UCR Help - Editing a Supplemental Homicide Report

Completion of the Supplemental Homicide Report form is required if you selected “Activity” for the Homicide form
when creating the corresponding Return—A. (The selection table is located at the bottom of the Return—A form.) If
“No Activity” was selected when creating the Return-A, the homicide form is not required and will be so indicated
in the table at the bottom of the Return—A form.

The following steps should be followed to edit a Supplemental Homicide Report Form:

1. At the UCR Welcome Screen, click “Enter UCR”. Before an individual can access the UCR
website or create a new report, the agency and the agency’s designated users must be registered with the
MSHP UCR Program Olffice. After registering, they must be approved by the MSHP UCR Program staff.
Once approved, the agency’s authorized users can submit monthly UCR data to the central repository
through the website. For more information on this subject see Registration.

2. Enter User Name and Password. To enter the UCR website, an individual will need to enter the User
Name and Password assigned to them by the MSHP UCR Program staff. Type the letters just as they were
assigned to you, as the user name and password are case sensitive. If your User Name was registered as
“BILL” and you type “Bill” the system will not accept your user name. You must type it exactly as
registered.

Note: The User Name and Password are assigned to authorized users at the agency by the MSHP UCR
Program staff. The user name and password used for accessing the UCR website may be different than
those used to access the computer or network at the agency.

After successfully entering your user name and password, you will be taken to the UCR Homepage
(shown below.)
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3. A list of available Return-A forms will be displayed in the Reports by Date window on
the UCR homepage. Locate and double click on the Supplemental Homicide Report that

requires modification.
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4. Click the “Edit” button, located in the upper left corner of the SHR.

UNIFORM CRIME
REPORTING

SUPPLEMENTATL HOMICTDE REPORT
(Includes Domestic Violence-Related Homicides & Suicides)

5. Make the necessary changes to the SHR.

e Data must be entered in the SHR for each criminal homicide reported on the Return-A. In column 1 of
the SHR, enter a unique number, up to 10 digits, for each homicide incident. It is suggested that the
agency’s case number be used as the UCR incident number. (Column 1 must contain only numeric
values or the data will not be accepted.) For all columns, except column 1, select the appropriate code
from the drop down lists.
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e Corresponding code descriptions for the drop down lists can be viewed by clicking the appropriate
column heading at the bottom of the SHR form.

Click a Column Number below to view the appropriate Codes and Descriptions.

. Type PR ici i i i
Incident# Hommcide Sitation | || Age || Sex || Bace || |Ethnicity | |"Weapons | |Belationships | | Circumstances (an E
b e N ©)) [CYRINTS RN ) ] Used (8) 6] (103 =

Incident Murmber

incident may involve mare than ane victim and/or offender.

Enter a departrment-unigue number(of up to 10 digits). One number per incident. One ‘

Click here to view a printable version of this form.

Note: If code 1B (Manslaughter by Negligence) is chosen for the Homicide Type (column 2), codes 50,
51,52, 53, and 59 (Negligent Manslaughter) are the only valid choices for Murder Circumstances
(column 10). If code 1D (Domestic-Related Suicide) is chosen for the Homicide Type (column 2), code
40 (Domestic Violence) is the only valid choice for Murder Circumstances (column 10).

Note: If code 40 (Domestic Violence) is chosen for Murder Circumstances (column 10), you are
required to complete columns 11 through 14. If codes 80 or 81 (Justifiable Homicide) are chosen for
Murder Circumstances (column 10), you are required to complete column 11.

® Please note that a single incident may involve more than one victim and / or offender. You can enter
data for one victim and one offender on the same row. Use a second row to enter data for an additional
victim and/or offender, using the same unique number as in the previous row. For incidents involving
a single victim, it is not necessary to repeat victim data from a previous row. For incidents
involving multiple victims with a single offender, offender data must be repeated for each victim
(see below).
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Do not repeat Victim Repeat Offender
info for each Offender. info for each victim.

If you require more than 5 rows for homicide reporting, click the “Go To Page 2” button at bottom of SHR
form to continue data entry. NOTE: A total of 35 rows (on 7 pages / 5 rows per page) are available for
homicide data entry in a total of seven pages.

p———

If deleting a line of data, do not attempt to roll data from other lines into the deleted line to “clean up” the
form as data can be lost.



6. When you have completed modification of the homicide data, click the “Submit” button,
located at the bottom of the page, to submit the report.
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7. You will be prompted with the message “Are you sure you want to save this form into the
UCR database?” Click “OK” to submit the form or “Cancel” to return to the SHR
form and make additional modifications.
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8. If the SHR form was submitted without error, the message “Your Document has been
saved!” will appear and you can continue to the next form by clicking “Click Here” and
selecting the next form from the table at the bottom of the Return — A form. If you see a
message indicating your SHR was not successfully saved, note the reason given and click
the “Click here to return to your Homicide form” link. Make the necessary changes to
your SHR form and resubmit.
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