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1. Introduction

1.1 Introduction

This user guide supplement s the Federal Bureau of Investigation (FBI) Uniform Crime

Reporting (UCR) Summary User Manual, dated 06/20/2013, and is not intended to replace
the requirements set by the FBI. This user guide is intended to provide  guidance on
submitting Summary data and Domestic Violence data by way of the State of Wyoming

Crime Insight R epository, maintained and managed by the Division of Criminal Investigation
(DCI) .

The State of Wyoming gather s statistical information on crimes within  the State of Wyo ming
and continued participation b y state agencies is imperative. Accurate crime information will

provide various crime information occurring in the St ate of Wyoming for use by law

enforcement administration, operations and management. Statistics may be ac cessed at:

1 FBI: https://ucr.fbi.gov/

1 FBI: https://crime  -data - explorer.fr.cloud.gov/

1 DCI: http://wyomingdci.wyo.gov/dci -criminal -justice -information -systems -
section/uniform _ -crime -reporting

i State UCR : https://crimestats.wyo.gov/
There are YouTube Tutorials available when the user
from the Wyoming Crime Online site of https://crimestats.wyo.gov/

Note: Wy omi ngds Vv e nddz20/20. Bhe Bedyprasrcurrently developing a
Theme Oriented Public Site (TOPS). This site will allow the public to view statistical
data relating to Drugs/DUI, Violent Crime and Property Crime

Questions may be directed to the State of Wyoming UCR unit by telephoning DClor  sending
ane-mailto DClat dci.ucr@wyo.gov

1.2 Wyoming State Statute

Authority: Pursuant to Wyoming 8§ 7 -1-102 and 8 7 -20-107 the Division of Criminal
Investigation shall gather crime statistical information.

§ 7-1-102. Record of information for ascertaining condition of crime in state.

All town, city, county and state law enforcement agencies, district courts, courts of limited jurisdiction,
district attorneys, state adult and juvée correctional institutions and state and local probation and
parole agencies shall maintain a public record of crime and criminals and the operation of the criminal
justice system. The attorney general shall provide uniform forms for reporting aliviaf@n necessary

to obtain reliable statistics to ascertain the true condition of the crime situation in the state. The officer,
agency or court shall furnish the information requested by the attorney general.

§ 7-20-107. Identification codes; reports.

(a) The Wyoming division of criminal investigation within the office of the attorney general shall develop
and each law enforcement agency shall use a domestic violence identification code or codes by January
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1, 1988. In all incidents of domestic violenaegport shall be written and shall be thus identified on the
face of the report as a domestic violence incident.

(b) The division of criminal investigation shall compile a quarterly and annual statistical report which
shall include the number of reportddcidents of domestic abuse for each county and for the state as a
whole, the types of crime involved in the domestic abuse, the days of the week and hours of the day the
incidents occurred and the final disposition of each reported incident. The statisgiports shall not

include the names of any of the persons involved in an incident of domestic abuse or any information
which would serve to identify such persons as individuals. Copies of the quarterly and annual statistical
reports shall be publisheid the "Uniform Crime Reporting, Crime in Wyoming" publication and shall be
made available to the public upon request.

2. Requirements

2.1 Requirements

1 Agencies will upload UCR Summary data, including Zero reports, into the state
repository on a monthly basis. DCI is then responsible for forwarding the UCR
Summary data to the FBI. The monthly Domestic Violence Reporting form will be
uploaded only if an agency has domestic incidents to report.

0 The State of Wyoming  UCR Program will only accept Summary data from the
version 1.7 Excel Workboo k. Agencies will convert the monthly data to flat
files and upload those files into the state repository. Hard copy and pdf
submissions will not be accepted and will be returned to the submitting
agency.

0 Agencies are required to use the domestic violence reporting form that is
available on the DCI webpage. Failing to use the correct form will result in an
upload error.

0 This user guide will provide necessary information and resources in regards to
UCR Summary submis sions to the State of Wyoming a nd will remainine ffect
until the NIBRS deadline of January 1, 2021 , at which time the State of

Wyoming will discontinue accepting UCR Summary submissions.
0o A Summary Reporting Sys  tem (SRS) module and a State Specific Domestic
Violence module is used to streamline and automate current Summary data

and Domestic Violence data.

1 All agencies transitioningto  NIBRS will be requiredto  submit version 1.7 Sum mary
data until NIBRS certified.

5|Page



2.2 Resources

1 Division of Criminal Investigation ( DCl):
https://sites.google.com/a/wyo.gov/dci --- public/dci-criminal -justice -information -
systems -section/uniform -crime -reporting

1 State UCR: Agencies may contactthe State of Wyoming UCR program by e -mailing

dci-ucr@wyo.gov _ or by calling, (307) 777 -7625 or (307) 777 -7513.
9 You Tube: https://www.youtube.com/watch?v=9LHsXgjcEdU
The above You Tube video is in NIBRS, but the same steps apply to Summary.

1 State: http://crimestats.wyo.gov for tutorials.
1 Crime Data Explorer: https://crime _ -data -explorer.fr.cloud.gov/
1 Law Enforc ement Enterprise Portal (LEEP) for Computer - Based Tutorials:

https://www.fbi.gov/services/cjis/leep. Note: To apply for a LEEP account go to www.cjis.gov.

3. Jurisdigon

3.1 Jurisdiction

Agencies should report only crimes that occur within their jurisdiction. Likewise, clearances,
recovery of property and arrests are reported only by the agency having jurisdiction where
the originating offenses took place.

4. SummaryData

4.1 Summary Data Entry

Agencies will be allowed to upload Summary data until the NIBRS deadline of January 1,
2021.

Again, this user guide supplements the Federal Bureau of Investigation (FBI) Uniform Crime
Reporting (UCR) Summary User Manual, dated 06/20/2013, and is not intended to replace
the requirements set by the FBI.

4.2 Agency Information Worksheet

On the Agency Info  rmation worksheet the followi ng needs to be verified by the user:

1 The Agency ldentifier (ORI), Month of Report and Year of Repertntered correctly.

1 The Application Version should read 1.7.

1 The radio buttons neetb mirror Figure lof the workbook Keep in mind that the buttons are
set this way on the first submission of the monthly workbook. The other columns are used for
adjustments.

ATTENTIOMgencies need to contact the State of Wyoming Uniform Crime Reporting
Unit at the Division of Criminalnvestigation prior to submittingany adjustments
Determining if the monthly report has been submitted tihe FBI will be thefactor in
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how the radio buttons need to be set on the Agency Information worksheet of the

Summary Workbook.

1 NOTE: The Police Employee (Annual Report) is only reported annually for law
enforcement employees who are on the payroll as of October 31

st The radio button,

APolice Employees (Annual Report)o, wildl be
report.
Figure 1
UCR Workbook Options
Please select the type of submission for each form listed below.
Original Report / Mo Change /

Report Zero Report @ Adjustment @) No Report Q

Return A ) i i

Return A Supplement ‘. " "

LEOKA . . .

ASR a -~ =

Arson . . .

SHR 0 " "

Police Employees

(Annual Report) b s O

Hate Crime ) i i

Human Trafficking . . .

Cargo Theft ) i i

N (7]

Settings | Generate Summary File(s) Start New Workbook

4.3 Return A
Refer to the Summary User Manual.
Agencies will capture all trackable Group A offenses, occurring within their jurisdiction,
the Return A worksheet of the Summary Workbook. Offenses are classified using uniform

definitions and Hierarchy rules  set by the FBI UCR Program and are made available in

Federal Bureau of Investigation (FBI) Uniform Crime Reporting (UCR) Summary User

Manu al.

selected

on

the
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1 Score attempts as though the crime happened. Note: Attempted murders are
classified as aggravated assaults, not attempted murders.

1 Offenses committed by juveniles are to be classified in the same manner as those
committed by adults.

1 Offenses thatare unfounded, cleared by arrest or cleared by exceptional means are
captured on the Return A .

1 A corresponding Homicide report must be completed if a Murder offense  is scored in
the column for Number of Actual Offenses on the Return A .

1 Justifiable Homicides, including those by a peace officer in the line of duty, are
scored as unfounded on the Return A.

1 Offenses that occurred in a previous month , but only became known to law
enforcement should be scored in the month it became known.

1 Do not enter zeroes where no count exists.

4.4 Supplement to Return A
Refer to the Summary User Manual.
The Return A Supplement is completed because the form records the nature of the crimes

and the monetary values associated with the Group A offenses of Murder, Rape, Robbery,
Burglary, Larceny and Motor Vehicle Thefts.

Most e rrors will be highlighted and must be corrected prior to up loading the

reports to the Summary module. This is true if the workbook has not been

manipulated. An agency ma y o btain the form by downloading it from the Div  ision
of Criminal Investigation webpage for UCR.

http://wyomingdci.wyo.gov/dci -criminal  -justice -information  -systems -
section/uniform -crime -reporting

There are monetary values on the Return A Supplement  that must match. This includes the

section titled, fAProperty by Type and Valued and AProp:

The number of actual offenses on the Return A Supplement must match the number of
offenses in Column 4 of the Return A .

Ifthereis a stolen value for Locally Stolen Motor Vehicles
that val ue must be included in the AProperty Stolen by CI
I f there is a recovered value for Locally Stolen Motor
Val ue 0 pnumbeh @f vehicles (not monetary value) are to be scored i n AMotor Vehicl es

Recoveredo.

4 .5 LEOKA (Law Enforcement Officers Killed and Assaulted )
Refer to the Summary User Manual.

Agencies report data when THEIR OWN DULY SWORN OFFICERS are killed or assaulted,
whether or not injuries were sustained or, if a weapon was used, could have caused injury
or death.

8| Page



The Hierarchy Rule is followed when reporting incidents involving LEOKA. In other words,
there will always be an offense (s) scored onthe Return A when a LEOKA report is completed
for the month

4.6 ASR 1 Juvenile (ArrestCounts )
Refer to the Summary User Manual.

The scoring includes incidents when a juvenile is arrested, summoned, cited, or notified to
appear in court fora  trackable criminal violation committed in its jurisdiction.

An agency must provide a Police Disposition for every juvenile do cumented on the ASR i
Juvenile. The counts are for the law enforcements disposition of the juveniles, not the
prosecuting attorney s or courts.

Every individual scored on a Group B offense  must have a race count and an ethnicity
count. An error will be system generated if the totals do not match. All errors must be

corrected prior to downloading the reports to the Summary module. If the race total and
ethnicity total do not match the arrest total , the reporting agency needs to reflect 0 in the
race and/or ethnicity totals.

4.7ASR 1 Adult (ArrestCounts )
Refer to the Summary User Manual.

The scoring includes incidents when a n adult is arrested, summoned, cited for a trackable
criminal violation committed in its jurisdiction.

Every individual arrest ed on a Group B offense  must have a race count and an ethnicity

count. An error will be system generated if the totals do not match. All errors must be

corrected prior to downloading the reports to the Summary module. If the race total and
ethnicity total do not match the arrest total the reporting agency needs to reflect O i n the
race and/or ethnicity totals.

4.8 Arson
Refer to the Summary User Manual.

The Hierarchy Rule does not apfiyincidents of Arson. In other words, if an incident involves a
offense on the Return And Arson, the agency would report the Arson apgply the Hierarchy Rule
when reporting theoffense on the Return A.

Only the agency K 2 Q& 2 dzNArsoRokighétdd avguld defos it. !

4 9 SHR i Murder, Non -negligent
Refer to the Summary User Manual.

A Supplementary Homicide Report (SHR) mastdimpleted if an agency reports an offense of Murder
on the Return A.
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4.10 SHR T Negligent Manslaughter
Refer to the Summary User Manual.

A Supplementary Homicide Report (SHR) must be completed if an agency reports an offense of Murder
on the Return A.

4.11 Police Employees

Refer to the Summary User Manual and instructions on the Police Employee worksheet of the
Summary workbook.

Is reported annually for law enforcement employees who are on the payroll as of Octobers8The

OAAET AOGOOGITh OGO0T1TEAA % DI TUAAOG j1110A1 2APT 006Qdh
report.

4.12 Hate Crime
Refer to the Summary User Manual.

4.13 Cargo Theft
Refer to the Summary User Manual.

4.14 Human Trafficking
Refer to the Summanyser Manual.
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5. Generate Summary File(s):

5.1 Generate Summary File(s):
1. Agencies will need to save each monthly Summary report because a file selection will
be required whe n uploading data into the state repository.
2. The user will name their monthly workbook, return to that workbook and select

AfGener at e Su mmafromthdAgéney(nsojmation worksheet of the
workbook. Figure 2.

Figure 2

UCR Workbook Options

Please select the type of submission for each form listed below.

Original Report / Mo Change /

Report Zero Report @ Adjustment @) No Report Q
Return A ) - -
Return A Supplement @ ' '
LEOKA a - -

ASR ® . .
Arson - ' '
SHR 10 . i
fEmns : :
Hate Crime ) - -
Human Trafficking - ' '
Cargo Theft ) - -
|_:.:—_':'.';:_':—.':—'.:—"'—'-' a

Start New Workbook

Settings |

Generate Summary File(s)
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3. When fiGenerate Summary File(s)o is selected, the

asking the user to ensure the workbook was saved. Figure3. Sel ect, HAYeso.
Figure 3
turn A Supplement i ~ ~
[}rSave Changes? Lo
R

. This workbook must be saved before generating the Summary
0| / ! . file(s) to ensure all data is complete and validated. Would you
like to save the workbook now?

R

lig

m Ca )
e . ——

man Traffickinn = ~ ~ |

4. Sel ecting fAYeso from tuisertal girStelwicltl Ouakaitt Leocat i on
Summary Text Figurel4e.(Irsyredthat the reports are b eing saved to a folder

of choice orthedesktop and sel ect the fAOKO button. Dondt type
n a meh@&cause the program will generate the name.
Figure 4

Select OWmaw Text File(s) \ @
OO | » Computer » CJIS(G) » UCR b 2018 b 01 January ~| 42 || Search 01 January ol

Organize ~ New = = - G
B Desktop i Mame Date modified Type Size
I UCR

Mo items match your search.

o |

] Libraries
~* Documents
& Music
= Pictures
i, Videos

‘& Computer
& Local Disk (C)
+ CIIS (G)
< HOME (H:)
& CIS-CCH-1(R) ~ < 11 [ »

Tools OK Cancel
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5. The user should get a pop up window with notification that the summary file was

created successfully.  Figure 5.  The user will select the, i (bltion.
Figure 5
\JUPPIGIIIGII[ t. t t
Summary Files Created Successfully @

'0 UCR Summary text file(s) were successfully created at:

GAUCRN2018\01 January
]
3
T
6. Three (3) files will be generated and located within the chosen folder or desktop.
Figure 6. The computer generated files will then be uploaded to the state repository.
e e T EEEES—___oeoaeeees

r|| » Search Results in CJIS (G:) » UCR » 2018 » 01 January

ar Open - Print Burn New folder

ame ¥~ Date modified Type

rites m
cent Places UCR Cargo Theft_Processed On 2018-08-..  8/13/2018 11:10 A..  Text Document

sktop UCR Hate Crime_Processed On 2018-08-..  8/13/2018 11:10 A..  Text Document

R

UCR Summary_Processed On 2018-08-13 .. 8/13/2018 11110 A.. Text Documen
nuary.xlsm 8/13/2018 11:10 A... :
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6. Submitting Summary Data

6.1 Submitting Summary Data

Agencies will be required to submit crime data viathe State of Wyomingweb p  ortal at
https://crimestats.wyo.gov/ , including Zero reports and Domestic Violence reports. The
monthly report is due no later than the 15th of the following/succeeding month.

The State of Wyoming UCR program will be respo nsible for assignment of users and
passwords.

Any errors in a summary report will require the user to make corrections via their

agencies record management system and summary workbook prior to being

up loaded into the state repository

If the user uploads a summary report into the state repository and it returns with a statu s
of error(s), the user will be required to correct the workbook and uplo ad the corrected
version.

7. UploadMonthly Summary Data

7.1 Upload Monthly Summary Data

The vendor for the State of Wyoming has a YouTube tutorial available for viewing  at
https://www.youtube.com/watch?v=9LHsXqgjcEdU or by accessing the tutorials from
https://crimestats.wyo.gov

Note: The YouTube video isin NIBRS, but the same steps apply to Summary.

The user will access the State of Wyoming Crime Insight R epository at crimestats.wyo.gov,
select A Vi ew Reposiftomtaw Erfforceneent Agency (LEA), and login using the
assigned user ID and pas  sword.

The DCI UCR unit will assign the user their ID and password upon request.
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Wyoming Division of Criminal Investigation

Law Enforcement Agency (LEA)

View Reporting Site View Reporting Site

‘ View Repository Site

Wyoming Crime Online Links

The Wyoming Division of Criminal Investigation offers this site as a means to view and analyze crime data in the state. Itis open Crime Insight

to the public, law enforcement agencies, and intemal staff, with different levels of security for each type of user. Click on the Tutorials

link that applies to you. FAQs

Crime Data is continuously collected from all law enforcement agencies in the state, validated and made available for Glossary

reporting. Reports on this site are updated nightly, so the most recent content is always available. Data generated from the Offenses Glossary
Contact Us

reports for the On-Line Reports web site will not match data published in the Quarterly and Annual publications of “"Crime in
Wyoming.” Those publications are based on a "snapshot” of the database frozen in time and will not reflect the continual Home
updating of the live database by contributing agencies. To access additional information and view publications from earlier
years visit http://wyomingdci.wyo.gov/dci-criminal-justice-information-systems-section/uniform-crime-reporting. For any
further question please contact dci.ucr@wyo.gov.

CRIME G INSIGHT wyoMmING BEY( 2';]/%
Signin
User name:
Password:
The user will upload the UCR Summary data files by way of th e Crime Insight Wyoming
webpage. After login an agency will select the @Gummary Data Uploado t a b, fsUepll eacatd
Summary datafle 6, choose a f i [The usrugdoadsphk fdea that were created
after following the steps described in AGEBofé¢hisat e Summa
user guide.

/’—-_\
CRIME (C INSIGHT WYOMING

NIBRS Data Upload Summary Data Upload Data Status FBI Submissions Users

Upload a Summary data file... & Upload a Domestic Violence Excel file... &

(o w1 | nofile selected
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1. Select the iSummary Dat atabUpl oad?o

/"’-—\
CRIME G INSIGHT wvominG

NIBRS Data Upload Summary Data Upload Data Status FBI Submissions Users

Upload a Summary data file... & Upload a Domestic Violence Excel file... &

2. Select AUpl oad a Summaroy data fil eé

/__—\
CRIME @ INSIGHT wWYoMING

NIBRS Data Upload Summary Data Upload Data Status FBI Submissions Users

@d a Summary data ﬂID Upload a Domestic Violence Excel file... &
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3. Selecting fAUpl oad a Summa ragency aserato the folleming:t akes t he

,/—-—_\
CRIME @ INSIGHT wyoMmING

NIBRS Data Upload Summary Data Upload Data Status FBI Submissions Users

Upload a Summary data file... & Upload a Domestic Violence Excel file... &

o - | no file selected

Sel ect A Ch o oThe usar wifl cthbosedhe completed filethatwass aved on the
agency drive. The user can only upload one (1) file at a time. So, for every month the

user will upload three (3) Summary files. And four (4) Summary files for the month in

which the law enforcement employee counts are provided.

Attention: The  user needs to correct an y errors on the Summary workbook prior to
uploading the file.

,/_-\
CRIME @ INSIGHT wyoMmING

NIBRS Data Upload Summary Data Upload Data Status FBI Submissions Users

Upload a Summary data file... & Upload a Domestic Violence Excel file... &

Chooseafi no file selected
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5. Select Upload.

/-—\
CRIME (C INSIGHT wYyomING

NIBRS Data Upload Summary Data Upload Data Status FBI Submissions Users

Upload a Summary data file... & Upload a Domestic Violence Excel file... &

6. After the uploadisco mplete, the status of the upl oad wi || be displ ayed
hi storyodo segment

- BEY( ND
CRIME C INSIGHT WYOMING Welcome vsmith  Signout 1 (— 20/20

NIBRS Data Upload Summary Data Upload Data Status FBI Submissions Users  Tasks WebEntry~  Agency Editor Role Management

Upload a Summary data file.. & = Upload a Domestic Violence Excel file... &

Upload history

Agency Uploaded by Upload date File name Submission period

=

UNIV of WY PD jes 2018-08-17 22:14 test_7_2018_07_01_r3.xsx 2018-06 Completed

Lovell PD jes 2018-08-16 10:32 test_8_2018_07_01_rd.xisx 2018-08 Completed

UNIV of WY PD es 2018-08-16 10:32 test_7_2018_07_01_r3.xlsx 2018-06 Completed with 2 errors

UNIV of WY PD es 2018-08-16 10:31 test_5_2018_07_01_r3.xisx 2018-06 Completed with 1 error

UNIV of WY PD jes 2018-08-1610:30 test_4_2018_07_01_r3.xlsx 2018-06 mpleted with 5 errors and 14 vy
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7. By selecting the status,t  he user will be takento adetailp age.

.-

CRIME(FINSIGHT WYOMING BEY( ND

Welcome vsmith  Signout 20/20
NIBRS Data Upload Summary Data Upload Data Status FBI Submissions Users Tasks  WebEntry~  Agency Editor Role Management

Upload a Summary datafile.. &  Upload a Domestic Violence Excel file.. &
Upload history

Agency Uploaded by Upload date File name Submission period Status

x
UNIV of WY PD s 2018-08-17 22114 test_7_2018_07_01_r3 xisx 2018-06 Completed
Lovell PD jes 20180816 10°32 test_8_2018_07_01_r4 xisx 2018-08 Completed

UNIV of WY PD ies 2018-08-16 1032 test_7_2018_07_D1_r3 xisx 201806
UNIV of WY PD jes 2018-08-16 1031 test_5_2018_07_01_r3 xisx 2018-06 Complated wi error

8. The detail page will display the status of the file and errors, if applicable. By selecting
the error code, the  user will be given additional information on the error, if available.
The user must go into the Workbook and make any necessary adjustments.

§a Back

Upload details for file test 7 2018 07 _01_r3.xlsx
Uploaded by: jes

Upload date: 8/16/2018 10:32:16 AM
Status: Completed with 2 errors
Step Status
v Step 1: Transferring file Completed
v Step 2: Reading and validating file structure Completed
) Step 3: Validating data Completed with 2 errors
v Step 4: Merging data Completed
Errors: The following 2 errors were found in the file
Agancy Date of report / Incident Line T Typa Description
UNIV of WY 00019320019 19 hour_dv_WY € ermor WY Summary Domestic Violence Incident Hour must be between 00 and 23 or 99 if
PD - - unknown
UNIV of WY X00019320019 18 minute_dv_WY € eror WY Summary Domestic Violence Incident Minute must be between 00 and 59 or 99 if
PD unknown
§a Back
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9. Select thetab,named A Dat a
with error codes and descriptions of those errors.
Workbook and make any necessary adjustments.

CR|ME(F

-~
INSIGHT wvyoMING

St a Unuesalvedf Brrors . This provides the

The user must go into the

user

BEY( ND

Welcome vsmith  Sign out 20/20
NIBRS Data Upload Summary Data Upload Data Status FBI Submissions Users Tasks WebEntry - Agency Editor Role Management
Unresolved errors
There are a total of 31 errors outstanding
o Refresh [ B M
Agency a Incident / B-Arrest / Report File name Line Error code Description
Date number
x x

Lincoln CO SO 48939 none_dv_WY WY domesiic violence data cannof be blank

Riverton PD 55307 v_sex_dv_WY WY domestic violence: invalid sex of victim 1

Riverton PD 48289 f_sex_dv_WY WY domestic violence: invalid sex of offender N

Rock Springs PD 49035 none_dv_WY WY domestic violence data cannot be blank

Sheridan PD 48883 _sex_dv_WY WY domestic violence: invalid sex of offender P

Sheridan PD 55399 f_sex_dv_WY WY domestic violence: invalid sex of offender N

Sweetwater CO SO 48047 none_dv_WY WY domesiic violence data cannot be blank

Tomington PD 16-0177 Again_WY00801000618 XML 2 101 Cleared Exceptionally must be populated with a valid data value and cannot be blank. Value

10. By selecting the error code, the
error, if available.

submitted.

user will be given additional information on the
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