COPS Resource Center

Internal Quick Reference Guide

Prepared by:

Team ITC

Information Technology Coalition, Inc. (ITC)
4713-A Eisenhower Avenue
Alexandria, VA 22304
Phone: 703.894.4444 Fax: 703.894.4445
www.itcoalition.com



http://www.itcoalition.com/

] U101 4 -1V 1

(o] o gLl o= T= = PP PPPRPPPPPPPPPPPRY 1
HOME PAZE NAVIGATION c.etiiiiiiiiiiiiiiiieiiieitie ettt ae e e eaee e eeaeee e e eeeeeeeesaeeeeaseesesesesasesssesasssnsssnsenns 1
PUDBIICAtIONS @NA IMOIE ...ttt ettt s e st e s b e s sateesabeesbeeesareesaneeesaneeans 1

This WEek's HIghIIZNE:....coo it e e st e e st e e s ssabeeeesnnbaeeesans 2

L OTol =T o A= o I oY o U1 F- Y RS 2

L I oY Tor= Y I T £ o 1=t {1V DR 2
Search the RESOUICES LibDIary...c.uii ittt ettt e e e s e e s s ate e e s s ntae e s s naeeeesanes 2
(671 -1 Lo T - PSP PP 2
Filter Catalog bY Media TYPE ..oiii ittt ettt e s s e s et e e s b ee e e e abeeeessabeeeeesabeeaeennnens 3
DoWNI0ad @ PUBIICATION ..coueiiiieieeee ettt s s s re e 3
YT [ o 07 -1 Lo TSP PSR 3
YT (ol W O g1 (T o T TR T T PPV P ST PPPTOPST 4
CONTAINING TEXT .ttt e e ettt e e e e e s e bttt e e e e s ssabbbeeeeeeae s ssbabaeeeessensannraaaaeeeess 4

NOT CONTAINING TEXE ..vttiiiiiiiiiiiiitit et e b et et et et et et et aesteteteaesseetatseessseseessenesnsnnns 4

[ L g F= (U= == PP PRPRPRPPRE 5

(61 £=7={o] oY A 5
(0] o LT g T=Te I | =T SO TP PP P ST PPPTOVPROPRRTN 5
PUBIIShE DETOIE ... ettt s e s b e e sare e sabee e e 5
INCluded iN WED CALAIOZ ..ccce i e e e e e e e s e rte e e s e atee e e eanes 5

Vot u Y oT=] o (o Yo [T 5

Add 2 NEW PUBIICATION .....eiiiiieiee ettt ettt b e e st e s bt e e st e e sbeeesareesabeeennee 6
Edit existing PUBIICAtION ......eiiieieeie e s br e e e e nees 8
Vo o l'e10] o] [Tor- A To] o 13 do I o= PR 9
OFfliNE OFAEr FOIM ...ttt et b e bt st sa e ettt e bt e s beesaeesaeesaneeneenne 10
BT Yot d 110 @ do T o0 o] [{oF 1 u o] o VUSSR 11
L= T PO PP OPPPTPTPTN 11
Place order on behalf of CUSTOMET ....ccouiiiiiie e et 11
(0] 4o [T ST O OO O T TP PO PRSP PPROUPTOPPRRUPRON 12
(0o I=T o= TaTo I o 1T o 0 1T 0 Y = L (U LU 12
SEAICN OFUEIS ...ttt ettt e b e she e st s bt s bt e bt e s b e e s bt e sme e eat e et e et e e nbeenbeesanesanenane 15

PRINE/VIEW PICK TICKET ..ttt ettt e e et e eete e e sabeeebeeenaseesreeenreens 15



DEIETE SNIPMENT...eiii it e e e e e e e et e e e e e bte e e e e bteeeeeabteeeeanbteeeeanseeeeeanseeeeennsens 17

o YoV Lo Yo = Iy [ Y=d [T o T e 1Y USSR 17
LNV 7=T (o Y PP 18
VALV o101 o1 [Tor= N T Y10 1Y/ =T o o VPR 18
Add OF FEMOVE INVENTOIY ...uviiiiiiiiie et ee ettt et e e e e rre e e st e e e e st e e e esabaee e e abaeeeassaeeeansseeeesnnsaeeeennseneeesnsens 19
Add rack location for New pUBbliCatioN ..........eiiiiiie e e 19

(0o o T Ll - Yol i (o ok 4 o o PSR PPSTPI 20



The Resource Center is available to allow law enforcement and community stakeholders access to COPS
office published materials to use in collaboratively addressing crime and disorder challenges.

This guide will help internal COPS users navigate the Resource Center. The Resource Center is
permission based, so users may not have access to every page explained in this guide.

The Home page is where the user lands when first navigating to the Resource Center. The navigation
menu, in the screenshot below, shows all available pages for internal Resource Center users. If you
should need access to a particular page, please contact the COPS Resource Center application owner.

U.S. DEPARTMENT »/°JU

COPS OFFICE RESOURCE CENTER Welcome

mfﬂalog Cart Orders Inventory Reports Settings
By default, users land on \

the ‘Home’ page. Click
any other page name to
navigate to that page.

Not all users will have
access to each page

Publications and More This Week's Highlight Showf‘ on this
navigation menu.

712 publications « 15 categories Alternatives to Incarceration

See the complete catalog Explore the topic

Recent and Popular Historical Perspective

5 publications added since 7/13/2022 This day through the years

See the latest and trending Lastyear » 2 « 5 « 10 = 20 years ago

Search the Resources Library
Search titles and abstracts

Find text: Go

Here you will find explanations on how to navigate the items located on the home page.

This box shows the total number of publications and the number of categories that those publications
are broken down in to. Click on ‘See the complete catalog’ and you will be directed to the ‘Catalog’ page.



Each week there will be a new topic that is highlighted. To view publications for that topic, click on
‘Explore the topic’.

This box shows how many new/popular publications have been added recently. To view those items,
click on ‘See the latest and trending’.

This box will give you a snapshot of items that have been issued throughout the years. To see the
items that were popular last year, 2, 5, 10, or 20 years ago, click on the corresponding number in
the box.

Users can do a quick search of the resource library directly from the home page by typing their search
criteria in the ‘Find text’ search box and clicking ‘Go’. NOTE: This will only search through the publication
titles and their abstracts. To perform a more detailed search, navigate to the ‘Catalog’ page itself.

The catalog is the page where users can explore the publications that are available from COPS.

Add new Home Catalog Cart Orders Inventory Reports Settings
catalog
Print offline
Catalog Matches: 732 #* New item Offline form order form Search catalog resst
O Recent [ Popular Online Print Other title abstract authors content

Filter the catalog by media
tvpe, or recent/popular

Containing text: exact phrase

Implementing Peer Support Services In Small And Rural Law Enforcement

Not containing text: exact phrase i
B s Spput Srvioml Peer support can be an important part of an officer wellness strategy. Employees may feel more comfortable initially v P cataIOg WHITTE A7
vl s ol Lo Exfncsves ppoies seeking support from a peer who understands the context and has experienced the same stressors. This guide, Planning | criteria available :|
' and Implementing Peer Support Services in Small and Rural Law Enforcement Agencies, provides a roadmap for small
and rural law enforcement agencies implementing or enhancing peer support services. It highlights promising practices

and provides brief case studies of peer support programs in three small or rural agencies. Topics include establishing Language.
trust and buy-in; identifying, training, and supporting team members and leaders; confidentiality; local and regional
partnerships; and evaluation metrics. | any "|
By International Association of Chiefs of Police (IACF) Category:
Categories: G 'y Partnerships
Stock- 523 Public link | any v

Language: English

Cart Book - Feb 2023 = edit

Published after:

Published before:

Columbus (©hio) Division Of Police: Roadmap To Implementation

In April 2021, the City of Columbus and the Columbus (Ohio) Division of Police {CDFP) requested assistance from the # Included in web catalog Items marked
U.5. Department of Justice (DOJ). The COPS Office, in conjunction with technical assistance providers 21CP Solutions,

= = g €
Roadmap to assisted the COP and community stakeholders with developing a reform plan to help meet their public safety goals. This only included with the star * are -

Implementation report, Columbus (Chio) Division of Police: Roadmap to Implementation, describes the technical assistance conducted available ONLY to

and the recommendations made for reform of the CDP’s structure, technol X . ent and * Acti iod
] lays out steps and a timeline for implementing those recommendations Review a spec|f|c clive perio internal users
By Office of Community Onented Policing Services (COPS Office) pub”cation_ Internal now A
Categonies: Police Operations f f :
®cors “regones olee Hpera only: Edit publication |
Language: English Public link details % Items marked with this sign appear for internal users only.

Download PDF Web - Feb 2023 3 edit




The user may filter the catalog using any of the available filters: Recent, Popular, Online, Print, or Other.
The user may select one OR more filters at a time.

(J Recent UJ Popular Online Print Other

e Recent: This refers to publications that have been recently added to the catalog.

e Popular: This refers to publications that are being ordered or downloaded more than others.

e Online: This refers to publications that are only available to be viewed/downloaded, in PDF
form, online. Although the user may print the PDF version themselves, these publications are
not available to be shipped by the COPS office.

e Print: This refers to publications that are available to be printed by the COPS office and shipped
to the user. NOTE: many of the Print publications are also available to be downloaded by the
user just as they would an ‘Online’ only publication.

e  Other: This refers to any other media types that may be used by the COPS office (USB, DVD,
etc.).

Many of the COPS publications are available to be downloaded by the user directly from the Catalog
page. To download the PDF version of a publication, where available, click the ‘Download PDF’ link for
that publication (see screenshot below).

COPS-P454 Evidence-Based Crime Reduction Strategies For Small, Rural, And Tribal
Agencies

This guide presents information on evidence-based policing practices in small, rural, and tribal agencies, which
often have different problems and different needs from the large, urban agencies where most law enforcement

research is conducted - as well as different strengths. It includes case studies and additional information gleaned
from the literature and from conversations with law enforcement leaders.

Click the ‘Download PDF’ link
to download to vour system

Book « Aug 2021 # adit

Users can search the catalog to narrow down the publications list. Users have the option to search
through multiple parts of the publication: title, abstract, authors, or content (content searches the
content of the publication). Select one OR more of these items and then begin the search using the
search criteria.



Click ‘reset’ to clear the
search & start over.

Search catalog rese

title abstract authors content

Containing text: exact phrase Select one or more
| of these to apply
the search to.

Mot containing text: exact phrase

Language:
[any v]
Category:

E v]

Published after:

Published before:

# Included in web catalog:

| sither V|

% Active period:

| now hd |

# ltems marked with this sign appear for intemal users only.

The user may use any of the search criteria independently or search using multiple criteria at the same
time.

This will search for publications that contain the text entered here. Be sure to select the parts of the
publication you would like to search: title, abstract, content, authors.

e Exact Phrase: If you know the exact phrase you are looking for then leave this box checked and
the system will only return publications that contain words exactly as the user has typed them in
the Containing Text search field.

For a broader search, uncheck this box and the system will return a broader list of items that
contain any variation of what was typed in the Containing Text search field.

Enter any text here that you would NOT like to show up in your search. For example: if you do not want
anything with the word’s “Fire” to show up in your search, enter that text here.



e Exact Phrase: If you know the exact phrase you are looking for then leave this box checked and
the system will only return publications that contain words exactly as the user has typed them in
the Not Containing Text search field.

For a broader search, uncheck this box and the system will return a broader list of items that
contain any variation of what was typed in the not Containing Text search field.

Select from the available languages in the dropdown list.

Each publication is assigned to one or more categories. Select any category from the dropdown list to
show publications that are part of that category.

To search for items that were published AFTER a certain date, enter that date here.

To search for items that were published BEFORE a certain date, enter that date here. To search for
publications between 2 dates, enter a ‘Published after’ date and then a ‘Published before’ date, and only
publications that were published between those dates will be returned in your list.

Selecting ‘yes’ for this option will show all publications that are available to be ordered or downloaded
via the online catalog. Select ‘No’ for this option, will show publication that have been marked not to
show up in the online catalog.

To update whether a publication shows up in the web catalog, users can do that by editing a
publication’s details. See ‘Add a new publication’ or ‘Edit existing publication’ below for more details on
changing this status.

If you would like to see publications that were available in the past, present, or will be available in the
future, select that here. This is only available for internal users.

% Active period:

| now v |
past
future
any

e Now: publications that are currently active

e Past: publications that were active in the past, but no longer active.
e Future: publications that are set to be active at a later date

e Any: includes all publications past, present, and future.



Some internal users will have the ability to add new publications to the list. To do so, click ‘New item’ at
the top of the Catalog page.

Home Catal°yrders Inventory  Reports  Settings
Catalog  watches: 2 Search catalog

# New item Offline form reset

Once the user has clicked the ‘New item’ link, the system will open a page that allows the user to enter

all the pertinent information regarding the new publication. See screenshot below.

Publication number: The system will automatically assign a publication number to the new
publication based on the last number currently in the system.

Name: The system will automatically have a publication name when starting a new publication,
but the user may edit the name to show the actual name of the new publication.

Abstract: Enter the abstract information in the box provided. Users may type the new abstract
here, or they can paste a blurb that has been copied from another document.

Authors: Enter one, or more, authors names here.

Categories: The user may select as many categories as they wish by clicking the box next to each
desired category.

Language: Select the language of the publication here from what is available in the dropdown.
Public link: click this and the system will display the direct link to the publication.

Stock: shows the current amount of the item in stock. If “out of stock” is displayed then the item
has no stock. To update the stock amount, go to the inventory page (see Inventory later in this
guide).

Include in: Select where to include the new publication: in the Web catalog or offline order
form. Users may select one OR more options here. If Web catalog is selected, the publication
will show up in the online catalog as long as the “Active since” date is current or in the past.
Ordering limits without approval: This is where the user can select the Ordering limits of the
publication before needing approval from COPS.

o Ordering limit without approval: This is the maximum number of the publication that a
user may order before needing approval from COPS. By default, the system will have ‘5’
here, but the user may change this number if needed. For example, if the user orders 5
or less of this publication then the order will not need approval, but if they order 6 or
more, then the order must be approved by COPS before it can be fulfilled.

= NOTE: If the publication is a sensitive item that needs approval no matter how
many are ordered, then the user should enter ‘0’ in this field and the item will
need to be approved no matter how many are ordered.

o With approval: This is the maximum number of the publication that will be allowed to
be approved. By default, the system will have ‘500’ here, but the user may change this
number if needed.

Approver: Select a user name from this list and that person is the one who will need to approve
the ordered items. Approval takes place on the order screen.



Reorder below: This is the reorder trigger number. The user can set this number; when the
publication’s stock dips below this number, the publication will show up on the low inventory
report.

Active since date/time: This is the date that the publication is active. The system will default to
the current day with a time of 12:00am.

o The user may select a date in the past.

o If the publication should be active immediately, the user should select the current
date/time. The publication will then be active immediately and IF web catalog and/or
offline order form were selected, the publication will show in those as well.

o If the publication should not be active until a later date, the user should select a date
greater than the current date. The publication will then be automatically become active
on the date/time chosen. If web catalog and/or offline order form were selected, the
publication will show in those as well.

Expires on date/time: If the publication will be available for a limited time, the user may select
the future date and time that it should become inactive. Once this date/time come, the
publication will then become inactive.

Electronic version: This is where the user would upload the actual publication document here.
Click on “Upload”, select the appropriate document from your system. If the incorrect document
was selected, the user may replace the current document by clicking on ‘Replace’ and selecting
the correct document from their system.

Format: Select the format of the publication from those that are available in the dropdown list.
Published: Select the date that the publication was published.

Clicks: This field will count the number of downloads and placement into a shopping cart. This
number is used to determine the popularity of a catalog item. The higher the number, the more
popular. The user can edit this if they so choose so the item can be placed higher or lower, as
needed, in popularity searches.

Done: When the user is done entering information regarding the new publication, click the
‘done’ link at the bottom of the page.



New publication #

COPS Resource 1096

COPS-R1096

Enter the abstract
information in this box.

Enter/edit new
publication name here

Authors:
Categories: [J Alternatives to Incarceration [J Other
O Community Partnerships J Police Operations
J Data and Analysis [J POP Center Resource
[ Ethics and Integrity [J School and Campus Safety
[J Foundations of Community Policing O Technology
O Hiring, Recruitment, and Retention [ Tribal
[J Homeland Security [J Violent Crime
[J Mew Immigrant Communities [J Youth Safety
[J Nonviolent Crime
Language English b Out of stock Public link

Includein  [J web catalog [ offline order form

Ordering limit without approval 5

Approver (above 5 items) Washington, Tanya

Active since: date 04/14/2023 time 12:00 am

Expires on: date time

Electronic version: Upload

Format Book w Published Apr ~ 2023 +

with approval 500

Reorder below 500

Click here when done

editing new publication data
Clicks 50

# done

NOTE: After adding your new publication, you can choose the rack location by navigating to the
inventory page. See ‘Add rack location for new publication’ in the ‘Inventory’ section later in this

document.

To edit an existing publication:

1. Click ‘Edit’ under the publication that is to be edited.



cops-wosss  Mass Shootings In American Cities: Mayors' Experiences And Lessons Learned

& coes m HNine mayors whose cifies have experienced mass shootings in recent years attended the VWinter Meeting of the U_5. Conference of Mayors.
= held in January 2020 in VWashington, D.C. Their goal in that session was to alert their audience fo the need to prepare for a mass shooting: this

|- — - document captures many of the key points offered that day by these mayors and later by key city staff involved in the response to one of the
. deadliest mass shooting incidents in U.S. history. It is intended to provide guidance on the preparation that should take place in anticipation of

an incident sccurning, the critical importance of communication during the respense to an incident, and the wide range of tasks that must be

anticipated in the incident's wake. The publication is offered to all mayors in the hope that they will never have to call upon the preparations
described.
By T It 1 onference of Mayors

! M Vil i

Web = Oct 2022 # edit

2. The system will open the publication details page.
Review and edit any existing details as desired.
4. Click “*done’

Implementing Peer Support Services In Small And Rural Law Enforcement Agencies

raiereerking Posr Suppert Sanicss in Peer support can be an important part of an officer wellness strategy. Employees may feel more comfortable initially -
Sl and e Lo Eforcrost Agenvcies seeking support from a peer who understands the context and has experienced the same stressors. This guide, Planning

g and Implementing Peer Support Services in Small and Rural Law Enforcement Agencies, provides a roadmap for small

and rural law enforcement agencies implementing or enhancing peer support services. It highlights promising practices

and provides brief case studies of peer support programs in three small or rural agencies. Topics include establishing trust
and buy-in; identifying, training, and supporting team members and leaders; confidentiality; local and regional -

w

Authors:

International Association of Chiefs of Police (IACP)

Homeland Security Violent Crime

New Immigrant Communities Youth Safety

Replace Categories: [ Alternatives to Incarceration [ Other
Community Partnerships [ Police Operations
[ Data and Analysis [J POP Center Resource
[ Ethics and Integrity [J School and Campus Safety
[J Foundations of Community Policing [ Technology Edit any desired details on
[ Hiring, Recruitment, and Retention [ Tribal this page.
| O
| O
O

Nonviolent Crime
Language English ~ Stock: 523 Public link
Include in web catalog [ offline order form

Ordering limit without approval 5 with approval 500 Reorder below 500
Approver (above 5 items) Raynor, Justin ~

Active since: date 02/09/2023 time 12:00 am Click ‘done’ when you have

Expires on: date time completed editing the

Electronic version: Replace publication details.

Format Book ~ Published Feb ~ 2023 ~ Clicks 75

# done

For items that are available to be shipped, the user can add them to their cart from the Catalog page.
Some internal users may order items for external organizations.
To add publications to your cart:

e C(lick in the box next to ‘Cart’ on the publication you wish to add to your cart.
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e Enter the number of that publication that you would like to order.
e C(Click anywhere else on the page.
o The items will then show up in the cart.

If you decide that you really don’t want to order a publication that you have entered a number of to

order, then you can simply change the number ordered to ‘0’ or delete the number you entered.

Once you have entered ‘0’ or deleted the number, click anywhere on the page and the item will be
removed from your cart.
For cart help, please see the ‘Cart’ section below.

[J Recent  [J Popular

COPS5-R1062

COPS-P294

Catalog Matches: 271 # New item Offline form

[J online Print Other

Test publication 11/10/22

This is a test of the publication listings.

v ¥ s TILEL, il .'.'v" T
By Carson Wentz, Ron Rivera
Categories: Police Operations

Language: Enalish

Cart: |3 Book » Nov 2022 % edit
I: Number of '

items desired

Promising Practices For Helping Drug Endangered Children: Paths To A
Common Vision

The Mational Alliance for Drug Endangered Children (National DEC) has developed resources that state, local,
and tribal DEC alliances can use to fit the particular needs of their communities and their local initiatives to help
children who are endangered by drug use. To help further the DEC mission, this updated guide outlines these
resources and shares promising practices that state, local, and tribal DEC alliance leaders are using as they
strengthen their DEC organizations. It is meant to help connect other state, local, and tribal DEC leaders as well
as other p i~ leverage resources and take advantage of tools to strengthen their
DEC orga Change to ‘O’ or delete lished 2014, revised 2017, second edition 2022.

By Camie  to remove from cart

Categories. < L aumciopy - wwe@ Operations « Youth Safety

Language: Enynsh

Cart:EI Download PDF  Book + Oct 2022 s edit

Users can print the ‘Offline form’ and manually mark items they wish to order. Users will need to

contact the COPS office to complete orders using the ‘Offline form’.

Home Catalog Cart Orders Inventory Reports Settings

Catalog Matches: 714 # New item Offline form ‘ Search catalog resef
[ Recent  [J Popular Online Print Other title abstract content

authors
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There may be times when an internal user wants to send an external user a direct link to a specific
publication. To send the direct link:

1. Find the publication you wish to send.
2. Click on “Public link” under that publication. The system will then reveal the direct link to that

publication.
3. You canthen copy and paste the revealed link into any document or email.

T Implementing Peer support Services In Small And Rural Law
Enforcement Agencies

Peer support can be an important part of an officer wellness strategy. Employees may feel more

Impienenting Paer Support Siniess n . .
Svelnd s Liv Ercemrent Agpavies comfortable initially seeking support from a peer who understands the context and has

experienced the same stressors. This guide, Planning and Implementing Peer Support Services in
Small and Rural Law Enforcement Agencies, provides a roadmap for small and rural law
enforcement agencies implementing or enhancing peer support services. It highlights promising
practices and provides brief case studies of peer support programs in three small or rural
agencies. Topics include establishing trust and buy-in; identifying, training, and supporting team
members and leaders; confidentiality; local and regional pa 1etrics.

Click ‘Public link’
iefs of Police (IAGF) to reveal the

B

By International Association of C

Categories: Community Par

Language: English Stock: 523 Public link

Copy the revealed link
and paste it into your
Cart: |0 Bock - Feb 2023 # edit document or email.

https-fportal cops.usdo) goviresourcecenterZitem=cops-wl987

The cart is where users verify the publications they want to order, then place the order. Those internal
users with permission, will have the ability to place orders on behalf of external customers.

Users add items to the cart while in the catalog. For more information on adding to the cart, please see
‘Add publications to cart’ in the ‘Catalog’ section.

While in the cart, users may also edit the number of each publication they want to order. To edit the
amount of each publication while in the cart view:

1. Click in the ‘Cart’ box of the item you wish to edit the amount to order.

2. Editthe #in the cart.
3. Click anywhere else on the page and the cart will update automatically.

Those internal users with permission can place orders on behalf of external customers.
To place the order (see screenshot below for visual):
1. Additems the cart as detailed in previous sections.
2. Insert the customers shipping information. The system will auto complete the shipping address
as the user begins to fill it in. Please be sure to verify the address.
a. Add internal notes if desired.
3. Click ‘Place order’, which will become active once the shipping information has been entered.

11



Items in Cart

COP 5-P460

COP5-P459

COP5-P294

Home Catalog Cart Orders

Inventory Reports Settings

Guiding Principles For School Resource Officer Programs

Anjon ) 1e Office of Community
orent  Change the number and click n 1994, local law
enfore resource officers (SRO)

nation anywhere else on the page and arrently funded through COPS

Ofﬁot_a )L!blicalion presents additional
e the cart will update with the iting to SROs and
new number

Cart: |10 Format: Book

Enter customers wd
shipping information —_

The First Amendment to the U.S. Consfitu ibly to
assemble, and fo petifion the government for a redress of grievances,” and many political,
economlc and social concems throughout cur nation's history have been confronted and

by hes, sit ins, rallies, ions, and protests. Law enforcement
agencies play a crifical role in preserving and protecting these rights, but they must also identify
when intervention is necessary in order to maintain safety and public order. This publication
pro\rldes recommendations for state local, Irlbal and temitorial law enforcement agencies for

g the chall of mass d trations in the 21st century and responding with the
goal of prolectlng the right to protest while safeguarding properly as well as preserving officer
and community safety.

21st Century Protest Respon
Advancing Community And ¢

ice Operations

e Ope

Format: Book

Ship to

~ Crganization:

Care of:

Email:

Address line 1:

Address line 2:

City:

State:

ZIP code:

Promising Practices For Helping Drug Endangered Children:
Paths To A Common Vision

The Mational Alliance for Drug Endangered Children (N | DEC) has developed

that state, local, and fribal DEC alliances can use to fit the partlcular needs of their communllles
and their local initiatives to help children who are endangered by drug use. To help further the
DEC mission, this updated guide cuflines thes

state. local, and tribal DEC alliance leaders art i
organizations. It is meant fo help connect othe: ClICk here to place order

other professionals in the ﬁeld s0 they can lewve A A g A
P e ee  after shipping information
has been entered.

second edifion 2022

Partnerships = Police

Cart: |4 Format: Book  Fublished: Oct 2022

¥ Internal notes:

# ltems marked with this sign appear for infernal users only.

The orders page is where users will see the status of orders, as well as the shipping information. Users

that have the correct permissions, will have the ability to move orders and shipments through their
respective process.

Order status can be any of the following:

e Review - Order is being reviewed.
This status used when a user attempts to order more than the allowed number of an
individual publication and the order is required to be reviewed by COPS staff. Once

O

reviewed COPS staff will be able to move the order to Fulfillment status or Cancel the

order.

12




e Fulfillment - One or more shipments in this order are being prepared.

o This is the default status for orders unless a review by COPS staff is needed (see ‘Review
status above). Users may change the status of any order in Fulfillment back to Review
status or Cancel the order.

e Shipped - All shipments in this order have been shipped.
e Cancelled - Order has been cancelled after being submitted.

o Cancelling an order will remove the order from Fulfillment and cancel the order. If
desired, the user may move any cancelled order back to the Review status and restart
the order review process.

7

Order 2022-1116-0001 ¢ Status: Fulfillment Change to: | Review | Go Choose the c.jes".Ed
status and click ‘Go’
Jonny Jons ABC 123 5t
Acelnfo Stafford, V& 20002
Ordler placed Nov 16 2022, 12:13 PA 2022222222 + asdfi@email.com
Mates
Order details
:,5_- Tifle =dils f ered Approved 3 T=h
COP3-P294 Promising Practices For Helping Drug Endangered Children: Paths To A  Gook 5 5 -
Common Vision
Add shipment Click here when ready

to begin shipping items.

Shipment status can be any of the following:

e Assembly - Shipment is being assembled.
e Waiting for stock - Shipment is on hold until items are in stock.
e Ready for carrier - Shipment is ready for transfer to carrier (USPS, FedEx, etc).

e Shipped - Shipment is on the way to the customer.

e Delivered - Shipment has been delivered.

e Exception - Shipment could not be delivered.

e Items unavailable - Items are not expected to be available.

NOTE: shipments may only be started when the order status is in ‘Fulfillment’.

If all items are not ready to be shipped at the same time, orders may have more than one shipment
associated with them. To add an additional shipment to an order, click on ‘Add shipment’ at the bottom
of the previous shipment. Once all items have been accounted for, the ‘Add shipment’ link will not
show.
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Order 2022-1110-0003

JR 123 ABC St
Acelnfo Stafford, WA 22354
Order placed Nov 16 2022, 8:34 AM 2022222222 + test@email com

MNaotes
testing orders =nd shipments
Ref Title: Media  Ordered
COPS-P459 21st Century Profest Response: Promoting Demecracy And Advancing Book &
Community And Cfficer Safety
COPS-P480 Guiding Principles For School Resource Officer Programs
COP5-P294 Promising Practices For Helping Drug Endangered Children: Paths To &
Common Vision status
Choose carrier and enter  status: Change to: | Ready for carier ¥ | Go ficket
tracking # for each
q Carrier: | USPS » | Tracking nr
Sh|pment_ ng |
Ref Title Media  Rack
COPS-P459 21st Century Protest Response: Promoting Democracy And Advancing Book  ROSB
Community And Cfficer Safety
COPS-P480 Guiding Principles For School Resource Officer Programs Book  ROSA
COPS-P294 Promising Practices For Helping Drug Endangered Children: Paths To A  Book  HOTB
Common Vision
Add shipment

Approved  Shipped

5 5

Choose the desired shipping

and click ‘Go’

delets

Needed  Shipped

5

ElEE

Add an additional
shipment to this order.

If order approval is needed:

All needed items were not
shipped in the 15t shipment;
therefore, the user can add

an additional shipment to

complete the order.

Order 2023-0330-0001 ¢ status:

Justin 5 DENALI DR
Acelnfo
Order placed Mar 30 2023, 6:28 AM

by Testy Testerman (external)

Change to: | Fulfillment v| Go

STAFFORD, VA 22554

iravnor? 2@aomai com

Notes

Ref
COPS-W0987

Title

Implementing Peer Support Services In

Approver for the item ordered.

This is the name selected as the
‘Approver’ when creating a new
or editing an existing publication.

Media Ordered
Book 6

Small And Rural Law Enforcement

Agencies

Approver

Raynor, Justin -

If order approval is needed,
only the approver can edit
the “Approved” field with

the number of items they are
approving to be shipped.

Approved Processed
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When navigating to the Orders page, users will first see all available orders. To narrow down the list of
orders, or to view a specific order, use the ‘Search orders’ criteria and/or choose the order status filters
to use.

Order status filters:
Users may choose one or more filters.

0 rd ers Matches: 5

Review Fulfillment Shipped Delivered Cancelled

Search orders criteria:
Users may use as many of the search criteria as they wish.

Search orders s
title abstract content authors

Containing text:

Mot containing text:

Language:
Lany v
Categary:
E v]
From date

To date:

Order number:

Account or address:

Once the user creates a shipment for an order, they will have the option to print a physical pick ticket.
To do this, click on ‘ticket’ next to the shipment for which you want the pick ticket. Your system will then
download the pick ticket where the user can then open and print the ticket.
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Once downloaded, the user can then print the ticket. If using the printed pick ticket to log what is being
put in a shipment, the user must then go back to the shipment in the Resource Center and enter the
data that was recorded on the printed ticket.

Sample pick ticket:

1.5, DEPARTMENT OF JUSTICE cops
OrrIcE OF CoMMUuNTTy ORENTED POLICING SERVICES

145 N Streer. NE, Washingron, T0C 20530

Pick Ticket « Order 2022-1109-0001

Deliver to:

Lead Tester
Testers Inc

123 Main 5t
Washington, DC 20017

Carrier: DHL fsigweld Jiggi i i
Instructions when using

i a printed pick ticket.
Instructions:
» |oad each item from the list below for shipping, up to the quantity specified under "Needed”.
+ Record the actual quantity loaded under "Loaded".
« When all available items are loaded and recorded, return the completed ticket for data entry.

COPS-P459 « Book Rack Needed Loaded

21st Century Protest Response: Promoting Democracy And

Advancing Community And Officer Safety RO%8 7
COPS-P480 » Book Rack MNeeded Loaded
Guiding Principles For School Resource Officer Programs RO&A 13

COPS-P254 » Book Rack Nesded Loaded

Promising Practices For Helping Drug Endangered Children: Paths

To A Common Vision HO7TE &

16



If a shipment was added in error, users can delete the shipment.

Order 2022-1114-0003  +  status: [l Chareets Go

tester 745 CUFFTOP DRIVE

Ace Info Solutions, a Dovel company GAITHERSBURG, MD 20578

Order placed Nov 14 2022, 1:23 PM 13019221995+  estrovanna@yahoo.com
Notes

testing crder process

Delete this shipment.

Ref Title: xdia  Ordered  Af
© Print the pick ticket. e A

COPS5-R2061 AO testing process 11/14/2022 ~ ok 500 aor 600

Shipment 1 of 1 Status: Change to: | Ready for carrier » | Go ficket delete
Camrier: | USPS | Tracking nr|

Ref Tithe Media Rack Nesded  Shipped

COPS5-R2061 AO testing process 11/14/2022 Book - 600

When there is a long list of orders, the user may focus on a single order by clicking on the star next to
that order. When clicking that star, the screen will only show the order the user wants. To go back to
viewing all orders, click the star again.

Order 2023-0404-0001 © Status: Change to: [ Review | Go

TEST 5750 BOU AVE
MYORG LYY

Order placed Apr 04 2023, 1127, Click the start to focus  LLE, MD 20852
by Anna Qstrov (internal) on a single order. Click it JRDER TEST

again to go back to the
full list of orders.

Motes
COMMENT S

Ref Title Media Ordered Stock Approver Approved Processed
COPS-R1094 AQ TEST Resource 1094 Book 1 6 - 1 -

Add shipment
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The inventory page shows all items that can be shipped (i.e. books, pamphlets, CD’s). Web only items
will not show here because they do not have a physical inventory. Web only items will still show in the
Catalog so they can be “ordered” (which, in this case, means downloaded) by users.

Users will be able to view an inventory items history. This includes the order history as well as the
history of inventory levels being added or removed for various reasons.

When navigating to the Inventory page, the user will first see the entire inventory list, not including web
only items, along with the type of media, the current amount of stock, and the rack location.

1. Click on the publications linked reference number to open the inventory history
2. The inventory history will be displayed
a. This shows the history of:
i. Orders placed for the publication.
ii. Inventory added by COPS staff.
iii. Inventory removed/deducted by COPS staff.
iv. The rack location, which can be changed if needed.
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COPS-P290
COPS-CD047

COPS-CD046

COPS-P254

Add new
inventory
event

Inventory
history

COPS-P283

COPS-P296
COPS-P289
COPS-P284

COPS5-P285

COPS-P288

Init to open its : Agencies
n inventory history inVentOry event When
details adding or removing
Letau ra wenene wuaeoddive DVD inventory
Promising Practices For Helping Drug Endangered Children: Pa? . Common Vision
Date Type AU Details
2022-11-17 09:23 AM | lHems damaged ¥ 50 |
P
2022-11-17 09:22 AM | Items from production | | 100 | |
2022-11-16 12:51 PM Items to customer 4
Carrier. USPS
Enter the quantity to Tracking: -
2022-11-0901:58 P add or remove from 2
inventory Carrier, USPS
Tracking: —
2022-11-09 11:26 AM Items to customer 3
Carrier: DHL
2022-11-09 05:34 AM Items from legacy 2499 -
lrug Endangered Children Guide For Law Enforcement: Key Insighis For Parinering With Child Welfare,
Medical Providers, Treatment Providers, Prosecutors, And Civil Attomeys
Implementing A Body-VWorn Camera Program: Recommendations And Lessons Leamed
Police Officer Body-\Worn Cameras: Assessing The Evidence
Mot Im Our Town: Light In The Darkness - A Guide For Law Enforcement
Strategic Approaches To Information Sharing: A Report On The 2013 Mational Summit On Preventing

Multiple Casualty Violence

Click publication #

Choose the type of

Order: 2022-1110-0003

Order: 2022-1109-0001

Order: 2022-1109-0001

Tracking: fsfgwetd3iggfde

Crime Prevention Research Review No. 12: Scared Straight And Other Juvenile Awareness Programs
For Preventing Juvenile Delinqguency

Book
oDvD
oDvD

Book

1040 JOZA
1 Hi4A
a6 Hi4A

= (o]

Book

Book
Book
Book

Book

Book

|

Media type, inventory
total, & rack location

1138 H12B
2592 G03B
440 JO4B
1240 J13A

2203 HOGB

1807 JOSA

To add new inventory (see screenshot above):
1. Open the publication’s inventory history by clicking on the linked publication #.

ukwnN

Click on ‘New’.
Choose the type of inventory event from the dropdown list.
Type in the number to add or remove in the Quantity field.

In the Details field, add a short note describing the reason for the addition or subtraction.

When you add a new publication (see ‘Add a new publication’ in the ‘Catalog’ section earlier in this
document) you will need to choose the rack location of the new publication. To choose the initial rack

location of the new publication:

1. Ontheinventory page, find the new publication.
2. Open the publication’s inventory history by clicking on the linked publication number on the
left-hand side of the page.

3. Find the rack location dropdown on the right.

4. Click the dropdown and choose the rack location.



To change a publication’s rack location:
1. Open the publication’s inventory history by clicking on the linked publication number on the left
hand side of the page.
2. Click the rack location dropdown (see screenshot above).
3. Choose the new rack from the rack dropdown.
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