
 

 



PROGRAM LICENSE AGREEMENT 
 

 

Copyright/License/Warranty 
Crime Scene ACE, ACE and WInACE are ® Copyrights © 2003 by Software Techniques Inc. 

All rights reserved. 

 

One registered copy of Crime Scene may be used simultaneously by multiple people not to exceed the 
number of authorized users specified by the product purchased.  Whereby the number of authorized users 
concurrently operating the program is subject to purchase a license. 

 

You may access the registered version of Crime Scene ACE through a network, provided that you do not 
exceed the total number of users set forth by the product. 

 

Governing Law 
The laws of the Commonwealth of Virginia shall govern this agreement. 

 

Disclaimer of Warranty 
THIS SOFTWARE AND THE ACCOMPANYING FILES ARE SOLD "AS IS" AND WITHOUT 
WARRANTIES AS TO PERFORMANCE OF MERCHANTABILITY OR ANY OTHER WARRANTIES 
WHETHER EXPRESSED OR IMPLIED.  In particular, there is no warranty for any data entered into Crime 
Scene ACE.  Because of the various hardware and software environments into which Crime Scene ACE 
may be put, NO WARRANTY OF FITNESS FOR A PARTICULAR PURPOSE CAN BE OFFERED. 

 
ANY LIABILITY OF THE SELLER WILL BE LIMITED EXCLUSIVELY TO PRODUCT REPLACEMENT OR 
REFUND OF PURCHASE PRICE. 

 

 



Table of Contents - 3 

 

~ TABLE OF CONTENTS ~ 
 

PROGRAM LICENSE AGREEMENT...................................................................................................... 2 
Copyright/License/Warranty ................................................................................................................ 2 
Governing Law.................................................................................................................................... 2 
Disclaimer of Warranty ........................................................................................................................ 2 

Introduction ................................................................................................................................................ 5 

 What is Crime Scene ACE .............................................................................................................. 5 

 How to Use this Manual .................................................................................................................. 5 

 Basic Concepts .............................................................................................................................. 5 

 Reporting ....................................................................................................................................... 5 

 Trouble Shooting ............................................................................................................................ 5 

 A Windows Program ..................................................................................................................... 6 
 Conventions User in this Manual .................................................................................................... 6 

Installation and Setup ................................................................................................................................ 7 

 System Requirements .................................................................................................................... 7 
Basic Concepts .......................................................................................................................................... 9 

 The Crime Scene ACE Philosophy ................................................................................................. 9 

 The Crime Scene Flow ................................................................................................................. 10 

 The Crime Scene Menu ................................................................................................................ 12 

 Creating a Crime Scene ............................................................................................................... 12 

 Editing a Crime Scene .................................................................................................................. 13 

 Removing a Crime Scene ............................................................................................................. 14 

 Uploading a Crime Scene ............................................................................................................. 16 

 Printing a Summary Report .......................................................................................................... 16 

 Logon/Logoff ................................................................................................................................ 16 
Crime Scene Functions ............................................................................................................................ 17 

 Data Entry Functions .................................................................................................................... 17 

 Allocating Items ............................................................................................................................ 19 

 Adding Items ................................................................................................................................ 21 

 Editing Items ................................................................................................................................ 22 

 Removing Items ........................................................................................................................... 23 

 Locking and Unlocking Items ........................................................................................................ 23 

 Label Printer Configuration ........................................................................................................... 24 

 Printing a Label ............................................................................................................................ 24 
 Printing Multiple Labels ................................................................................................................ 24 

 Printing a Crime Scene Receipt .................................................................................................... 24 

 Printing a Detail Report ................................................................................................................ 25 

 Logging on and Off ....................................................................................................................... 25 

 Locking the Crime Scene.............................................................................................................. 25 
Data Entry ............................................................................................................................................... 27 

 Entering Crime Scene Data .......................................................................................................... 27 
Crime Scene Number .................................................................................................................... 27 



Date and Time .............................................................................................................................. 27 
Case Number ............................................................................................................................... 28 
Address ........................................................................................................................................ 28 
Notes ............................................................................................................................................ 28 

Item Data Entry ........................................................................................................................................ 29 

 Entering Crime Scene Item Data ................................................................................................... 29 
 Item Status .................................................................................................................................. 29 
Data Entry and Collecting Officer .................................................................................................. 30 
Flags ............................................................................................................................................ 30 
Item Quantity ................................................................................................................................. 31 
NCIC ............................................................................................................................................. 31 
Found Location ............................................................................................................................. 32 
Cash Value ................................................................................................................................... 32 
Serial Number ............................................................................................................................... 32 
Security Bag .................................................................................................................................. 33 
 Item Description ........................................................................................................................... 33 
 Item Notes .................................................................................................................................... 33 

Integration with ACE ................................................................................................................................. 35 

 Uploading Data to ACE ................................................................................................................. 35 

 Download Data Only ..................................................................................................................... 38 

 Quick Receipt Function ................................................................................................................. 38 

 Data Entry – Linking Crime Scene Items ....................................................................................... 39 
 Data Entry - Adding a Crime Scene Item ....................................................................................... 39 

Reporting ................................................................................................................................................. 43 
 Printing a Summary Report .............................................................................................................. 43 
 Printing a Label ................................................................................................................................ 43 
 Printing a Crime Scene Receipt ....................................................................................................... 48 
 Printing a Detail Report .................................................................................................................... 50 
  Chain of Custody Report Extension ................................................................................................ 51 

Index ........................................................................................................................................................ 53 



Introduction - 5 

 

IIInnntttrrroooddduuuccctttiiiooonnn   
 

 Crime Scene ACE or CSA as we like to call it was developed to not only function as an ACE 
module but to function as a stand alone product.  Its usefulness as either is vital to an accredited agency 
that is required to maintain a proper Chain of Custody for prosecuting evidence. 
 

 What is Crime Scene ACE 
The purpose of CSA, is to facilitate the orderly collection of evidence at the physical Crime Scene and then 
to start an iron-clad Chain of Custody for each item collected and entered into CSA. 
 
The typical scenario would arm a detective, forensic analyst or crime scene investigator with: 

• a laptop computer – for entering CSA data 
• portable bar-code printer – for printing on the spot labels of various sizes 
• blank labels – weather resistant labels 
• laser or impact printer - for printing high resolution CSA Receipts and required reports 

 
As an item is collected by an officer, the item is bagged and tagged with a bar-coded label and an entry is 
made into the CSA computer. This data will later be transmitted to ACE and incorporated into the ACE 
Chain of Custody.  The physical item can be delivered at a later time to the Evidence Room.  In this case, 
the corresponding data will have already been uploaded to the ACE Database and will be available to ease 
data entry as well as be available for query.  For a step by step discussion of this process, refer to the 
Basic concepts chapter in this document. 
 

 How to Use this Manual 
This manual covers: 

• Laptop operations – Using CSA at the Crime Scene 
• Producing reports 
• Trouble shooting  

 

 Basic Concepts 
To learn how to perform the most frequently used CSA functions. 

 Reporting 
To see samples of the reports CSA can generate, see Reporting. 

 

 Trouble Shooting 
For fast help with common problems, see Appendix – Trouble Shooting. 
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 A Windows Program 
CSA runs under the Microsoft Windows operating system. This manual assumes that you know how to 
perform routine mouse and keyboard operations in this environment. It also assumes that you have 
configured your printers to work properly in a Windows environment. 
 

 Conventions User in this Manual 
In this manual, we put [square brackets] around keyboard keys you must press, such as function keys [F1], 
the [Tab] key, the [Enter] or [Return] keys.  Prompts (messages and labels Crime Scene ACE displays on 
screen) are shown with this typeface. Information you enter into data fields is shown with this typeface. 
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IIInnnssstttaaallllllaaatttiiiooonnn   
aaannnddd   SSSeeetttuuuppp   

 

 System Requirements 
Minimum system requirements are fine if you have 100 or fewer Crime Scenes per year. As this grows, 
processing speed slows and you may wish to increase processor speed and/or memory size to 
recommended levels. 

 

Resource Minimum Recommended 
Hard Drive Space 50 Megabytes (MB) 200 MB 

RAM 16 MB 64 MB 

Processor Pentium Pentium 

Processor Speed 100 MHz 200 MHz 

Operating System Windows 95 Windows 2000 or XP 

Report Printers Windows Compatible HP Laser Jet  

Label Printers Windows Compatible (no software required) Zebra 

Bar-Code Readers* Wedge Type (no software required) [portable 
Bar-Code Readers DO NOT work] 

Unitech 

 
Note* you may experience problems with a wedge type Bar-Code reader when using a laptop and an 
external mouse.  Most wedge type Bar-Code readers require an external keyboard be attached.  External 
mouse devices often cause the Bar-Code swipe to be interpreted as a mouse movement instead of key 
board input. 
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BBBaaasssiiiccc   CCCooonnnccceeeppptttsss   
 
CSA is suitable for all law enforcement agencies that desire online access to crime scene 
data and wish to maintain a computerized Chain of Custody.  Each agency has their own 
set of ordinances and rules that they have to follow.  In other words, everybody does 
things a little different.  Before you decide exactly how you want to implement CSA, you 
need to understand the basic way it was designed.  In many cases CSA does things vastly 
different then a manual system. 

 

 The Crime Scene ACE Philosophy 
When a Crime Scene Team is sent to a crime scene, the investigation has most likely already been 
assigned a Case Number.  This is generally done by the dispatcher.  When using CSA, The Crime Scene 
Team would take with them: a laptop computer, a portable Bar-Code Printer for labels and a Laser Printer 
for receipts and reports.  The team’s two main roles at the Crime Scene are to collect evidence, then bag 
and tag it.  This activity starts the Evidence Chain of Custody required by accredited agencies. 
 
At the Crime Scene, the Data Entry Officer will login to CSA and create a New Crime Scene.  CSA will then 
assign a unique Crime Scene Number based on the Computer ID and the Data entry Officer’s ID number. 
 

CSP103HB001 

Example – Crime Scene Number 
 
The officer may then fill in a Case Number, Crime Scene Address and notes.  This Crime Scene Number is 
carried throughout the Crime Scene Master Record on Bar-Coded labels and reports. 
 
As the collection process continues, more items of evidence may be added to the Crime Scene Record.  As 
an item is bagged and tagged, the user should lock the item.  When all items for the Crime Scene have 
been collected and bagged and tagged, the Data Entry Officer would lock the entire Crime Scene.  At this 
point the Crime Scene may be uploaded to ACE. 
 
Uploading is accomplished by connecting the CSA laptop computer to the ACE network and then activating 
the CSA Transmit feature.  This will cause all Locked Crime Scene data to be uploaded into ACE and mark 
the laptop’s Crime Scene Record as transmitted. 
 
Once this data is made available to ACE, the ACE Data Entry can be expedited by swiping the Crime 
Scene Number of the CSA Bar-Coded Label when information about a CSA item is desired. 
 

 
Collection Process Overview 
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 The Crime Scene Flow 
As a Crime Scene moves through the collection process, the master Crime Scene Record and each 
collected item of evidence will be assigned a status to indicate the current state of collection and data entry 
completion. 
 

 
Status Flow 

 
When a Crime Scene is created, a Status of “INTK” is assigned. The following icon will be associated with 
this status. 
 

 
INTK 

 
“INTK” status indicates that a Crime Scene is open for item collection and may be edited.  As items are 
added to the Crime Scene, they are given a status of “INTK”.  Once an item has been collected, bagged, 
tagged and entered, the user will Lock the item to signify that it is secure and ready for transmission to 
ACE.  Locking an item will change its Status to “LOCK”.  The following icon will be associated with this 
status. 
 

 
LOCK 

 
Finally, when all items have been locked and the Crime Scene itself has been locked.  The entire Crime 
Scene may be transmitted to ACE.  When this is done, CSA marks all items as “XMTD” or transmitted.    
The following icon will be associated with the “XMTD” Item Status. 
 

 
XMTD 

 
The following illustration shows a Crime Scene which is in “INTK” mode.  Note the Crime Scene Status icon 
near the top of the screen.  This shows that the Crime Scene Master Record is still in INTK mode and more 
items can still be added.  Note that some of the items are in “LOCK” mode.  In this example item #004 is 
selected.  Its Status is displayed near the bottom of the screen and shows that Item #4 is locked.  When an 
item is locked, it protects the item from being accidentally overwritten with information from a different item.  
Notice item #002 is not locked and therefore, by default, is in “INTK” mode.  Because item #004 is locked, 
you may not Edit or Remove it. 
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Status Indicators 

 
When all items have been collected and verified for correctness, the user may lock the Crime Scene.  This 
results in a Crime Scene Status of “LOCK” as shown in the following illustration. 
 

 
Status Indicators Lock 
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 The Crime Scene Menu 
All CSA laptop functions are activated from this screen. 

 

 
CS_Main Screen 

 

 Creating a Crime Scene 
When this function is activated, CSA will assign a unique Crime Scene Number.  This number will appear 
on the very top of the screen and may not be changed by the user.  The user may now enter a Case 
Number, Address/Location and Crime Scene Notes; essentially, the details of the Crime Scene Record. 
 

 
Creating a Crime Scene 


