Using the Notification Dashboard
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	Step
	Action

	1
	To view existing notifications, click the Notification Dashboard button from the navigation bar at the top of the screen.
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	The Notification Dashboard will display all of the unacknowledged and escalated notifications. It will also show any acknowledged notifications for which the court date has not yet occurred. To view past court date notifications, please use the Reports section.  

If you are responsible for acknowledging and distributing notifications for more than one precinct at your agency use the First, Next, Previous and Last links located just above the Agency name to scroll through the precincts for which you are provisioned.
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	To see a specific notification grouping simply click on the tab.
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(Note: The screen defaults to the Escalated-24 tab because these are the most time critical. Acknowledging notifications before the court date is within 1 or 2 business days will prevent them from becoming an escalated status.)
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	Most of the unacknowledged notifications will be listed under the Unacknowledged tab. This tab provides a few options for acknowledging and retrieving the notification information.
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	To view individual notifications one-at-a-time, click on the Detail link next to the notification. By clicking this link, a detailed report will launch that lists all of the information contained in the notification. This will also acknowledge the notification and the system will be stamped with the assigned name and time the details were viewed.
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	The report that is generated is a PDF file that can be printed or saved to the computer to be emailed or printed later.
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	After closing the report window click on the “Refresh After Print” button located below the listed notifications to update the screen.
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	If there is a notification for an officer/deputy who is no longer at the stated precinct, please use the Update link to change the information. If unsure of the new officer/deputy information please contact the responsible party at the agency to obtain this information. 
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	Once in the update screen, changes can be made to the officer/deputy’s name, precinct, squad, voice number, email address and active status. A reason for the change can also be selected from a dropdown. 

Note: At this time the system WILL NOT forward the notification to a new precinct if that is what has changed. Acknowledging and forwarding the information to the appropriate place is the responsibility of the recipient.
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	Acknowledging and printing all notifications at once can be done by clicking the Select All button to select all pending notifications in the category.
NOTE: Please note that this will select ALL the pending notifications in the category, not just the first 10 that are displayed on the page.
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	Next, click on the Print/Acknowledge Selected button to update the notification status to Acknowledged and to get the notification report(s) for distribution.
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Depending on agency preference, notifications can be printed one page at a time or with multiple notifications on one page; See the Precinct Maintenance instructions.
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	Remember to refresh after printing to see the updated status of the notifications.
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	After acknowledging the notifications, they are available in the Acknowledged-Future tab until the court date has passed. After the court date has passed, the older notifications will only be available via the Search Notifications area. This tab also displays the name and acknowledgment date for the notifications.
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	Users can also optionally track the status of notifications after they are acknowledged. In the Acknowledged-Future tab users will see a dropdown with several different tracking status fields. The dropdown will default to No Action Required for agencies that do not wish to use this feature:
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	Users can select another option from the dropdown and then hit the gold Save Precinct Status Change button located next to the deselect all button at the bottom of the results grid. This process can be repeated as many times as the status needs to be updated:
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	After saving, the grid will show the name of the user who changed the status last as well as the date that the status was changed:
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	Click on any other section to continue working or simply click the Log Off button to log off the system.
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NOTE:  Please DO NOT use the “X” button to close Internet Explorer before logging off. This does not log you off the system. The session will remain active and will continue to use network resources unnecessarily.
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