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Introduction to the Records Management System 
 
The Records Management System (RMS) from Public Safety Computer Services (PSCS) is an 
agency-wide system that provides for the storage, retrieval, retention, manipulation, archiving, 
and viewing of information, records, documents, or files pertaining to the law enforcement 
agency operations.  The PSCS RMS software is built on a relational database so that there is 
single entry of data meaning that a name, location, vehicle or business only has to be entered 
once to be used in the system.  Every effort has been made to prevent the need for duplicate data 
entry.  (See Master Index Tables below).   
 
The PSCS RMS is limited to records directly related to law enforcement operations.  Such 
records include incident and accident reports, arrests, citations, warrants, and other operations-
oriented records. RMS does not address the general business functions of a law enforcement 
agency, such as budget, finance, payroll, purchasing, and human resources functions.  Law 
enforcement personnel records are included for operational needs. 
 
 

Master Index Tables 
 
Master Index Tables are an integral part of the RMS software.  The following Master Index 
Tables are included in the system: 

• Master Name Index 
• Master Vehicle Index 
• Master Property Index 
• Master Location Index 
• Master Organization Index 

 
 
 



The Master Name Index 
 
The RMS Master Name Index (MNI) contains every name found in any table in the database.  
Every person identified within a report (incident, arrest, field interview, accident, etc.) is given a 
master name record. This includes not only the suspect, but also victims, officers, property 
owners and persons associated with organizations.  (See Master Organization Index below.) Only 
having to enter a name one time and using it in multiple places is one of the key features of a 
relational database.  Should that person become involved in another event, the single master 
name record is linked to all of the other events.  A query of that name, can produce a synopsis of 
all the involvements associated with that one person. In addition, other names can be linked to an 
individual master name record including alias information and relationship data.  
 
When a new record is added to RMS and a person is linked to that record, the system performs a 
matching function to either automatically link an existing MNI record or to present the user with 
a list of possible matches to the name so that the user can make the matching decision. If there is 
no match, the user is able to create a new MNI record to enter this person’s name and 
information. This step is very important in maintaining the quality and integrity of the master 
name file in the system.  
 
In addition to names, the MNI captures and maintain information on:  
 

• Physical characteristics  
• Race and ethnicity  
• Location history  
• Employer information  
• Telephone numbers  
• Known associates  
• Alias names/monikers  
• Scars, marks, and tattoos  
• Modus operandi (i.e., unique method of operation for a specific type of crime)  
• Identification (e.g., social security, driver’s license, and local and county identification)  
• NCIC fingerprint classification  

 
Over time, and depending on the circumstances, this information may change, and new 
information will be made available. Additional information can be added, but older information 
should be maintained and viewable.  
 

The Master Vehicle Index  
 
Like individuals, vehicles often are directly or indirectly involved in events. When a vehicle is 
linked to an incident in RMS, it is added to a vehicle record in the Master Vehicle Index (MVI).  
Just like the MNI, when a new record is added to the RMS the user is presented with a list of 
possible matches to the vehicle.  If there is not match, the user is able to create a new MVI record 



to enter the vehicle information.  The MVI provides an agency with a detailed, searchable store 
of information about vehicles.   
 
When an inquiry is made on a vehicle, the system can return a list of all events in which the 
vehicle was involved.  
 

The Master Property Index   
 
The Master Property Index (MPI) links all property records entered into the RMS system. Each 
record is catalogued by using unique property characteristics, such as make, model, brand, 
description, distinguishing characteristics, and serial number. Industry property coding standards, 
such as NCIC property codes, can should be used during the entry of property records into RMS.   
 
 

The Master Location Index   
 
The Master Location Index (MLI) provides a means to store specific address information.  The 
system allows an address to be accepted, even if it is not within the jurisdiction of the agency as 
in the case of a non-resident involved in a traffic accident.   
 

The Master Organization Index   
 
The term “organization” is used to describe entities such as a church, club, gang, business, 
school, or shopping center. Information about these groups entered into RMS are contained in 
the Master Organization Index (MOI). The MOI then provides an agency with a detailed, 
searchable store of information about organizations.  



The Records Management System (RMS) from Public Safety Computer Services is a menu-
driven computerized records keeping software package designed for ease of use and quick,  
responsive operation.  User friendly menus guide the computer operator through the system to 
enter, update or retrieve data. 
 
The main opening screen provides the means to navigate to all of the other sub level menus.  
From here the user can access the menus to enter new records, view and modify existing records, 
run reports, perform table maintenance and enter administrative information. 
 
 
 
 
 



The data entry menu for new data provides the means for the user to gain access to the data entry 
screens for each of the main areas of data collection.  Duplication of data entry is eliminated 
through the use of master tables for persons, locations, organizations, property and vehicles.  A 
Master Employee Index links the employee to their records in persons and locations. 
 
 
 
 
 
 
 



Tabbed screens separate the data entry into logical blocks. 
 
 
 
 

 
 
 
 

 
Many fields throughout the RMS software have drop down 
selection boxes that provide for ease of use and consistency of 
data.  All of the tables used in these drop down boxes are 
maintained in the Table Maintenance screen and can be modified 
by the agency to meet their specific needs. 
 



Location data is maintained in the Master Location Index (MLI) table that is shared by every 
module requiring location information.  Address information is detailed to include apartment, lot 
or suite, cross streets and the agency beat/district.  Addresses are not restricted to those within 
the agency jurisdiction. 
 
 
 
 

 
 



Vehicle data is maintained in the Master Vehicle Index (MVI) table that is shared by every 
module requiring vehicle information.  Multiple vehicles can be associated with each incident. 
 
 
 
 

 
 



The Officer(s) tab records the Primary officer as well as any others who Assisted on the incident. 
 
 
 
 

 
 
 
 
 
 
Multiple Supplemental records can be added to each incident through the Supplements tab. 
 
 
 
 
 
 



Known Suspects are added on the Suspects tab.  A place is provided to indicate their arrest. 
 
 
 
 

 
 



Detailed information can be recorded about each Unknown Subject (UNSUB) involved in an 
incident.  Each incident can have multiple UNSUBs associated with the incident. 
 
 
 
 

 
 
 



Victims are added to the incident on the Victims tab.  Each incident can have multiple victims 
listed.  Each one is assigned a unique sequence number in the incident. 
 
 
 
 

 
 



 
The Point of Entry, Method of Entry and Point of Exit are recorded on the Premise Information 
tab of the incident. 
 
 
 

 
 



Basic Citation information is entered on the Citation tab.  Other tabs provide for entry of Person, 
Location, Vehicle, Officer and Court information relative to the Citation.  Provision is made for a 
narrative. 
 
 
 
 

 
 



The Master Traffic Accident Index module records all of the information about each traffic 
accident in the database.  The Traffic Accident Basic Information tab is the first entry point in 
the process. 
 
 
 
 

 
 



In addition to the standard Location information described in the Incident module, the Master 
Traffic Accident Index module has a tab for Addition Location Information specific to a traffic 
accident such as road conditions and traffic controls. 
 
 
 
 

 
 



Each Vehicle involved in an accident is shown on a separate record linked to the Master Traffic 
Accident Index. 
 
 
 
 

 
 



Information about each person involved in an accident is written to a separate record linked to 
the Master Traffic Accident Index. 
 
 
 
 

 
 
 
 
 
Tabs are provided for Property Damage, Officer information and a detailed Narrative. 
 
 
 
 
 
 



The Master Warrant Information module Warrant Details tab. 
 
 
 
 

 
 



Records can be searched and updated from the Search and Update Records screen.  The look and 
feel of this screen follows that of the new data entry screen for ease of use. 
 
 
 
 

 
 



From the Incident Search Menu the user can view all of the incidents in the database or search 
for incidents by various criteria such as date range, officer involvement, location or person. 
 
 
 
 

 
 



 
Each module can be searched by similar criteria to that used by the incident search.  Shown here 
is the Citation Search Menu. 
 
 
 

 
 



The Traffic Accident Search Menu. 
 
 
 
 

 
 



And the Warrant Search Menu. 
 
 
 
 

 
 



Each of the static tables in the database is modified through the Table Maintenance screen.  The 
various tables are grouped according to their category: Code Tables, Organizations, Person, 
Property, Vehicle or Traffic Accident. 
 
Tables and drop-down boxes speed data entry and help prevent operator error.  Table 
maintenance screens provide a means for modifying, updating and adding to the data in tables 
used by the drop-down selection boxes found throughout the program.  From the Table 
Maintenance screen the agency can customize the PSCS Records Management System to their 
specific department.  
 
 
 
 

 
 



Buttons on the Table Maintenance tabs provide access to each table where items can be added, 
deleted or modified. 
 
 
 
 

 
 



 
 
 
 
 

 
 
 
 
The Administration Menu is used to access Agency Information, Employee Records, the Daily 
Field Activity Log and the Linked Table Manager. 
 
The Linked Table Manager button is used to link the client program on each workstation to the 
external database on the server.  In a small environment where there is only one client 
workstation, the server software can reside on the same computer, but is still in a separate 
database.  Using this method, updates to the client software may be installed without overwriting 
existing data in the database.



 
 
 
 
 

 
 
 
Agency information is maintained for use in report headers and form letters. 



The PSCS Records Management System is not a human resources package, however law 
enforcement personnel records are included for operational needs.  The Personnel Information 
form is where all of this employee information is maintained.  Tabs provide access to the various 
screens for entry and update of employee name, address information, physical description, 
employment information, emergency contact information, training and certification records. 
 
 
 
 

 
 



 
 
 
The agency can also track Training and Certifications in the Personnel Information section.  
Expiration dates show in yellow 30 days prior to expiration and in red when the certification has 
expired.  In addition to agency specific training and certification, this can also be used to track 
things like driver’s license and automobile insurance expiration dates. 
 



The Daily Field Activity Log, or DFAL menu is where the user can select to create a new DFAL,  
select an existing DFAL record, view all existing DFAL records or go to table maintenance. 
 
 
 
 
 
 



 
To create a new DFAL, begin by entering the date for the record as an eight digit number in the 
format YYYYMMDD.  Tab to the Badge Number field and enter the badge number.  The system 
uses the date and badge number as the key to the record.  These are saved in a string in the order 
of badge number followed by date.  This assures that in a multi-user environment, no two records 
will have identical record numbers.  In addition, this system makes locating an existing record as 
easy and keying in the badge number followed by the date. 
 
 
 

 
 



 
 
The top section of the DFAL has summary information about the officer’s day and includes 
fields for number of arrests by type, number of reports and supplements, citations, traffic stops, 
field interviews and others.   
 

 
 
 
 
The middle section is where the officer enters details of each activity.   
 
 

 



 
 
 
 
At the bottom the officer enters the beginning and ending mileage, video tape number and there 
is room for any notes the officer needs to write.  Buttons provide the ability to add additional 
activities or preview the report. 
 
 

 
 
 
 
The DFAL module can run in a multi-user, networked environment or on a stand alone desktop 
or laptop PC.  In a networked environment, the data is stored on a server.  As a stand alone 
computer, the data is stored on the local hard drive until the computer is connected to the 
network again when it can be offloaded to the server’s database. 
 
The DFAL Reports Menu can be accessed from the DFAL Menu. 

 



Optional add-ons: 
 

 
 Additional extended 12 month warranty which includes continued support and 

software updates. 
 

 Data conversion from existing systems. 
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