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1.0 JusticeTrax LIMS-plus
JusticeTrax LIMS-plus is a Windows-based laboratory information management system

designed specifically for the forensic lab. It features all of the software tools necessary
to run a forensic lab and is flexible enough to meet a laboratory’s individual needs.

2.0 CASE MANAGEMENT

2.1 MAIN CASE VIEW \
All evidence and analysis must be associated with a labora %The main
case view, or Case Info tab, is the focal point of the applic&tioN.
To open the main case view, first open an existing cal %ar

new one.

The tabs on the main case view open views o enkirmtls of information
about the case. Each view has its own pop-up\nen so called right-click

menu) with the commands that are avail for\thatyfiew.

The Main Case View will provide general inf tion concerning a case. It

provides information as to the datg”ant§ime the case was opened, who opened
. Requests associated with the case, a

gtory Cases window.

2.2 Synopsis Window
No defined use
2.3 Relatgfl C s Window

LIMS allpws for linking of related cases using this window. For those cases
which aRg receiyed under two case numbers, you can relate the two cases in

LI 0 alysts will be aware of related cases. Right click on the CASE

I d open the RELATED CASES window. Enter the Related Case
numiBgyL., LIMS will automatically record the related case in the second case.

47 AGENCY VIEW

Agency View will list all agencies which have an interest in the lab case. You can
add to the Related Agency list or edit or delete agencies. This view will also
allow you to designate the Primary Agency for the case. The primary agency is
normally considered to be the primary investigating agency.
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25 OFFENSES VIEW

This window can be used to list all the offenses associated with the lab case.
You can add to the list or edit and delete offenses that are already listed.

2.6 INDIVIDUALS VIEW

This view lists all the principals associated with the lab case in alphabet der.
You can add to the list or edit or delete principals that are already liStgd. To @dd

an individual:
. From the Main Case View, click on the Individuals tg#5* Q

Right click to open the pop-up menu and choose ividual.
Enter the name in the boxes, last name first.
Use the other boxes and lists to record as muc
you need.

Designate individuals as Suspect, Victikg‘or Qther, if that information is
available.

PwpNPE

jonal information as

o

2.7 EVIDENCE VIEW

This view lists all the submissio
order in which they were ent
or delete submissions that
requires higher security

ltems in LI

yjginal submission may be further itemized with the
s in the system. If the Item is to be separated from the

2.8 UESTS VIEW

IPView lists all the requests for analysis associated with the lab case in the
der in which they were entered into the system. You can add to the list or edit
or delete requests that are already listed.
Adding requests for analysis:

1. From the Main Case View, click on the Requests tab and right click to open
the pop- up menu. Choose Add Request.
2. Change the selections in the Agency and Representative lists.
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3.0

REMEMBER: These designations will determine who is listed as the
requesting officer on the top of the report for this request.

3. Select the lab department and type of analysis from the Department and
Services lists. Some departments have separated services into several
different categories, so be sure that you select the correct service.

4. The Requester box should be used to record instructions provided from the
requestor (may be from the RLS). EXAMPLE: While the Departmengand
Service may be Bio/DNA and Trace Analysis, the actual request rec in
Requester box would be: Compare the Hairs in Submission Ooo&he

known hair sample in Submission 0002.
2.9 Case Activities Q
a

Case activities are utilized to track all communicationgemajl, v [) between the
laboratory and end users (attorneys, case agents) rel the processing of a

case.

EVIDENCE CONTROL %
The control of evidence begins in LIMS-plu en the evidence submission

reaches the lab and is entered in# stem as part of a case. It ends when all
reports are complete and the gyid@gce igreturned to the agency. LIMS-plus

records all transfers, and kegps {ract he evidence.

3.1 Logging in Evidenge

To add a submisst

1. Fromife CA&se View, click on the Evidence tab, right click to open

u and choose Add Evidence.

2. The primal§pragency automatically appears in the Agency list. You can
s&@lect a glifferent related agency if appropriate.

o) e to enter the submission information.
idence received from outside the laboratory shall be numbered as
isted by the submitting agency.
he description shall be as listed by the agency.

. The transfer information at the bottom of the window should reflect the
transfer from the current location of evidence (evidence intake, agency
representative, etc).

7. If receiving additional submissions from the same RLS, click the Apply
button at the bottom of the window. You may now change the evidence
description information at the top of the window. You can then apply this
submission information without re-entering information in the Transfer
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portion of the window.
3.2 Transferring Evidence
Open the Evidence Transfer window. Enter the transfer information. The
From transfer line will automatically default to the last location once the To

transfer information is entered. If the “From” location is a laboratory engPloyee,
the system will require the scanning of the employee’s barcode and ent

employee’s PIN. \
3.3 Returning Evidence to the Requesting Agency Q

Once all Requests related to a Submission are complete\the subgnission is ready
e

for return to the requesting agency. This transfer cangalso umented using
the Evidence Transfer window. r&

The technician will pull the submission(s) fron\the sforage location and record
the transfer from storage location to laboratQry ®mplggee then an evidence return
location. The laboratory employee has th pONsibility to confirm transfer
information is correct and complete before t @ pply button is clicked. If the
return location is a courier, then th ing MImber shall be recoreded.

D a
C

3.4  Chain-of-Custody

Every transfer of submisstions¥gregorded in the chain-of-custody report for that

submission. To view e CRain-gf-Custody for a particular submission, open the
Main Case View fogthe Click on the Evidence Tab and right click to open
the pop-up men an®ychoose Chain of Custody.

The entire chain u y will be displayed for that particular submission and

j y have been separated from the parent submission.

If there In the chain-of-custody, it should be brought to the attention of
the agid pervisor immediately. Corrections of any errors in chain-of-
@u require the Laboratory Manager or his designee (the evidence

Evidence Resubmissions

n some circumstances it is necessary for evidence which has been released
back to the requesting agency to be resubmitted to the laboratory for additional
examinations. Submissions bearing the original barcodes can be scanned back
into the system using the Evidence Transfer window. The submission should
be checked to make sure the seals are intact and there is no sign of tampering.
A new request will be entered for the submission or the submission may be
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related to an incomplete request already in the system.

4.0 ANALYSIS

Requests for analytical services must be assigned to analysts before results can be
recorded.

4.1  Assigning requests for analysis

The discipline Supervisor or designee can view unassigned regos %staff
workloads and then assign requests to a specific analyst. All a% for
analysis will be assigned to a specific analyst.

To assign multiple requests to an analyst the Unit Sufagrvispr/agfalyst can use the
Assign Request for Analysis window under the An s Yenu.

This window also features a Refine List buttoR Whidh will allow you to narrow
down the list using the Service and Rease# lists. MPLE: If you want to

Requests view and selec ificrequest. Double click the request to open
the Edit Request windowYXor
the analyst name fro e Anal

depending on the circumstances. To change a due date,
nd open the Edit a Request window for the specific request.
due date and click the OK button.
eason
the Request window is a box designated as Reason. The Reason list includes:
Rush, and Approved Rush. The information entered under the Reason window
will appear on the Assignment Notification.
4.4  Complexity

Used for managing discipline specific data collection needs.
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4.5 Editing, Canceling and Deleting Requests for Analysis
45.1 To edit arequest:

From the Main Case View, click on the Requests tab and right click to
open the pop-up menu. Choose Edit Request. Make your changes in
the editing window. You can use this window to change the DuegPate,
change the analyst the request is assigned to, or make changes
additions to the Requester notes, Assignor notes and Revie notes

The Related Evidence feature under the Request men alsd be
used to relate additional submissions to the original

4.5.2 To Cancel a Request: v\

A request may be canceled on a single\submssjon or the entire request
may be canceled. From the Main iewlgffick on the Requests tab
and right click to open the pop-up § hoose Cancel Request. The
system will prompt to make sure you ‘@ o cancel the selected request.

A notation should be adde caserecord documenting the reason for
the cancellation.

A record of the Re t efétion will be made and can be observed in
the Show Milesto owy’for the case.

4.5.3 To Dglete quest:

e View, click on the Requests tab and right click to
menu. Choose Delete Request. The system will prompt
you want to delete the selected request. This function
uires a higher security level to perform.

From the in

the Delete Request function should be carefully considered. Once

therequest is deleted, all information related to that request is removed
om the Main Case View and this information is not easily retrieved.

An example of when the Delete Request function may be appropriate

would be when the request is entered in the wrong Department or under

the wrong Service. The request can be deleted and then added as a new

request in the correct department and/or service.

4.6 Recording the Analysis

After the evidence submission has been logged into the system, linked to a
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request for analysis and assigned to an analyst, the next step is to complete the
analysis and record the results. You can use the Enter Findings command on
the Requests menu as the first step in recording results for all analytical
modules.

Once the report reaches releasable status, the Enter Findings command opens
the final report in read-only mode. You can look at results, but you can ¢gfot
change anything unless you first use the Clear Report Releasable co .
The Clear Report Releasable command can only be performed bySisciplin

supervisors or the laboratory Manager.

4.7  Final Report Window Q

To open this window, select a service in the Requestg vieW of ifain Case View
and Choose Edit Findings from the Requests menu.

GENERAL ANALYSIS MODULE —Biological enng, Latent prints, DNA ,
Firearm/Toolmarks

Case Tree View - This view will show you t ationship between the case, the
selected request, and the correspges pieces of evidence. Results can be tied
to the request or the evidence ite light the item you want to link to a
result.

Result Type - Use the drdR-d ligt to select Answer. Other result types listed
are used by Firearms

Type your resul lusions, opinions in the Results field.
ANALYTICAL, M — Drug Analysis, Toxicology.

Some ofghe an I modules include specialized report modules which open
automafically w you access the Edit Findings command. These allow you to
entpiginf @n in special windows to document the types of examinations

Praft Complete

ce the analyst has entered all appropriate information into the analytical
module or entered the findings in the Edit Findings window, they will set the
Milestone as Draft Complete. This locks the request Edit Findings window as
read-only. The analyst can print a copy of the report using the Print Final
Report command. “Draft: Not for Release” will appear on the bottom right of
the report until the report has been administratively reviewed. The analyst will
now forward the work packet and report for Technical and Administrative
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4.9 Assigning Technical Reviews

Reports must be technically reviewed prior to the results being released. The
LIMS system is configured to allow the assignment of these reviews.
Assignments can be for multiple cases or for individual requests.

The analyst assigned the Technical Review can view the list of cas@§for wh'i)h
these reviews have been assigned by accessing the System Remg@rts%enu,
choosing the My Current Workload report, and clicking on th ic
Reviews button. The system will not allow an analyst to t iC8 pview their
own reports.

Once the Technical Review is conducted, if no proble found, the reviewer
will update the case Milestone to Technical R :

If a problem is found during the Technical , thgfreviewer will remove the
Draft Complete milestone from the requé report and work file may then
be returned to the analyst for corrections. n lyst will make whatever
corrections, additions, edits, etc. npe@ggary ard begin the process again by
marking the Milestone of Draft /&g ete

The Tech Review milestone ulogg

milestone.

VAYS be set before the Admin Review

4.10 Assigning AdgiinistratiV® Reviews

The procedure f
Tech Review, P
in the sam

s&qting the Admin Review milestone is very similar to that for
le oted during the Administrative review can be handled
described for Technical Reviews.

JAllinformation concerning this request will now appear in read-only mode.
0 Ohanges can be made to the information entered concerning this request
less the request is first unreleased.

4.12 Amended Reports
The report can not be edited after it is marked as Admin Reviewed. If a

situation arises where the report needs to be changed then a new Report should
be produced.
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Create a new request (or a child request) and list in the Requester notes that
THIS IS AN AMENDED REPORT. If the amendment is minor, the original results
can be re-entered under this new request along with the corrections or
amendments. The amended report will then be forwarded for routine reviews.

LABORATORY MANAGEMENT

5.1  Activity Tracking %

LIMS allows you to keep track of time spent on various activities e
activities can fall into two categories: Non-case-related activitie ase-
Related activities.

Case Related activities affect a particular case but n specifigfrequest.

To access this function, begin from the Case In b e Main Case View.
With your cursor anywhere on the Case Ipfgyscigen g€xcept over the Synopsis

field), right click to open its menu. Selec tivities.

e tree view. If no activities have been
an add new or edit and delete existing

All performed activities will be list
entered, this will be a blank scre€

activities from the tree-view. %

Click the Add button on bo f the Performed Activities tree-view to add
an activity to this ca

The Lab Activit e No ##### dialog will be presented.

You can fi ities that will display under Activity Information by
jnformation by Laboratory, Department, or Service level.
ialog's title will change as each filter is selected. By selecting
e Activities in the Activity field drop-down list will be filtered to
activities defined at the selected level(s).

ivities list for Case-Related Activities include:
urt Testimony
Pre-trial Conference

Verbal communication
E-Mail communication
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5.2 Crystal Reports

Crystal Reports can be accessed from LIMS by clicking on the Administration
Menu and choosing Crystal Reports and the Generate Reports. A list of
available reports is then listed. Highlight the report to be run and click print.
Enter the data it requests and the report will print to the screen

5.3 Training Records %

The training module is intended to electronically store all training=gglat
documents and information for laboratory staff members. Man approval of
all training received is also documented within the module QNifg records
screen allows staff members, or their supervisors, to add\edit &ng delete training
records. Images may be attached to training records.%a S be added from

disk, or from a scanner to allow paper documents to ned and attached to
any training record completion certificate.

To add a new training record, click the Ad 1iNing Record button (plus
button). Clicking this button will move the cu @ in to the Topic field to allow you
to add the appropriate course title ifica

TAB to the Dates and Duratj#gM fie n click Apply. The record will appear in
the tree view.

Once a course has b aftended, the trainee should click the Trainee
Acknowledged chgckb n click Apply.

Once a traini been entered, images can be added to the training
record to trgc [ es or syllabi to verify participation.

plee’s supervisor informing the supervisor that there is a training
r ending approval.

e & manager has marked a training record as approved by checking the

arrager Approved checkbox, an email will be sent to the trainee notifying them
the approval.

6.0 ANALYTICAL MODULE ADMINISTRATION

The analytical modules available in LIMS offer opportunities for automating and
standardizing routine analytical functions within the laboratory. The basic steps of an
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analysis are the same whether you use an analytical module or not. The analytical
module administrator maintains the standards used in the department and sets the
parameters for automated data entry.

7.0 SYSTEM ADMINISTRATION

7.1 System Passwords and PINs

Employees utilizing LIMS are issued a user name and allowed to s ersghal
password and personal identification number (PIN) for system S. s
allows the employee to gain access to the system and allows t em to track

employee input into the system.

Employees should never share their password and/o INth her individuals.
Do not write or display your password and/or PIN wheyeSgcan be viewed by

others.

When you finish a session on LIMS, you “ |d\sigryff the system to prevent
others from entering information under yad & Yame. Never allow other
personnel access to the system under your u@ name.

7.2 Employee Barcodes

Employees are provided barcod required to conduct evidence transfers in the
system. This barcode should be \nairgip€d by the employee and available at all times while
at work. Do not allow other. loyees/to use your barcode. Lost or damaged barcodes
should be reported to the4@iscip i

chnicians responsible for maintaining these areas. The same applies to
e various departments. By limiting electronic access to these areas, an

7.4  Security Levels

LIMS-plus Role-Based Security creates User roles that provide access to functionality in the
system. Users are assigned to the appropriate role, granting access to features, departments,
services, and storage locations.
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New Case Creation

When a new case is received by the laboratory, it shall be entered into LIMS.

1.

2.

3.

ok

© N

9.

Click on the New Case icon or select File, New. The Agency case number search
dialogue box will open.

Select the submitting agency from the drop down menu. If the submitting agency is not
listed, contact the system administrator to have it added.

Enter the agency’s case number and click OK. The system will search to ¢ if a case

already exists.
a. If a case already exists, then update the existing case.
b. If an existing case is not found in the system, click New Ca e Main Case View
will open with a temporary laboratory case number.
Click Apply to generate a Laboratory Case Number, which dgplacks the temporary number.
Select the Offense tab and add offenses listed.
a. If the Domestic Violence box is checked on the R the offense Domestic
Violence.
Select the Individuals tab and add individuals.
Select the Evidence tab and enter the evidengg regeiv
Select the Request tab and create the appr guests. For technicians entering
cases in evidence, the following guide should w owed,:
a. Tox Holding
I. For blood alcohol, toxj
b. Latents Pending
I. Any latent print p

grocessing request.

c. FB Case

I. Any biologigal sckeeni®g or DNA request.
d. CS Case

I. Any cgntr8jfed substance analysis request.

e. Fire Debri

i A
f. FAT

& Any Riréarm/Toolmark request

erg/icon to open the imaging module
ct the Case Images folder by clicking on it.
e RLS as an uncompressed tiff image and name as RLS-X where X
ref@rences the first through n™ RLS.
y supporting documents (Case information, DRE) should also be scanned as an

uncompressed tiff to the Case Images folder and named appropriately (DRE, Case
Info)

iS (arson) analysis request

Select
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Revision History

Manual version has been updated to current year. No changes have been made to the content of this manual
after review by Forensic Laboratory Manager.

Page 14 of 14
All printed copies are uncontrolled. Approved by Forensic Laboratory Manager



