Accessing Reports in XCANS
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	Step
	Action

	1
	To access the XCANS Reports click the Reports tab in the navigation bar at the top of the screen.
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	The first report will display all of the hearings for a selected officer/deputy in a date range. To see the available officers/deputies that can be searched for, click on the gray, downward pointing arrow to launch the Select an Officer pop-up box.
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	The Select an Officer pop-up, displays all the officers/deputies assigned to the precinct(s) that you are responsible for.
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	Use the First, Prev, Next and Last buttons to move through the available officers/deputies.
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	Locate the officer/deputy, then click the Select link next to the name. 
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	If the precinct has many officers/deputies, use the search fields at the top of the pop-up to narrow the results.
[image: image6.jpg]Officer Serial Number [1151475 |

Officer Name
Precinct
Squad
Agency Name
Agency ORI

i
—

—
—
—




NOTE: ALL fields are case sensitive, and must be entered exactly as they appear in the system. Wildcard searches can be used if unsure of the exact spelling of a name or the badge number. This is done by entering an asterisk (*) in the search.
For name searches it is best to enter only the last name and then a wildcard (*) instead of trying to search on the last name, first name because some names have a space between the comma and some do not which will affect the returned results set. Wildcards can be used in Name and Number searches.
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	After entering the search criteria, click the Locate button.
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	Results of the search will appear at the bottom of the pop-up.  If there are no results, use the wildcard search or move the wildcard closer to the beginning (i.e. LAF* instead of LAFKO*) and try the search again. If the officer/deputy appears, click the Select link next to the name. 
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	After selecting the officer/deputy, enter a date range and then click the Generate Report button.
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	The second report will display all of the hearings for a selected precinct in a date range. Enter the desired Precinct, enter a date range and then click the Generate Report button.
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	The third report will display all of the hearings for an entered DR Number for a date range. Enter the desired DR Number, enter a date range and then click the Generate Report button.
NOTE: The DR field in the CANS system is manually entered by MCAO staff.  It may or may not be entered exactly as it is being searched for. If having trouble locating a DR, try using a wildcard at the beginning of the DR, for example *12345 instead of 08012345 or 08-012345.
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	The fourth report will display all of the acknowledged notifications for the entered precinct, listed by officer in alphabetical order and containing the court date, court time, court address, defendant and DR number. Enter the desired Precinct ID, enter a date range and then click the Generate Report button.
NOTE: This report can be run for future dates.
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	AGENCY NAME
	SERIAL NUMBER
	EXAMPLE

	ADULT PROBATION
	AP + 2-4 DIGIT SERIAL #
	AP1111

	ALCOHOL, TOBACCO, FIREARMS
	AT + 3-4 DIGIT SERIAL #
	AT1111

	ASU PD
	AS + 4 DIGIT SERIAL #
	AW1111

	AVONDALE PD
	AV + 3-4 DIGIT SERIAL #
	AV111

	BUCKEYE PD
	BU + 1-4 DIGIT SERIAL #
	BU111

	CAPITOL PD
	CP + 3 DIGIT SERIAL #
	CP111

	CHANDLER PD
	CH + 3-4 DIGIT SERIAL #

CS + 1-2 DIGIT SERIAL # FOR SARGEANT

CL + 1 DIGIT SERIAL # FOR LIEUTENANT

CC + 1 DIGIT SERIAL # FOR CAPTAIN

CI + 3-4 DIGIT SERIAL # FOR LAB  TECH/CRIMINALIST
	CH1111

CS11

CL1

CC1

CI111

	DEPARTMENT OF PUBLIC SAFETY
	DP + 3-4 DIGIT SERIAL #
	DP1111

	EL MIRAGE PD
	EL + 4 DIGIT SERIAL #
	EL1111

	FT MCDOWELL PD
	FM + 2 DIGIT SERIAL #
	FM01

	GILBERT PD (Add leading zeros)
	GI + 5 DIGIT SERIAL #
	GI00111

	GLENDALE PD
	GL + 1-5 DIGIT SERIAL #
	GL1111

	GOODYEAR PD
	GO + 3 DIGIT SERIAL NUMBER FOR SWORN

GR + 1-2 DIGIT SERIAL # FOR RESERVE
	GO111

GR11

	MCSO (Add leading zeros)
	MS + 3-4 DIGIT SERIAL #
	MS0111

	MESA PD  (Add leading zeros)
	ME + 5 DIGIT SERIAL #

MR + 5 DIGIT SERIAL # FOR RESERVE
	ME11111

MR00111

	PARADISE VALLEY PD
	PV + 2-3 DIGIT SERIAL #
	PV111

	PEORIA PD
	PE + 3-4 DIGIT SERIAL #
	PE1111

	PHOENIX PD (add leading zeros for sworn)
	PS + 5 DIGIT SERIAL # FOR SWORN (add leading zero)
PA + 3-4 DIGIT SERIAL # FOR LAB TECH

PR + 3 DIGIT SERIAL # FOR RESERVE
	PS01111

PA1111

PA1

PA2

PR111

	SCOTTSDALE PD
	SC + 3-4 DIGIT SERIAL #

SCR + 3 DIGIT SERIAL # FOR RESERVE
	SC111

SB111

	SURPRISE PD
	SU + 3-4 DIGIT SERIAL #
	SU1111

	TEMPE PD (add leading zeros)
	TE + 5 DIGIT SERIAL #


	TE11111

TE1

TE2

	TOLLESON PD
	TO + 3 DIGIT SERIAL # FOR SWORN

TC + 3 DIGIT SERIAL # FOR DISPATCHERS

TR + 3 DIGIT SERIAL # FOR RESERVE
	TO111

TC111

TR111

	US POSTAL INSPECTION SERVICE
	PI + 4 DIGIT SERIAL #
	PI1111

	WICKENBURG PD
	WI + 2 DIGIT DERIAL #
	WI11
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