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Overview 
The IAPro software was designed to assist law enforcement Internal Affairs and Professional Standards Units but is now 
used by many entities other than just law enforcement such as school systems, hospitals, universities, fire departments, 
EMS services and Human Resources departments. 

Introduction 
From its inception, IAPro has supported the following core needs: 
  

• Early intervention – Also known as early warning, early intervention encompasses the proactive identification of 
possible performance problems within the organization.  Performance problems can be identified at the 
employee, unit or allegation level, among others.  IAPro supports the early intervention concept via its alert 
functions, and also various reports and data display interfaces. 

 
• Case management – The handling of citizen complaints and other internal investigations in a timely and effective 

manner is crucial to the effectiveness of IAPro customers.  IAPro has many features that support this concept, 
often with unique, graphical interfaces that are easy to learn and utilize.  

 
• Statistical reports and charts – A wide range of these are available from IAPro, many of which are highly 

configurable in a user-friendly manner.  
 

• Security and access control - Data in IAPro is secured so that access can be controlled based on need-to-know 
concepts.  In addition, many key IAPro features can be accessed individually by each IAPro user.  The IAPro 
system administrator is in charge of maintaining each IAPro user’s access rights and privileges.  

 
• Automated correspondence – IAPro offers several approaches to supporting the time-consuming endeavor of 

generating letters and other documents.  
 
Before we go into how IAPro addresses these core needs, we need to first take a look at the information IAPro stores 
and how it fits together, along with some basic usage concepts. 
 
Information in IAPro centers on the concept of incidents.  Understanding incidents is a crucial first step in understanding 
IAPro. 
  
An incident is an individual item of work such as an investigation of a citizen’s complaint, or a reportable event 
such as a vehicle accident or use-of-force.    
 
To differentiate between different types of incidents, IAPro includes an incident type identifier.  IAPro’s data entry format 
ensures that this is the case.  
 
With some important exceptions, incident types are customer-defined.   Typical incident types used by IAPro customers 
include citizen complaint, administrative investigation and citizen inquiry.   Customer defined incident types can be added 
at any time and setting up the initial incident types is part of the IAPro configuration process when the customer is first 
installed.  
 
The exceptions to customer-defined incident types are those that come “hard-wired” in IAPro.  These are also termed as 
reportable or statistical incidents, and include the use of force, vehicle accident, firearm discharge, vehicle pursuit, stop, 
K9 utilization, etc.  
 
  



 

IAPro Instructional Manual 
  P a g e  | 8 

Click here to return to Table of Contents 
 
 

These hard-wired or statistical incident types include data elements -- or fields -- and other features that are specific to 
the type of incident represented.   Therefore, you’ll find fields such as citizen taken to hospital included with Use of force 
incidents, and type of stop device used included with Vehicle pursuit incidents. 
 
 
  

Citizen complaint Response to resistance (Use-of-force) 

Administrative investigation Vehicle pursuit 

Inquiry Firearm discharge 

Citizen Contact Vehicle Collision 

Property Loss/Damage Stop 

Commendation/Award K9 Utilization 

Inspection Drug Test 

Background Investigation Show of Force 

EEOC Complaint Integrity Test 

Worker’s Comp Claim Forced Entry 

Table 1: Examples of incident types 
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Basic Incident Entry and Case Management  
   
Entering Incidents 
 

By clicking on the “Input” icon under Modules/Shortcuts, you can select the incident type you wish to enter. 

 

Once you select the incident type, it will ask you to choose the access level for the incident.  Each user of 
IAPro has been given an access level by the administrator.  This allows the administrator to control who can 
access certain incidents in the system. 

 

Access Level 

Input Icon 
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The date of receipt will appear as today’s date.  The user can change this date if needed.  To enter a date in 
any field, you enter the numbers of the date without any formatting such as dashes or slashes.  IAPro will 
format the date for you.  For instance, in this incident, the date would be entered as 112016 or 11202016.  
Either sequence will work.  The user will proceed to the next screen to continue entering the incident. 

An incident wizard screen will appear. 
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Automatic IA number sequencing 
IAPro can be configured to automatically sequence and enter your IA number.  

One or more sequences can be configured by the IAPro administrator, so that IAPro users can choose the 
sequence that’s appropriate to the type of incident being entered and have the next number in sequence be 
generated. 

 

 

In the example above, several sequences that have been configured by the IAPro administrator, and 
the lower sequence for “Citizen Complaint” has been selected by the user. 
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Automatic numbering is activated by the administrator.   

 

 

 

Note:  Many of our customers choose to use one numbering system for all incidents.  If 
your organization chooses to not use the automatic numbering, you can still select numbers 
in a sequence by clicking on the three dots next to the IA number field noted in the picture 
above. 
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Case Numbering 
The case number field is intended to capture the RMS, CAD or incident number of the law enforcement 
incident that the complaint or IA case is related to.  These fields are usually populated by the user free-typing 
into the field or by being populated as it is entered via BlueTeam. 

 

  



 

IAPro Instructional Manual 
  P a g e  | 14 

Click here to return to Table of Contents 
 
 

The Links of an Incident 
Linking Citizens and Employees 
Citizens and Employees are the parties that are normally involved in incidents.  
A citizen is the primary involved party in a citizen complaint.  In such a role, they are the complainant.  
Internally generated investigations will be less likely to have citizen complainants.  When a citizen is linked to 
a hard-wired reportable incident, they are known as an involved citizen, rather than complainant.  Citizens 
can also be linked to incidents as witnesses.  

Employees can be associated with incidents as involved employees, complainants (for example when one 
employee makes a complaint against another or when the employee is a reporting supervisor) or witnesses.  

An unlimited number of citizens and employees can be linked to each incident.  

IAPro stores information relevant to each citizen such as name, date-of-birth, etc.  It stores information 
similarly on each employee, including his or her current assignment, which can be convenient for statistical 
purposes. 

Everything on the “Links” page or tab uses “right click” functionality.  To add the involved citizen or 
citizen complainant in IAPro, “right click” on “Involved citizens” and click on “Add new involved citizen.” 
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The “Citizen Finder” screen appears for the user to search the system for the involved citizen in case this 
citizen has been linked to prior incidents or to add a new involved citizen.  Type in the last name and first 
initial of the involved citizen and search.  Citizens will appear in the bottom of the screen.  If you find a match, 
highlight the name and click on “Select highlighted citizen.”  If you do not find a match, select “Add new citizen” 
and enter the new citizen’s information. 

 

When you select the citizen, the system will ask for the role of the citizen in the incident. 
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The citizen’s snapshot appears and the user will complete this section to the best of their knowledge.  This 
information will be available for reporting purposes. (Note:  this enhanced citizen snapshot only appears if is 
has been selected via the incident type by the program administrator) 
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Once the citizen is linked, there are several options available by right clicking on the citizen’s name.  One of 
the more important options is the ability to add a role for the citizen.  This can be especially useful in later 
reports. 

 

Select the role for the citizen.

 

Additional roles for citizen might be Bystander, Reporting Person, Driver, Passenger, Ride-along, etc. 
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The user can also add criminal charges to the involved citizen as well as unlink and delete them from the 
incident if needed.  Unlinking the involved citizen is preferred over deletion and the system will not allow the 
deletion of a citizen if that citizen is linked to other incidents. 
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Adding the involved employee(s) is accomplished by right clicking on “Involved employees.” 

 

A search form will appear and the user will search for the involved employee.

 

Highlight the employee when they appear in the bottom portion of the search form and click on “Select 
highlighted employee.” 
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Select the employee’s involvement. 

 

The employee’s snapshot will appear and the user will complete.  It is at this time, the user can designate 
whether the employee was wearing a “Body worn camera.” 
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A role can be selected for an involved employee.  Right click on the employee’s name and select their role in 
the incident. 

 

 

Additional examples of employee roles might be Primary Driver, Passenger (Pursuits, Accidents) or 
Secondary Driver (Pursuits).  You might also use Field Training Officer, Probationary Officer, Supervisor, etc. 

Different incident types have different employee roles. 
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By right clicking on the involved employee’s name, the user exposes options for building out the incident. 
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Linking of Allegations 
To add an allegation, click on “Add new allegation” and select an allegation from the drop-down list. 

 

Along with the allegation, you have the ability to link the directive or policy where the allegation is found in 
your department’s policies and procedures.  The “directive” or policy violation is usually selected at the same 
time as the allegation. 
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Findings are associated with allegations and directives and before closing an incident, each allegation should 
also have a finding with a finding date. 

 

With a finding of “Sustained,” an action taken should be entered.  
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Linking of Actions Taken 
Select the “Action” from the dropdown list.  The system will provide an “Action Taken” date and the ability to 
add a narrative, select a category and mark the action complete. 

 

  



 

IAPro Instructional Manual 
  P a g e  | 26 

Click here to return to Table of Contents 
 
 

If the action taken is a suspension, a box is provided for days or hours suspended.  If in your department, 
Employees work different shifts, like four ten-hour days or three twelve-hour days and other employees work 
five eight-hour days, then you should enter the time as hours.  If everyone in the department works the same 
number of hours in a day, then using days would be easiest. 

In this example, the suspension is entered in hours. (One week at 40 hours) 
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Linking of Charges 
Criminal charges or Administrative charges can also be linked to an employee.   
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Linking of Hearings 
If the administrative function of Hearings/Appearances is turned on, you can track all hearings and 
appearances related to an incident.  This function is turned on as the Administrator in System Settings and 
the Application Tab. 
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By right clicking on the employee’s name, you can track all hearings and appearances related to the incident. 

 

Select the Hearing type 
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Select the status and complete as necessary.

 

When the hearing has been completed, you will select an outcome from the dropdown list and enter the 
completion date. 
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Additional Linked Employee Options 
Right clicking on the employee’s name gives you several additional options.  These options are listed below. 

Viewing Employee Information 
By right clicking on a linked employee, you can view the employee’s informational folder.  Note: you 
cannot make changes to the folder in this manner. 
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A read only version of the Employee’s folder appears but you may run officer history reports from this screen 
if needed. 
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Purging a linked Employee 
There may be times where you want to purge an employee from an incident but leave the allegations and 
disciplinary actions for statistical purposes. 

Right click on the involved employee and select “Have IAPro purge this officer from the incident” 

This will purge the officer but leave the other links like allegations and actions taken for your statistical and 
historical reports. 

 

• Note: Purge features must be activated by the Administrator for a user to have this feature.  
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Unlinking or Changing a Linked “Involved” Employee to a “Witness” Employee 
By right clicking on an involved employee, you may unlink them from a specific incident or change them to a 
witness in the incident. 
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Linking of Employee and Citizen Witnesses 
Linking of employee witnesses is accomplished by right clicking on “Involved employees.”  All 
employees should be pre-populated.  Therefore, any employee, including civilian employees are 
entered as involved employees and then their role is selected. 

 

The linked employee witness will be inserted under the witness section. 
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A role can be chosen for the witness employee by right clicking on the employee’s name and selecting 
“Add/edit employee role” 

  

Linking a citizen witness is accomplished by right clicking on the word “Witnesses” and conducting a search 
for that involved citizen witness. 
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When you conduct the search and select or when adding a new citizen, you will select the second option of 
“This citizen is NOT the person reporting the complaint.” 

 

 

It is also recommended that you select a role for the citizen witness as well. 
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Linking of Existing Files 
IAPro gives the user the ability to attach any type of document(s) to any incident.  These attachments will 
become a permanent part of the IAPro incident.  The following guidelines should be used when attaching 
documents, videos, or photographs to an IAPro incident.  A user can attach as many electronic document(s) 
to the incident as needed. 

Step 1 

Right click on Linked files and select “Transfer and link file(s) to this incident.” 

 

Step 2 

Select the document or file you want to attach and click on “Open.” 
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Step 3 

Select the virtual folder you want to place the electronic document into.  You can skip this process by 
selecting the appropriate box. 

 

Step 4 

The documents or files will now be attached under the “Linked Files” section of IAPro. 
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Add/link new Word Template Form 
IAPro can be used to complete form letters and other templates within the incident, drawing from data such 
as linked citizens or employees, tracking numbers, allegations, etc. 

See “Creating Templates”  

To use an existing template, follow the following steps: 

Step 1 

Right click on Linked files and select “Add/link new Word template form” 
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Step 2 

Select the template type from where your templates are stored. 
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Step 3 

If a linked citizen or employee’s name or address will be part of the template, highlight the correct citizen or 
employee and then click on “Fill-in and display the chosen Word template form. 
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Step 4 

Give the linked document a name and click on “OK” 

 

The template will appear below and you can complete the finished word document and save. 
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Step 5 

Close out of the Template data select form screen by clicking on the red X. 

 

You will now find the completed document under “Linked files” 
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Add Linked Web URL 
The next method for linking is called the “Add linked web URL.”  This method would be used for those files 
that take up too much space on your server to create a file the normal linked file method.  Usually, videos and 
photographs are stored in a cloud service such as Evidence.com.  You can create a link to files stored in the 
cloud and will not take up space on your shared file server. 

To begin the process, copy the URL from the video you wish to link. 

Right click on “Linked Files” and select “Add linked web URL” 

 

A box will appear with a place for you to place your video’s URL from the cloud storage location, such as 
Evidence.com. 
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Paste the URL into the space provided.  It may look something like this: 

 

The Linked file will appear in the list. 
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Clicking on the linked file will take you to the cloud storage site to the Log-in Screen. 

 

Only persons with valid log-in credentials to the site will be able to log in and view the video. 

Once you log in, it will take you directly to the video for viewing. 

 

 



 

IAPro Instructional Manual 
  P a g e  | 48 

Click here to return to Table of Contents 
 
 

Incident Categories 
Incident Categories are created by the Administrator and can be used as a unique picklist for specified 
incident types.  If they are available for the incident type you are entering, you will find them at the bottom of 
the Links page.  Select from the available list if it applies to the incident. 
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The Summary 
Each incident has a data field to capture its summary.  The summary field is found on the second tab of the 
incident folder, labeled “Summary”.  

The summary can be from one to several paragraphs with additional pages if needed.  The majority of our 
customers use it as a place to give a brief summary of the incident but with BlueTeam incidents, the summary 
is usually more detailed and lengthier. 

Incident summaries are searchable.  For instance, in “Shortcuts”>” Incidents” mode, click on the Fast Find 
button to display the Fast Find query window.  One of the options is to search all incidents having a word or 
phrase in their summary.  

Finally, text can be cut-and-pasted to and from the summary field.  However, you are limited to approximately 
15000 characters per page. 

Status + Assignment Tab 
 
The status and assign tab allow you to record the incident assignment and the status of the incident. See 
below for an example of the status and assign tab: 
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1. Select the assigned unit from the “Unit assigned” drop down menu 

 

2. Select the assigned investigator from the “Investigator assigned” drop down menu 
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a. Optional Note: To add multiple investigators, click the three dots.  
i. Select the additional investigator 
ii. Click the “>>” button to add the additional investigator 
iii. Click the “OK” button and the additional investigator will be added to the incident.  
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3. Select the assigned supervisor from the “Supervisor assigned” drop down menu. 

 

4. If incident will be delegated to the front line, click the “Delegate to front-line and assign to:” check box 
and add the assigned person by clicking the three dots. If not, skip to step 5. 
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Search for the employee’s name then click Search 

 
Click on the employee’s name and click “Select highlighted employee” 
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5. Select the source of the information from the “Source of information” drop down menu 
6. Select the priority of the complaint from the “Priority” drop down menu. 
7. If applicable, select the outside investigator from the “Outside investigator” drop down menu. 

 

8. Identify the status of your incident by selecting the appropriate status of your incident. All newly 
created incidents will have a default status of initial. You must select the correct status in order for 
proper recording the incident’s status. The case statuses are as follows: 

a. Initial – Default status given to incident upon incident creation 
b. Active – indicates incident is open and actively being worked 
c. Suspended/pending – indicates incident investigation is suspending and not being worked. 

After selecting this status select a reason from the drop-down menu. 
d. Forwarded – indicates incident has been forwarded from one person/group to another. After 

selecting this status select a reason from the drop-down menu. 
e. Completed – indicates incident investigation is complete. After selecting this status select a 

disposition from the drop-down menu. 
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9. After placing a new incident in an Active status, IAPRO will automatically add today’s date to the 
open date field. If today’s date is not the open date, be sure to change it to the correct open date.  
Next you should enter the assign date and the due date if it is not showing automatically.

 
10. Assign the Incident level organization assignment to the incident.  

 
 

Click “next to progress forward and continue creating the incident. 
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Managing Tasks/Running Sheets 
Tasks can be used to assist in the management of incidents.  Tasks can be populated automatically by 
incident type or added by the investigator or supervisor of the incident. 

Each task will be linked to one and only one incident.  Tasks cannot be reassigned or switched to other 
incidents.  They will either be in “Open” or “Completed” status.  An “Open” task is one without a completed 
date.   

Adding tasks to incidents 
Access the Tasks tab from within an incident, click on “Add new task” 
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Select the task type from the dropdown list, give it a due date.  You can enter the number of days and it will 
automatically calculate the due date or you can enter the due date manually. 

 

You can enter instructions concerning the task in the box below. 
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Editing and completing tasks 
Access and edit a task by double clicking on the task you wish to edit or complete.  You can then type into 
the narrative box if needed and check the completion box.  It will automatically enter the current date but you 
can also manually enter the date. 

 

Deleting tasks from incidents 
To delete a task from an incident, right click on the task and select “Delete task” 
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Assigning tasks 
To assign a task, open the task and click on the dropdown list and select the person who will be responsible 
for the task completion. 
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If you have multiple tasks to assign to the incident investigator, you can accomplish this by clicking on the 
“Assign” button from the main task page.  It will ask you to confirm this by clicking “Yes” 
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Automated tasks 
The administrator can create tasks to be automatically generated based on incident type.  In the below 
example you see an example of automatic tasks that might be created for a Citizen Complaint incident. 

  

Running sheets  
Running sheets can be used to track events or milestones of an incident.  The running sheets are organized 
chronologically and can be printed as a group to show how an investigation developed. An example of a 
group of running sheets is shown below. 
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To manage running sheets, you can click on “Add new running sheet entry” or “Print running sheet entry” 

 

 

Creating a new task type 
Task types are created as the Administrator (See Administrator Manual – Creating tasks) 
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Managing Routings 
Mailbox Icon 
Click on the Mailbox icon under Modules/Shortcuts to access routings. 

 

 

 

 

 

 

  

Click on “Select” to choose the mailbox if you 
have access to more than one.  Your choices 
will appear in a box 
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To review the incident, double click on the routing to open the incident. 

 

 
After reviewing the routing, go back to the routing screen to access the routing and close it out.   

Accessing a Routing 
To access the routing, right click on the routing and select “Access the information for this routing.” 
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Managing the When + Where Tab 
The “When+Where” tab contains the Occurred date and time of your incident as well as the address where 
the incident happened.  It is important to use your drop-down boxes when making selections to ensure 
consistency of your data. 

The most important thing to remember is to click on the “Apply link” button after entering you address.  You 
may enter multiple addresses, but you must “Apply link” each time.  When done correctly, the addresses will 
appear in the box toward the bottom of the page. 
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Managing the Statistical Tab 
Managing Class and Sub-Class 

• Select the Statistical tab as indicated on the diagram below. 

 

• Select one of the listed Classification on your left as indicated below. Your Classification and Sub-
Classification listings are available after it’s configured on your Admin Side. Duty to Obey is selected 
on the left as highlighted. 
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• Under Sub-Classification on the right, Insubordination is selected. As shown, there are a few listings 
under Sub-Classification which can be selected based on the initial allegation. Only one Classification 
and one Sub-Classification can be selected per incident.  

 

• Other useful dropdown fields and check boxes are also available as shown below, based on your 
Agency’s needs for data collection. 
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Miscellaneous Incident Functions  

Disclosures 
The Disclosure feature provides the user with the opportunity to track and manage the release of 
information to outside entities.  These can include open records requests, (Freedom of Information Act) 
Requests for Discovery or Legal Subpoenas, etc. There are several ways to track disclosures.  

Incident Disclosure  
With an incident open, click on Properties and open the Disclosure tab and click on “Add new linked entry” 

 

Complete the form and click on “Done.”  
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Employee Disclosure 
You can also disclose by employee.  Open the employee folder and click on the “Disclosure” tab. From 
here, you can see previous disclosures, add new disclosures or print entries. 

 

See the Disclosure Log for more disclosure options. 

Incident Purging 
There are basically two ways to purge in IAPro.  By employee and by incident.  We recommend that you 
normally purge the employee from the incident instead of purging the entire incident.  This allows you to keep 
important statistical information such as incident counts, allegation counts and actions taken, just to name a 
few. 

To find instructions for purging an employee, click here. 

To purge an incident from IAPro, the incident needs to brought into the incident screen (Upper Pane) 
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To purge an incident, right click on the incident and select “Purge the incident(s).”  Follow the prompts to 
complete the action. 

 

Note:  You must have “Purge Features” access.  This permission is granted by the Administrator. 

Once you purge an incident, you may not un-purge it, so please be careful when using this feature. 

Print Function 
You are able to print your incident in a report type format at any time.  
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A partial example of a printed report is provided below. 
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BT Report 
How to access the BT Report in an incident in IAPro 

• After opening an incident in IAPro that was entered in BlueTeam, select the “BT Rpt” tab as indicated on 
the diagram below. 

 

 

• Once selected, it will display your BT rpt in your browser. You will then see the Incident Summay of what 
was entered in BlueTeam as shown below. (Partial View Below) 
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BlueTeam Routings 
To access the BlueTeam Routings you will: 
 

• Select the BlueTeam tab as indicated below in the diagram, 
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• Under BlueTeam properties, the BlueTeam info tab will display the Current field status, Date sent to field, 
Date expected back, Most recent chain routing, Most recently or currently assigned field/unit investigator 
and Date assigned. 
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• Select the Routing list tab below. 
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• Upon selecting the Routing list, it will display the sender and recipient of the routing along with the 
decision. 
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• If you double click on any of the listed routings, it will display a more detail activity between the sender 
and the recipient. 
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• Upon selecting the Routings report tab, this will display the BlueTeam chain routings in a word pad format. 
This information can be printed and saved. 
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QA – Quality Assurance Check 
To perform a Quality Assurance (QA) Check, click the “Run QA Check” button 

 

The quality assurance check will advise and/or recommend items that may need to be addressed. See 
example below.  
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Flags 
To flag an incident, click on the Flag tab and select the appropriate flag. 

 

Click Here to See Managing Category Flags 
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Timescales 
Timescales – What They Are, and How to Use Them for Case Management 
 
Timescales allows an IAPro user the ability to monitor, analyze, and audit an incidents progress as part of 
their agencies case management process.  
 
Timescales is not automatically turned on when an agency is installed with the IAPro software. For an agency 
to use this process, Timescales must be activated from the administrative side of IAPro, under the programs 
System Settings. 
 
Changes to Timescales Settings: 
 
A user with the proper permissions can make changes to the Timescale settings in IAPro. These permissions 
can be found in the user folder, on the administrative side of IAPro, under Feature Access. The permission is 
titled “Timescales Change Capability.”  
 
Once Timescales has been activated at an agency, a user can review the information by selecting the 
“Timescales” button found at the top of the incident folder. 
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Timescales actively monitor an incident as beginning and end dates are captured, or updated, investigators 
are assigned, or re-assigned, tasks are completed, status are changed, etc. 
 

 
 
When viewing the Timescales screen, the status of the incident is displayed three ways: 

• Active/In-Progress: The days out from the due date decreases each day the incident is open and 
active. The days out number counts down. 

• Suspended: The due date is set forward each day the incident is in suspended status. The days out 
number does not count down.  

• Completed: Incident due dates are now locked, and can only be changed by someone who has been 
given permission to alter these numbers. 

 
The bottom pane of the Timescales screen is a record of changes recorded to the incident, this includes: 

• Date and time changes were made. 
• The activity. 
• The end date and time if the activity is closed. 
• The user who logged the activity. 
• The due date of the activity. 
• How many days out the activity was/is due. 

 
Any changes to due dates are recorded, and due dates, and days out, are logged when timescales activity is 
captured.  
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Properties 
Introduction - The Properties tab exists within every IA Pro incident and contains various permission-based 
functions. 
 

 

 

 

 
Properties Tab Functions:  

1) Contribution Display - Displays the name of the person that created the incident along with the date 
and time it was created. This information cannot be edited. 
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2) Change Incident Access Level - To change the access level, click on the ‘Change the Incident Access 
Level’ button, select the desired access level, and click in Apply. This function is permission based.  

 

Options Tab Functions: 

1) Lock/Unlock the Incident - When locking the incident, it will only be able to be accessed by the 
assigned investigator, any secondary investigators, and the assigned supervisor as shown in the 
‘Status + Assign’ tab, and any users with override abilities. This function is permission based.  
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2) Change Incident Type – To change the incident type, click on the ‘Change the Incident Type’ button, 
select the desired incident type, and click the ‘Change Incident Type’ button.  An incident can only 
be changed to the same incident category (i.e. from an investigative incident to another type of 
investigative incident). 

 

 

Blue Team Tab Function: 

The purpose of the Blue Team tab function is to designate what Linked Files the assigned Blue Team user 
will be permitted to see when viewing the incident in Blue Team.  The function is permission based. In addition, 
if the incident is not currently in Blue Team, the function is not necessary.  

To designate what Linked Files can be seen by the Blue Team user, simply click on the box next to the 
individual linked files.  

 

 
  

  



 

IAPro Instructional Manual 
  P a g e  | 86 

Click here to return to Table of Contents 
 
 

Disclosure Tab Function: 

The purpose of the Disclosure tab is to log records disclosures.  This same function is also available within 
each individual employee folder. The function is permission based. To create an entry, do the following: 

1) Click on “Add New Linked Entry” 

 

 
2) Select the desired Access Level for the entry. 

 

3) Complete the various pick lists, which are customized for the agency (Example below).   
 

4) Linked files can also be added to the entry by clicking ‘Link File(s)’ and browsing for the desired files. 
To delete a file, right click on the file and select ‘Delete Linked File’. 
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5) Employees can also be linked to the entry by clicking ‘Link Officer’ and then searching for and 
selecting the desired employee. To delete a linked employee, right click on the icon and select ‘Delete 
Link to Officer’.  Note – If linking an employee, the same disclosure entry will also appear within the 
linked employee’s folder. 

 

 
6) After clicking “Done,” the entry will appear on the initial Disclosure page. Entries can also be printed 

and deleted from this page. 
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Advanced Tab Functions: 

1) Incident Database ID Number – System generated ID number, which cannot be edited. 
 

2) Purge Date - Displays a pre-determined purge review date if set, which can be edited. If no date is 
displayed, one can be set. This function is permission based.  
 

3) Incident-Specific Purge Hold – Checking will prevent the incident from being purged. 
 

4) Duplicate the Current Incident – Takes the information from the incident and duplicates it into another 
incident. Click on the Duplicate button, select the desired incident to be added, and follow the normal 
prompts for creating a new incident. The duplicated incident will appear on the “What’s New” page. 
 

5) Move database stored linked files to the network share. 
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Usage Log 
The Usage Log is a feature for the Administrator of IAPro.  The log tracks the activities of an incident.  

 

In the example below, you will see how the entries are broken down. 

• When the incident was accessed. 

• What the activity was 
• The user who accessed the incident 

 

Note:  If the incident was in BlueTeam at the time of access, then the user’s name will be noted in blue. 
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Statistical Incidents Entries  
Firearm Discharge 
Firearm Discharges are entered just like basic incidents (See Entering Incidents) but they have specific 
features noted below: 

On the Links tab of a Firearm Discharge, you are able to note what type of weapon if any the involved citizen 
(suspect) possessed and they type of weapon the officer used during the discharge.  These are entered by 
right clicking on the suspect’s name and selecting “Add weapon(s) used by citizen” 
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You will also right click on the officer’s name and click on “Add weapon(s) used by officer” 
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Also, you will find additional information related to the discharge in the Involved Citizen and Officer’s snapshot 
information. 

Right click on “Snapshot info” for the citizen and officer and enter all the information that applies. 

Citizen (Suspect) Snapshot 

 

  



 

IAPro Instructional Manual 
  P a g e  | 93 

Click here to return to Table of Contents 
 
 

Officer Snapshot 

 

Another key area for information related to a Firearm Discharge can be found on the “Firearm 
discharge specific” tab of the incident. 
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Stops 
Stops are entered just like basic incidents (See Entering Incidents) but they have specific features noted 
below: 

Once you select to finish the input, reopen the incident under the “What’s New” area of IAPro. There will be 
four tabs, each titled Stop Specific, with a number after it. You will need to go into each of these tabs and 
complete the specifics about the stop incident.     
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Note:  Logged in as Administrator, you can select whether you want the simplified method of entry or 
the Full specification method of entry.  As Administrator select Configure – System Settings – Version 
7 tab to access these settings. 
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K9 Utilization 
K9 Utilizations are entered just like basic incidents (See Entering Incidents) but they have specific features 
noted below: 

Right click on “Canine handler employee” and “Add new handler” 

 

Once you search for the employee and add them, select the type of employee involvement. 
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The K9 Statistical page has additional information specific to a K9 Utilization. 
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Drug Test 
Drug Tests are entered just like basic incidents (See Entering Incidents) but they have specific features 
noted below: 

 

The Drug Test Specific Tab tracks the test type and results. 
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Vehicle Collision 
Vehicle Collisions are entered just like basic incidents (See Entering Incidents) but they have specific 
features noted below:

 

The Vehicle Accident specific page will contain all applicable information relating to the Vehicle Accident.  
Note:  You have space for a total of four (4) vehicles’ information.

 



 

IAPro Instructional Manual 
  P a g e  | 102 

Click here to return to Table of Contents 
 
 

Vehicle Pursuit 

Vehicle Collisions are entered just like basic incidents (See Entering Incidents) but they have specific 
features noted below: 

After logging into IA Pro select the “Input” icon located in the left-hand column under Modules. 

The last tab will be the vehicle pursuit tab, which allows users to input pursuit specific data.  This tab allows 
users to enter pursuit data through drop-down pick lists and “check the box” radio buttons, three of which 
expand to allow additional data entry.  The three check box fields that expand on this tab are: 

1. The pursuit was aborted – Who or what entity terminated the pursuit  

2. Stop device was used – Type of stop device used 

3. An accident occurred – Property damage and injuries fields  

The pursuit tab data fields are pre-labeled and cannot be changed, however, the drop-down lists are 
populated during the initial IA Pro training and setup.  Pick list values can be edited by those users who have 
“F-2” function permission.  

 

Note – The pursuit tab includes a check box: “Pursuit was within policy,” which is separate from the 
incident disposition on the status and assign tab.  A final disposition should be provided on the status 
and assign tab under “Completed” to close out the Pursuit Incident.     
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Use of Force and Show of Force 
 

A Use of Force or Show of Force incident is entered just like basic incidents (See Entering Incidents) but it 
has specific features noted below: 

Open IAPro as a user, select “Input” from the left column, and then “Use of Force” under the Input New 
Incidents area.    
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Once you have entered all involved citizens, and officers, you can now start to enter specifics for each. 

Right click on the involved citizens name and click on the information link you want to enter, this includes, 
resistance type, injuries, charges, and roles. 

Note:  If you are a BlueTeam user and have the body image functionality turned on, you will not be 
able to edit the injuries or force types that were entered via BlueTeam.  The incident must be returned 
to a BlueTeam user for editing.  
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When selecting resistance type, injuries, and charges, you can enter multiple of each. This is completed by 
entering the first, selecting the specific item from the pick list, and selecting another from the list.  
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Right click on the involved citizens name and click on the information link you want to enter, this includes, 
use of force type, injuries, and roles.  
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When selecting force type, and injuries, you can enter multiple of each. This is completed by entering the 
first, selecting the specific item from the pick list, and selecting another from the list. If your agency uses 
Electronic Control Weapons (ECW), and this is selcted as a force type, a separate screen will open to allow 
you to enter additional information relating to the use of this force type.  

 

  



 

IAPro Instructional Manual 
  P a g e  | 108 

Click here to return to Table of Contents 
 
 

The Use of Force specific page. Please complete all applicable information relating to the Use of Force on 
this page. This page captures information such as reason for use of force, injury information, etc. 
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Integrity Test 
 

Entering Integrity Test into IA Pro 

When entering a new Integrity Test Incident using IA Pro, follow the same steps when entering any new 
incident into the system.  After logging into IA Pro select the “Input” icon located in the left-hand column under 
Modules.  Integrity tests can be used as a method for tracking departmental “Audits” and “Inspections.”  With 
IA Pro versions 7 and higher the IA Pro Administrator has the ability to re-name the Integrity Test to display 
your organizations specific incident type name.        

All accessible incident types will appear in the lower pane labeled “Input New Incidents.”   Select “Integrity 
Test” incident type and begin your input using the Integrity Test wizard.  Once an “access level” and “received 
date” are selected for the incident, click next. The first six tabs will be identical to those found in other incident 
types which include:  

1. Links Tab – Tree view listing all involved employees, citizens, and witnesses linked to this incident, 
all linked files (Documents, Audio, Video, Photographs, etc.), and linked numbers 

2. Summary Tab – Summary narrative of incident 

3. Status and Assign Tab – Incident assignment, status of the investigation / incident, and the Incident-
level organizational assignment 

4. Tasks Tab – Incident level tasks if utilized  

5. Routings Tab – Incident routings if utilized 

6. When & Where Tab – Incident occurrence date, time, and location 
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The last tab will be the integrity test tab, which allows users to input integrity test data.  This tab features the 
following selection of data entry fields:   

1. Integrity Test Related – “Targeted” or “Random” test, inspection, or audit 

2. Date Requested – Date integrity test, inspection, or audit  was requested or approved 

3. Date Test Conducted – Date test, inspection, or audit was conducted or completed 

4. Requested By – This identifies the person or entity requesting the test, inspection, or audit   

Pick list values can be edited by those users who have “F-2” function permission.  
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Running Integrity Test Report 

When a report for integrity tests is required, users should locate the “Reports” icon located in the left-hand 
column under Modules.  To locate the Integrity Test report, scroll through the list of pre-loaded reports in the 
Report Types window and select “Integrity Test” which will display  “Integrity Test Stats” to the right in the 
Reports list window.   

 

  * Remember to change the “Report Date Range” and select “Run the highlighted report” button.  
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Displayed above is an example of an Integrity Test report.    
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Modules and Shortcuts Overview 
The “Outlook” interface IAPro uses the same interface that is used by Microsoft Outlook.  The Outlook 
interface has several major elements:  

Outlook List Bar  
The Outlook ListBar’s icons reflect IAPro display and feature access modes. 
 
The List Bar has two icon groupings: modules and shortcuts.  The modules grouping provide access to the 
program’s key functions: persons, explore, input, reports and charts.  The shortcuts grouping allows the user 
to set the upper pane mode that they prefer.    

By clicking on the Modules and Shortcuts buttons at the top and bottom of the Outlook ListBar, the user can 
switch the ListBar between the two modes.   

 

  

Upper Pane

 

Outlook List Bar 

Lower Pane 
Modules & Shortcuts 

Buttons 
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The Modules and Shortcuts provided by the IAPro system assist in the management of the incident process.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

What’s New – Displays all incidents up to the user’s access level from the most 
recent going back to the number of days in the users’ current “Days Back” 
setting.   (Click here to see details) 

 

Incidents –Incidents mode displays incidents based on the user’s query and 
search criteria. (Click here to see details) 

 

Alerts –Alerts mode is available for users who have been granted access to 
alerts by the administrator. (Click here to see details) 

 

Mailbox –Users have access to their own mailbox and any additional 
mailboxes that that administrator grants them access to. (Click here to see 
details) 

 

Tasks – Displays tasks that are linked to incidents.   (Click here to see details) 

 

 

BlueTeam – The BlueTeam administrator has access to incidents still in the 
BlueTeam system before they have been accepted into the IAPro database. 
(Click here to see details) 

 

Logs – Provides access to the dissemination and purge logs.  Access to each 
is determined based on the administrator granting the appropriate feature 
access privileges. (Click here to see details) 
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IAPro Today - Takes the user directly to their assigned incidents and tasks with 
past due and upcoming due dates. (Click here to see details) 

 

Persons - Enables access to the Employees and citizens’ information, reports and 
profiles. (Click here to see details) 

 

Explore - Quick access to the various incident types and reporting features. (Click 
here to see details) 

 

Input - For use when entering a new incident.  Incident input is based on a user’s 
permissions. (Click here to see details) 

 

EI - Based on permission settings, this will take the user to the Early Intervention 
analysis reporting module. (Click here to see details) 

 

Reports - Displays the report options including the built-in reports and the “Create 
your own Reporting” interface. (Click here to see details) 

 

Charts - Displays the chart/graph options in the multi-layered Organizational 
interface. (Click here to see details) 
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Modules/Shortcuts Functions 
What’s New 
From the “What’s New” screen, the user can see recent incidents in the upper pane based on Settings. 

 

“What’s New” Settings 

Settings are found at the upper left part of the screen and will control which incidents appear in the “What’s 
New” screen. 
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Incidents 
From the “Incidents” screen, the user can use several functions to find incidents and run incident reports.  
These functions are Find Fast, Query and Adv Search 

 

Find Fast 
By clicking on “Find Fast” a screen will appear with several methods of finding incidents. 
 

To search for an incident by its tracking number, enter the number into the “IA No” field and click on 
“Find now” 
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An incident search can also be conducted by entering a word from a narrative. 

 
 
You can search for incidents by Case No 

 
 
Or you can search IA No, Case No or Linked Numbers at the same time 
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Query 
The user can also conduct Queries to search for incidents.  Clicking on Query opens the Incident query 
builder. 

 

First Step: 
Choose a data field from Box #1 

Second Step: 
Select a Search Method from Box #2 

Third Step: 
Select a Search value from Box #3 

Fourth Step: 
Select “And” from 4a to include a second part to the query or select “Finished” from 4b 
 

An example of a simple query is given on the next page. 
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1. Incident type  
2. “IN”   
3.  Administrative Investigation 
 Citizen Complaint 

 
4a. “And 
1. Disposition 
2. Equals 
3. Sustained 
4b. Finished 

 
This simple Query will provide all Administrative Investigations and Citizen Complaints with a 
disposition of Sustained.  If you want to narrow it down to a date range add another level such as “Received 
Date is between 010118 and 123118” (No Formatting in Dates).  This will result with the same report except 
only 2018 incidents. 

1 

3 

2 

4a 
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The query will result in the incidents appearing in the upper screen of IAPro.  From here, you can open the 
incidents or send to Excel for a printable report. 
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Adv Search 
The advanced search feature assists the user in finding specific incident types and accessing those 
incidents from the upper pane. 

You will first select from the list the type of search you wish to conduct. 

 

When you make your selection, options will appear in the next box for you to select.  An example of a 
search by allegation is shown below. 
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IAPro Instructional Manual 
  P a g e  | 124 

Click here to return to Table of Contents 
 
 

You will then select the date range for your search and click “Next.” 
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You will select the incident types you want to search and click “Search” 

 

The result of the search will now appear in the upper pane of the incident screen. 

 

You can access the incidents of your search by double clicking to open. 
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Alerts Icon 
Note: Alert Thresholds are managed by the Administrator. 

Alert Settings 
When working with Alerts, you can manage your settings by clicking in the top left-hand corner of your 
screen. 

 

The two settings specific to alerts is how far in the past you want to see alerts and whether or not you want 
to see completed alerts. 
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Managing Alerts 
Double click to access the alert.  The Alert Information tab shows the when the alert occurred and the 
employee alerted.  Specific information regarding the alert is also given. 

  

Also, from this screen, you can Print the alert, display the employee’s IAPro Folder and display BlueTeam 
information if this alert was sent to BlueTeam for action. 
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The bottom section of this tab contains the Actions taken section of your alert.  The user will enter whatever 
action was taken regarding the alert.  These actions are included in your Alert Report.  Finally, the user will 
check the box for completion. 

 

Mailbox Icon 
The mailbox icon screen is where the user accesses their mailbox or other accessible mailboxes under their 
purview. 

Selecting a Mailbox 
By clicking on “Select” a box appears with the users accessible mailboxes. 
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Clicking on the mailbox will bring the mailbox entries into the upper pane. 

 
 

Access the Routing 
Right clicking on the mailbox item, gives the user three options. 
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Selecting “Access the information for this routing” displays the routing. The user can enter any action taken 
required by this routing and create a reply to the sender if needed.  When actions are completed, Save your 
changes 

 
Adding a new mailbox routing  
Click on Create new to add a new mailbox routing to an incident.  Choose the individual, select a priority, 
enter instructions and click on “Send” 
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Removing mailbox routings 
Note: You must access a mailbox routing before you can remove the routing.  The mailbox routing 
should be removed after all reviews and actions have been completed. 

Right click the routing and select Remove the routing from this mailbox.

 

Double clicking on the mailbox items takes you into the incident related to the routing. 
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Unread sent mailbox routings 
Clicking on the “Unread sent” button will display a list of all mailbox routings the user has sent that have not 
been accessed. 
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Printing Mailbox routings 
Clicking on “Print” from this screen will bring up a printable report of the displayed routings. 
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Tasks Icon 
Tasks Settings 
The Tasks Settings give the user many options regarding what tasks they wish to display 
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Task Query 
The Query function allows the user to request specific parts of the task for searching. 

1. Select the data field to be searched 

 

2. Select the search method 
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3. Select the Search Value 

 

 

4. Either add another level or select Finished 

 

If Finished is selected, the results will appear in the upper pane display area 
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BlueTeam Icon 
The BlueTeam display screen has two options for viewing.  (Incidents or Chain routings) 
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BlueTeam Incidents Display 
With Incidents selected, these are your options for Display 

There are basically two types of BlueTeam incidents. 

1. Incidents created in BlueTeam or “BlueTeam entries” 
2. Incidents sent to BlueTeam from IAPro or “Sent-out incidents”  

The top three display incidents in the incoming bin. 

The next three display incidents currently in BlueTeam 

The last two show incidents either input or sent out prior to the last 20 days 

Note:  The fourth option shows everything currently in BlueTeam 
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The results of your selection will appear in the upper pane. 

 

Double clicking will open the incident for review. 

 

Managing BlueTeam Incidents 
From the BlueTeam incident screen, the user can also manage the incidents 

• BlueTeam Incoming Bin 
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BlueTeam Chain Display 
With Chain selected, these are your options for display. 

 

Based on your selection, the routings will display in the upper panel 

 

You can open and review the routing by double clicking 
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Logs 
When accessing the Disclosure log, disclosure incidents will appear in the upper pane based on the “Days 
back” setting. 

 

From this screen, the user can add a new disclosure entry by clicking on “Add new.”  Complete the form 
and link employees and files as necessary. 
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From the Disclosure Log screen, the user can also run Queries for Disclosures.  The following is a list of 
data fields which can be queried. 

 

A simple Disclosure Log query is demonstrated below: 

Step 1: Select the data field to be searched (This example selected “Who Received”) 

Step 2: Select the Search Method (This example selected “Equals”) 

Step 3: Select the Search Value(s”) (This example selected “Janice Smith”) 

Step 4: Either add another level to the query or select “Finished” (This example selected “Finished” 

The results of the query will appear in the upper pane.  In this example, all disclosures to Janice Smith. 

 

 

Click here on Incident Disclosure and Employee Disclosure for more disclosure options. 
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Purge Log 
When accessing the Purge log, purged incidents will appear in the upper pane based on the “Days back” 
setting. 

 

The user can print or send these incidents to Excel for a report. 

Click here on Incident Purging or Purging a linked employee for more purging options. 

Hearings Log 
From the Logs icon, the user can select “Hearings.”  A list of all hearings will appear in the upper pane.   
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Disclosure Log 
By clicking on the Hearing, the information is displayed with an option to access the incident the hearing to 
which the hearing is linked. 

  

The user can also run a query for hearings using the following data fields. 

 

The query would be similar to the one demonstrated previously for Disclosures. 

See Disclosure Log Query directions above to run a simple query for hearings. 
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Appearances Log 
Additionally, there is a log for Appearances within the hearings. 

 

Clicking on the appearance will access the information of the appearance and also provide a button to 
access the associated hearing. 
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The user can also run a query for hearings using the following data fields. 

The user can also run a query for hearings using the following data fields. 

 

The query would be similar to the one demonstrated previously for Disclosures. 

See Disclosure Log Query directions above to run a simple query for appearances. 
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IAPro Today   
The IAPro Today icon is an informational page where the user can access active incidents and tasks.  The 
screen is divided into two sections with Incidents on the left and tasks on the right. 

 

Which incidents and tasks the user sees are based on the selection below which can be found under the 
incidents chart: 
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By accessing the underlined options in blue at the top of the page, the user can gain access to the incidents 
or tasks of each. 

 

 

 

 

 

 

Double clicking on an option will bring the incidents or tasks into the upper pane for access. 
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Persons   
Employee Explorer  
Employee Explorer gives the user the ability to search for and manage employees.  Using the “Employee 
fast find” screen, the user can search by employee name, Payroll or Employee number, Badge Number or 
Social Security number. 

 

The results of the search will show the employee on the left side of the screen 
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By single clicking on the employee’s name, the incidents related to that employee will appear on the right 
side of the screen. 

 

Double clicking will open the incident for review. 

Double clicking on the employee’s name on the left will open the employee folder allowing you to manage the 
employee’s current information.  The information shown below demonstrates the “General” tab which lists the 
employee’s name, title, date of birth, social security number, race, sex, hire date and unique identifier number 
named by your department.  From this page, the user can also track whether the employee is no longer 
employed or if there is a purge “hold” in effect for this employee. 
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Currently Assigned Tab 
The “Currently assigned” tab provides information regarding the employee’s current assignment and other 
statistical data such as the supervisor of the employee.  To add a supervisor, the user will click on the three 
dots and follow the prompts.  The user can also access the assignment history and chain of command 
information from this screen. 

 

Contact Info Tab 
The “Contact info” tab includes the employee’s contact information. 
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Monitored Tab 
The “Monitored” tab can be used to place the employee on “Monitored” status. 

 

To add a new monitored status to an employee, click on “Add new monitored setting” and select the type 
from the list, enter the beginning and ending date of the monitoring period and “Save.” 
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While in monitored status, if the employee gets linked to an incident, an alert will appear to the entry person 
with a notification of the status. 

 

Education/awards Tab 
The “Educations/awards” tab tracks the educational level of the employee and what academy class they 
attended.  Prior versions tracked commendations and awards but these are now tracked by creating an 
incident type titled Commendation/Award. 
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Images Tab 
The “Images” tab can be used to add images of the employee for possible use in photo lineups, etc.  
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Administrate Tab 
The “Administrate” tab contains features related to BlueTeam and EIPro usage and management.   

 

The top option allows the employee (BlueTeam user) the ability to forward BlueTeam incidents from 
BlueTeam to IAPro.  This employee would most likely be a high-level supervisor.  The employee’s e-mail 
address and Active Directory user name (if applicable) are needed to ensure BlueTeam works properly.  
These fields are what allows access by employees to BlueTeam. 
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The next two options allow the configuration of purview in relation to BlueTeam dashboards such as the Early 
Intervention dashboard and BlueTeam’s Incident Management Console.  Again, these employees would most 
likely be upper level supervision. 

To configure purview, activate an employee’s purview by selecting an option.  In this example, the supervisor 
has purview over the Detective Bureau and Internal Affairs. 

 

Disclosure Tab 
The Disclosure tab can be used to manage employee disclosures.  Click here for instructions. 

Userlog Tab 
The User Log, if activated by the Administrator, shows all activity related to this employee. 
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Adding New Employees 
Important: If your agency is using an HR integration this process is performed automatically. 

From the IAPro dashboard select “Persons” under “Module,” on the left side of the screen, and then select 
“Officer Explorer.” 

 

Type in the last name of one of your employees in the “Officer Find Fast” box, and select “Find Now.” 
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Select “New” from the top of the screen, assign the employees access level, and select “Next.” 

Note:  The access level of employees should always be 5 Unclassified. 

 
Begin adding the information for the employee into the “Enter New Officer Wizard.” 
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Employee Reports 
To access employee reports, the user will click on “Reports” and select the report desired.  The below 
employee reports are available. 
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• The Concise Employee History format is represented below:  
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• The resume format - gives the user the ability to screen out incidents that were not sustained or locked 
incidents, to include summaries and to add awards and commendations entered in the previous way 
of some long-standing customers.  An example of the Resume is shown below. 
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• The Incidents stacked format includes additional involved employees to the incidents shown.  The 
report shown below is for Use of Force Incidents.  Note that it not only shows Officer Acosta, it also 
shows other officers linked to the incidents. 
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• The Comprehensive format includes virtually all information related to an incident and is partially 
shown below: 
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• The Disciplinary History format provides the disciplinary actions for the selected employee and is 
shown below: 
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• The Motion for Discovery (Pitchess request) reports were developed for our California customers.  An 
example of the report is shown below. 
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• The Disclosure History format displays all disclosures for the employee and is shown below: 
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Note:  The Concise History report can also be run from the employee folder main screen.  This 
would be the easiest and quickest employee report to run. 

 
 

Citizen Explorer 
Using the “Find Fast” function, the user can search for citizens in the system by typing in the citizen’s last 
name or social security number and clicking on “Find Now.” 
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The citizens will appear on the left side of your screen.  By single clicking on the name, the citizen’s 
incidents will appear for access.  By double clicking on their name, the citizen’s folder will appear for review 
or editing. 
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Explore 
The “Explore” module lets you search for specific incident types based on specific parameters that you control.   

Explore Function 
A list of the different explore options are shown below: 

 

Investigations Explorer 
Investigations Explorer contains the generic incident types created for your department.  An example of some 
possible generic incident types is shown below: 
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The “View” option at the top of the screen lets the user control how the incidents will appear.  In this 
example, the user has selected “Incident type by month received.” 
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Clicking on a month will show the incidents received in that month. 

 

Use and Show of Force Explorer 
Follow the directions for Investigations Explorer 

Firearm Discharge Explorer 
Follow the directions for Investigations Explorer 

Vehicle Pursuit Explorer 
Follow the directions for Investigations Explorer 

Vehicle Accident Explorer 
Follow the directions for Investigations Explorer 

Address Explorer 
Clicking on “Find Fast” under “Address Explorer” will let you conduct searches by Street name or City. 
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You can also run some basic queries for address related fields. 

 

Directions to run a query are as follows.   

First Step: 
Choose a data field from Box #1 

Second Step: 
Select a Search Method from Box #2 

Third Step: 
Select a Search value from Box #3 

Fourth Step: 
Select “And” from 4a to include a second part to the query or select “Finished” from 4b 
 
Click here for more detailed instructions for running a query. 

 

Phone Explorer 
Phone Explorer allows you to search for an incident by phone number 
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Analyze Function 
The “Analyze” function from the Explore icon allows you to view the status progression of active incidents 
and export that information for review. 
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EI (Early Intervention) 

(EI) Analyze 
From the Analyze icon, the user has several analysis tools available for use in determining thresholds. 

Threshold Analysis by Incident Type 
The threshold analysis tool is a way to test your thresholds and determine which employees would be 
identified with your parameters. 

Step 1:  Select the organizational level of assignment 

Step 2: Select the employee’s assignment at time of incident 

Step 3: Select the incident type(s) 

Step 4: Enter your threshold parameters and enter the date from which you want to calculate. 

The results will appear below.  In this example, Administrative Investigations have a threshold of 3 in 12 
months. 
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Early Intervention Explorer 
Early Intervention Explorer breaks down your employees by assignment and will demonstrate if they have 
alerted in the system.  The user can choose which organizational level they would like to show and the 
system will show everyone assigned to that level.  It will also show those employees who have alerted with 
a red exclamation point icon.  

 

The user can double click on the employee and look at their employee folder and specifically their current EI 
status. 
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Top Percentile Employees 
The “Top Percentile” report is another way to evaluate your employees. 

Place the percentage you want to see based on the criteria you select.  In the example below, it asked for 
the top 5% of officers by Division for Use of Force Incidents and produced the following results. 

 

The user can use the top percentile report to assist in placing thresholds on incidents.  In other words, if you 
want your thresholds to alert for the top 5 percent, you would set your thresholds at the number of incidents 
for the time period you entered. 
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Employee Involved Frequency by Incident 
This report shows all officers involved in selected incidents and ranks them by frequency.  In the example 
below, the results provide a histogram with details of all officers involved in a Use of Force for the 
designated time period. 
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Employee Frequency by Force Used 
This report shows all officers involved in selected force types and ranks them by frequency.  In the example 
below, the results provide a histogram with details of all officers having a taser usage for the designated time 
period. 
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(EI) Advanced 
Incident statistics with headcount factoring 
Coming Soon 

Quarterly trends by incident type 
This analysis will include four quarters of the prior year plus the completed quarters leading up to the date.  
To view eight full quarters of two complete years, enter January 1st date of the following year. 

The example below shows two years quarterly of Use of Force trends based on employee assignment. 
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Quarterly trends by allegation 
This analysis will include four quarters of the prior year plus the completed quarters leading up to the date.  
To view eight full quarters of two complete years, enter January 1st date of the following year. 

The example below shows two years quarterly allegation (Abusive Language) trends based on employee 
assignment at the snapshot level. 
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Quarterly trends by type of force used 
This analysis will include four quarters of the prior year plus the completed quarters leading up to the date.  
To view eight full quarters of two complete years, enter January 1st date of the following year. 

The example below shows two years quarterly for the force type of “Taser”.  Trends based on employee 
assignment. 

 

 

 

  



 

IAPro Instructional Manual 
  P a g e  | 183 

Click here to return to Table of Contents 
 
 

Quarterly trends by disciplinary action  
This analysis will include four quarters of the prior year plus the completed quarters leading up to the date.  
To view eight full quarters of two complete years, enter January 1st date of the following year. 

The example below shows two years quarterly for the disciplinary action of “Suspension”.  Trends based on 
employee assignment. 
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(EI) Scoring Mode 
The Early Intervention Scoring Model is a process by which the administrator weights incidents, allegations 
and force types positively or negatively.  The higher the weight, the higher the probability of an employee 
needing additional guidance or intervention. 

This would be in addition to the threshold system of identifying officers.  Used in conjunction with each other, 
the administrator is able to more accurately evaluate an employee’s need for intervention or additional 
training. 

For example, a citizen’s complaint might have more weight than an administrative complaint.  An allegation 
of insubordination would have more weight than tardiness.  A Taser usage would have more weight than 
pressure points, etc.  To 

Scoring model explorer 

Configure scoring model(s) 
Please contact CI-Technologies for more information about the scoring model if needed. 
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Reports 
From the Reports icon, the user can select from several different options in regard to IAPro reporting. 

Note:  The majority of built in reports run off of the “Received Date.”  A few 
reports will give you other date options but if you are not asked, then know 
that the received date is being used. 

Run Reports 
The first option is “Run Reports.”  Many reports which have been created and pre-formatted for 
convenience the programmers in response to common requests by our customers.  By clicking on “Run 
Reports” a screen appears.  (Pictured below) 

 

The user will select a report type from the left side and reports will appear on the right side.  In the example 
below, “Alerts” was selected from “Report Types” and the system provided all the reports regarding “Alerts.” 
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The user will now select a report from the right side, enter the report date range by clicking on the three 
dots next to the dates and then selecting “Run the highlighted report.” 

 

In this example, another box requesting the organizational component appeared.  Select and click on 
“Next.” 
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A partial example of the report appears below. 

 

Sometimes there are multiple options to how the user can display a report.  In this example, the user has 
the option for “Grid format display”, “Rich text report format display” or “To Excel/CSV.”  The example above 
is “Rich Text…”. 

The below example is the same report in “Grid” format. 
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Important Note:  If the report does not appear in a grid format, it will 
not allow exporting to an excel file.  In other words, some reports 
are only available in the Rich Text option. 
An example of this report after being exported is shown below. 
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Add to My Reports 
As the user finds useful reports that will be used frequently, the report can be added to “My Reports” which 
can be found at the top of the list of “Report Types” 

When you have selected a report type and a report, click on “Add to My Reports” as demonstrated below.   

 

You may keep the original name of the report or rename it to something of your choosing. 

 

The report will now appear in the user’s “My Report” at the top of the “Report types” list. 

 

It is useful to add the reports you like to your “My Reports.”  This will save time the next time you need a 
report. 
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Ad-Hoc Reports  
Create your own ad-hoc reports 
Create your own Ad-hoc reporting is perfect when the built-in reports do not provide exactly what you need.  
Although it will give you results that you can export to an Excel file, it does not analyze the data like the built-
in reports do.  Think of this process as Data Extraction so to speak.  You present criteria that you want the 
database to provide and it gives you results that you have to analyze to get exactly what you are looking for.  
As I show you these reports, I will also demonstrate some Excel features that you might find useful when you 
are organizing the results of your Query. 

Click on the Reports icon under Modules/Shortcuts, then Ad-hoc reports and then Create your own ad-hoc 
reports. 
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There are four options for creating your own reports.  The Incident selection would be for reports where you 
want a report for incident related statistics such as dispositions, classifications or the items found on the 
statistical tabs of incidents.  The officer and citizen choices would just be for reports related to specific items 
such as race, sex, DOB assignments, etc.   

The one most commonly used is the Combination selection which combines the choices for Incidents, 
Officers and Citizens and then adds allegations, Actions Taken and findings.  So basically, the Combination 
Selection has almost all of the items needed for any report. 
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Select Combination and click on Next  
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This will bring up your options for the reports divided up into two sections.  The easiest way to explain this is 
for you to imagine an excel report and every time you select something from the left section it becomes a 
column in the excel report.  The right section is for sorting purposes only.  You should not choose the same 
options on the right as you do on the left, you should only choose one or two options at most.  Best practice 
for sorting would be to sort by the IA number or by a date.   

Note: “IA number” may be called something different in your department but it is the main tracking 
number that is found in the middle top of an open incident. 
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When you are selecting items from the left-hand column, the order in which you select will be the order in 
which they show up in the excel report.  Most of the time though, it is easier to just select everything you want 
and not worry about the order because you can always change the order of the columns in the excel 
spreadsheet later. 

If this is a report that will be used again, click Save as a new report. 
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Enter a description for the report and click “OK” 

 

 

 

 

 

 

Note: The next time the report is needed, it will be found in the combination report list.   (See Below) 

 

  



 

IAPro Instructional Manual 
  P a g e  | 196 

Click here to return to Table of Contents 
 
 

Click on “Next” to proceed to the Query Builder 

 

Click on Query builder.   
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Keep the Queries as simple as possible. The report has basically been built by the selections from the left-
hand column.  The Query should narrow down the type of incident(s) you want to search in and a date range 
for the search.  An example of a simple query is listed below: 

Starting with Box #1 

Click on “Incident Type” 

 

 

 

 

 

 

 

 

 

 

 

 

From Box #2, select either “Equals” or “In” 
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Note: Selecting “In” allows more than one incident type to be selected from Box #3. See Below 

 

 

 

 

 

 

 

 

Box #4 allows you to add dimensions to the query or “Finish.”  One dimension might be a date range.  To add 
the date range, click on “And” 
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Return to Box #1 and select “Received Date” or “Occurred Date” 

 

 

 

 

 

 

 

 

 

 

 

From Box #2, select an option such as “Is Between” or “Is Greater than” and enter the date(s) into Box #3 

 

 

 

 

 

 

 

 

 

 

Note: The dates should be entered without formatting (No dashes or slashes).  The date will format itself. 
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When the query has been completed, click on “Finished.” 

 

Click on “Next.” 
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The display options and date format options will appear. (Select the date format first, then the display 
option) 

 

The following is an example of “Print Display Format” 
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The following is an example of the “Excel Display Format” 

 

Note:  The additional column (“F” in this example) is the IAPro Incident Number.  Delete this column if not 
needed.  It would assist the user in finding the incident in IAPro if the incident did not have an IA Number. 
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Note:  The summaries can be included in the report by clicking on the below box after selecting the columns 
for the report. 
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Annual Stats by incident type 
This report will provide incident counts and compare them by organizational assignments.

 

1. Select the Organizational Level 
2. Select the Incident Level Org Assignment 
3. Select the Incident Types 
4. Select Monthly or YTD for totals 
5. Select how many years back for the report 
6. Create the Report 

  



 

IAPro Instructional Manual 
  P a g e  | 205 

Click here to return to Table of Contents 
 
 

Report Example below: (Administrative Investigations by Division) 
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Ad-hoc aggregate statistics 
This report will give you aggregate totals of different parts of the incidents. 

1. Choose the incident types for the report. 
2. Choose the data element to be tallied. 
3. Click on Run Report 

 

In the below example the dispositions were tallied for Administrative Investigations. 
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K-9 Bite ratio analytics 
1. Select the Organizational Level you wish to search from. 
2. Select the assignment or “Select All.” 
3. Select the date range 
4. Create Report 

 

The below is an example of the report. 
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Top percentile report 
This is a report designed to show you the top percentage of employees involved in incidents.  This report is 
useful when evaluating an Early Warning program. 

1. Enter the percentage for the report. 
2. Select the incident type 
3. Select the organizational level 
4. Select the assignment level or “Select All” 
5. Enter the date range for the search 
6. Create Report 
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An example of the results of the report are shown below:  This example shows the top 10% of employees 
who use force in the Operations Division. 

 

 

 

 

 

Settings 
Florida FOIA Report 
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Charts 
All charts are created in the same manner. 

Incident level aggregate charts 
1. Select your date range 

 

2. Select the incident type for the chart. 
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3. Select what you want to be tallied from the left-hand list. 

 

4. Select the style of your chart 
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Snapshot level aggregate charts 
Follow the above directions.  Example chart below: 
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Incident level trending charts 
Example chart below: 
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Snapshot level trending charts 
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Other Chart features 
The bar at the top of the charts assist you not only with chart settings but other information as well. 

 

Charts Set Feature:  Allows you to show labels or display the legend or the chart.  You can manipulate 

the percentages to clean up your chart if it is too “busy.”  And finally, you can select a label font. 
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Charts Data Feature:  Allows the user to view the data included in the chart. 
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Charts Print Feature:  Allows the chart to be printed 

Charts Copy Feature:  Allows the chart to be copied and pasted into a Microsoft Word document or 

PowerPoint Presentation. 
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More Charts 
Non-investigative incident trend charts 
Click on any of these non-investigative incident type trend charts, choose how many years for comparison 
and the data element for comparison.  You may select Monthly or Yearly trend charts. 
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Year-end chart 
The year-end chart will provide demographic information for each incident type. 
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Year-end organizational chart 
The year-end organizational chart will compare two years side by side by Organizational Level or Incident 
type. 
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Other Key Features and Navigation Tips 
Policy Outcomes 
If the administrator has enabled Policy Outcomes for IAPro/BlueTeam, they will appear on the links page of 
an incident. 

Below is an example of a Use of Force that was Within Policy 
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To edit the policy outcome in IAPro, click on Policy Outcome and your options will appear.  Select the 
appropriate option and click OK to save changes. 
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Quality Assurance Checks 
The QA button on the incident screen will allow the user to conduct a Quality Assurance check or run a 
Quality Assurance report of the incidents showing in the upper pane. 

  
 
Example of Quality Assurance Check 

After running a check, if an             icon appears, you right can right click on the incident, select “Run QA 
check” and a list will appear with possible issues that need attention. 

 
 
Example of Quality Assurance Report 
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Print Function 
The Print function can be used to create a printable format for any incident as well as reports and charts. 

Sometimes it is helpful to copy the report and paste it into a Microsoft Word document, thereby giving you 
the ability to adjust the margins and the orientation (Portrait-Landscape) 

The Print tab is usually located at the top of the incident or report. (See below) 

 

  



 

IAPro Instructional Manual 
  P a g e  | 225 

Click here to return to Table of Contents 
 
 

If the user has a list of incidents visible in the incident screen, the user can also print these incidents in a 
variety of formats. (See Below) 

By selecting one of the different formats and clicking on “Run the Report” , a screen preview will appear 
before you print. 

Any report can be edited by removing items or adding items before printing or saving. 
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To Excel Function 
The “To Excel” button is available for incidents listed in the upper area of the incident screen as well as 
some reports.  If reports are only available in Rich Text format then you will not be able to export to Excel. 

When exporting a list of incidents to Excel, simply click on the “To Excel” button at the top of the screen and 
then choose from the options available. 

The top two options should export very quickly.  The bottom options may take a few minutes, depending on 
how many incidents you are exporting and how much of the narrative you are including. 
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Timeline 
The Timeline function can be used when you have incidents in the upper pane of the Incidents Screen.  It 
provides a chart and Excel report calculating Due Dates and dates to Completion for the incidents shown. 
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View Options and Changing User Password 
The Options tab visible from most modules contains two tabs. 

 

1. View Options 

 
2. Change Password 
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Properties 
The Properties tab provides information about the application, system settings and user settings.  It is a 
view only screen. 

For the incident Properties tab functionality, see Properties under “Miscellaneous Incident Functions.” 

Exit 
The “Exit” tab is the safest way to close IAPro.  

Picklist Maintenance and the F2 Function 

A user can be given permission by the administrator enabling picklist maintenance from the user side of 
IAPro using the F2 functionality.  This functionality should be given to only a chosen few from your 
organization to maintain the integrity of the picklists. 

1. Open a picklist by clicking on the down arrow of the list. 
2.  Click on F2 (Some computers might be Ctrl F2 or Fn F2) 
3. Edit the picklist. 

 

Note:  There are a few picklists that are not available for editing using F2 functionality. 

Incident types, Classifications, Sub-classifications, Categories, Assigned investigator and Assigned 
supervisor 
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Discretionary 
Arrest 

Drug Test 

Firearm 
Discharge 

Forced Entry 

Integrity Test 

K9 Utilization 

Show of Force 

Stop 

Use of Force 

Vehicle 
Accident 

Vehicle Pursuit 

Dates in IAPro 
Dates in IAPro should be entered with only numbers and no formatting such as dashes, dots or slashes.  
IAPro will format the date based on your organizational settings. 

Phone Numbers and Social Security Numbers 
Phone numbers and social security numbers should be entered without formatting.  IAPro will format the 
number. 

Icons and their meanings 
Incident Icons 
The following is a list of the pre-formatted IAPro Incident types. (Some of these may not appear in your 
Input options if you are is Non-Police agency mode.  These icons can be seen from the input screen or the 
incident screen in the upper pane when incidents are provided by a search or query, as well as the What’s 
New screen. 
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Suspended Incident 

Initial Incident 

Active or Open Incident 

Forwarded Incident 

Completed or Closed Incident 

Status and Disposition Icons 
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Optional Disposition Icons 
As the administrator, additional icons are available to indicate the closed status of an incident according to 
type of incident.  The following are available completed incident icons. 

In the below chart, the completed incident icon options are on the right and an example of how to use those 
icon options are on the left: 

 

Task Icon 
The task icon from the incidents upper level pane demonstrate the completion of tasks.  If the square is full 
of bars, then all tasks have been completed.  If the square is black, then no tasks are associated with the 
incident.  If the square is gold and either empty or partially full, then tasks are pending completion in the 
incident. 
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Category Flags 
 

Category flags are colored visual indicators that are activated within an incident type that appear in a 
designated column on the “What’s New” page of IA Pro. There are five colored flags available. The categories 
of each flag can be customized and are system-specific. 
 

 

 

Activating a Flag - To activate a flag, do the following: 
 

1) Open any Incident Type. 
 

2) Click on the Flag button at the top of the incident.   
 

 

3) Select desired flag category and exit window. Only one flag can be selected at a time. 
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4) The flag will then appear at the Flag button within an incident and when the incident is closed, in the 
Flag column within the “What’s New” page. 
 
Flag button within the incident: 

  
 
On the “What’s New” page: 

 
5) Only one flag can be selected at a time. 

 
Customizing Category Flags - To customize the category flags, log on to the Administrative side of IA Pro 
and do the following: 

1) From the Configure section, select Maintain Category Icon Flag Descriptions. 
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The five colored flags will appear on the left. These colors cannot be changed.  

2) Single click on the flag color to be customized.  
3) Type the desired incident category flag description in the box below the flags. 
4) If desired, select a sort value 1-5 (will allow flags to be sorted on What’s New page). 
5) Click Apply to save the selection. 

 

 

 

 

 

 

 

 

Miscellaneous 

1) Five flags are available but not all five have to be used.  Flags that are not used will not appear as 
an option within the incident type.  
 

2) Viewing and selecting flags within an incident is based on permissions set by the administrator. 
 

Example Descriptions 

➢ Pending Review 
➢ Awaiting Documents 
➢ Accident Review Board 
➢ Discipline Review Board 
➢ Case Suspended 
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 Tim Conner 
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William Li 
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