
CREATING CALLS IN CAD
HOW TO PROPERLY CREATE A CALL FOR SERVICE, USING THE ADD CALL FEATURE 

The purpose of this guide is to help dispatchers know the correct use of the Add-Call table in Summit and what is intended to go into each field. When creating a call, it is important to make sure any information that is entered is accurate since this becomes the basis for a related LAW, EMS, or FIRE incident.  This then becomes the long-term record of the incident as well as the basis from which most statistical information is derived. 
In most cases, when a dispatcher receives a complaint, it needs to be entered as a case in CAD. Once a case is entered and accepted, the associated record in the LAW, FIRE, or EMS table is created, based on the information entered.  It is therefore important that the Add-Call entry be complete, accurate and done in a timely manner.
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What follows is a brief explanation of each field in the Add-Call window and what should be entered in each field.  There is also an explanation of what goes into the Complainant Field, and the Contact field and when each is, or isn’t used. Each numbered field is based on the number of the field obtained when using the `spacebar' or F2 option in numbering the fields in the Spillman.  The Look-Up feature will work for many fields in the Add-Call window - use the F2 key or click on the drop down arrow to bring up a list of options for these fields.

1. Call: The Active Call number. This number is system generated and is used to identify the call while it is active in CAD.  Numbers are assigned sequentially and reset each day at midnight. 

2. Nature: The nature of the call is selected from a list of available options.  It is the best judgement of the dispatcher when the call is received and is not changed.  The Officer will assign the appropriate code for the incident in the Law Incident Table.  The list of available natures is broadly written and the selection should be based on the most significant aspect of the incident reported.  (THIS IS WHAT IT COMES IN AS AND DOES NOT CHANGE IF FOUND TO BE SOMETHING ELSE> THE TROOPER CODES OUT WHAT THE ACTUAL NATURE WAS FOUND TO BE)
3.Type: The type of call determines what sort of related incident is created.  The primary types are l (Law), f (Fire), and e (EMS).  The call type field is preselected based on the Nature of call.  Call types can be changed or combined as needed.  For example, LE can be entered to create both a Law Incident and an EMS incident at the same time.
Additionally, calls may be classified as types m (Miscellaneous) or i (information).  These two call types do not create associated incidents, but can be used to document activity or other notifications.  

Miscellaneous calls do generate an active call, which needs to be assigned to a unit in order to close out the call.  An officer would be dispatched & completed from the call, but there is no related Law Incident.

An information type call will not generate an active call.  It only creates a call record in the system.  The call will be listed under the complainant’s involvements.  
A final type of call – A – is used for Alarms that are entered using the cdalarm table.  (see #48 below)
4. Priority:  The priority of the call is system generated, and is based on the Nature of call.  Individual agencies can make their own policies on how much to rely on the system generated call priorities.
5 & 6. Address and City of the Incident:  Enter the address of the incident as specifically as possible.  If a GEOBASE location is recognized, the appropriate town will be entered in the City field.  The colon (:) that appears after the Address label will change to a check mark (() when the system recognized a valid GEOBASE address.

If an address is not recognized by GEOBASE, it can still be entered.  A pop-up window will appear saying that the address could not be found and asking if it should be used anyway.  If an address is selected in this manner, the city field will not fill in automatically.  Select a town from the look-up list.  You should be guided by the Address Entry Procedure, when using a non-recognized location.
8. Location:  This field is not labeled.  If a GEOBASE recognized address is selected, this field will provide cross-reference information about the specific address.  It is system generated and cannot be changed.

10, 12, 14. Zones:  The zone fields correspond to the LAW, FIRE, and EMS tables.  The call type selected (see # 3) determines which zones are required to be entered.  Each agency has a distinctive zone, and the zone selected determines the responsible agency for the associated incident.

Once an add-call has been accepted, the zone and therefore the responsible agency, can be changed.  However, changing the zone will not change the associated case number on the related incident.
16-33. Complainant Information:  This is the complainant's name information and should always be filled in by dispatch when applicable. In some instances, the officer may find out more at the complaint and add it later to their report in the law table. If a name from the Names table is used, check to see that the information is as accurate and complete as possible  (NO P.O. Boxes for addresses!)  
PLEASE NOTE  - - Below is a direct quote from the Procedures specified by the VIBRS Board and examples.

There are sometimes when the Complainant Field in the Add Call Screen should be left blank. For example, when the officer is reporting the crime, as in a DWI resulting from a traffic stop. Or when the complainant is a business that makes numerous calls for service. An example of this would be a store which calls in a lot of shoplifters or bad checks. In this instance, the Complainant field should be left blank. The contact is the person who actually called and the Victim is listed as an Involvement.

Another situation that was mentioned for leaving the complainant field blank was when entering 911 hang-up calls.  While it may seem appropriate to use the homeowner’s information (as provided by 911) as the complainant, this is not correct.  Depending on the findings of the responders, the homeowner would be added to the case involvements as a victim or person of interest, but they are NOT the complainant on the call (unless they were the one that called and hung up). 
34. Contact:  This is a free text field to further specify who the contact for a call is.  In cases where the Complainant field is left blank, it is important to use the contact field.  It may also be used to specify an alternate phone number, or certain times when the complainant is not available.  
35. Telephone:  This is a preformatted field used to note the phone number of the contact, especially if it is different from the one in the Complainant field.  Cell phones or work numbers, can be noted here. 
36. Address:  An alternative address or description of the location for the complainant can be added here.  It is a free form, non-geobased field. 
37 & 38. L Plate & State:  A vehicle registration can be noted here for cases that involve a specific motor vehicle.  It is a free text field, and does not link to the CAD vehicle table.

39. Info:  The info field is a free text field in which the dispatcher records the details of the call.  The field can be expanded by using the EDITOR button on the right side of the field.  Dispatchers should put as much detail as possible into the information field.  Additionally, the info field is appended with Call Comments that are added as an incident evolves.  The Info field should NEVER be left blank.

40 – 46.  Call History information:
The most common objection to leaving the complainant field blank was that it was necessary to keep track of previous incidents at a specific location.  Below are instructions for quickly finding that information from the dispatcher's add-call screen.

In the Add Call screen, once an address is entered for the incident, you will notice that numbers appear in some of the fields below the Info field.  Move your mouse to one of these fields, and type in “CTRL+E” to see the specific history for the current call.

40. Calls:
Calls shows the number of previous calls associated with the address entered for the current call. 
41. Dupl:
The Dupl field indicates recent calls that match the nature and location of the one being entered.  It is designed to alert dispatchers to the possibility of creating a duplicate call.

42. Names:
This field will provide a list of names, from the names table, that are associated with the address of the current call.

43. W/ Alrts:
This field indicates the number of name records associated with the address that have Alert codes attached to them.

44. Wants:
Wants will indicate the number of active or inactive wanted people that are listed as being associated with the listed address.

45. Prem:
This shows Premises involvements for the given address


46. Adr:
The Adr field shows the number of alerts for a given address.

Using CTRL+E to look this information up from the Add Call screen quickly provides detailed information about the incident being entered, without relying on the complainant field.  You will actually get better information, faster, then you would by searching for complainants in the names table.

47. Determ:
This field is not currently used by VSP.
49. Alarm:
This field is used to enter call information from the CDALARM table.  This field is accessible when the call type is changed to A.  The Alarm Number from the CDALARM table is entered here, and most of the Add Call fields will be completed.  Calls entered this way will show the business name as the complainant – this is the only instance where a Business or organization would be listed as the complainant.
50. How Rcvd:  This field defaults to Telephone, but may be changed if appropriate.

52. Received by:  The name of the Spillman user that is logged in and creating the call.

53: Hold until:  This field is initially blank.  If a time/date in the future is entered, the call will not appear on the CAD screen until the time indicated.  While there are situations that warrant this, care should be used to make sure that an active call is not hidden or missed because of this.  Any call placed On Hold should have specific justification in the Info field.

54 – 56.  Occurred & Reported times:  These times will be pre-entered based on the time the Add Call window was opened.  They can be changed as appropriate.


