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Non Criminal Offense Entry 

 

Adding an Offense 
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Searching For an Offense 
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Select 

previous 

or next to 

Scroll 

through 

records. 

Click 

“Search 

Off” to 

freely 

navigate 

through 

records. 
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Editing an Offense 

 
 

 
 

 

 

 

Search 

Records to 

find the 

entry you 

would like 

to edit, 

then do the 

necessary 

editing. 

Select Save 

Record, 

then OK to 

finish 

saving. 
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Deleting an Offense 

 
 

 
 

Search 

Records to 

find the 

entry you 

would like 

to delete. 

 

Select 

appropriate 

option. 
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The Record 

has now 

been 

deleted, 

and the 

next record 

will be 

shown. 



TCS™-Non Criminal Offense Tracking 

System©- NCOTS™ 
 

(C) 2011 IMAS,LLC  page 001 

 

City/Town Info  

Editing City/Town Info 

 
 

 
 

Enter the 

Appropriate 

Information. 
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Settings 

Editing Setting Options 
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Adding a New User 

 

 

 
 

 

 

There are three 

different Access 

Levels. 

1.) Inquiry-view 

data and run 

Reports. 

2.) Entry- can 

only enter certain 

data. 

3.) Administrator- 

Has full access. 

 

 
Use the drop down menus to change 

the Access/View levels. 
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Managing Users 

 

 

 

 

 

Use this area to 

edit User 

information such 

as password, 

access levels and 

so on. 
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Editing User Settings 

 

 

 

 

 

 

This is where you can 

enter the values for 

the drop down menus 

within the program.  
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Set Required Fields 
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Select required fields here. 
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If the Required 

information has not 

been entered, the 

query will not be 

saved. 
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Reporting Menu 

Printing Reports 

Since the required 

information has been 

entered, the query can 

now be saved. 
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Records Index by Violator 
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Records Index By date Recorded 

Right click your 

mouse and this 

prompt will appear. 

Select it to 

automatically print 

using your default 

print settings. 
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Key in the dates, or 

click on the calendar 

to select the dates 

directly from it. For 

more info on how to 

use the calendar visit 

(page 30) 

After entering the 

dates click on the 

“All Records 

Index by date 

Recorded” button 

to view record 

and print. 
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Records Index by Violation Date 

Right click your 

mouse and this 

prompt will appear. 

Select it to 

automatically print 

using your default 

print settings. 
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Key in the dates, 

or click on the 

calendar to select 

the dates directly 

from it. For more 

info on how to 

use the calendar 

visit (page 30) 

 

After entering the 

dates click on the 

“All Records Index 

by Violation Date” 

button to view 

record and print. 
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Records Index by Expiration Date 

Right click your 

mouse and this prompt 

will appear. Select it 

to automatically print 

using your default 

print settings. 
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Key in the dates, or click on 

the calendar to select the 

dates directly from it. For 

more info on how to use the 

calendar visit (page 30) 

 

After entering the dates 

click on the “All Records 

Index by Expiration Date” 

button to view record and 

print. 
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Records Index by Police Department by Date Recorded 

Right click your mouse 

and this prompt will 

appear. Select it to 

automatically print 

using your default print 

settings. 
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After entering the dates 

and selecting the 

department from the drop 

down menu, click on the 

“All Records Index by 

Police Department by Date 

Recorded” button to view 

record and print. 

 

Key in the dates, or click 

on the calendar to select 

the dates directly from it. 

For more info on how to 

use the calendar visit (page 

30) 
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Entering Dates Using the Calendar Button 

Right click your 

mouse and this prompt 

will appear. Select it 

to automatically print 

using your default 

print settings. 
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Click on 

calendar 

button. 

1.) Use the drop 

down menus to 

change the month and 

year.  

2.) Select the day of 

the month. 
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Select ok 

to enter 

the Date. 
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Date has 

been entered. 

Repeat these 

steps for all 

queries that 

involve 

entering the 

date using the 

calendar 

button. 


