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Appendix 2: Instructions for the creation of sub-items in Justice Trax for DNA samples

Note: The latent print designation for the evidence number should be referred to in the images used for

A.

reference. Refer to GL-4 LIMS for the correct designation to be used.

Assign FB Sample Prep request to yourself; pull the FB case jacket to havéavailable upon completion
of the case.

Itemize samples and print barcode labels (for DNA samples). Refer to the'imagedelow regarding the
following steps.
1. Fill in Evidence No.

e #5-L1 = sample retained from the submission/item for Furthef Analysis

o #5-L1* =sample from #5-L1 being forwarded for DNA testing

e #5-L1 = sample being forwarded for DNA testing with a possible consumption issue

2. Fill out Description = type of sample beingyretained and location

For DNA samples (follow above steps)
3. Select appropriate barcode label and number of labels to be printed

4. Select Evidence Type = Type of exaniination
e DNA-Non-Differential = touch/blood, hairs
e DNA-known$ = blood FTA'¢ards, Buccal FTA cards

5. Notes = size/amouat of sample being forwarded to DNA, relevant results of examination
and CONSUMPTION ISSUE (if needed)
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@ New Evidence Submission for Local Case #: TEST CASE 3 I
Agency | vourtown Police Department - Kit »
Badge Rep Doe. Jane v [#H2 Description | o, ting trom clothing < 5 é
Source v E] et
. — - Bar Code | zebra 500 v” 1|8 m
Inherit| 005 Bag with victim's clothing “ Evid T
DrA - differential
Container 3 ence lype non-differential s 4 E]
Evidence No '—| NCIC |
00s-51 ( 1 Notes |1 =q. cm cutting, positive RSID blood A
Intended Disp = Z
W
Other ID Extraction type v |
Qrigin * | Submit to Biolo
Reguested Service 5 ate ﬂ
A
LAl g
Initial Transfer = — =

From | Dog, Jane A
Time |1""|‘!"t | ‘&utﬁ
To 6

Time m R\ f—| Hute|
Then To L Vé | []Lock

[JLockVia []Lock Apply w el ] [ Close l Print Request Barcode

6. Click Apply

C. Add a DNA request(s), relate'evidence and print out request barcode(s)
1. Check FB request for Requesting Party Information

2. Add request
3. Select Requesting Party Information
4. Select Section = DNA
5. Select Service Type = Type of examination
o DNA-Non-Differential = Non-Differential samples

o DNA-Consumption = Consumption issue samples
o DNA-Knowns = FTA blood cards and/or FTA buccal cards
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El New Request for Analysis

~Requesting Party Information

Agency | vourtown Police Department + |Request Date | 07:2643

Badge Rep Due,Jane<: 3 |+

~Request Information
Lah | DESPP - Division of Scientific Services v

Section|one <1 4 v| [-]

Service Diis, - Hon-siferertisl<_——— 5 An v

Due Date| /¢ Reason Prigrity w
~MNotes
Requester|| ~
6 M
Assignor ~
b,
Print Request Barcod

Fim alim e Ml Tomim mmd el Pumm Vimr ke im Flelic e Focee ek ==k Fice le=-

6. Click OK

rom Available Evidence
down arrow
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f 2 BN (=¥ ] QL L3l = ALY LS LSRR LTS L LU, Juind Lo - LAY

3 Request for Analysis #0163

Case Number | TEST CASE ‘

Available Evidence _

Case # Sub # Description
TEST CASE M._E. BElood Sample
TEST CASE testh

TEST CASE Bag with vi 1m 'S
TEST CASE LELL Ie op Compute

Related Evidence L~ | S ﬂ,
Case # Sub # ¢ # of Results
TEST CASE 005-51+

8. Click OK

9. No Barcode is needed to be pri
o Select “Cancel”

aze =pecty the number of Request bar code labels to print.
Your bar code labels will be printed wwhen
yiou click the O button belows.

[Jefinition | Request Barcode | I

Selected Printer

NMumber of Labels to Print

<:| I
e

D. Transfer evidence to storage locations and print out Evidence Transfer Receipts
1. Transfer evidence to appropriate storage location
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e Freezer Storage (Samples which are not being tested)
e physically into Further Analysis boxes
e Freezer for current years located in Photo Room
e Freezer Storage — DNA Sample (Samples that need to be tested for DNA)
o #1-L1*
e physically into boxes labeled DNA Sample
e Freezers located in closet in hallway across from IT closet
e Freezer Storage — DNA Sample (Samples with consumption issue)
e physically into boxes labeled DNA Consumption Sample
e Freezers located in closet in hallway across fromIT closet

2. Select print 1 Transfer Receipt

@ Evidence Transfer

s B w E—

From | Timm, Leila D. x @
Time VIA ‘ukm

1 To | Freezer Starage - DA Sample }( @
+ | Note

Then Ta x @

Changes made to thMM above will apply only to newly selected evidence. I

Evidence to Tran @
Lak Local Csﬁe Co Sub. # Description From Time i
TEST CASE Q05-=1* cutting from clothing Timm, Leila . 073013 0232 Q
Pt
1:
2
v
< | >
[«[1st Transfer Receipt! | | | | [ 1Returned
{ { App Clear .
Apply = []chain of Custody Reports
e ——

3. Click Apply

4. Print out Evidence Transfer Receipts
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e Choose screen as print destination

Print Destination

CiApplication Default Printer :
(O Other Printer

) Screen
y
O Cancel l
5 Once the transfer sheet opens on the monitor, Click Printdcon
@ Print Preview EI[EW@
@ 5'5' Lt = & f [100% b anin’;;ancu' =
Frew \
— —-— 3
EVIDENCE TRANSFER RECEIPT
S IR R
EYIDENCE TRANSFER TRANSACTION
Evidence Relinquished By: Agency:
Timm, Leila D. PIN Entered [ X ]
Evidence Received By: Agency:
Freezer Storage - DMA Sample PIN Entered [ 1
YIA:
Note:
Date & Time: 7/30/13C 14:33545 Hours
Operator: LeiladTirmm

LABORATORY CASE IN FORMATION

Lab Casa # Lab Evidence # Evidence Description Evidence Type Notes
TEST CASE o0s-s1* cutting from clathing DA - non-differential 1 5. cm cutting, positive RSID hlood
v
< *
6. Choose Printer
7. Select Number of copies

e For Further Analysis samples to Freezer Storage = 1
e For DNA sample(s) to Freezer Storage — DNA Sample =3
e For Shared Case Jackets ( DNA sample(s) to Freezer Storage — DNA Samples) = 2
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General

Select Printer

Add Prinker

el Laser Printer 17100
;ﬁForensic Biology on LIMS2DCZ2

6 [

ilg JusticeTrax Imaging
(a2 ZDesigner GK420t

Status:  Feady | l
Location:
Comment:
Fage Range v ) ¥ 4
@® Al Piurnber of copies: |3 6 | 7
) Pages: | Collate n
Enter page numbers and/or page ranges E
separated by commas. Faor example, 1.5-12 ‘
o V' \
.[ Frint ] [ Cancel ] [ Apply l

8. Click Print

9. DNA sample(s) to Freezer Storage — DNA Evidence Transfer Receipt copies
1. FB case jacket
2. DNA case jacket with DNA sample evidence barcode(s) and request barcode(s)
attached
3. Case Management (included with DNA copy)

E: Examples of evidence/sample itemization in LIMS
A. For submissions containing one (1) piece of evidence that will be processed by latent prints:
Samples retained from the submission are sequentially itemized as #1-1L1, #1-1L2, #1-1L3, etc., for
example:

1. #1-1L1 for a swabbing sides of a bottle
#1-1L2 for a swabbing of mouth of bottle

2. #1-L1 for swab tips from #1 with location (if a swab box containing a swab(s))

State of Connecticut Department of Emergency Services and Public Protection
Division of Scientific Services
Documents outside of Qualtrax are considered uncontrolled.



LP SOP-34.2 Appendix 2 Instruction for Creation of Sub-items in Document ID: 7790
JusticeTrax Revision: 1
Effective Date: 3/20/2018
Status: Published
Approved by Director: Dr. Guy Vallaro Page 8 of 8

B. For submissions containing more than one (1) piece of evidence (i.e. three (3) swab cartons or a
gun and a magazine):

Each piece of evidence is sequentially itemized as #1-1, #1-2, #1-3, etc., for example:
1. #1-1 for swabs from location #1
#1-2 for swabs from location #2
#1-3 for swabs from location #3

2. #1-1 for the gun
#1-2 for the magazine

Samples retained from the items are sequentially itemized as #1-1L1, #1-1L2, #1-2L1, etc.,
for example:

1. #1-1L1 for swab tips from, item#1-1 with location #1
#1-2L1 for swab tips from item #1-2 with location #2
#1-3L1 for swab tips from item#1-3 with location #3

2. #1-1L1 for‘a swabbing frem the handle/grip of the gun
#1-1L2 for a swabbing from the trigger of the gun
#1-2L1 for a swabbing from the magazine

C. Any portion of a sample which can be split and a portion retained while the other portion is
forwarded for DNA@nalysisythese should be itemized as #1L1* and #1L1, for example:

I #1L1*for the portion of a cigarette butt being forwarded for DNA analysis
#11ul for the remaining portion of a cigarette butt retained in Freezer storage

D. At the completion of the Administrative Review, copies of the latent print worksheets QR-
LPla, QR-LP-12, QR-LP1c or QR-LP13 should be made and placed into the FB/DNA case
jacket folder and provided to Case Management.
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