NAME SEARCH:

Use this area to find people and many other things in Quest. Enter your criteria and press
Submit. Results of the search will be displayed. Click on the appropriate person’s name to be
taken to their PERSON DETAIL screen or CASE DETAIL screen.

FROM THE MENU: Person, Name Search

Name Search
Enter criteria and press Submit (use % and/or _ for wildcards in names)

Last:| First: |Wildcard avail || [ Sound-a-like
File Number: | | Case: | | F'etition:|
LIFile numbers only [JAddresses | O Show relatives [ Advanced search

Auto clear criteria

© Submit

= Last: Type in the person’s last name, or the business name. You can search for a
person’s entire last name; however, if you are unsure of the spelling, you can type in a few
letters of the individual’s last name followed by the wildcard (tho% or tho_). The wildcard
is the % or the _ . If you are searching for a business name, the entire legal name of the
business goes into the last name field. Always use a wildcard to search for a business
name. For example: Walmart could be added as Wal-Mart, Wal Mart, Walmatrt, Inc.,
Walmart on Main Street, etc. Search for wal%.

e First: You do not need to type in a first name at all, but if you want to narrow the search,
you can type in the entire first name, just the first letter of the name, or the first couple
letters followed by the wildcard % or _. If you type anything more than just the first letter,
you must use a wildcard.

= If you click to select Sound-a-like, you must use a whole name and not the wildcard.
For example, if you are searching for Vandoska, but are not sure how to spell it, you
can select the sound-a-like. Type in the last name as you think it is spelled, put in a
first initial, click on Submit. The system will provide you with a list of everyone
whose last name sounds like Vandoska, with a first name starting with the letter you
typed in.

= File Number: Each person in Quest with a case has a unigue file number assigned to
them. If you know a person’s file number you can type it here instead of searching for their
name.

= (Case: If you know the case number you are searching for you can enter it here. You can
enter the long format of the case number or any shortcut case number set up in your
jurisdiction.

= Petition: Each petition created in Quest is assigned a petition number. If you know the
petition number, you can enter it here and be taken to the PERSON DETAIL screen for the
person the petition was created for. If you then click on Menu, Case, Filed Statutes, you
will be taken to the filed statute the petition was created for.
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File Numbers Only: If checked, the search results will be limited to only those people that
match the criteria and have a unique file number in Quest. If unchecked, the results will
include all people in the system, including those without a file number.

Addresses: If checked, the search results will display the address of every person who
matches the criteria. If unchecked, the addresses will not be displayed.

Name search
Enter criteria and press Submit (use % and‘or _ for wildeards in names)

First: [s% ™ Sound-a-like
File rardber | [ Case | Fetition: |
¥ Fils nurebers onlyy | todmesses | [ Showmelatives | [ dvanced search
I™ Auto clear criteria
Name File # Race Sex DOB SSNTax D AKA Warrant Mom/Agency
(*=User)
Add s new name  Add a new agency person
Tomes, Sam 156774 Other Female 41181987 307-04-6097 Ves Sally
HOME 260-436-3532
HOME 2430 Julistte Avenus
Forl Wayne, Indiana 46802 USA
Jones, Samantha Reense 156774 Oither Fenale 41871987 307-04-6097 Sally
HOME 260-436-3532
HOME 2430 Julistte Avenue
Fort Wayne, Indiana 46302 USA
Tones, Sarah Ann 195332 Black Female 11251985 Lanette

HOME 260-456-7345

HOME 423 Englewood Ct.
Fort Waymne, Indiana 45306 US4

You will notice that Sam Jones is an AKA for Samantha Jones, therefore they
have the same address, phone numbers, and file number.

DName

File # Rarce

w2
&
A

DOB

SSNTax ID

AKA  Warmant MomiAgemcy

Jones, Samantha Beence

(*=User)
Addanew name  Add a new agency person
Jones, Sam 156774 Other Femals A2IN987 307-04-6097 Tes Sally
HOME 260-436-3532
HOME 2430 Julette Awvenue
Fort Wayme, Indiana 46802 US54
156774 Orther Female 41201987 307-04-6097 Sally

HOME 260-436-3532

HOME 2430 Juliette kwvenue
Fort Wayme, Indiana 46802 T34

Show relatives: If checked, the search results will display the relative names of those
people who match the criteria. If unchecked, the relatives will not be displayed.

Name search

Enter criteria and press Submit (use % and/or _ for willcards in names)

Last: [Janes First: [s% I~ Sound-a-like
File murher: | | Case: | Petition: |
I¥ File webers ouly | ™ Addesses ‘ I Show relatives I~ Abramnced search
™ Ao clear eriteria
Name File & Race Sex DOB SSNTax ID AEA Warrani MomiAgency
(*=User)
Add anew name  Add & new azency person
Jones, Sara 156774 Other Female 41181987 307-04-6097 Ves Sally

Iother Sally J. Latham

Sister Carlera E. Jones

Father Fandolph . Jones

Erother Randy Jay Jones

Advanced search: If checked, the search screen will expand to include the following

Auto clear criteria: If checked, the criteria you entered last time you did a name search
will be cleared. If unchecked, the criteria will remain and you will have to manually delete

Click the SUBMIT button or press ALT+S to display the results of your selections.
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Search Results:

Name Search
Enter criteria and press Submit (use % and/or _ for wildeards in names)

Last: ’m x  First |am% ‘ [[18ound-a-like
File Number: ‘ | |Cass ‘ ‘ Pslninn:‘
["1File numbers only | [] Addresses | ["]Show relatives ["] Advanced search
[ Auto clear criteria
Name File # Race Sex DoB 8SN/Tax ID AKA Warrant Mom/Agency
(*=User)
Add a new name _ Add a new agency person
Smith, Amanda 38744
Smith, Amanda 46242 White Female 6/24/1995
Smith, Amber 34888 White Female 11/26/1880
Smith, Amy White Female 5141979
Smith, Amy Diane 258092 White Female 2/7/1986 307-96-6121
Smith, Amy L 38954 White Female 6/13/1970 314-82-6314
Most recent names used
Alfredson, Madelyn 54202 White Female 371997 307-19-2394
Cincoski, Debbie “PC Adult Prob
Virk, Nickneet § 58564 Unknown/Other  Male 2/9/1996 309-17-8982

After you enter your search criteria and press submit, the system will give you the results of
your search. If you find the person you are searching for, simply click on their name to be

taken to their PERSON DETAIL screen.

Quest will also hold several of the most recent names used. This way if you have been
working on a person, you don’t need to keep searching for their name, they will be listed here.

Advanced Search:

If you select this option, you will be given many more ways to find what you are searching for.

Name Search
Enter criteria and press Submit (use % and/or _ for wildeards in names)

Last: [Wildcard search available | First:[Wildcard avail | CISound-a-like

File Number: | ‘ Case ‘ ‘ Petiticn ‘ |
Race: |- Select — v||8ex: |- Select — V| DoB: || ssnTax IDi| ‘
Born on or after: ’—| =2 Born on or before: ’—| £zt

Case fype: |- Select - v| Datefiec|  |#&

Incident ID | | Citation | |

Other ID: [-- Select — Ml |

Employer agency: |—— Select - v‘ |User ID:| |
Employer division: |- Select - | Employer unit: - Select — v|
Address contains: |Any text | I Active Only Contact number contains: |An'y' text |
[IFile numbers only | [JAddresses [[J 8how relatives | ] Advanced search

Auto clear criteria

Race: You can limit your search to only those with a specific race. For example, you know

the last name is Smith, and you know the race of the person, you can put that information
in, click submit, and the results will display only those people with the last name of Smith
that match the race you selected.

= SexX: You can limit your search to only those with a specific sex. If you know the person is
a female, the results will eliminate all males that would otherwise have matched the other
criteria entered.
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= DOB: You can enter a specific date of birth, and everyone in the system that matches that
date of birth, as well as any other criteria you selected, will be displayed.

= SSN/Tax ID: You can enter a social security number or a tax identification number for a
business and the system will display anyone that matches.

= Born on or after/before: You can enter a date of birth in this field and it will find everyone
with a date of birth on or after or before that date. These two fields can be very helpful if
you are searching for an age range, such as all kids who turned 18 last year. The system
will only display 100 results. If there are more results than that, they are lost. You will need
to narrow your search. Instead of saying born after 1/1/1994 and before 1/1/1995, you may
have to search for after 1/1/1994 and before 6/30/1994, then search again for 7/1/1994
through 12/31/1994.

= Case Type: You can limit your results to only those people who have a case of a specific
type. If you search for last name Smith, you know he is a White/Male and at some point he
had a delinquency case, you can enter all those search criteria. It will search for open and
closed delinquency cases.

= Date Filed: You can enter a date, say yesterday for example, and it will give you every
person who had a case filed or opened yesterday.

= Incident ID: If you know the incident ID number, you can enter it here and it will show you
everyone who has an incident with that incident ID number in it.

= Citation Number: If you know a specific citation number, you can enter it here and it will
show you everyone who has an incident with that citation number in it.

=  Other ID: If you know a number from another system, for example a DOC number, you
can select what type of ID the number is, then type in the number you are searching for.

Other ID: | DOC - DOC # v||859871| x

= Employer Agency: If you select an agency, such as Public Defender’s Officer, the system
will display everyone who is assigned to that agency on their PERSON DETAIL screen.

= User ID: If you want to find a person and you know their User ID, you can enter it here and
you will be taken to their PERSON DETAIL screen.

= Employer Division/Unit: If you choose an employer division or unit, the system will
display everyone assigned to that division and/or unit.

= Address contains: You can enter a partial address and the system will display everyone
who has an address with that word or phrase in it.

= Active Only: If checked, the address contains search will only search for current
addresses that have that word or phrase in it. If the address has an END DATE, it will not
be included in the results. If unchecked, the results will include those addresses with an
END DATE.

= Contact number contains: You can enter a full or partial number or email address and
the system will search the contact numbers and display anyone who has a contact number
that matches.

Click the SUBMIT button or press ALT+S to display the results of your selections.
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Add

Adding a New Name:

After you have searched for a name and the results say No matches found you will need to
add a person. There are two options, Add a New Name and Add a New Agency Person.
Adding a new name is for most people. Adding a new agency person is for professional
people associated with an agency, such as Quest users, Law Enforcement, Public Defenders,
Prosecutors, etc.

Name search
Enter criteria and press Submnit (use % and/er _ for wildcards in names)
Mo matches found
Last: First: OSound-a-tke
File munber: Case: Petition
[JFile numbers only [ Addresses [ 5how relatives [J Advanced search
[¥] Auto clear criteria
Name File # Race Sex DOB SSN/Tax ID AKA Warrant Mom/Agency
(*=User)
Add anewname Add anew agency person
MMost recent names used
Person Detail
New identity
Name
First: Middle: Last/Business:* Generation:
| | [ s~
File number: Emancipated: Status:
OYes@ho

e First Name, Middle Name, Last Name/Business: These should be the person’s full legal
name. They should be entered using proper punctuation. The Last Name field is also used
for a business name, in the event you are adding a business, the whole name legal name
goes in the Last Name slot.

e Generation: Select the generation, if appropriate. Jr. Sr. Il, etc.

e File Number: The computer will assign this number automatically when a case is added.
It is a unique number assigned to each person who has a CASE in the system.

e Emancipated: When a child has been emancipated, you can click on the yes. This is not
really being used for anything at the moment.

e Status: This will default to ALIVE. Once a person is deceased, you will need to indicate
that here. When you select that a person is deceased, the system will always show their

name and then (deceased) after it.  John Smith — Deceased
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Identifying information
Race: Sex: Date of birth: Age Dafe of death
[ Select - ~| [ Select—- ¥ | ‘sﬂ | |;ai

Ethnicity: Citizenship: Language:
[ seect - V] [ seect - vl

Marital status: Religion
|- Select - v| |- Select-- v

Height (feetfinches): Weight Hair color: Eye color:
i [ ] [“Select— ~]  [-Selecti— ]

Place of birth: S8N/Business ID:

Notes:

Spell check

IDENTIFYING INFORMATION:

e Race: Select the appropriate race of the person. Don’t assume someone’s race.

e Sex: Select the appropriate sex of the person.
e Date of birth: Enter the person’s date of birth. MM/DD/YY

e Date of death: Enter the person’s date of death if appropriate. Don’t forget to change the
status to deceased.

e Ethnicity: Select the appropriate choice.

e Citizenship: Select the appropriate choice.

e Language: Select the appropriate choice.

e Marital status: Select the appropriate choice.

e Religion: Select the appropriate choice.

e Height: Putin the feet TAB and then the inches.
e Weight: Put in the weight in pounds.

e Hair color: Select the appropriate hair color.

e Eye color: Select the appropriate eye color.

e Place of birth: Put in the person’s place of birth.

e SSN/Business ID: Putin the person’s social security number, 000-00-0000, or if you are
adding a business and you know their employer identification number, you can put that in
here 00-0000000. You do not need to use the dashes.

e Notes: The notes section can be used to put any miscellaneous information about this
person. Be aware that everyone who can view this person can see this note area.

Click on the UPDATE button or press ALT+U to save your changes.

Once you have updated your entries, the other areas of the PERSON DETAIL screen
becomes available.
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Potential matches
Select one of the following if it is the identity you are trving to add.
Otherwise, press ADD to finish adding the new identity you have entered.

Name File # Race Sex DOB SS8N/Tax ID AKA Warant Agency
Berumen elal. 307624 Hispanic Female 2/14/1978 306-84-6558
HOWE 4113 Monroe Street
Fort Wayne, Indiana 46806 TUSA

If you try to add a person that the system has identified as a person as a potential match, you
will see this screen.
e |If the potential match IS the person you are trying to add, just click on the person’s
name.
e |If the potential match IS NOT the person you are adding, click the ADD button at the
bottom of the screen to continue adding your person.

Adding a Business Name:

When you add a business to the system, you should look up their name in the phone book or
google them to get their full legal name. Walmart for example is routinely misspelled and
duplicated. Wal-Mart, Wal Mart, Walmart with address and without addresses as part of the
name. Every jurisdiction will need to develop their own policies about how to enter business
names.

One option would be to just enter the business name Walmart, add the address for each
business in the address area, then when doing a name search you could display addresses so
you can select the appropriate Walmart location. There is no right or wrong way, but it should
be consistent to avoid duplications.

Name search
Enter criteria amd press Subinit (use % and/or _ for wildcards in names)

Last First [ Sound-a-like
File number: Case Petition:
[JFile numbers only [ Addresses [ Show relatives [ Advanced search
[ Aute clear criteria
Name File # Race Sex DOB SSN/Tax ID AKA Wanrant Mom/Agency

(*=User)
Add anew natne  Add a new agency person
Wal hart
Wal-Mart (Appleglen Blwd
Wal-Mart (Auburn’
Wal-Mart (Celdwater
Wal-Mart (Columbia City)
Wal-IMart (Keystone

Walman Optical

Walmart

Walmart

Walmart (Albion)

Walmart (Angola)
Walmart (Apple Glen)
Walmart (Coldwater Road)
WalMart (Columbia City)
Walmart (Huntington)
Walmart (Lima Road)
Walmart (Maysville Road)
Walmart (Southtown Crossing)
Walmart Superstore
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Adding a new Agency Person:

By clicking the Add a New Agency Person option, you will get the Employer Information
section. Here you can add information about that person so when you add them to cases or
incidents, you simply have to type their ID number and the system will use that information to
add them. This is also the section where Quest Users are added and given security clearance,
a User ID, and a password so they can access Quest.

Employer information (for agency employees)

1D number Person type:
[ Select - v

Agency:

[~ Select — v

Division: Unit:
|-— Select - v| ‘ Select -- hd

Quest authorization group: Quest user ID:

e |ID Number: An ID number should be assigned to every agency person. For law
enforcement it could be their badge number, for employees it could be letters based on
their name. Every jurisdiction should have standard policies about ID numbers. It
should be something that is easily known to the Quest users who will be adding these
people to cases or incidents.

e Person Type: Select the appropriate choice to reflect what type of person this person
is. Public Defender, Probation Officer, Judge, Law Enforcement, etc.

e Agency: Select the agency that employs this person.
e Division: Select the appropriate division of the agency, if applicable.
e Unit: Select the appropriate unit within the agency, if applicable.

Click on the UPDATE button or press ALT+U to save your changes.

1/4/14 Page 8 of 8 namesearch



