Backer Maintenance — How To Mark Backers as Lost, Stolen or Damaged

1. In the Main Menu, click on the Administrative Menu button.
2. In Administrative Menu click on the Sticker Tools button. Sign in by clicking your name and using your passcode,

this will open the menu seen in Fig. 1.
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Fig. 1
3. Next, click on the Backer Maintenance button. You will need to sign in again at this point. This is to ensure that
only individuals with the proper security level can access the Backer Maintenance screen.

4. Once you have signed into Backer Maintenance you will see the screen in Fig. 2.
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5. Clicking on the “GET BACKER INFO” button will bring up the screen in Fig. 3. This screen will show all of the available
backers at your station.
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6. To designate a sticker as being damaged, stolen or lost, simply click the checkbox to the right of the appropriate
backer number.

7. When you mark one or more backers as “Damaged” and click the UPDATE button, a Confirmation screen similar to
Fig. 4 will open. If this is OK; click “Yes”. If not, click “No”. Either way you will return to the screen in Fig. 3. If you
have marked the backer as “Damaged” you will notice that it is no longer listed on the screen. At this point you can

either exit the function by clicking the CANCEL button, or mark more backers.
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8. When you mark a backer as “Stolen” or “Lost”, there is an additional requirement of supplying information from a
police report, which must be filed for all stolen or lost backers. The screen notifying you of this requirement is seen
in Fig. 5.
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9. Clicking on the “Yes” button will bring up the “Report Information” screen (Fig. 6). You will need to fill this form out

completely.
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Fig. 6
10. Once you have filled out the form in Fig. 6 and clicked “OK”, you will see a confirmation screen similar to Fig. 7.
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11. When you click “Yes” on this confirmation you will be returned to the screen seen in Fig. 3. Again, at that point you

will have the opportunity to exit or mark other backers as damaged, stolen or lost.



