involved in the case’s linked

incidents.

Investigation

Details

° View key investigative data from the case’s linked incidents.

Summaries

° Summarize the case’s investigation or the investigation of an incident linked to the case.

Logs
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° Log investigative tasks and expenses for the case or an incident linked to the case.

Interviews

° Document investigation interviews for the case or an incident linked to the case.

Evidence/Property

° Track investigation evidence for the case or an incident linked to the case.

Details

° Set the security controls and status of the Case record.

° Define which workgroups can access the Case record.

Reviews

° Document a case-related review.

Assignments

° Give a case-related assignment to another user.

Audit History

° View the history of all changes made to the Case record. Visibility of Audit History depends on

user permissions.

ltems Form

Use this form to record the details of an item. Before creating a new record, do a record search to ensure

that the information has not already been entered.

Items Form

° Create a new ltem record.
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° View the incidents the item has been involved in.

° Add an incident associated with the item into a case.

Attachments

° Attach a file to the Item record.

Details

° Set security controls for the Item record.

° Define which workgroups can access the Item record.

Audit History

e View the history of all changes made to the Item record. Visibility of Audit History depends on

user permissions.

Persons Form

Use this form to record the details of a person. Every person, from general maintenance users to suspects
and officers, must have their own record. Records can be created for persons who have the same name,
as well as for persons who are unknown. Before creating a new record, do a record search to ensure that

the information has not already been entered.

Persons Form

General

° Create a new Person record.

° Note the person's unique features or distinguishing marks.
° Record the person’s identification details.

° Document the person’s trespass details.

° Flag the person.
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List the person's known addresses, phone numbers, and email addresses.

° Link the person to another person.
° Link the person to an organization.

° Link the person to a vehicle.

History

° View the incidents the person has been involved in.

° Add an incident associated with the person into a case.

Attachments

° Attach a file to the Person record.

Details

° Set security controls for the Person record.

° Define which workgroups can access the Person record.

Audit History

° View the history of all changes made to the Person record. Visibility of Audit History depends on

user permissions.

Organizations Form

Use this form to record the details of an organization. Before creating a new record, do a record search to

ensure that the information has not already been entered.

Organizations Form

° Create a new Organization record.
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Contact(s)

° List the organization's known addresses, phone numbers, and email addresses.

Links

° Link the organization to a person.
° Link the organization to another organization.

° Link the organization to a vehicle.

History

° View the incidents the organization has been involved in.

° Add an incident associated with the organization into a case.

Attachments

° Attach a file to the Organization record.

Controls

Details

° Set security controls for the Organization record.

° Define which workgroups can access the Organization record.

Audit History

° View the history of all changes made to the Organization record. Visibility of Audit History

depends on user permissions.
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Vehicles Form

Use this form to record the details of a vehicle. Before creating a new record, do a record search to

ensure the information has not already been entered.

Vehicles Form

General

Create a new Vehicle record.

° Link the vehicle to a person.
° Link the vehicle to an organization.

° Link the vehicle to another vehicle.

History

° View the incidents the vehicle has been involved in.

° Add an incident associated with the vehicle into a case.

Attachments

° Attach a file to the Vehicle record.

Controls

Details

° Set security controls for the Vehicle record.

° Define which workgroups can access the Vehicle record.

Audit History

° View the history of all changes made to the Vehicle record. Visibility of Audit History depends

on user permissions.

Common Record Functions

Although most data entry operations are specific to the individual data forms and will be described under

the corresponding sections (e.g., Incidents, Activities, Items), some functions are identical for a number of
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data forms, and these will be described only once and then cross-referenced throughout this guide. For
instance, as you proceed through the Case data form, you will notice that procedures for some
operations for cases are identical to the ones that are available for incidents. Whenever this is so, the
Cases section will provide cross-references to the relevant chapters in the Incidents section instead of

the full descriptions of the corresponding operations.

The common record functions/forms include the following:

Recording related contact information (the Contact(s) tab).

° Specifying all involvements of an occurrence (the Involvements tab).
° Reviewing related record’s involvements (the History tab).

° Linking a record to another record (the Links tab).

° Attaching a file to a record (the Attachments tab).

° Setting major record’s control options (the Controls tab).

° Auditing the changes made to a record (the Audit History tab).
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Merging records’ duplicated data (the Merge button).

Display All Records in the Listing Pane

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

2. Todisplay all of the entity’s records in the Listing pane, with no filters applied, click All Records.

Quick View

Saved Views
A H?Records

Access a Saved Record View

1.  Inthe Navigation pane, choose the record entity you intend to work on (e.g., Incidents).
2.  Click Saved Views and select the particular record view that you want to access.
e The record view will now appear in the Listing pane.

Quuick View

Saved Views

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

[F Quick Edit..
& Refresh

Create and Save a New Record View

1.  Inthe Navigation pane, choose the record entity you intend to work with (e.g., Incidents).
2. Inthe view menu, click Quick View.

e The Record Views window will open. This is where you specify the parameters of your record

view.
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3. Click the Add button in the Saved Views section.

4.  Type a name for your customized view in the active Enter View Name field.

5. Customize your desired view starting with the Workgroups section.

e 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.

Specify the Criteria for your view:

o ews -
Saved Views Workgroups
Erter Wiew Name All Worlsgroups
Export Via Email
Worcgroups ABC Open Theft Last Morth [ Administrator - PPM2000 Workgroup - Do not delete
[ Set as default view
Add Cancel ] [ Save ] [ Import View ]
Criteria
Field Name Operator Value
Case Number v] [= v]
@ Mone @ And @ or
@ Mone And or
@ None A or
Order By
[ | O Ascending ] Include Archived Records
@ Descending
Row Nu [Case N |Case N | Status Status |Case [Case |Acces |Access | Org Rollup Org Rol | Attach | Case Category CaseC Lm:lt:_‘l
pil CASE- [ 18031 | 7fb3d0c7-0929-daec | Open (2013 5 Level 5 ] b2bfafca-f21d-4eBe- | Interna | [ E|
2 CASE- | Init621 | 7fh3d0c7-0929-daec | Open |2013 5 Level 5 ] b2bfafea-f21d-4eBe- | Interna | [ 1
3 CASE- | 18022 | 7fh3d0c7-0929-4aec | Open |2013 3 Level 5 ] b2bfafes-f21d-deBe- | Interna | @
4 CASE- | 18032 | 7fh3d0c7-0929-4aec | Open |2013 3 Level 5 ] b2bf4fes-f21d-deBe- | Interna | [
3 CASE- | Init220 | 7fh3d0c7-0929-4aec | Open |2013 3 Level 5 ] b2bf4fes-f21d-deBe- | Interna | [
6 CASE- | 18025 | 7fb3d0c7-0929-4zec | Open |2013 3 Level & ] b2bfdfes-f21d-4ele- | Interna | (@]
7 CASE- | 18031 | 7fb3d0c7-0929-4zec | Open |2013 3 Level & ] b2bfdfes-f21d-4ele- | Interna | (@]
8 CASE- | Init199 | 7fb3d0c7-092%-4zec | Open |2013 5] Level & 0 b2bfdfes-f21d-deBe- | Interna | (@]
4) CASE- | TestC | 7fb3d0c7-092%-4zec | Open 12013 b Level & 0 b2bf4fes-f21d-4eBe- | Interna | [al
Page Resuls 25 Records (4] rege T | o2 [ [ seet | [ vew | [ comcs |

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

narrowing your record view.
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b. Choose an Operator for the field (e.q., equal (=), greater than (>), less than or equal to (<=),

starts with, like).

c. Enter the compared criterion Value. If the Selector button ) is 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 Access Level, you may select an Operator of
equal (=) and a Value of Level 2, in order to restrict your view to only those records with an

Access Level 2.

Note: You may choose any node of the tree as the defining criterion, making your comparison
value as narrow hierarchically as you want. For example, when specifying a Value for the Class
Rollup, you may select any node in the Class Rollup hierarchy, ranging from the broadest
category values, like Criminal, to the narrowest sub-class type values, like Company

Property/Over S1000.

If you choose to select a date field in the Field Name lookup list, you have the option of using a
floating date (e.g., Yesterday), rather than a fixed date to narrow your record view by. The
Floating Date checkbox is only visible once a date field has been selected. For example, if you
want your view to display incident activity that occurred during a floating period of a previous
month, choose Occurred From Date/Time as Field Name, equal (=) as the Operator, and then

check the Floating Date box and select Previous 30 Days as your Value.

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 /ess 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).
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8.  Select either the Ascending or Descending radio button to further define the record order.
e The ascending radio button lists the records according to the chosen Order By field in
alphabetical order, or from lowest number to highest. The descending radio button lists the

records according to the selected Order By field in reverse alphabetical order, or from highest

number to lowest.
9. Include archived records in your record view by checking Include Archived Records.
10. Click the Preview button to generate a list of records meeting your set criteria in the order specified.
e The number of records found will be provided under Page Results.

11. To quickly view a particular record in read-only mode, select the record in the Preview list and click

View.
e A separate window will open with the record details displayed.

12. If you want to save the record view for future use, complete the Saved Views section. Otherwise,

proceed to the next step. Perspective provides three saving options for your newly created view:

e 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.
e 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.

e To save your record view as an XML or TXT file, click Save View As and select the location for

the export. The record will be assigned an automatically generated number.
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13. To return to the Data Forms window and transfer your record view to the Listing pane, click the

Select button.

14. Click on a record in the Listing pane to display it in the Viewing pane.

e If you clicked on a particular record in the Record Views window prior to clicking Select, the

record will be highlighted in the Listing pane and will already be opened in the Viewing pane.

Edlit an Existing Record View

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

2. Expand the Saved Views menu.

3. Select Quick Edit. The Record Views window will open.

4.  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.

e [ts 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.

Quuick View

Saved Views

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

.7 QuickEdit..
3 Refresh

5. Modify the parameters as required. For options, see the Create and Save a New Record View

section in the current chapter.

6. To save the view replacing the parameters previously set, click Save.

To save the modified record view as a new view, complete the Saved Views section, as follows:
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a. Click Add. A pop-up will appear asking you if you want to clear the current view criteria.

b. Click No to save the criteria specified. If you click Yes, the view will be reset to its original

settings.

c. Type a name for your edited view in the active Enter View Name field. This way, when you save

your new view, it will not overwrite the original view.
d. Click Save. Your newly-created record view will now be available in the Saved Views menu.
If you do not want to save the modified view, proceed to the next step.

6. Toreturn to the Data Forms window and transfer your record view to the Listing pane, click the

Select button.
7. Click on a record in the Listing pane to display it in the Viewing pane.

e 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.

@

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 2in
the Saved Views menu to refresh the view of your Listing pane with the new

settings.

Import a View

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

2. Click Quick View in the Navigation pane.
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3. 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.
e Once you import the view, its settings will be displayed.

4.  Optionally, modify the parameters of the newly imported view and/or save them under a new view
name. For editing and saving options, please see the Create and Save a New Record View section
in the current chapter.

5. Click the Select button to transfer your record view to the Listing pane.

6. Click on a record in the Listing pane to display it in the Viewing pane.

e 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.
Email a Record View

1.  Inthe Navigation pane, choose the record entity you intend to work on (e.g., Incidents).
2. Click Quick View in the Navigation pane.

3. Inthe Record Views window, specify the settings of a new record view and save them, as

described above, or select an existing view you want to email in the Saved Views menu.
4.  Click the Export Via Email button.

e A Send Message window will open with your view specifications formatted as an XML

attachment.
5.  Edit the text of the original message, review attachments, and set the message priority, as needed.

6.  Specify the recipient’s email address.
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7. You may type in a recipient’s email address directly into the To and/or CC fields, or import a contact
from Perspective’s database by clicking To and/or CC and selecting a person from the displayed

Entity List.

e The Entity List will be populated with user records that contain an email address with the

Primary Email box checked.

8.  Click Send.

9. Close the Record Views window to return to the Data Forms window.

T— - M
2 Send Mg R [E=EE=

Send Mail
— R — &P To | perspective@gmail.com

= JI=T PR =

Subject | Emailing: Werkgroups ABC Open Theft Last Month.xml

Send | Aftachments Priority | Cut Copy Paste | Spellcheck

Aail Document Edit lail Properties

This email was generated by Perspective with the following file or Tink attachments: -
ABC Open Theft Last month. xm]| i

n

Delete a Record View

1.  Inthe Navigation pane, choose the record entity you intend to work on (e.g., Incidents).
2. Expand the Saved Views menu
3. Click Quick Edit. The Record Views window will open.

4. 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.
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e |ts 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.
5. Click the Delete button.
6. Inthe Delete confirmation box, click Yes.

7. Close the Record Views window to return to the Data Forms window.

Select a Record from the List

If the record database displayed in the Listing pane exceeds three pages, you may consider further

filtering the record list using the following sorting options:

. 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 the ascending and the descending alphanumeric order.

Note: If you are using a Quick View or a Saved View and want to re-sort your records list, you must

use the Order By and Ascending/Descending options available in the Record Views window.

. If you know a part of the name or number of the required record(s), enter a string of alphanumeric
characters in the filter field at the top of the Listing pane. Since this function only filters text in the
record name (e.g., the incident number, person name, vehicle license plate number), the filter string
must correspond to a supposed part of the record number that you require (e.g., INCDOO or 18 for
the record numbers INCD00000187, INCD00100185). To apply the filter, click the checkmark icon

x

¥'|. To remove the filter, click the clear icon | and then the checkmark icon, to view the original list.

. Use the visual cues provided for each record entry to select the record that best suits your needs. In
the Listing pane, records are displayed as either locked from editing -T, unlocked from previous

locking & , or as unaltered '/, the latter meaning that the record has never been locked before. The
number of files attached to a record is displayed in parentheses. The status of the record may be

displayed as either Closed or Open. Drawn from the Controls tab, a record’s Closed status generally
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means that the record has been processed up to a point where no further action is required. By

default, records are created as Open.

Incidents o
INCD KB
INCD-2011-02-00021 lk LLI
(0) Mon-Criminal Open
| INCDDODO000187
¢ (1) Policy Violation Closed
(7] INCDOD00D00186
(3) Mon-Criminal/Security & Safety Syste Closed

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.

Note: 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.

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.

Viewing Pane Toolbar

A Save Saves changes made to a record.

Switches a record into the edit mode. After clicking Edit, select the field

F  Edit

you want to edit and make the necessary change.

% Add Creates a new record from scratch.
¥ Delete Removes an entire record from the database.
5 Lock Bars a record from editing.
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Makes a record available for editing. (This button will only appear if the

i1 Unlock
record is currently locked.)
Prints, displays, or saves the PDF copy of a record in the report form.
After clicking Print, specify which part of the report you would like to
print. On the Report Visibility form, specify which record sections you
= Print would like included in the report and whether you want to download
attachments, and then click OK. Finally, choose to either view a printable
copy of the report (Open) or save a copy of the report to the location of
your choice (Save).
Emails record details. After clicking Send, a new email window will open
Send with general record details included in the body of the message. To
format the message details in plain text rather than the default HTML
Activity, . . . .
=4 ( Y table, click the Format icon. Specify the user or email address you would
Incident, and . . . . .
like the message to be delivered to, review the message details, and click
Case forms onl
V) Send. For further details on operating the Send Message editor, consult
Appendix B: Text Editor Navigation at the end of this guide.
Merges partially duplicate records that correspond to a single physical
s Merge
referent that is an item, a person, an organization, or a vehicle. The
ltems, Persons, .
5 ( function is represented by the Merge Items, Merge Persons, Merge
Organizations, L . . .
]‘ J Organizations, and Merge Vehicles buttons on the respective Viewing
- and Vehicles
- pane toolbars. For details on merging of records, see the Merge Records
=2  forms only) .
section.
U Cancel Switches the record from edit to read-only mode without saving changes.
@ Audit To find out who created the record (Created By) and who last modified it

(Last Modified), click the record’s top shield icon. To access similar
information for one of the record’s entities (e.g., a specific Narrative or an
Involved Person entry), select the appropriate entity in the grid and hover
your mouse over the bottom shield icon. You may also click the icon to

view the information in a pop-up window with added detail.
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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.g., 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.

|ﬂSave { Edit e Add Delete | (7) Lock @l Print [1Send | €3 Cancel

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

Persons  Organizations  Vehicles  ltems

» Add MNew = Edit = Hemove = Goto

Involved Person: 4

L' Linked Person Last Name First Name Initial Involvement Type Date of Birth
Rebarski, Dana Rebarski Dana Reported By Fe

To start editing details inside the record, you have to first put the record into the edit mode by clicking

Editﬂj on the Viewing pane toolbar. Then, to apply changes to a record’s entity (e.g., an Involved
Person), select the entity in the grid and use the functions displayed in the sub-tabbed toolbar. The
following table presents the common functions that are available in all data form types (the rest of the
buttons that you may encounter in a sub-tabbed toolbar will be discussed in sections that describe the

specific entities in detail).

Common Data Form Functions

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

Return) to return to the main record.

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

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

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 component of
Perspective. In order to return the original data form (i.e., Incidents), select the
required component from the Navigation pane. The views of both forms will be

preserved.

Read/View

The Read and View options function similarly to Go To, 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 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.

Seal/Unseal

Removes/restores editing rights from/for an entity.

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

To see the history of incidents in which a particular case-involved person,
organization, vehicle, or item has been involved, select the entity of 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. For further details, see the View All Case’s Involvements

section.
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In a new data form, field with red titles are required to be completed (Figure 3.2.9). If you save the record
before completing all required fields, the system will display a system message requesting completion of
these fields. To see the classification and navigation of the available field types, see Appendix C: Data

Field Types at the end of the guide.

Incident Number Reported Date/Time
08142013 10:50 AM = R X

File Mumber Occumed From Date/Time
0BM4/201310:50 AM 2 E }(

e-Incident Number Occured To Date/Time

A R - .4

Note: Your organization's data forms may contain additional fields, the 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.

Incidents

Create a New Incident Record

Note General Details of the Incident

1.  Click the Add button % in the Viewing pane toolbar.

e 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. Once the report is accepted as a valid Incident record, it is
automatically assigned a new Perspective Incident Number, while its original e-Incident

Number is preserved for cross-referencing purposes.
2. If applicable, input a file or reference number under File Number.

3. Indicate when the incident was reported to supervisors under Reported Date/Time.
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4. Note when the incident began under Occurred From Date/Time and when the incident ended under

Occurred To Date/Time.
e The Incident Duration will automatically be calculated when the record is saved.
5. Identify the incident’s classification using the Class, Category, Subcategory, and Type lookup lists.
e 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.

e Specify where the incident occurred by making selections from the Site, Building, Location, and

Section lookup lists.
e Like the fields in the incident’s classification section, these fields are hierarchical.

6. Identify which business unit the incident affected by selecting options from the Level 1 to Level 4

lookup lists, if applicable.
7.  Type a brief overview of the incident in the Summary box.

e To enter a more detailed description of the incident, outline the sequence of events under the

Narratives tab.
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%2 { New Incidentx9 } ‘G

‘= Save T Edit ‘{,‘JAdd Delete | [5) Lock Print | Send QCanDeI

Involvements Narratives Attachments Links Losses Investigation < Controls F 40
| & Detais |-
Incident Number Reported Date/Time
ADM1-2013-000174 [0anarmatsaam * B X |
File Mumber Occumed From Date/ Time
TH-3012-B | [osramizti2sam * EE X |
e-Incident Number Occured To Date/Time Incident Duration
[0gnazma1zo2PM * G X |
Class Site Level 1
| Criminal v| | Engineering v| |AF'AC v|
Category Building Level 2
| Aszsault v| | Production v| | Corporate Office v|
Subcategory Location Level 3 =
| Injury v| | Internal Components v| | Amazon v|
Type Section Level 4
| Mo Wweapon v| | Circuit Boards v| | v|
Summary
On the above mentioned date and time, the complainant, Kathy Howard, reported to security that during her
lunch break, she was assaulted while in her cubicle.
She was grabbed roughly by her arm, pushed to the floor, and the man fled the building.
Currently, there are no ts in this incident. The only available witness is Sandy Smith, who is seated in
the cubicle section three rows over, and could only say that the ilant was male. | igati i
Follow-up to be completed.
¥ Supplemental Details
¥ Flags L9
4 1 +

Indicate Which Authorities Have Been Notified of the Incident

1. Inthe 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.

2. If another division in your organization has been notified of the incident, check the Reported to

Division box and specify the Division Reported To.
3. 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.

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

m © Resolver Inc. Page 66 of 399



Perspective User’'s Guide Data Forms
< General Involvements Marratives Attachments Links Losses Investigation < Controls LR |
¥ Detais
H Details
Folice File Mumber
Reported to Police |occ131-as |
Division Reported To
Reported to Division | Security v|
-Supervisor Reported To
Reported to Supervisor &, Brown, Joe % *
Follow-up Date
Follow-up Required 08/2%2013 : HE >(
| % Flags
Flag the Incident
1. Inthe Flags section, select each flag’s Status (i.e., Yes, No, or Unknown), depending on whether or

not the flag applies to the incident.

e Examples of flags include Hate Crime, Drugs/Alcohol Involved, and Weapon Involved.

2. Add any applicable notes under Flag Notes.

< General

¥ Details

< Involvements

% Supplemental Details

A Flags

Description

CEELE
Z O I X <

Fag Motes

Workplace Violence

Hate Crime

< Narratives

Suspect Known to Victim

Drugs/Alcohal Involved
DHS

The incident did not invalve violence.
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Status
Mo -

Unknown =

No -
No -
Mo -

< Investigation
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|dentify All Involved Persons

Note General Details of an Involved Person

—_

Select the Involvements tab.
2.  Select the Persons sub-tab.
3.  Click Add New. A pop-up window will open.

4.  Select the involved person’s record from the Linked Person pick list. If a Person record does not

already exist for this individual, use the Quick Add function to create one.

e The First Name and Last Name fields will now automatically populate with the linked person’s
name. Depending on the data available, some additional fields may also populate with
information drawn from the linked person’s record.

5. From the Involvement Type lookup list, choose the appropriate description.

6.  Enter the person’s Initial, Title (e.g., Mr.) and Designation (e.g., Chartered Accountant).

7.  Specify the involved person’s Date of Birth, Gender, and Marital Status.
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8.

0.

10.

11.

12.

13.

14.

&b Add New Record [=/@] = |
OK Cancsl
Linked Person Involvement Type i Losses B
ke 3 it -
* X [ witness —
[[] Interviewed? [T Injured Averted Loss
[] First Aid Administered? [] Person Hospitalized? Total Loss
Total Recovered
Net Loss

View Losses and Recoveries ]

Details

mn

»4 Height Weight Employes Number
& 511" 200 Ibs 38671 Ermpl ?
B = & \ | ployse

Notes
The enly available witness is Jeff Brown, who sits in the cubicle section (ADMIN-77) three rows over from Kathy.

First Name Last Name Initial Title

|Jeﬂ ‘ ‘Erown ‘ |L ‘ | IMr. v|
Date of Birth Designation(s) Gender

|03;o?;15.74 S E K| | | [ale -]
Hair Color Eye Color Marital Status

| Brown v‘ ‘ Brown V‘ | v|

Identify the person’s physical characteristics, including Hair Color, Eye Color, Height, and Weight.

If the person is an employee of your organization, check the Employee? box and enter the Employee

Number.
If the person was interviewed regarding the occurrence, check the Interviewed? box.

If the person received first aid, or was injured or hospitalized as a result of the occurrence, check the

First Aid Administered?, Injured, and/or Person Hospitalized? boxes.
Enter notes about the person’s involvement in the occurrence in the Notes text box.
To add a photo of the involved person to the record, click the Add icon &7 in the image box.

Locate the image file in the browser window and click Open.
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Add the Involved Person’s Clothing Details

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.

&l Click to Add Clothing Details
=

Clothing Type Caolor

Description

Record the Involved Person’s Sustained Injuries

1. Open the 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.

& Click to Add Injury Detsils
el

Injury Cause Severity

Description

4. Repeat for as many injury entities as necessary.
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Flag the Involved Person

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

flag (e.g., Critical, High, Low).

e Flags may include such descriptions, as Trespasser, Violent, Infectious, Escapee, Wanted, etc.

2. Enter comments in the Flag Notes section.

3. Click OK.
=7 Add New Record == =
" 0K | &3 Cancel
% Flags -
D S s s = Flag Motes
[E= rity Jeff Brown is the only witness of the incident |

¥ W Wanted Yes || Critical A
v V' Violent Unknown  + -
\f' T Trespasser Yes || Low -
‘} I Infectious Ne - -
v R Escapee No - - ¥
A A Amed and Dangerous Mo - - £

4.  Asyou click OK, the newly created entity will be displayed in the Involved Persons list, each entity

occupying a single row in the list.

e Todisplay the entity’s general information in the bottom Viewing pane, select the

corresponding row in the list.
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< General | Involvements Marratives Attachments Links Losses Investigation < Controls Audit History -~ 4 )
Persmsl Organizations Vehicles Items -

Involved Person: 1
= Add New = Edit = Remave = GoTo
v Last Name Linked Person First Name Initial Invelvement Type Date of Birth Gender Employee? Interviewed?  Person Loss?  Notes
Brown Jeff L wiitness 030711974  Male ) = The only availab
4 n | 3
- Title First Name Initial Last Name Involvement Tvoe
Mr. Jeff L Brown Wiitness
Date of Bith Gender Marital Status Designation(s)
37n974 Male
Hair Color Eye Color
Injuries: 0
Brown Brown
Clothing: 1

gl

The only available witness is Jeff Brown, who sits in the cubicle section
(ADMIN-77) three rows aver from Kathy.

Add Losses and Recoveries Associated with an Involved Entity

1. Before you continue with entering losses or reviewing their summary, make sure that you saved the

involved entity’s sub-record by clicking OK and that you saved the Incident record by clicking Save.

This will update the calculations the system stores on the previously recorded losses.

2. Double-click the involved entity in the list that you want to associate a loss with (e.g., the Jeff

Brown’s Person record).

e Inthe Associated Losses section in the top right corner you will see the summary of the losses

previously associated with the open entity, including a summary of the entity’s recovery

(Exposure and Averted Loss), Total Loss, Total Recovered loss, and Net Loss.
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Exposure
Averted Loss
Total Loss

Total Recovered

Net Loss

View Losses and Recoveries

3. Toreview the details of the losses associated with the entity, click on the View Losses and

Recoveries button under the Losses Associated To summary grid.

e 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 incurred, and the relevant

value of the loss.

Losses Associated To: Brown, Jeff - _- u
[S—— e e—
oK Close Add Loss Add No Impact Edit Remove
Date Type Methodi/Status/Cause Loss Recovery Mo Impact
""""" O ireet £ 3007007 USH
081472013 Recovered £ 50.00 USD
il |

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

e To add aloss that has occurred, click Add Loss.

e To add a loss that has occurred and has been recovered, click Add Recovery.
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e To add a potential exposure loss or an averted loss that is associated with the involved entity,

click Add No Impact.

5. 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 and View Their Summary section.

6. Click OK.

e Once the changes are saved, the recorded loss data will populate the relevant columns of the

Losses Associated To grid.

7. 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 see updated summary calculations in the Associated

Losses section of the subform:

Exposure: The total value of the Exposure No Impact loss associated with the involved entity.

e Averted Loss: The total value of the Averted No Impact loss associated with the involved entity.
o Total Loss: The total value of the Loss amounts associated with the involved entity.

o Total Recovered: The total value of the Recovery loss associated with the involved entity.

e Net Loss: The value determined by subtracting the Total Recovery amount from the Total Loss.
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| Losses Associated Tos Brown,Jeff -
0K Closs  Addloss | AddRecovey | AddNelmpact  Edit  Remove
Date Type Wethod/Status/Cause Loss Recovery No Impact
V42013 irec § 730000 USH
01472013 | Recoversd S 5000 USD

Bposure s 000

Averted Loss s 000

Total Loss. § 300.00

Total Recovered § 5000

Net Loss $ 25000

View Losses and Recoveries

8.  Click OK on the main involved entity’s subform.
e 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.

9. Click Save to synchronize the recorded data across the Perspective’s components.
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Person Loss?

Identify All Involved Organizations

Note General Details of an Involved Organization

1.  Select the Involvements tab.
2. Select the Organizations sub-tab.
3.  Click Add New. A pop-up window will open.

4.  Select the involved organization’s record from the Linked Organization pick list. If an Organization

record does not already exist, use the Quick Add function to create one.

e The Organization Name field will now automatically populate with the linked organization’s
name. Depending on the data available, some additional fields may also populate with

information drawn from the linked Organization record.

5. Specify how the organization became involved in the occurrence by selecting a description from the

Involvement Type lookup list.

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

field.
7.  Select an Organization Type from the lookup list.

8.  Specify the means by which the organization has been notified of the occurrence in the Notified By

lookup list.

9. 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.
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=5 Add New Record o | E |
oK Cancel |
Linked Organization Organization Name Involvemert Type A jated Losses | —
J_i Metropolitan Police % X Metropolitan Police Service Responding ServicelAgency - Tomre
Organization Number Organization Type Averted Loss
C-9870-D Municipal Agency -
el Total Loss
N Motified By Reference Mumber
' momm‘ ' Control Center ~| |H-3870 jladlcorasd
Police Net Loss L
\rﬂ " ;/ Contact Person Contact Phone 3
1 “Bewices _ J_i Armando, Luis % X 780 555 0123 ‘iiew Losses And Recoveries
Comments
Responding Officer: James T. Dole, Badge 445 -

10. Select the name of the organization’s primary contact from the Contact Person pick list. If a Person

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

11. Enter the contact person’s phone number under Contact Phone. Ensure that you use a consistent

format when entering phone numbers.
12. Enter notes in the Comments box.
13. To add the organization’s logo to the record, click the Add icon &+ in the image box.

14. Locate the image file in the browser window and click Open.
Note an Action Request Sent to the Involved Organization

1. Open the Click to Add Request Details link.

2. Choose the appropriate description for the requested action from the Request Type lookup list.
3. If thereis a tracking or other ID number, enter it in the Reference 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. If 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. Add any necessary Notes.
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2 Click To Add Request Details

= i

Request Type Tracking Mumber

Request Assigned To Person

= % X

MNotes

Log the Involved Organization’s Response to the Incident

1.  Open the 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. If 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 Notified By Person.

4.  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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10.

e Click To Add Response Details

C L
Called Date/Time: Responding Person

. cmEX |4 g K

Anived Date/Time Notified By Person

. cEX |2 & X
Cleared Date/Time

e TEX

Calculste Time Respanse Nates
Response Time: 0 Hrs. O Min.
Time On Site: 0 Hrs. 0 Min.

As you click OK, the newly created entity will be displayed in the Involved Organizations list, 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.

© Genersl O Involvements  Mamatives  Atschments ¢ Links ¢ Losses  Investigation ¢ Controls  Audit History
Persons  Organizations  Vehicles  ftems
Involved Organizations: 2

» AddMNew = Edt = Bemove = Goto

Linked Organization Organization Name  Involvement Type  Organization Number  Organization Type | Notified By Comments Organization Loss?
Cape Breton Regional Police Cape Breton Regiona.. Responding Servic Municipal Agency  Investigator ~
Metrapolitan Police Service  Meirapolitan Police S Responding Servic.. C-S870-D Municipal Agency  Control Cener  Responding Offi.. r
— Orgarization Name Contact Phone Resporses: 0
Metropolitan Police Service | | 780 555 0123
Request: 0
. Reference Number Orgarnization Number
| Metropolitan’ , H-sE70 C-9870D
Police Organization Type Invalvement Type
Services Municipal Agency Responding Service/Agency
) : Netfied By Cortact Person
Control Center Armando, Luis

0 -

Add Losses and Recoveries Associated with the Involved Organization

Complete the operation, as described in the Add Losses and Recoveries Associated with an Involved

Entity sub-section in the Identify All Involved Persons section.

Document All Involved Vehicles

Note General Details of an Involved Vehicle

1.

2.

Select the Involvements tab.

Select the Vehicles sub-tab.
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3.

10.

11.

12.

13.

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

Select the involved vehicle from the Linked Vehicle pick list. If a Vehicle record does not already

exist, use the Quick Add function to create one.
e The License Plate field will now automatically populate with the linked vehicle’s license plate
number. Depending on the data available, some additional fields may also populate with

information drawn from the linked vehicle’s record.

Indicate how the vehicle became involved in the occurrence by selecting a description from the

Involvement Type lookup list.

Select the most appropriate description of the vehicle’s current status from the Disposition lookup

list (e.g., Seized, Stolen, Released to Owner).

Specify the vehicle’s Year, Make, Model, Style, and Color. Your selection in the Model field will

depend on the value recorded in the Make field.

If known, enter the vehicle’s VIN and approximate Vehicle Value.

If the vehicle belongs to your organization, check the Company Vehicle? box.

If known, indicate where the vehicle’s license plate is registered in the Country and State/Province

fields.

If the vehicle’s driver was identified, check the Driver Identified box. Then, select the driver's name
from the Vehicle Driver pick list. If a Person record does not already exist for the individual, use the
Quick Add function to create one.

Enter any applicable notes under Comments.

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

15. Click OK.
il M
&b Add New Record == [
0K Cancel
-
Linked Vehicle License Plate Involvement Type i Losses | F
&, UDKsEs g0 K| [uDKess Suspect s Eposre
Disposition ‘fear
Towed/Impounded hd 2008 Averted Loss
Total Lo
Make Style & Loss
Honda - 4 Door Sedan - Total Recovered
Model Color Net Loss E
Ridgeline - Red -
VIN Vehicle Vi iew Losses And Recoveries
icle Value
[l Company Vehicle? 4L UKPI22222M33333 $ 40,000.00 USD
Country
Canada - [ Driver Identified
State'\Province Vehicle Driver 4
Alberta - -_a Brown. Rosie % )(
Comments
Abandoned on premises. Stolen items found inside | -
~ A

16. As you click OK, the newly created entity will be displayed in the Involved Vehicles list, 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.
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< General < Involvements Marratives Aftachments @ Links & Loszes Investigation < Controls Audit Histary 4
Persons  Organizations  Vehicles  ltems

Involved Vehicles: 1

= AddNew = Edit = Remove = Goto

Linked Vehicle License Plate  Involvement Type  Year Make/Model  Vehicle Loss? Comments

EUDKBBS— Honda/Ridgeline LUDKEES Indirectly Involved 2007 Honda/Ridgeline v Abandoned on premises. Stolen items_

License Plate Style

LIDKEES 4 Door \wagon

Year Disposition

2007 Towed/Impounded
Involvement Type Calor

Indirectly Invelved Red

VIN Vehicle Value
4LUKPI2222220333333 $ 40,000.00 USD

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

Add Losses and Recoveries Associated with the Involved Vehicle

Complete the operation, as described in the Add Losses and Recoveries Associated with an Involved

Entity sub-section in the Identify All Involved Persons section.

|[dentify All Involved Items

Note General Details of an Involved [tem

=

Select the Involvements tab.
2.  Select the Items sub-tab.
3. Click Add New. A pop-up window will open.

4.  Select the involved item’s name from the Linked Item pick list. If an Item record does not already

exist, use the Quick Add function to create one.
e The Item Name field will now automatically populate with the linked item’s name. Depending on
the data available, some additional fields may also populate with information drawn from the

linked item’s record.

5. If known, enter the serial or ID number of the item in the Serial Number field.

m © Resolver Inc. Page 82 of 399



Perspective User’'s Guide Data Forms

6.

10.

11.

12.

13.

Select the most appropriate description of the item’s current status from the Disposition lookup list

(e.g., Seized as Evidence, Destroyed, Returned to Owner).

b Add New Record SHACH X
oK Cancel

Lnksd em tem Name e Fasaes | &
) Laptop Computer 59 2| Laptop Computer T

o Sera Number ot Lom
XTP-4005
Total Loss
Dispostion
Seized As Evidence v | Total Recovered
L F | tem Value Net Loss
'd s 2,135.00 USD

[ temis Evidence?

ltem Category ltem Make

.

View Losses And Recoveries

Corporate Property - Dell -
tem Type tem Model

Laptop - Inspiran E1705 -
[ O