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BALANCING 
BRILLIANCEWe will streamline the role of a TAC. From maintaining user 

accounts to mastering audits and NCIC files, you’ll learn to 
manage these tasks with confidence. Join us to acquire the skills 

necessary to tackle every assignment with precision and 
expertise!



INTRODUCTIONS

Dispatch Shift Supervisor
Agency TAC

Erin Sullivan
Dispatcher Level III

Alt-TAC

Meghan Bench



WHAT WE DO

Validations
BCI Audit

Training

FBI IT 
Audit

REPT
Testing 

Brady Denials 2nd 
Parties

NCIC Removals Account set up LOGS
BCI IT 
Audit

TAC 
Manuals

NCIC 
Entries NCIC Audits

ORI 
Validation Agency 

Agreements
NCIC Hits Policy

BMSG Brady Audits
Crime 

Reporting
N-Dex Audits Account 

deletion Expungements Security 
Agreements

LEOKA
TAC 

Conference TAC MeetingsRSPW



HOW WE DO IT
Divide 
and 

conquer

Delegation

All materials are 
shared 

Share

Include each other in 
correspondence

Communicate

We can each 
perform all needed 

tasks

Cross-Train



TEAM CHECK-IN

Communicate
Get to know other 
TACs in your area

Share
Resources, Audits, 
Ideas, Processes 

Meetings
Help keep each 
other informed 



TRAINING

https://docs.google.com/spreadsheets/d/1twLt2ByoQ4BKtcfHb51DzrNUbqupvtIb5921-JRGzB8/edit?usp=sharing


STARTING THE PROCESS

Onboarding

Be part of the process
Account 
Creation

Set up accounts as 
soon as a start date has 
been set Testing

Test right after initial 
trainingInitial 

Training
Schedule training as 
soon as a start date 

has been set
1

2

3

4

https://docs.google.com/spreadsheets/d/1AYFUrnyL8wjiGkrmS5HA0U24GMq4Z94jDspnFN3b8vY/edit?gid=1183340247#gid=1183340247


New User Setup 
Form

**This is filled out and provided 
to the TAC/Alt-TAC at the time 
of hire. This avoids any delays 
to access for new users. 
The user is active when they 
start and the new user training 
can be sent out that will help 
set up their account. 



TRAINING EMAILS

We have email templates 
saved which makes it easier 
when sending out initial 
training emails.

We include all their login 
information and the training 
will walk them through 
everything from setting up 
their account to submitting 
an ewarrant.



VIRTUAL TRAINING
We have transitioned to virtual training and have tailored training to meet the needs 

of the each role. A voiceover has been added to make sure that important 
information is not missed



WHAT TO TRAIN

Security 
Awareness

Misuse and 
Consequences

BCI & NCIC 
Manuals

Privacy, 
Dissemination, 
and Security of 

CJIS

Use videos, shift briefings, e-mail, slideshow presentations, bulletins, 
posters for training purposes. Training should be continuous and ongoing



TESTING

Keep records of 
training & testing 
dates

Provide feedback 
at time of testing

Plan ahead - 
schedule testing 
emails in advance

Utilize REPT 
transaction

Do a refresher 
training right before 
testing

https://docs.google.com/forms/d/1aaSmrHv1Vnt48zZdmzmvN4ylrk8bZJgW0Q0S2LAv3Mg/edit


TESTING MATERIALS

Example of Training Logs

**Sort the training expiration date column 
“A-Z” to get the soonest expiring date at 

the top

Example of Test Feedback

Give feedback at time of testing for extra training



TESTING MATERIALS
Approximately one day a month is spent 
scheduling training expiration reminder emails. 
Templates are handy for this as well.
For example: In September, all the emails will be 
scheduled for those expiring in October.

Users and Non-Access Users will receive 
notification 30 days prior to expiration. 

If they have not taken and passed the test 
before, they will be reminded again 10 days 
prior to expiration. 



NCIC 
AND ALL THE FUN THAT COMES 

WITH

https://docs.google.com/spreadsheets/d/1twLt2ByoQ4BKtcfHb51DzrNUbqupvtIb5921-JRGzB8/edit?usp=sharing


NCIC LIFE CYCLE
LEO Request NCIC Entry

Dispatch Completes

2nd Party Check

Validate NCIC

Removal
LEO Request or Hit Received

2nd Party

Most LEO’s using 
Google Form to email

Supervisor or Shift 
Lead 2nd party Entry

LEO will submit req 
&/or Hit Received 

Dispatch completes 
entry & responds to LEO

Validate as required & 
document validation 

Supervisor or Shift 
Lead 2nd party Removal



NCIC FORMS
Our agency uses Google forms for most 
everything and we have been able to go 
almost completely paperless due to this. 

It was a lot of work to get set up in the 
beginning, but now makes everything much 
easier

Dispatchers also follow a google form when 
entering the article, person, vehicle etc… 
onto NCIC. This helps us avoid missing any 
steps and has helpful tips…



NCIC FORMS cont’d…

A form is filled out by an officer requesting entry (or removal( and when 
submitted will be emailed to all of dispatch to avoid things being missed upon 
submission. Dispatchers are able to “accept”, “reject”, or “request more 
information” once this is received.

The form will look like this with all the information 
needed for the NCIC entry



 

2nd 
Party 

Checks

https://docs.google.com/spreadsheets/d/1twLt2ByoQ4BKtcfHb51DzrNUbqupvtIb5921-JRGzB8/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1twLt2ByoQ4BKtcfHb51DzrNUbqupvtIb5921-JRGzB8/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1twLt2ByoQ4BKtcfHb51DzrNUbqupvtIb5921-JRGzB8/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1twLt2ByoQ4BKtcfHb51DzrNUbqupvtIb5921-JRGzB8/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1twLt2ByoQ4BKtcfHb51DzrNUbqupvtIb5921-JRGzB8/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1twLt2ByoQ4BKtcfHb51DzrNUbqupvtIb5921-JRGzB8/edit?usp=sharing


2nd 
Party 

Checks

Once an entry or removal has been completed, it is sent to 
a supervisor or shift lead for a 2nd party.

The 2nd party will go through all the same steps that were 
taken to enter it to ensure that everything is complete and 
nothing was missed.

If there are any corrections to be made, it is sent back to 
the entering dispatcher to fix - we try to use this as a 
teaching moment whenever possible

We document our 2nd party in the CAD call to keep a clear 
trail for audit purposes



VALIDATIONS

1 NVALL - Go get ‘em
(Mine go on a sheet so I can make notes)

2 Verify status in local files 

3 Query Everything again 
(like you would a new entry)

4 Modify entry with any 
updates & validate

5 Validate local files
(if changes to entry, attach newest version)

6 Attach TA-DA



VALIDATIONS cont’d

We pull our validations and create a google 
document of them and add the “ta-da” to the 
bottom to let each other know that one has been 
done and also to avoid missing anything

We document the validation in several places 
including in the original incident


