Submitting a New Case

1. Click “new prelog”. In the popup that appears, input your agency
department case number. Click “search” to search for the case
number to confirm it does not exist.

2. Ifthe case does not exist, click the “create prelog” button.
(“open prelog” will appear if the agency case number has already been used).

3.  Fill out the case information.
(required fields will have the red * or the text will turn red)

4.  Scroll down to enter Names, Items and Distribution information.

a. Fillin the “names” tab. You will need to click the
Additional Names Field button to verify you have spelled
the names correctly.

b. Fillin the “Items” tab. If you have several items of the same
package type, item type, or description, input “ (doutle quotes)
into the field and press TAB on the keyboard, to copy the field
from above. Some item types will require you to answer
questions regarding the item, by click on the question mark.[#]

c. Fillin the “Distribution” tab with additional agencies/officers
who will need copies of the case results.

d. Click CONTINUE at the bottom of this page to continue

to the service request wizard.
NOTE: This section can be bypassed to enter items and names on separate tabs.

5. In the “Service Requests”, click “New Request”, confirm data and
click CONTINUE. Fill out additional case information and click
CONTINUE (required fields will have the red *).

a. Use the items list to select the services to request on the
items. To see a list of lab services, click the yellow question
mark.[2]Click CONTINUE when done with the services list.

b. You will then be presented with questions for each exam
request, one section at a time (required fields will have the red *). Fill
out the fields and click CONTINUE to move onto the next
section. Click COMPLETE to finalize the submission. Make
sure popups are not blocked and a browser window with a
pdf of your prelog submission form will appear to save/print.
This form must accompany any evidence submissions to the
SDFL. If the form is marked as DRAFT, then the service
request has not been completed. Click “Open” on the service
request screen to complete the submission.

Sample of the new service request. Click the yellow question mark to enter your exam
requests. You can also type, then copy/paste the exam codes manually.

Inv/Item At Lab Already Requested

100 Miscellaneous - hair brush with blood|N BIO, FP,

150 Buccal sample - victim - victim N BIO,
buccal sample

Blood Specimen - suspect - suspect

152 blood card

N [BIO,

— 510 - Biology
Sexual Assault Kit-v - victim sexual P Lotent Angerprint Examinatio

S jassault kit

N IO,

160 Rifle(s) - rifle found near marina on |\

= BIO, FAID, FP,

Test
FA - Firearms [dentification
FA - y

i
Test

Press CTRL key to mult-select.
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https://riss.sd.gov/newapp.aspx

ADDING ITEMS

On the ITEMS tab at the bottom of the CASE INFO tab, you can easily duplicate the previously entered
packaging type and item type by typing the double quote mark “. This is helpful when entering multiple

casings, swabs, etc.
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From “Dashboard,” in the QUICK FIND section.

Enter Dept. Case # and click Search. Then select your case from the list.
From there click the Reports tab.

MENU
Dashboard o o
lcome to the
T, 082723LSB-TRAIN3 / SDFL
Reports » for SDFL.
Server DOCUMEN'S  pigase see the server documents menu item for more information. CASE INFO NAMES
Logout
Case Reporis
Department * [sprC v
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1 BIO Approved

” 2 FA Approved
. 8/27/2023
- 12:00:00 AM
SOFL 2 e Print Report
Status

SERVICE REQUESTS

Date Completed
8/27/2023
8/27/2023

EXISTING SUBMISSIONS ASSIGNMENTS AT LAB RIEI]ORTSk

Select your report (it will be in a darker shade) and click “Print Report.”
This will open a new browser web page with the report.
MAKE SURE YOUR POP-UP BLOCKER IS DISABLED, OR THE REPORT MAY NOT OPEN IN A NEW BROWSER WINDOW.

082723LSB-TRAIN3 / SDFL

CASE INFO NAMES ITEMS SERVICE REQL

SOUTH DAKOTA
FORENSIC LABORATORY
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Case Reports

Laboratory Repott No. 23-1124.1
Date: August 27, 2023

Report #  Seclion Status Date Completed ° ey pen

1 BIO Approved 8/27/2023 2 ey 1 5ut0s

2 FA Approved 8/27/2023 ;g,“:;;m son oumson Tans
o

Print Report [

Status 1 Victim Sexual AssaultKit (SDFL #001)
=iat 2 Glock 66 handgun (SOFL #002)
3 Victm ingemai scrappings (SOFL #003)

Deoxyrbonucielc acid (DNA) was extracted rom tem(s). DNA quaniation and autosomal DNA profing, usig the
potymerase chain oaction (PCR). wasiwero perrmed on lem(s), as well a5 on em(s)-

If you are on the distibution List for
another agency’s report, you will need to
select the submitting agency & enter
their case #.

LIMS PRELOG
« MENU Completed Lab Reports
Dashboard
New Prelog
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136 - Freeman PD -
Department Case Number * 128
Server Documents ate From 336 - SDHP Mitchell
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36 - Sisseton PD.
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361 - Pennington Co SO
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363 - Northern Plains DTF
‘ 1364 - SDFL
65 - SDHP Winner
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1367 - NFEA Test
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