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● PC reminders
● PC updates
● Troubleshooting common errors
● PC transactions

Overview

Presenter Notes
Presentation Notes
This presentation will be going over some PC Reminders. We will also be going over some updates as we have had a few enhancements since the last time we trained PC. We will go over some common issues with PC that we have seen in the past year or so and what you can do if you ever come across those same issues. Then we will go over the PC transaction itself.
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● Only available in UCJIS
● Em ail on  file  wit h  BCI
● PC & PCQ t r an sact ion s
● Disable  p op - u p  b locker s
● 24  h ou r s  t o  h old  su sp ect

PC Reminders

Presenter Notes
Presentation Notes
Just some reminders with PC:

PC is only available through UCJIS directly, you cannot access PC through your vendor if your agency uses one.
Please make sure that your email is on file with BCI. If you are not receiving emails when you submit a PC or when a PC has been sent back to you or approved/denied, then contact us to make sure we have an email on file with your account.
The transactions for PC are PC & PCQ. If you are an arresting officer, you will have both PC & PCQ. If you are a booking agency or attorney, you will have PCQ. 
Please make sure to have your pop up blockers disabled because your affidavit will open in a new tab. If the pop up blockers are enabled, you won’t see it.
As a general reminder, booking agencies have 24 hours to hold an offender. We’ve gotten calls where users submitted a PC to the court and 15 minutes have passed and they haven’t been approved or denied and they think either the system is broken or that the offender is going to be released. It’s important to submit the PC as soon as possible to utilize that 24 hour window that booking has.
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Updates
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● Public Safety Assessment Data
● Ability to Pay
● Pre- Trial Information check box

PC Updates
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● If no SID is provided, the PC is held in limbo until 
SID is added
○ 7 hours until a SID is added 
○ 2 hours before the PC is going to expire

Public Safety Assessment Data
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● Ability to pay has split from the pre - trial 
information section

Ability to Pay
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● There is now a check box for officers to check if the 
individual refused to answer questions or was unable 
to provide information

Pre - Trial Information Check Box
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Troubleshooting
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Troubleshooting Common PC Errors

What do I do if I send the PC to the wrong jail?

Have the jail send it back to you then you will 
have to start all over and select the correct jail. 
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Troubleshooting Common PC Errors

What do I do with a PC that I made an error on 
and no longer need?

Delete the old PC by pulling it up through the PCQ 
transaction and selecting “Delete Affidavit”
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Troubleshooting Common PC Errors

What do I do if the status of the PC says 
“Will submit to court as soon as possible”?

This just means that it has not connected to the court yet. 
Once it connects, the status will change to “Submitted to 

court”. If it stays in this status for longer than 30 
minutes, contact the Help Desk.
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Troubleshooting Common PC Errors

What do I do if I entered the wrong charges, 
deleted them, entered the correct charges and 

the wrong charges still appear on the PDF?

Copy and paste the information you entered on the PC 
into a word document and start over with a new PC entry
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Troubleshooting Common PC Errors

What options do I have to fix a PC I submitted, 
if I enter the wrong badge number?

If it has been submitted already to the jail, have the jail 
send it back so you can fix it and resubmit.

If it is already submitted to the judge then the incorrect 
badge number cannot be modified on the submitted PC.
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Troubleshooting Common PC Errors

Reminder that the Arresting Officer Information 
section will save what was entered the first time in this 

section. If you make any changes, it will always save 
the most recent updated information.
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Transaction Run 
Through
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Arresting Officer 
View
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Presenter Notes
Presentation Notes
As mentioned a few slides back, the arresting officer information section will save with the information that you first entered and then any update that is added after.
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Presenter Notes
Presentation Notes
If they have a UT DL, if you enter the OLN in the License Number field it will prefill with the offender’s information. You can also prefill with the SSN, but if there is more than one name tied to that SSN, for example: your married name and your maiden name, then it will not prefill.
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Presenter Notes
Presentation Notes
If you have the SID, you will enter the number in the SID field. If you need the SID, you can click the “Run CHQ” button to run the Criminal History. As long as you have access to run CHQ, it will run it for you. It will also log the necessary fields with the audit information (Purpose code, audit reason, etc.)
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PC Arresting Officer View
Click within the line

Presenter Notes
Presentation Notes
Once it is run, it will generate a CHQ tab. It will either list criminal histories that match the offender or it will say “No results”. If there are SIDs attached to the offender, you will be able to open the criminal histories by clicking within the line to verify that that is their RAP sheet. 

In this example, you can tell this is all one RAP sheet because of the SID number. It is listed this way because of different alias’, SSNs, etc. If you ever come across multiple SIDs for the same offender, contact our AFIS section immediately and they will be able to look into this for you.
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PC Arresting Officer View

Presenter Notes
Presentation Notes
Once you click within the line, it will open up the RAP sheet. You will be able to look over the RAP Sheet to verify the information matches the offender. 

You will then copy the SID to add it to the PC.
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Presenter Notes
Presentation Notes
If you copied the SID, you can paste it into the SID section. If you rather do it manually, you can do that as well.
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Public Safety Assessment Data

● If there is no SID, PC can still be submitted to 
Booking

● Booking can hold suspect up to 24 hours 
● If booking sends it to Judge without a SID, it will sit 

in limbo
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Presenter Notes
Presentation Notes
Here, you will enter the information it is asking for. If you can’t get a clear answer or they don’t know the answer, you can check the box affirming that you asked the questions, but the individual refused or was unable to answer.  
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Presenter Notes
Presentation Notes
In the pretrial information, this is where you will add if they have any pending criminal charges, warrants, etc.; who their current employer is, income, dependents, etc.; and community involvement.

If they cannot or refuse to give you information, you will check the box affirming that.
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PC Arresting Officer View

● Reminder that you can add up to 99 charges on a PC
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Presenter Notes
Presentation Notes
You want to make sure you make your PC statement as strong and as informative as possible. Make sure to not include information such as victim names, SSNs, DL numbers, etc.
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Presenter Notes
Presentation Notes
In this slide and the next, you will check the boxes and provide the reason for each box that you check.
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Presenter Notes
Presentation Notes
Once you are done with this section, you will hit save.
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PC Arresting Officer View

Presenter Notes
Presentation Notes
Once you have saved it, you will receive the submission ID just as it is shown in this slide.
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Presenter Notes
Presentation Notes
You will be able to use the PCQ transaction to pull up the PC with the Submission ID. This is the detail screen you will see. In this screen you will be able to edit the affidavit, see who the on call judge is, view the status history, view what the affidavit will look like if you submitted it, delete the affidavit and then you will also be able to refresh the display if you would like to see if the status has changed once it’s been submitted.
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Presenter Notes
Presentation Notes
This is what the affidavit will look like before submitting it to booking
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Presenter Notes
Presentation Notes
Once you submit it to booking, the status will change to Submitted to Booking.
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Presenter Notes
Presentation Notes
You will then be able to view the history of the PC and see when the Officer entry was completed, when it was submitted to booking, when it was viewed by booking and when it was submitted to the court.
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Booking View
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PC Booking View

Presenter Notes
Presentation Notes
Once it is in bookings hands, they will be able to pull it up using the PCQ transaction and searching by PC info or Submission Number. Using the Submission number will always be easiest.
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Presenter Notes
Presentation Notes
Once booking opens the PC, the status will change to “Viewed by Booking”
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Presenter Notes
Presentation Notes
If there are any errors on the PC and the officer needs it back, booking will be able to release it to the LE Officer by selecting “Release to LE officer”. A reason will need to be provided before it can be released.
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Presenter Notes
Presentation Notes
Once that has been provided and released, you will get a response that says “Affidavit Released”
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Presenter Notes
Presentation Notes
In the status history, you will see that it is now back in Officer Entry status and in the comments it provides the reason why it was released back to LE.
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Presenter Notes
Presentation Notes
LE will also receive an email letting them know it was sent back to the arresting agency.
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Presenter Notes
Presentation Notes
If everything looks good, you can submit it to booking. You will need to add the booking case number and booking date. If there is no OTN or SSN provided and booking can provide it, please add it to the appropriate fields. 

In this example, the SID is provided because the arresting agency added it. If there is no SID provided, booking can select run CHQ to check if there is a SID now in the system. Keep in mind that not all booking officers can run CHQ. If they cannot run CHQ, they can check the “Unable to locate SID for Offerender” box or they can follow whatever their policy might be for this. They can also reach out to the arresting officer to see if they have located a SID for the offender yet. Again, this all depends on whatever the booking agency’s policy is.
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Presenter Notes
Presentation Notes
If a PC is submitted without a SID or the box checked, you will receive this error..
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Presenter Notes
Presentation Notes
Once it has been submitted, the status will change to Submitted to court.
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Presenter Notes
Presentation Notes
This is what the affidavit will look like once it has been submitted to the court.
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Presenter Notes
Presentation Notes
If you ever need to retract the affidavit, much like the Release to LE option, you will select Retract Affidavit and provide a reason. You can only retract the affidavit if it hasn’t been viewed by the courts yet. If it’s been opened by the court, then you won’t be able to retract it.
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Presenter Notes
Presentation Notes
Once it has been approved, the status will change to approved and you will now have the option to view and download the Court Order PDF.
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2385

Presenter Notes
Presentation Notes
The arresting officer will receive an email once it has been approved or denied.
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2385
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2385

Presenter Notes
Presentation Notes
Booking will receive a BMSG once it is approved or denied
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Prosecutors
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● Can view PC submissions in any status within county 
of booking location

● All prosecutors should have access, if not contact BCI
● View submissions from the past 21 days
● Court Xchange

Prosecutor
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Contact Information
BCI Help Desk 24/7

801- 965 - 4446
dpscic@utah.gov

AOC Help Desk
801- 578 - 3850
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