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Caliber provides toll-free support to qualified customers. If you have questions, con-
cerns, or would like to send us comments, you can contact us by:

Phone (24/7 support line): 800.274.2911
Fax: 336.722.3479
Email: TechSupport@caliberpublicsafety.com

Before you call, e-mail or fax, please gather the following information:
* Whether all users are affected

* Anyerror messages on the screen

« Any efforts made to correct a situation

* Duration of the problem

Thisinformation will help us serve you more efficiently and accurately.

Document Information

Software Document Type Storage Location Technical Writer
Caliber Online RMS User Guide Phil Elmore
11.13.0

Abstract or Description:

The Online RMSIncident Based Reporting contains information and instructions for per-
sonnel who provide administrative support to agencies.
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Chapter 1. Introduction

Overview

The purpose of thisdocument is to provide instructions on producing Incident Based
Reports from the Online RMSapplication. The application collects FBI data based on the
National Incident Based Reporting (NIBRS) requirements.

You access a data set (file) that contains all Agency reports that have a reportable
offense that is in approved status. They filter out the reports for inclusion in the file to
be used to create the NIBRS Reports. This is typically on a monthly basis but can be
filtered as necessary.

Role and Permission Requirements

Your user account must have the role DATA_ SUBMISSIONS MGR or the Incident Based
Reporting permission. The permission can be assigned to any role that the agency
administrator would like. Please contact Online RMS Support for assistance on role or
permission changes.

Accessing the IBR Module

From your home page there are two ways to access the Incident Based Reporting
(IBR) Module.

e Method 1

Click on the Incidents button on the top navigation bar to display a drop-down
menu, click on Incident Reporting, then Incident Based Reporting.
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Online RMS11.13.0 Chapter 1. Introduction Caliber Public Safety

Collber Administration ¥  Incidents ¥ Master Indices¥ Records Management ¥ Forms And Reports ¥
BLIC SAFETY

Incidents
# Home |
-
Broadcast Messages Show All | Incidents Reporting » Incidents Reporting

Incidents Management ¥

No Messages To Display Create New Incident Report

Case Management »

) Create New Supplement Report
Field Contact ~

Notifications Field Arrests = View Incident Report

SmartSearch
Calls For Service ¥

-Filter By Users- Incident Mapping

Approve Incident Report

2 INCIDENT FOLLOW-UP CASE - ACTIVITY UPDATED 1/2019 02:12 PM CST
Incident Based Reporting
42 DEPARTMENT VEHICLE SERVICE REQUEST SUBMITTE." 127212019 04:17 PM CST
7 APPROVE INCIDENT REPORT - PATROL 11/21/2019 10:24 AM CST
* Method 2

Click on the Incidents button on the top navigation bar to display a drop-down
menu, then click on Incidents.

COIlber Administration ¥ Incidents ¥ Master Indices ¥ Records

Broadcast Messages Show All Incidents Reporting ~

Incidents Management ¥
Mo Messages To Display Case Management
Field Contact ~
Notifications Field Arrests ¥

Calls For Service ™
-Filter By Users-

m Notification Type

2 INCIDENT FOLLOW-UP CASE - ACTIVITY UPDATED

Click on the Incident Based Reporting link.
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Incident Reporting Incident Management My Recent Activities
Create New Incident Report Assign [ncident Repert Initial Report [ 24 ]
Create Supplement to Incident Report Assign Supplement Pending Approval (4]
View Incident Report Delete Incident Report My Cases (Active Count) (3]
SmartSearch Incident Status My Case Activities (Active Count) 9
Incident Mapping Incident Status Log Evidence Review (5]
Transfer Incident Report Incident Delete Log Open Field Arrests [6]
Approve Incident Report Incident Offense Glossary Arrests Pending Release m
Pending UCR Review (6]
Case Management Field Contacts
Incidents For Review o
Create New Incident Follow-up Case Create New Field Contact
My Court Papers [1]
Review Cases Search Field Contacts
Case Load

No matter which method you choose to accessthe Incident Based Reporting
(IBR) Module, the Data Sets page opens:

Incident Based Reporting B

Data Sets sim 012019-2

Suser Remer m Submission Detaile mm PRy
i i v

Indiana State Police

Open Data Sets After applying any filters, click NEXT to review any warnings
Total

Incidents Show Data Set Inclusion Details

’ o | E———

Closed Data Sets Included: 3
Recent | Last 12| All

Total Incidents: 3

Not Included: 0

Filter on Data Set ID... Apply Date: 01/2019 -

REePORT #s Inclupen Dare From Date To
072017-2 2

Enter Comma Separated -All- v ] =

O B Acency DaTE TypE STATUS NIBRS Cobe

121992-1 o -All Agencies- v -All Statuses- -All NIBRS Codes- M

- Apply Filter Include All In Filter Remove All In Filter
Include All NOT In Filter Remove All NOT In Filter

Total In Filter: 3

District42, 2018-08-220- (08/08/2018  08/08/2018 BURGLARY-  READY n
Versailles 000015 AUTO/BOD.. TOBE
SENT

For basic details on how to use this page, refer to "Basic Layout and Functionality” on
page 5.
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Chapter 2. Basic Layout and
Functionality

Page Layout

The layout of the Incident Based Reporting module is logically designed for easy nav-
igation and use.

Data Set Summary and Details

A summary of all Open and Closed Data Sets appear on the left.

Data Set details appear on the right with tabs. If details do not appear on the right, click

the edit icon E on one of the Data Sets in the summary section to open details of that
Data Set.

Incident Based Reporting -

Data Sets Summary Data Set Details -
Data Sets 012019-2

SeLect Agency m Submission Details m Submission File m Submission Summary [ SR IFY o1

Indiana State Police

Open Data Sets After applying any filters, click NEXT to review any warnings
Total

Incidents Show Data Set Inclusion Details

’ e ——

Closed Data Sets Included: 3
Recent| Last12| All

Total Incidents: B

Not Included 0
Filter on Data Set ID... Apply Date: 01/2019 -

REPORT #5 IncLupED DaTE From Date To

0720172 22 E

Enter Comma Separated -All- v = a
0120151 E Acency Dre Tvpe Status NIBRS Cope
1210921 0 n -All Agencies- v v -All Statuses- v -All NIBRS Codes-

- Apply Filter Include All In Filter Remove All In Filter
Include All NOT In Filter Remove All NOT In Filter

Total In Filter: 3

Report Occurrence || | Report
Number Date Date:
District 42, 2018-08-220- 08/08/2018 08/08/2018 BURGLARY- READY

Versailles 000015 AUTO/BOD.. TOBE
SENT
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Page Adjustments

Page adjustments appear at the bottom of the Data Set Details section. The bottom left
numbers are used to select the number of reports you want to see in the grid. The bot-
tom right numbers represent the number of pages based on your data set selection and
the number of reports chosen.

& SElECt NUMbET Page 1
of reports number

P
w

10 25 50 100

Tabs

Data in the Data Set Details section is grouped into tabs. Tab labels and contents vary
between open and closed data sets.

Open Data Sets

Submission Details m Submission File m Submission Summary

Closed Data Sets

Closed Data Set Warning Notification History Migration Log

For details on the basic functionality of this page, refer to "Basic Functionality" below.

Basic Functionality

View Details of a Data Set

Click the edit icon E on one of the Data Sets in the summary section to open details
of that Data Set.
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Data Sets 012019-2

Seweer Agency m Submission Details m Submission File ‘
Indiana State Police b
R

Open Data Sets i :
Total Incidents: 3 NIBRS

Total Included: 3
Incidents

Not Included: 0
i =

Date: 01/2019 -

Closed Data Sets
Recent | Last 12| All

Filter on Data Set ID... One or more Systems is compatible with XML Generation.
NIBRS 0/3
0720172 (2 E
012015-1 (i3 E
1219921 [0 u
Data Sets Data Set: 072017-2
Indiana State Police v

Open Data Sets
27 NIBRS

T T Total Incidents:
Total
Incidents Accepted Incidents: 1]
9 E Rejected Incidents: 22

Balance: 0
One or more S

Closed Data Sets G
Recent| Last 12| All

Filter on Data Set ID... [ENa«Y NIBRS 0

T
072017-2 (22 Search and select incident reports with errors and mark as 'Rejectec
012015-1 (13 E

REPORT #s: StaTUs
121992-1 J n Enter Comma Separated Report Numbers To Filter -Select-

- Apply Filter

Hide and Unhide Data Set Summary

You can hide and unhide the Data Set summary to change the size of the details section
that appears on the right of the page.
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Incident Based Reporting

Click to hide the Data Sets section -

Data Sets d 012019-2
e m Submission Detais mmm e —

Indiana State Police M

Open Data Sets After applying any filters, click NEXT to review any warnings

Total
Incidents Show Data Set Inclusion Details
: p EOE———

Closed Data Sets Included 3
Recent| Last12] All

Total Incidents: 3

Not Included: 0
Filter on Data Set ID... Date: 01/2019 -
o]

RePoRT #s IncLuDED Darte From Date To
0720172 (22 E
Enter Comma Separate -All- v @ &
0120151 (8 E AcENCY DaTe Tyee StaTUS NIBRS Cope
121992-1 @ n -All Agencies- v v -All Statuses- A -All NIBRS Codes- 7

- Apply Filter Include All In Filter Remove All In Filter

Include All NOT In Filter Remove All NOT In Filter

Total In Filter: 3

Incident Based Repol

EET® +—Click to unhide Data Set section e
012019-2
o Do [ [ oo o [ |
After applying any filters, click NEXT to review any warnings

Show Data Set Inclusion Details

Total Incidents: &

Included: 3

Not Included: 0

Date: 01/2019 -
REPORT #s. INCLUDED Date From Date To

Enter Comma Separated Report I -All- v -] =]
AGENCY Date TvPe STaTUS NIERS Cobe

-All Agencies- v v -All Statuses- v -All NIBRS Codes- v

- Apply Filter Include All In Filter Remove All In Filter

Include All NOT In Filter Remove All NOT In Filter

Return to Previous Screen

Click the Go Back button on the upper right of the screen to return to the previous
screen.
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Navigate the Tabs

Click on a specific tab in the details section to view information specific to that tab.
When focused on a specific tab, the tab label changes to yellow.

Data Set Submission Details m Submission File m Submission Summary

After applying any filters, click NEXT to review any warnings

Show Data Set Inclusion Details

Total Incidents: 3

Included: 3

Not Included: 0

Date: 01/2019 -
RePoORT #s IncLUDED Date From Date To

Enter Comma Separa -All- v ] o]
AGENCY DaTe TyPe Status NIBRS Cope

-All Agencies- v v -All Statuses- v -all MIBRS Codes- ¥

I e ey e ey
b Wi loarie rieowe o

NIBRS

Total Incidents: 3

Included: 3

Not Included: 0 Generate Submission File
Date: 01/2019 -

One or more Systems is compatible with XML Generation.
# of Files Generated

NIBRS 0/3

(o Jafe]:]
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Chapter 3. Submission Files

Initiate Submission File

Follow the instructions below to initiate a submission file.

1. Accessthe Incident Base Reporting Module. For details, refer to "Accessing the IBR
Module" on page 1.

2. Click the edit icon E in the Actions column of the Open Data Set you want to use.
The Data Set opens on the right side of the window defaulting to the Submission

Details tab.
Data Sets
SEeLECT AGENCY
Indiana State Police A

Open Data Sets
Total Actions
Incidents
9

Closed Data Sets
Recent | Last 12| All

Filter on Data Set ID... [

T
072017-2 (22 E

012015-1 (13 E
121992-1 @ n

1 August 2023 NIBRS Reporting Guide
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Data Sets

Seect AGENCY

Indiana State Police
Open Data Sets
Total Actions
Incidents
: (=]

Closed Data Sets
Recent | Last 12| All

Filter on Data Set ID Apply

0720172 (2
012015-1 13

121992-1 0

Chapter 3. Submission Files Caliber Public Safety

012019-2

After applying any filters, click NEXT to review any warnings Next

Show Data Set Inclusion Details

Total Incidents 3

Included: 3

Not Included 0

Date: 01/2019 Reset
REPORT #s. IncLupep Darte From Date To

Enter Comma Separat -All- v & &
AgENCY DaTE Type STATUS NIBRS Cope

-All Agencies- v v -All Statuses- v -All NIBRS Codes- 7
iy s Include Al In Filter Remove Al In Filter

Include All NOT In Filter [l Remove All NOT In Filter

Total In Filter: 3

With Online RMS11.7.0 and above, the IBR submission process verifies if an incident
with NIBRS data has been modified before including it with the data set for sub-
mission to the state.

- If anincident was previously submitted to the state, and accepted or rejected,
then a supplement approved, it can verify that the supplement contains
changes that require another NIBRS submission to replace the last sub-

mission.

- For example, if the supplement only had a narrative or an attachment, a new
submission is added to the IBRdata set and submitted to the state as a
replacement. The submission is created only if there are NIBRSrelated
changesin the supplement.

- Your agency administrator can turn off the incident supplement verification
processto submit all reportable incidents that are supplemented to the data
set by setting the NIBRS VERIFY_SUBMISSION Maintenance Valueto N.

3. Click on the Data Set tab and enter the Month and Year of the IBRreport you intend

to generate.

The submission file will contain incident reports from the targeted month and any
incident reports from prior months that have not been reported or have since been

modified.

If you have not completed this action before you will need to start at the Month and
Year that you began using this application and create Submission File by Month until
you reach the present.

NIBRS Reporting Guide 1 August 2023
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012019-2

Submission Details m Submission File m Submission Summary

SusmissioN DATE

Month | December ¥ | Year | 2019 '

4. Click the Next button to generate a list of submissions candidates. The Submission
Detailstab displays with the results. This may take a minute, depending on the num-
ber of Incidents being reported in the selected month.

m Submission Details m Submission File m Submission Summary

After applying any filters, click NEXT to review any warnings

Show Data Set Inclusion Details

Total Incidents: 9

Included: 9

Not Included: 0

Date: 12/2019 -
REPORT #s IncLupeD Date From Date To

Enter Comma Separat: -All- v =] =]
AGENCY DaTE TyPE STATUS NIBRS Cobe

-All Agencies- v v -All Statuses- A -All NIBRS Codes- T

- Apply Filter Include All In Filter Remove All In Filter
Include All NOT In Filter Remove All NOT In Filter

Total In Filter: 9

Report Occurrence Report
Number Date Date

District 42, 201904210229 04/09/2019 04/09/2019 BURGLARY- READY
Versailles APARTMEN... TO BE
SENT
2 District 42, 201904210227 04/03/2019 04/03/2019 BURGLARY- READY m
Versailles AIRPORT TO BE
SENT

5. Adjust the number of reports on each page by scrolling down and selecting the num-
ber of reports you want per page.

The number of pages display on the right and are based on your previous selection
and the number of reports.

10 | 25 | 50 | 100 | s S€l€Ct NUMber Page
of reports number

1 August 2023 NIBRS Reporting Guide 13
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6. If necessary, apply additional filters by entering criteria in the available fields on the

Submission Details tab.

m Submission Details m Submission File m Submission Summary

After applying any filters, click NEXT to review any warnings

Show Data Set Inclusion Details

Total Incidents:
Included:

Not Included:

Date: 12/2019 -
RePORT #s IncLupep Date From Date To
Enter Comma Separat: -All- v ] ]
AGENCY Dare Tyre Status NIBRS Cope
-All Agencies- v v -All Statuses- v -All NIBRS Codes- ¥

- Apply Filter

Include All In Filter

Remave All In Filter
Include All NOT In Filter Remave All NOT In Filter

a. Clickthe Apply Filter button to return alist that matches your criteria.

REPORT #s IncLupen Date From Date To

Enter Comma Separated | -All- v 04/02/2019 B 04/09/2019 -]
AgeNcY Date Type STATUS NIBRS Cope

-All Agencies- v Occurrence Date v -All Statuses- v -All NIBRS Codes- v

\

Include All In Filter

Remove All In Filter

Include All NOT In Filter Remove All NOT In Filter

Date: Qccurrence Date Between 04/02/2019 and 04/09/2019

Total In Filter: 3

District 42, 2019D4210229 04/09/2019

Including: 2 Removing: 0 Update Selected

Report Occurrence Report
Number Date Date
|«

04/09/2019 BURGLARY- READY TO BE

Versailles APARTMEN... PROCESSED-

ORIGINAL
2 District 42,  2019D4210227 04/03/2019 04/03/2019 BURGLARY- READY TO BE
Versailles AIRPORT PROCESSED-

ORIGINAL
74 District 42, 201904210226 04/02/2019 04/02/2019 BATTERY- READY TO BE
Versailles FIREARM PROCESSED-

ORIGINAL

b. Optionally, uncheck individual reportsin the list you want to exclude, then click
the Update Selected button.

14
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Date: Occurrence Date Between 04/02/2019 and 04/09/2019

Total In Filter: 2 Including: 2 Removing: 0 Update Selected

Report Occurrence Report
Number Date Date

District 42, 2019D4210229 04/09/2019 04/09/2019 BURGLARY- READY TO BE

Versailles APARTMEN... PROCESSED-
ORIGINAL
D District 42, 2019D4210227 04/03/2019  04/03/2019 BURGLARY- READY TO BE m n
Versailles AIRPORT  PROCESSED-
ORIGINAL
¢ District 42, 2019D4210226 04/02/2019  04/02/2019 BATTERY-  READY TO BE m n
Versailles FIREARM  PROCESSED-
ORIGINAL

{10‘25|50‘100]

7. Click the Next button to review any warnings. For details on reviewing warnings,
refer to "Warnings and Notifications" below.

Submission Details m Submission File m Submission Summary

After applying any filters, click NEXT to review any warnings m

Warnings and Notifications

Follow the instructions below to access and review warnings and notifications before
submitting the file.

1. Accessthe Incident Base Reporting Module. For details, refer to "Accessing the IBR
Module" on page 1.

2. Initiate a Submission File and apply applicable filters. For details, refer to "Initiate
Submission File" on page 11.

3. On the Warningstab, review applicable warnings and notifications to identify incid-
ents that are not susceptible to FBI Audit. Warnings and Warning Notification History
are grouped into sub-tabs.

1 August 2023 NIBRS Reporting Guide 15
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m Submission Details m Submission File m Submission Summary

After reviewing any warnings (if applicable), click NEXT to generate the submission
file.

m Warning Notification History [ S Sub-Tabs

n. === Export to PDF or Excel File

The Data Audit Warnings tab provides the opportunity for an agency to self-audit incident reports included in the
data submission that may be at risk of a data audit by the IBR authority. Data audits represent data situations that are
commonly flagged by IBR authorities as uncommon or overly used that should be evaluated by the agency prior to
submission. The goal of this process is to ensure the quality and accuracy of data submitted to the IBR authority.

# of Type Message
Affected
Incidents
L | NIBRS Not all 35A offenders are under the influence at the time of the offense (For example, dealers). For

drug offenses, at the time the offense occurred, was the offender suspected or known to be using
drugs? If not, the entry should be N (Not Applicable).

>4 NIBRS Incident was listed as being a Cargo Theft. Please review the incident and verify that a cargo theft
actually occurred.

L NIBRS Incident contains a Hate Bias Motivation. Please verify that Hate/Bias was a factor in the incident.

4. On the Warnings sub-tab, click on the arrow to the far left of a warning message to
display a list of incidents.

The Data Audit Warnings tab provides the opportunity for an agency to self-audit incident reports included in the
data submission that may be at risk of a data audit by the IBR authority. Data audits represent data situations that are
commonly flagged by IBR authorities as uncommon or overly used that should be evaluated by the agency prior to
submission. The goal of this process is to ensure the quality and accuracy of data submitted to the IBR authority.

#of Type Message
Affected
Incidents
L | NIBRS Nat all 35A offenders are under the influence at the time of the offense (For example, dealers). For

drug offenses, at the time the offense occurred, was the offender suspected or known to be using
drugs? If not, the entry should be N (Not Applicable).

4 NIERS Incident was listed as being a Cargo Theft. Please review the incident and verify that a cargo theft
actually occurred.

Remove All

N R e
[ 201904210222 n ﬂ m

[ 2018-08-220-000015 n ﬂ m
[ 2018-08-218-000014 n ﬂ m
[ 201704210062 n ﬂ m

* 6 NIBRS Incident contains a Hate Bias Motivation. Please verify that Hate/Bias was a factor in the incident.

16 NIBRS Reporting Guide 1 August 2023
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5. Optionally click on the view icon ﬂ to view an incident.

Click to return to Submission File Warnings —E

Click to open the Incident Report s | Open in Incident summary Page |

Summary
REPORT # SUPPLEMENTS AGENCY
201904210222 0,1 © District 42, Versailles
ReporT DATE Occurrence Date
03/18/2019 22:07 03/18/2019 22:07
SUMMARY
Yes hello

Location

600 North Apple Street GREENFIELD, IN 46140

Officers

tame e bages e toe g st |
Wright Greg 9696 SERGEANT-CAPTAIN-WIN  Approving District 42, Versailles 0

Wright Greg 9696 SERGEANT-CAPTAIN-WIN  Reporting  District 42, Versailles 0

Wright Greg 9696 SERGEANT-CAPTAIN-WIN  Reporting District 42, Versailles 1
Offenses

T N = T R Y

35-42-5-1 R03 - ROBBERY- BANK 03/18/2019 22:07  Open/Pending 0

Click on the Open In Incident Summary Page link to open the Incident Report,
then click the Exit Report button on the Incident to return to the Submission File
Warnings.

Click the Hide Record Viewer button on the top right to return to the previous
screen.

6. Click on the IBRicon 155 in the Actions column to view the IBR Values written to

the Submission File. Information is grouped into sub-tabs. The active tab is high-
lighted in blue.

View IBR Values - 2019D4210222

‘OFFENSES PROPERTY_ITEMS VICTIMS 'OFFENDERS ARRESTS S Tabs

ot s o rtaro:

320286 Segment Length 0088
320286 Segment Level 1
320286 Segment Action Type 1

320286 Month of Submission n

o (fl o (=

320286 Year of Submission 2020

Review the data in each tab to determine what issues need to be addressed, if any.

1 August 2023 NIBRS Reporting Guide 17
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Click the Close button to close the window.

7. Optionally click the Send Notification icon ﬂ to send a follow-up action noti-
fication to the selected reporting officers, responsible users, or approving officers
with comments.

Send Notification

NoTIFICATION
INCIDEMNT NIBRS FOLLOW-UP ACTION
COMMENTS

Incident was listed as being a Cargo Theft. Please review the incident
and verify that a cargo theft actually occurred.

Serect A User

I Greg Wright - Supp #1 v

(o] (3

a. The content of the Comments populate automatically based on the warning
received. The comments can be modified.

b. Select a User to send the notification to the appropriate user as directed by
Agency Policy.

c. Clickthe Send button to send the Notification to the selected user.

8. Click the Next button to create the Submission File. For details on creating the Sub-
mission File, refer to "Create Submission Fle" below.

[ Y [ ey p—
After reviewing any warnings (if applicable), click NEXT to generate the |

submission file.

Create Submission File

There are two types of submission files:

18 NIBRS Reporting Guide 1 August 2023
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 Hat Fles

Aflat file contains data that is stored in plain text format, and there is one record
per line. Columns are typically separated by a tab, comma, or another single value
character; Online RMS creates flat files with tabs to separate the columns.

For instructions on creating a Flat File, refer to "Hat File" below.
e XML Files

An XML file is an XML (Extensible Markup Language) data file. They are plain text files
that store information in a hierarchical standard format that iscommonly used in
data transfers. Unlike flat files, custom tags are used in XML files instead of tabsto
define different columns of data.

For instructions on creating an XML File, refer to "XML File" on page 21.

Flat File

Aflat file contains data that is stored in plain text format, and there is one record per
line. Columns are typically separated by a tab, comma, or another single value char-
acter; Online RMScreates flat files with tabs to separate the columns.

| 311_NIBRS - Notepad (=] e
File Edit Format View Help

006321072017  8520637412017-0124 220AA 02 N 15 -
030731072017  §520637412017-0124 1

030731072017 8529637412017-0124 8

014141072017 8529637412017-0124 001220 I27 MWUR
004651072017 8529637412017-0124 0128 Fa

008811072017 5C028000017-MPD-0023 20170525 16N

006321072017 SC028000017-MPD-0023 13ACC 45 1 30 &8

014141072017 SC028000017-MPD-0023 00113A I41 wMw RO1 I 01

004651072017 5C028000017-MPD-0023 0146 MI

008811072017 5C028000017-MPD-0045 20170531 10N

006321072017 5C028000017-MPD-0045 13ACD 38 1 30 &8

4141072017 5C028000017-MPD-0045 00113A I05 MW ROL B 01,

4 I 2

Follow the instructions below to create the Submission Hat Fle.

1. Accessthe Incident Base Reporting Module. For details, refer to "Accessing the IBR
Module" on page 1.

2. Initiate a Submission File and apply applicable filters. For details, refer to "Initiate
Submission Fle" on page 11.

3. Review any associated Warnings and react accordingly. For details, refer to "Warn-
ings and Notifications" on page 15.

4. Accessthe Submission Fletab.

1 August 2023 NIBRS Reporting Guide 19



Online RMS11.13.0 Chapter 3. Submission Files Caliber Public Safety

The Statistics section on the Submission Fle tab help you to identify how many
reports were in the original query and how many you did not include.

The System type section is specific to your agency or State. NIBRSis the basic, and is
used by all agencies that report directly to the NIBRS Unit at the FBI.

Submission Details m Submission File m Submission Summary

Generate
File

Total Incidents:

Included:

Not Included: 0

Date: 12/2019 -

Generate Submission File

One or more Systems is compatible with XML Generation.

= 7 o@pan

The Generate Submission File button and the section above the button appears
only when flat file submission is an acceptable file format for your state.

5. Check the applicable Generate File boxes, if applicable..

m Downloead File File Date Generate File
NIBRS .

Generate Submission File

6. Clickthe Generate Submission File button, if applicable.

7. If you have any Closed Data Sets that have yet been Accepted or Rejected, a warning
message appears.

Message From RMS

WARNING - you have closed data set(s) that have not been Accepted or
Rejected. Do you want to continue? Yes / No

o ] v

Click Yes to continue, or No to return to the Submission Fle tab without generating
the file.
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Note: For details on finalizing Closed Data Sets, refer to "Reporting Errors
and Finalizing Data Set" on page 26.

8. If you selected Yesto continue, the File Name and Date appears.

T

NIBRS 292_NIBRS.txt| Reset | | 12/03/2020 [ J
- 1842

9. Submit the Submission File. For instructions on submitting the file, refer to "Submit
File" on page 23.

XML File

An XML file is an XML (Extensible Markup Language) data file. They are plain text files
that store information in a hierarchical standard format that is commonly used in data
transfers. Unlike flat files, custom tags are used in XML files instead of tabsto define
data.

<?xml version="1.0" encoding="UTF-8"?=
<nibrs:Submission xmins:s="http:/ /release.
xmins:nc="http:/ /release.il . ‘H
xmins:j="http:/ /release.m
xmins:cjis="http:/ /fbi.gov/oiin "
- <cjis:MessageMetadata>
<cjis:MessageDateTime=2019-12-19T12:21:42 </cjis:MessageDateTime>
- <cjis:Messageldentification>
<nc:IdentificationID>NCONNN2019-0989 </nc:IdentificationID >
< /cjis:Messageldentification=
=cjis:MessagelmplementationVersion=4.2</cjis:MessageImplementationVersion>
- <cjis:MessageSubmittingOrganization=
- <j:0OrganizationAugmentation:
- <j:0OrganizationORIIdentification>
«<nc:IdentificationID > NCOBNEE < /nc: IdentificationID >
=/j:0rganizationORIIdentification >
</j:0OrganizationAugmentation>
«</cjis:MessageSubmittingOrganization>
< /cjis:MessageMetadata=
- «znibrs:Report>
- «nibrs:ReportHeader=>
<nibrs:NIBRSReportCategoryCode>GROUP A INCIDENT
REPORT </nibrs:NIBRSReportCategoryCode=
<nibrs:ReportActionCategoryCode>R</nibrs:ReportActionCategoryCode
- <nibrs:ReportDate=
<nc:¥YearMonthDate=2019-11</nc:YearMonthDate=

Follow the instructions below to create the Submission XML File.

1. Accessthe Incident Base Reporting Module. For details, refer to "Accessing the IBR
Module" on page 1.

2. Initiate a Submission File and apply applicable filters. For details, refer to "Initiate
Submission Fle" on page 11.
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22

3.

4.

Review any associated Warnings and react accordingly. For details, refer to "Warn-
ings and Notifications"” on page 15.

Access the Submission Fle tab.

The Statistics section on the Submission Fle tab help you to identify how many
reports were in the original query and how many you did not include.

The System type section is specific to your agency or State. NIBRSis the basic, and is
used by all agencies that report directly to the NIBRS Unit at the FBI.

112019-1

Submission Details m Submission File m Submission Summary

Download File Generate
. File Date File
Total Incidents: 70
()
Included: 70 MERS
Date: 11/2019 -
One or more Systems is compatible with XML Generation.
NIBRS 66 /70 nan

# of Files Generated

66 /70 == 66 out of 70 files generated
You can either generate all XML files at once, or view individual files and generate
XML files for specific Incidents. Choose one of the following options:
Generate all eligible files

a. Clickthe Generate All Filesicon to generate all eligible files. 66 files are eligible
in the example.

One or more Systems is compatible with XML Generation.

NIBRS 66 /70 n olels

Or, Selectively Generate Individual Files

a. Clickthe View Individual Filesicon to view a list of Incidents, then selectively
Generate Individual Files.
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One or more Systems is compatible with XML Generation.

R S
NIBRS 66 /70 qs B u
i Click to generate individual XML files
Show 10 @ entres Search:
SO181000108 07/07/2021 0937 n o un
50190100031 07/07/2021 0937 u o uu
50200100022 07/07/2021 0937 u o au
50200200010 07/07/2021 0937 u o Eu
50200300182 07/07/2021 0937 n o nn
50200300286 07/07/2021 0937 n o Bn
50200400122 07/07/2021 0937 BE (e | 2]
50200500041 07/07/2021 0937 u o Bu
sommenss oo ogn| oo
50200600227 07/07/2021 0937 n o BB
Showing 1 to 10 of 161 entries m 4 7 Next
oe | [

Click on the view icon n to view the Incident Summary.

Click the Export to PDF button to export the results to a PDFfile. This can be
done before or after the submission results are returned.

6. Submit the Submission Fles. For instructions on submitting the files, refer to "Sub-
mit File" below.

Submit File

Follow the instructions below to submit the Submission Fle(s) to the NIBRS FBI Unit or
your State Reporting Agency.

1. Accessthe Incident Base Reporting Module. For details, refer to "Accessing the IBR
Module" on page 1.

2. Initiate a Submission File and apply applicable filters. For details, refer to "Initiate
Submission File" on page 11.

3. Review any associated Warnings and react accordingly. For details, refer to "Warn-
ings and Notifications" on page 15.

4. Create the Submission File(s). For details, refer to "Create Submission File" on
page 18.
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5. After creating the Submission File(s), follow the instructions below based on the type
of submission file you generated (Hat File or XML).

Flat File

1. click on the file name in the System section of the Submission Hle tab to download
the text file.

112020-1

Submission Summary

ission Details

S Toomimarie__|rteowe —Jomanerie

Total Incidents: 925 NIBRS 292_NIBRS.ixt| Reset | 12/03/2020 i
Included: 925 ]

Not Included: 0 Generate Submission File | Close Data Set

Date: 11/2020

2. Save, copy, or move the file to a location on your computer that makes sense to you

for later access. The correct procedure for this depends on the browser and text soft-
ware on your computer.

Note: If your State or NIBRS Agency requires that the submitted file name

meet a specific naming convention, now is the time to rename the file
to meet their file name requirements.

Note: Agencies reporting directly to NIBRSwill email this file to their
NIBRSrepresentative.

3. After saving the file, click the Close Data Setd button to place the file (Data Set) in

the Closed Data Set list in the Data Sets section of the Incident Based Reporting Mod-
ule. Answer Yes to confirm.
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Data Sets 112020-1
SELECT AGENCY
Indiana State Police v
Open Data Sets Total Incidents: 925 NIBRS 292_NIBRS.bet E 12/03/2020
Toutinddents__ncions _____ [HIES s L
926 ﬂ Not Included: 0
Date: 11/2020
Closed Data Sets Recent | Last 12| Al
Filter on Data Set ID. One or more Systems is compatible with XML Generation.
e Q@[ ooon
092020-2 07 a
062020-2 1585 E

292_NIBRS. txt ~ Show all

Online RMS11.13.0

X

The Data Set moves from the Open Data Sets section down to the Closed Data Sets

section.

After submitting the file, you must report errors once an error report is returned from

NIBRSor the State Agency.

For instructions on reporting errors and finalizing the data set, refer to "Reporting

Errors and Finalizing Data Set" on the next page.

XML Files

There are up to two ways to submit XML files. Choose the submission method

below.

« Clickthe Submit All Files to State button, ORfor individual Incidents click the
Send to State button. These buttons are only available to agencies that have a

Web service interface set up with the State Repository.

One or more Systems is compatible with XML Generation.

NIBRS 66 /70 nan
- ‘ Click to Subm‘fAll Files to State ‘

OR

2019-2323 BRI PR Submission status and date appears after sent to State n u

2019-2324 12/19/2019 1221 |12/1 9/2019 1224 SUCCESS I n ls] 3 a

z|e ®
e« Or,Download E the generated XML files as a ZIP file, then either email or
upload them to the State Repository.
25
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After submitting the file, you must report errors once an error report isreturned from
NIBRS or the State Agency.

For instructions on reporting errors and finalizing the data set, refer to "Reporting
Errors and Finalizing Data Set" below.

Reporting Errors and Finalizing Data Set

When you receive an Error Report back from NIBRSor your State Agency, it is necessary
that you finalize the Data Set that you closed when making the Submission File.

Note: It isimportant to Accept or Reject the report before an additional sup-
plement can be opened.

Note: Data Sets should be finalized before creating additional submissions
files.

1. Accessthe Incident Base Reporting Module. For details, refer to "Accessing the IBR
Module" on page 1.

2. Look under the Closed Data Set section for a warning icon. If it exists, hover over
the icon to display the warning message.

Closed Data Sets
Recent | Last 12| All

Filter on Data Set ID... Apply

T
20140108-36 1 \ E

20140108-35 (1 E
20130826-34 (1 E

This data set has not been acted on for

any potential errors. Prior to generating

—=% anew submission file, we recommend
you act on this file and complete it.
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Finalize Closed Data Set

Data Sets should be finalized before creating additional submissions files. It isimportant
to Accept or Reject the report before an additional supplement can be opened

1. Click on the edit icon E under the Actions column next to the Closed Data Set you
want to finalize.

Closed Data Sets
Recent| Last12] All

Filter on Data Set ID... Apply

20140108-36 1

20140108-35(1
20130826-34 1 E

2. The chosen Data Set opens on the right of the screen. It asks if any errors were
reported.

Data Set: 20140108-35

Closed Data Set Warning Notification History Migration Log

Total Incidents:

NIBRS
Accepted Incidents: 0 i i 3 ;
One or more Systems is compatible with XML Generation.
Rejected Incidents: 0 m # of Files Generated m
Balance: 1

NIBRS 0/1 = n

Were there errors reported?

Select No to confirm that all Incidents were accepted by the IBR Authority. For
instructions, refer to "Confirm all Incidents Accepted” on the next page

Select Yes if errors are reported. For instructions, refer to "Errors Reported"” on the
next page.
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Confirm all Incidents Accepted

If errors were not reported, click on the No button at the prompt to finalize the Closed
Data Set.

Were there errors reported? m

Errors Reported

If errors were reported, you are required to select and reject Incidents with errors.

1. Click on the Yes button when asked if there were errors reported. Alist of reports
appears at the bottom.

Were there errors reported? m

Total Incidents: NIERS

Accepted Incidents: B B B
One or more Systems is compatible with XML Generation.

NIBRS 0/1 n n

Clicking "Accept and Finalize' will lock the dataset and close out the

submission

Rejected Incidents:

H o o ~

Balance:

Search and select incident reports with errors and mark as ‘Rejected”

REPORT #s: STATUS

Enter Comma Separated Report Numbers To Filter -Select- v

-apply Status to All On Page- v
) Accepted Train County 2014-00090 01/08/2014 01/08/2014 AGG ASSAULT W/DEAD... SENT WAITING FOR RESPONSE n
O Rejected
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Reject

You can filter the reports list by Report Number. Separate report numbers using a
commawhen entering more than one report number, then click Apply Filter to dis-
play a report list based on the provided filter.

Click on the appropriate radio button to Reject or Accept each Incident in the list.
While only one Incident appears in the example, there could be multiple.

Accepted
Rejected

For instructions on Rejecting reports, refer to "Reject" below.

For instructions on Accepting reports, refer to "Accept” on the next page.

Select the Rejected radio button on each Incident on the page you want to reject,
then click the Update button.

Rejected: 1
-Apply Status to All On Page-

Train County 2014-00090 01/08/2014 01/08/2014 AGG ASSAULT W/DEAD... SENT WAITING FOR RESPONSE n
ﬂ

Click Yes to confirm or click No to cancel.

Message From RMS

This action cannot be undone. Click YES to continue or NO to cancel.

o ] vee

If you clicked Yes, you are returned to the report list to accept all remaining reports,
if any.

If you clicked No, the confirmation window closes and you are returned to the
report list.

For instructions on Accepting reports, refer to "Accept"” on the next page.
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Accept

After rejecting the necessary reports, if any, you need to mark the remaining reports as
Accepted. If reports span across multiple pages, you must repeat this process for every

page.
For instructions on rejecting reports, refer to "Reject" on the previous page.

1. Select the Accepted radio button on each Incidents on this list you want to accept or
qguickly mark all Incidents in the list as Accepted by clicking into the Apply Satusto Al
On Page field and choosing Accepted.

Accepted: 1
| -Apply Status to All On Page- v ‘
-Apply Status to All On Page-
Reeed bree -“m
Rejected
Reject & Move P Bate
® Accepted  Train 2014-00090 01/08/2014 01/08/2014  AGG ASSAULT SENT WAITING FOR

Rejected County W/DEAD... RESPONSE

If you chose to apply the status to all on the page, it marks all radio buttons as Accep-
ted, but not the reports you rejected.

The number of reports Accepted are shown on the upper right of the screen. One
report is Accepted in the example.

2. Click the Update button on the top right.

3. Click Yesto confirm or click No to cancel.

Message From RMS

This action cannot be undone. Click YES to continue or NO to cancel.

Bae

4. If you have multiple reports that span over multiple pages, scroll down to the bot-
tom and click the next page number. Repeat the Accept process until you have
marked all reports on all pages as Accepted.

‘_Select number Page .
of reports number

P
w

10 Z5) 50 100

Once all reports are marked as either rejected or accepted, you must finalize the sub-
mission data set. For instructions, refer to "Finalize Submission Data Set" on the facing

page.

30 NIBRS Reporting Guide 1 August 2023



Caliber Public Safety

Chapter 3. Submission Files Online RMS11.13.0

Finalize Submission Data Set

1. Click on the Accept And Finalize button to finalize the submission data set.

Data Set:

Closed Data Set Warning Notification History Migration Log

Total Incidents:
Accepted Incidents:
Rejected Incidents:

Balance:

Clicking "Accept and Finalize' will lock the dataset and close
out the submission
Search and select incident reports with errors and mark as "Rejected’

RePORT #s: S1aTUS

Enter Comma Separated Report Numbers To Filter -Select-

v
- Apply Filter
-Apply Status to All On Page- v

2. To confirm, click Yes.

Message From RMS

Are You Sure?

oo

3. TheIncident Based Reporting for NIBRSand State IBR Agencies are now complete

1 August 2023 NIBRS Reporting Guide 31



Caliber Public Safety

Chapter 3. Submission Files

Online RMS11.13.0

32

NIBRS Reporting Guide

1 August 2023



Index flat file submit .. 24
functionality ... 5
G
A generate submission file ................ 20, 22
accept errorreport ... 26 g0 back BUELON .....ovvvvvvvevviiiiiinnnen 8
acceptincident ... 29-30 H
B hide data set summary ......................... 7
basic page layout ... 5 NOME PAGE .oooooooo 1
C I
close data set button o4 ibricon ... 17
closed datasets 5-6, 24-25, 27 ibrvalues ... 17
copyright i incident accepted ...................... 27,29-30
create submission file ... 18 incident rejected ... 29
incidents accepted ... 28
D
initiate submission file ......................... 11
dataset ... 5-7,24-25,27,31 ] ]
introduction ... 1
E
M
errorsreporting .............................. 25-28 ]
maintenancevalues ... 12
ACCEePT ... 26
FEJECE .. 26 N
navigation bar ... 1
F
nibrs_verify_submission ... 12
filter 12,14 o
notification ... 18
finalize dataset ... 27,31
flat file ... ... 19
1 August 2023 NIBRS Reporting Guide 33



Caliber Online RMS 11.13.0 Index Caliber Public Safety
O U
opendatasets ... 5-6, 11, 25 unhide data set summary ..................... 7
P W
page adjustments ... 6,13 warnings ... 15-17, 20
pagelayout ...
X
Permissions ... _
xmlfile ... 19, 21-22,25
R
reject errorreport ... 26
rejectincident ... 29
reporting errors ............................. 25-26
S
send notifiction ... 18
submission detailstab .................... 13-14
submission file ... 11, 20,22
create ... 18
flat file ... 19
initiate ... 11
submit . 21,23
xmlfile ... 19,21
—
tabcolor ... 9,17
top navigation bar ...
1 August 2023 NIBRS Reporting Guide 34



	Chapter 1.   Introduction
	Overview
	Role and Permission Requirements
	Accessing the IBR Module

	Chapter 2.   Basic Layout and Functionality
	Page Layout
	Data Set Summary and Details
	Page Adjustments
	Tabs

	Basic Functionality
	View Details of a Data Set
	Hide and Unhide Data Set Summary
	Return to Previous Screen
	Navigate the Tabs


	Chapter 3.   Submission Files
	Initiate Submission File
	Warnings and Notifications
	Create Submission File
	Flat File
	XML File

	Submit File
	Flat File
	XML Files

	Reporting Errors and Finalizing Data Set
	Finalize Closed Data Set
	Confirm all Incidents Accepted
	Errors Reported
	Reject
	Accept

	Finalize Submission Data Set



	Index

