



ELECTRONIC FINGERPRINT SUBMISSIONS

(EFTS)

Electronic Fingerprint Submissions are located in under Ident located on your main tool bar.

In this area you can:

· Manually Send Booking

· Check EFTS Events

· Check Outstanding Transaction

· Find Transaction Errors

Manually Send a Booking

The only time you can manually send a booking is when it has been rejected, then fixed.

To manually send a booking:

· Select Manually Send a Booking

· Enter the booking number you wish to send

· Clear the booking out of the transaction errors

· Hit retrieve

· Select reason – either correct data or correct image

· Hit submit

Check EFTS Events

This is used when you know you should have received a secure services rap but did not.  It will tell you when the rap was sent or if the transaction was rejected and why.

· Select EFTS events

· Enter the booking number you are inquiring about

· Hit retrieve

If your submission was answered and you do not have a rap, then you need to call DCJS @ 1-800-262-4515 and ask them to resend the rap.  If you still do not get a rap, then you need to run one through secure services.  (See procedure for secure services).

If your submission was rejected, then you need to correct the reason it was rejected and then manually send the booking.

Check Outstanding Transaction

This is where your booking will be until it is answered.

Check Transaction Errors

For the docket clerk, this is where you will look every morning to find your fingerprint rejections, and the people who were lying about their name.  The two transactions the technicians are concerned with are:

· Inconsistent Response

· Error Response

Inconsistent Response

There are two inconsistent responses

· Mismatch

· Conflict

Mismatch is when you have sent a set of fingerprints to DCJS with a NYSID#, but DCJS is assigning that MoRIS# a new NYSID#.  (Usually the NYSID# that was sent is sealed and you would just need to change the assign keys to reflect the correct NYSID#).

Conflict is when you have sent a set of fingerprints to DCJS and they have identified the NYSID number belonging to a different MoRis#.  (See procedure for un-verifying and re-verifying when this happens).

Transaction Errors

This is where you will find a transaction that was rejected from DCJS for whatever reason or rejected by the computer for whatever reason.

Reasons for rejections fall into two categories.

· Image Quality

· Incorrect Data

Image Quality

Fingerprints are rejected for image quality usually for the following reasons:

· Fingerprints to dark or to light.

· Fingerprints printed out of order. (Sequence error)

· Fingerprints smudged, or there is slippage.

· Poor prints

· Fingers not rolled nail to nail.

· Fingers not rolled past first knuckle.

· MIXED ID
Mixed ID:  This is extremely important.  DCJS will reject prints for mixed ID when a person is lying about their name.  DCJS will not answer the submission until the person has been re-fingerprinted.  It is important to get this done immediately.  Once the person is re-fingerprinted the booking will have to be manually resent.
In every above case, you must try to get the person re-fingerprinted either by booking or by the ID Technicians when they go to court.  When the person is re-fingerprinted, you will then have to manually send the booking.  

Incorrect Data

These errors are rejected by the computer and not DCJS.  The following are the most common data errors and the solution to correct them.

Invalid Charge:  Most of these are actually charges, but DCJS does not recognize them as charge, they consist of local laws and county laws.  In this case, the easiest way to correct it is:

· In a multi-incident:  highlight the incident that contains either the local law or county law, and under arrest type, select bench warrant and then hit modify to accept the changes.  Then you would manually send the booking.

· In a single incident booking where a person is charged with a local law or county law, but is also charged with a fingerprintable offense, you would need to delete the local law or county law.  To do this, highlight the incident and under the incident offenses box, you will find the other charge.  Highlight the charge you want to delete and hit the delete key.  Click onto modify to accept the changes.  Manually resend the booking, and once you know that DCJS has accepted the submission, you need to go back into the booking and add the charge.

The other invalid charges are the expired laws.  To correct an expired law, you need to highlight the incident, and under the incident offenses box, highlight the charges until you find the expired law.  Once you have found the expired law, you need to change it to a valid law.  To do this, you need to deselect the charge you highlighted, enter the charge as if you were going to add another charge.  Enter the correct charge and hit the add key.  Highlight the expired law and hit the delete key.  Click onto the modify key to accept the changes and then manually resend the booking.

Invalid Suffix:  This is an error when entering the name instead of putting Jr. or Sr. in the box listed as suffix a person will enter the arrestee’s middle initial.  To fix this, clear out the suffix box in the booking and you will more than likely need to take it out of the master info.  The only way to change any of the master information, you need to go through the assign keys.

Duplicate Arrest:  This is done when a person has been fingerprinted twice in the same day for the exact same reason and charges - usually takes place with the towns and booking.  Towns will process the prisoner and then take them to booking, where they are processed again.  To fix this, you need to send a supplement, deleting one of the bookings.  The problem with this is that if the person is still in custody, you need to delete your booking and not theirs, due to the fact that we do not have the ability to change a custody status.

Prior event:  This happens when fingerprints are templated from one booking to another with the exact information, but one transmission went as an inquiry and the other booking was transmitted as an arrest.  In this case, if you have an inquiry booking that should be sent as an arrest, the person needs to be re-fingerprinted into a new booking and then that booking needs to be deleted.

Not an Arresting Agency:  This is when U of R, parole, or probation is listed on the incident page as the arresting agency or arresting officer.  Even though as far as we are concerned, parole officers and probations officers have the power to arrest, DCJS does not.  To correct this, change them to ROC with 999 as an IBM#.  Hit modify, then manually resend the booking.

Equipment Transmission Problem:  This is when for some reason, DCJS is having a problem receiving the transaction.  To fix this, you can try to manually resend the booking, but if that doesn’t work, then you will have to template the booking.

FBI# Invalid:  This usually happens when an FBI# has been sealed, yet we still have it as valid.  To correct this, you have to go through the assign keys and change or delete the FBI#.  Then manually resend the booking.

Reason Fingerprinted Invalid and/or Missing:  These are usually the same as invalid charges, so just follow the same procedures for that.

Subject Must be 13 Years or Older:  This happens because the crime date makes the person 13 years old.  To fix this, all you have to do is correct the crime date.  Usually someone has entered an incorrect date.  If in fact the crime date is correct and the person was 13 at the time of the crime, then the person should not have been booked as an adult.  The booking needs to be templated to a juvenile record.

Age Discrepancy – this happens when a person is fingerprinted into a booking that was prior to his birthday.  Call DCJS 1-800-262-4515 and they can grab the information and correct it. 

Valid JD or JO Charge Missing:  This happens when the booking was entered, the box was checked as Juvenile Offender.  To fix this, just click onto the box to take it out.  Then manually resend the booking.

Card Misaligned on Scanner:  This happens when the card was not placed properly on the scanner.  To fix this, you need to rescan the card properly.  Then manually resend the booking.

Assign Keys

Assign keys is the only place where you can:

· Change the Master Information – name and DOB

· Either change or add NYSID#, FBI# or ROC.

To change assign keys:

· Under Ident, select Assign Keys

· Enter MoRIS# you wish to make the changes on

· Make the necessary change by clicking onto the area you want to change, make the change, and then hit modify

· To change any of the number keys, click onto the key you want to change – example NYSID#, enter the new NYSID# and hit modify.

You always have to hit the modify key, no matter what kind of change you are making.  If you do not click onto the modify key, then any changes you made will not be implemented.

You cannot assign keys to a MoRIS# that has only sealed bookings.

Deleting a Booking in MoRIS

Most deleted bookings are duplicate entries, however, there are some occasions when we delete a booking because the person is no longer being charged.  To delete a booking, just do the following:

Under the Ident, select delete/undelete record

Enter the booking number you wish to delete

Type in the reason for the deletion of the booking

Then click on the delete-booking tab

The only time we would delete by MoRIS# is when it was a JO and the case was transferred to Family Court.

When deleting a booking because the original booking was sent as an inquiry and you need to send the event as an arrest, for the reason you would put:

Templated from booking number# (enter booking number) to be sent as an 

arrest submission.

When deleting a booking because it was a duplicate entry, for the reason you would put:


Duplicate from booking# (enter the booking that it was a duplicate from).

When deleting a booking because the person is no longer being charged, you need to have a copy of the Investigative Action Report, scan that into the booking and then delete the booking for the reason, you would put:


Person no longer being charged, see IA for details.

Un-Verify and Re-Verify

Incidents when we would un-verify a booking are:

· Person has lied about their name and have a MoRIS# under their real name.

· Person was put in wrong MoRIS# by error and needs to be put into correct MoRIS#.

· Person has two MoRIS#’s.

When a person has lied about their name and is found to be someone else with an existing MoRIS#, do the following:

· Under Ident, select un-verify booking

· Enter the booking number you wish to un-verify

· Hit retrieve

· Enter reason you are un-verifying

Example:  rn John Doe  MoRIS#222222

· Click on to un-verify

· It will ask you if you wish to verify the booking, you would select yes

· Enter the correct MoRIS#

· On the bottom of the page, enter your IBM# as person who verified the record

· Click onto done

When a person was mistakenly entered under the wrong MoRIS# and has an existing MoRIS#, repeat the above steps, except for reason, put entered into wrong MoRIS#.

If the person who you are un-verifying is new to MoRIS, then you would do the following:

· Instead of entering a MoRIS#, you would go to the next step of putting in your IBM# as person who verified the booking

· Click onto done

· Then the computer will auto-assign a MoRIS#

· Write that MoRIS# down and then retrieve the folder from the Teletype Room

Keep in mind that any time a MoRIS# has been changed, you need to send City Court an IDENT-copy of the PDR with the correct changes.

IF THE BOOKING YOU ARE UN-VERIFYING IS THE ONLY BOOKING FOR THAT MORIS#, BEFORE YOU UN-VERIFY, YOU NEED TO CLEAN OUT THE ASSIGN KEYS, SUCH AS NYSID# AND FBI#.  IF YOU DON’T, YOU WILL NEVER BE ABLE TO ASSIGN THAT NYSID# TO THE OTHER MORIS# THAT SHOULD HAVE IT.

IDENTS FOR CITY COURT

City Court needs to be notified anytime there is a change to a PDR, such as name and DOB, and anytime there is a change to a MoRIS#.

To make an IDENT for City Court, you would do the following:

· Print a copy of the PDR you need to change

· Make the necessary changes on that PDR and the original

· Give a copy of the corrected PDR to City Court

City Court uses the IDENT to update their records.

TRANSFERRING JUVENILE OFFENDERS TO JUVENILE DELINQUENTS

How to transfer a juvenile offender to a juvenile delinquent:

1. Search by MoRIS#

2. Highlight the booking

3. Make sure that the box marked juvenile offender has been checked

4. Under the booking tab, select convert JO to JD

5. This will transfer everything over, including the booking number

6. Enter the JCR number if you have one

7. Mark on the folder that it was transferred to Family Court, along with the booking number and associated JCR#

8. Give everything out of the folder to the Juvenile Clerk

9. Delete the MoRIS#

10. For reason, put converted to JCR# ________

REPORTABLE PLEA DOWNS

CHARGED WITH DWI AND THE PLEA DOWN TO DWAI

CHARGE WITH PROSTITUTION OR PATRONIZING A PROSTITUTE AND PLEA DOWN TO LOITERING FOR THE PURPOSE OF PROSTITUTION

CHARGE WITH JUST A MARIJUANA CHARGE AND PLEA DOWN TO UPM

RECORD IS TO REMAIN OPEN FOR 3 YEARS

ALSO, YOU WOULD REPORT ANY PLEA DOWNS WHERE THE JUDGE HAS ORDERED THAT THE RECORD IS TO REMAIN OPEN


