Mobile Capture & Reporting System (MCR)

Agency Configuration Instructions

Agency Name:______________________________________________________________
In order to set up your Agency within MCR we need several pieces of information and answers to several questions.  Please read the following instruction and complete the attached forms.

If you have any questions please call the MCR Support Team at 217-558-2899.  Also, if you are able to provide any of the required information in an electronic form give us a call.

User Information

We need to provide information relating to each of the individuals that require access to MCR.  This includes the officers who will be creating reports, supervisors who will be reviewing and approving reports, and any administrative staff that may be using MCR to access reports.

On the top of the form you have the opportunity to indicate a District where these Users are geographically located.  If your Agency does not have Districts, leave the District blank.

There is also a Group Name on the top of the form.  This allows you to logically group Users as appropriate.  For example, if your Officers are divided into Platoons or Shifts, please fill out a separate form for each group.  It would also be helpful to detail the administrative staff on a separate sheet.

User ID - is typically setup as ones IWIN user id.  The User ID has a maximum length of twelve (12) characters and may include alphabetic and/or numeric characters.

Name- standard name.

Title / Rank – please indicate whether the person is for example an Officer, Sergeant, Master Sergeant, Clerk, etc.

ID / PID – this is where you indicate the User’s officer number or badge number.  This field must to contain a numeric value.

Phone Number – standard phone number in (XXX) XXX-XXXX format.

Email Address – standard email address.

Please define this information using Attachment A – User Definition.
Towing Information
We need to provide information relating to the various towing companies and tow yards that are utilized within your territory.  This information will be utilized by your officers during the entry of a crash report and allow them to pick the appropriate value from a list, thus saving them time.
On the top of the form you have the opportunity to indicate a District where the towing companies are geographically located.  If your Agency does not have Districts, leave the District blank.

Please define this information using Attachment B – Tow By Definition and Attachment C – Tow To Definition.
Hospital / EMS Information
We need to provide information relating to the various EMS and hospitals that are utilized within your territory.  This information will be utilized by your officers during the entry of a crash report and allow them to pick the appropriate value from a list, thus saving them time.
On the top of the form you have the opportunity to indicate a District where the hospitals and EMS agencies are geographically located.  If your Agency does not have Districts, leave the District blank.

Please define this information using Attachment D – Hospital Definition and Attachment E – EMS Definition.
Local Ordinance for Citations
Within MCR is the ability to write Citations against the standard state ordinances.  However, a particular Agency may also write Citations against their own local ordinances as well as against the state ordinances.

Does your Agency want to utilize Local Ordinances?
YES ______
NO _______

If YES, we need you to provide information detailing your local ordinances.  This information will be utilized by your officers during the entry of a crash report and allow them to pick the appropriate value from a list, thus saving them time.
Please define this information using Attachment F – Local Ordinance Definition.
Agency Report Number Formatting
MCR has the ability to capture your Agency’s Report Number.  If you use a standard format this can be defined within MCR to automatically format the number appropriately.

For example, if your format is YY-NNNNN where the YY is the two (2) digit Year and the YYYY is a sequential number, entering 04123 would be formatted as 04-00123.

How is your Agency Report Number formatted?
______________________________

Use of Attachments
MCR has the ability to allow officers to electronically link documents to a report as an Attachment.  For example, Microsoft Word could be used to author an extended narrative for a Crash Report and then be linked to the report.  This attachment would be maintained with the normal crash data and be available to everyone when viewing this report.

Do you want to low the use of Attachments?
YES ____
NO ____

If YES, please list the allowable attachment types, such as DOC, TXT, etc., below

_____________________________________________________________________

Supervisory Review of Reports
MCR has the ability to allow supervisors that review reports to either have ReadOnly or Update access to the report during that review.  ReadOnly access would dictate that all modifications to a report will have to be made by the original Officer.

In a ReadOnly mode, if a supervisor felt that a report needed to be changed, it would have to be Rejected back to the officer for correction.

In an Update mode, the supervisor would be able to modify the report as needed prior to the approval.  In this mode, the supervisor would have the ability to change any piece of data, it is not field specific.

What access should Supervisors have?
ReadOnly ____
Update _____
Purging Review / Approval Comments
When a report goes through the review, approval, reject process various comments will be provided by the officer and the supervisors.  In some cases these comments may contain sensitive information.

MCR has the ability to either retain or purge these comments when a report receives final approval.

Based on final approval comments should be?
Retained ____
Purged ____
