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• Upon opening either workbook, (the one you received as an e-mail attachment or the one 
you saved on your computer), one or both of these protective view Enable buttons may 
appear in the gold ban at the top of the screen.  

• Click on each button when it appears to gain access to the Agency Information Sheet.
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The Agency Information Sheet is the most important page of the workbook.  It:
• Identifies the submitting agency
• Shows the month and year of the data submission
• Shows if the submission is for Original, Zero, Adjustment, or No Report
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• (1) These tabs show the names of the reports in the workbook.  Click on the name to open 
the report.

• (2) This box indicates which reports are to be processed.
• (3) Click this button to open up a new workbook.
• (4) This text indicates the version of the workbook.

2
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Clicking on 
will display the  
definition and 
the use for the 
column or for the 
related button.

?



UNCLASSIFIED 7

Common Errors:
• (1) Incorrect ORI was entered; 9-digit ORI must end in 00 – Must be the UCR assigned 

ORI.
• (2) All letters of the ORI are not capitalized.
• (3) Wrong month and year entered into the workbook.

1 WV0123400
JANUARY
2015

32
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4

Common Errors:
(4) Incorrect radio buttons selected in 
the UCR Workbook Options box.

Note: We recommend you always use 
a clean workbook each time you 
prepare a monthly submission

Remember:   A No Report is not a Zero Report
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• You should always return to the Agency Information Sheet to save your work or to exit the 
program.

• This verification box will appear upon exiting.  Click “Yes” to save, “No” to delete, or 
“Cancel” to return to make adjustments to your data.
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If you have data in any of the reports and attempt to exit the workbook, this warning box will 
appear.  To exit, either fill in the top three mandatory spaces under the Required Fields or clear 
the data from the reports.
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View of completed Agency Information Sheet
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The Return A displays the following:
• Part 1 Offenses Reported
• Part 1 Offenses Unfounded
• Part 1 Actual Offenses
• Total Offenses Cleared by Arrest or 

Exceptional Means for the month
• Number of Clearances Involving 

Only Persons Under 18 Years of Age.
1

2

(1)  Displays if reporting rape 
offenses using the old legacy 
definition
(2)  Number of juvenile only 
offenses being cleared for the 
month - must be included in the 
Total Offenses Cleared/Arrest or 
Exceptional Means
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1Common Return A Errors:
• (1) Incorrectly using the Historical 

Rape line for data using the old UCR 
Rape definition

• (2) Placing Burglary incident data in 
the Larceny-theft section

• (3) Column 6 Clearances greater than 
Column 5 Clearances
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Remember that totals in Column 6
cannot be greater than totals in
Column 5.
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FYI:  You may disregard the “X” in the 
boxes at the bottom of the report. The 
UCR Workbook Options Box on the 
Agency Information sheet  now serves  
this purpose.
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Tally Workbook Incident Report Sheet
• This sheet replaces the Return A report for Part 1 Offenses, Simple Assault, and the reported arrest 

of Part 2 Offenses.
• Fill in the spaces with the information from each incident your agency responded to during the 

month.
• Agency Case Number and Date are optional fields.
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• Clicking on any of the purple Offense  Classification boxes will produce a drop box to assist you 
in making your Offense selection

• You will automatically be forward to the Return A;  Arson; or Age, Sex, Race, Ethnicity sections if 
your reported offense does not require a Sub-Classification or Location/Time/Nature data input

Tally Workbook Incident Report Sheet
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• The above green area is the Return A Supplement section for reporting stolen property dollar 
values from your incidents.

• Data entered in the green area will be shown in the proper section of the Return A Supplement 
Report.

• You will notice that the Incident and Offense data will remain in view as you scroll across the 
Incident Report sheet.

Tally Workbook Incident Report Sheet
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• The columns in the blue section are for reporting Arson of Structures Uninhabited and  the 
dollar values for Property Damage.

• The reddish brown section is for recording arrests.

Tally Workbook Incident Report Sheet
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1

3 4
5

• (1) Clicking in the Number of Arrestees column will produce  
the Number of Arrestees box.  Select the number of persons 
arrested for that incident.

• (2)  The  Age, Sex, Race, Ethnicity box will appear with a row 
set up for each individual who was arrested for that incident.  
Complete the spaces for Age, Sex, Race and Ethnicity for 
each person arrested using the drop down boxes when they 
are provided.

• (3)  The Juvenile Disposition box will appear when you click 
into this column. Select one disposition for the arrest.

• These boxes allow you to either (4) save the arrest(s) and exit 
or (5) delete the arrest(s) and exit.

2
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Two report sections to be completed
• Top report - Property by Type and Value

o Report stolen property values
o Report recovered property values

• Bottom report - Property Stolen by Classification
o Further break down of reported offense(s) 

and their dollar values
o Two breakdown sections for Larceny-theft: 

sections 6 and 6X
o Reporting number of recovered stolen Motor 

Vehicles
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1

Common Return A Supplement Errors:
• (1) Line 00 of the Stolen column on this report is not equal to line 77 of the Property Stolen by 

Classification report at the bottom of the sheet.
• (2) Recovered values higher that the reported Stolen values without accompanying explanation

REMEMBER THERE IS ANOTHER REPORT TO BE COMPLETED BELOW THIS ONE

2
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3

Common Return A Supplement Errors:
• (3) Not correcting the errors when 

the white spaces in the report and 
the boxes in the right hand margin 
turn pink.

Remember to complete 
the top report
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4

Common Return A Supplement  Errors:
• (4) Incident(s) and dollar totals of 

Sections 6 (line 60)  and 6X (line 
80), of Larceny-theft, not being 
equal

SECTION – 6 

SECTION – 6X

Remember to complete 
the top report
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5

Common Return A Supplement Errors:
• (5) Like on the Return A, Burglary 

[section 5] incidents and dollar 
amounts were incorrectly entered 
in the Larceny-theft  Sections of 6 
and 6x

SECTION – 6 

SECTION – 6X

Remember to complete 
the top report

SECTION – 5 
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6

Common Return A Supplement Errors:
• (6) Grand total lines 77 & 00 of the 

two reports are not equal.
• (7) Offense total(s) do not match the 

total(s) on the Return A.

Remember to complete 
the top report

7

7

7
FYI:  A single incident value of $1 
million or more must be verified. 
Please forward a comment with the 
submission on what was involved.

7
7

7
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The Tally Workbook Property Recovered Report:
• Reports any recovered motor vehicles or property dollar values
• Mark in the Motor Vehicle Recovered (orange) Section the number of vehicles recovered by placing the 

counts in the correct column
• Place the dollar value of recovered property in the Property Recovered by Type and Value (green) 

Section. 
• Remember that the recovered value for an item cannot be greater than the initial reported amount
• The narrative section can be used in the Tally Workbook to explain large recovered values.
• This report data will populate Column 3 of Property by Type and Value and Section 7x of Property 

Stolen by Classification. 
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Filling out the LEOKA Report
• Report felonious or accidental killings and 

assaults of officers in-line-of-duty for a given 
month.

• Report type of activity of the assaults
• Report type of weapon used in the assaults
• Report Type of Assignment of the officers in the 

assaults
• Report assault incidents that were cleared by 

arrest.
• Indicate whether or not the officers received 

injuries.
• Report the time period of the day when the 

assault occurred.
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Common Errors:
• (1) Not marking the Type of Assignment for 

each reported officer assault
• (2) Not marking in Lines 13 and 14 if officer 

was injured or not.
• (3) Not marking the space for Time of Day
• (4) Using military or exact time when 

marking the time of the assault,  instead of 
number of incidents in that time frame.

• Not placing the LEOKA Radio Report 
Button in the first column of the UCR 
Workbook Option box of the Agency 
Information Sheet to report zero incidents 
for the month.

1

2

3 & 4
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To assist the LEOKA program, when doing their incident follow-up on 
officers assaulted and injured with either a gun or knife or other cutting 
instrument, please place your Agency Incident Number in one of these 
spaces, provided at the bottom of the LEOKA report. 

Remember this is for anytime an officer is assaulted and injured with 
either a gun or knife or other cutting instrument.
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1a Report

1b Report

Complete one of two different  reports
o 1a:  Murder and Nonnegligent 

Manslaughter
o 1b:  Manslaughter by Negligence

• Victims are listed by incident.
• Offender data must always be reported,  

even when the offender is unknown.
• Report the Type of Weapon used
• Show the Relationship of what the Victim 

is to the Offender.
• Report  what  initiated the incident.
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1

• (1) To start filling out the 1a or the 1b SHR report, you first click Add New Incident bottom.  
This will start the subprogram to assist you in correctly completing the first incident.  
There will be four screens to fill in to complete an incident.
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• (2) The program will automatically insert the correct incident number.  
• (3) Once you have placed the number of known victims and offenders for the incident,  

the program will insert the correct Situation Code. 
• (4) You will then click “Next” to proceed to the next box

2 3

4
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5

• (5) When the Offender information is unknown, you must either use the supplied dropdown 
box to select “Unknown” or type “U” in the space
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The age codes for newborn and infant victims are located at the bottom
of both report sheets.
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6

• (6) When you click “Next” the Victim Information box will appears. Place the victim data in 
the boxes for Age, Sex, Race and Ethnicity by using the dropdown boxes where provided 
to select the codes. Once the data is entered, the information will appear in the report.  

• (7) Then click “Next”.

7
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8

• (8) The Offender Information box will appear. Complete it the same way as for the Victim 
Information box. 

• (9) Then click “Next”.

9
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10

• (10) The Situation information for the Incident Being Reported box appears next. Use the provided 
dropdown boxes to select the codes for Weapon, Relationship and Circumstance.   

• (11) Then click on “Finish” to complete the process for the first incident.
The relationship is always what the victim is to the offender, not what the offender is to the victim.

11
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• (12) The above box will appear. If you need to do another homicide incident, click 
“Yes”;  the Number of Victims & Offenders Box will appear to start the process over.

• Otherwise click “No”.  Clicking “No” will allow you to edit a incident, delete a incident 
or go on to the next report.

12
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13

• (13) To return to the Victim Information box and change the information entered for the incident listed, 
click on “Edit Incident” button.  

• (14) To change the number of victims or offenders, you must click “Delete Incident” and start over. 
• Each incident listed in the SHR report will display its own set of “Edit Incident” and “Delete Incident 

buttons

14
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1a Report

1b ReportCommon Errors:
• Not marking the correct relationship  

between the victim and offender, which is 
what the victim is to the offender.

• Placing homicide incidents on the  wrong 
report sheet. (e.g., 1b homicide incident 
on 1a report). The Circumstance codes 
for the 1a and 1b reports are specific to 
each report in this workbook.

• Not placing the radio report button in the 
1st column of the UCR Workbook Option 
box so the data can be recorded.

Remember
• The 1a Report is for reporting Murders, 

Nonnegligent Manslaughter, and 
Justifiable Shootings. 

• The 1b Report is for 
Manslaughter by Negligence.
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Under 18 (juvenile)

18 and Over (adult)• Two different reports on separate sheets
o Under 18: Juvenile Report
o 18 and Over: Adult Report

• Reports  Age, Sex, Race & Ethnicity 
o By Offense
o Part 1 Offenses
o Part 2 Offenses

• Report only one arrest  for individuals 
with multiple arrests in an incident. 
Report the most severe offense

• The spreadsheet will automatically add 
up the totals for the rows and columns.
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There are two sections to the Under 18 Juvenile report: the Disposition (above) and the arrest for Part 1 
& 2 offenses (below).
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1

Common Under 18 ASRE Errors:
• Disposition information not being tracked or reported
• (1) The total line not being equal to the total at the bottom of Under 18 ASRE (next 

slide)
• Marking more than one disposition per arrest
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1

3

2

Common Under 18 ASRE Errors Cont’d:
• (1) Using Ethnicity columns for marking 

race
• (2) Not verifying counts are equal at the 

bottom

4

FYI:
• (3) Clicking in the yellow section will cause 

the row and column to be highlighted.
• (4) Race and Ethnicity totals for each 

offense will be displayed in right-hand 
margin with grand totals displayed at the 
bottom.
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1

2

2

3

Common 18 and Over ASRE Errors:
• (1) Using Ethnicity columns to 

mark race
• Placing  zeros in spaces not 

being used 
• Not verifying that the section 

totals at the bottom match

FYI:
• (2) Race and Ethnicity turn pink when not equal to Age/Sex 

total for that offense line.
• (3) Clicking into the report will highlight  the offense line 

and the column selected.
• (4) Race and Ethnicity totals for each offense will be 

displayed at the right with grand totals at the bottom

4



UNCLASSIFIED 46

1

Common Arson Errors:
• (1) Including “Uninhabited/Abandoned” figures for Column 7 in 

Rows H, I, and J.
• (2) Not reporting a dollar amount for the reported Arson incident.  

Reported amounts should be reasonable.  
• Not making sure the Arson radio report button is placed in the 

first column.

FYI:  Single incident values of $1
million or more must be 
verified. You can forward 
your information about 
what was involved with the 
email that contains your 
submission.

2

• Reports all Arson Incidents, no 
matter what offense they have 
occurred with.

• This report is filled out the 
same way as the Return A

• Incident cleared involving only 
those Under 18 will appear in 
column 6 and will be included 
in Column 5



Steps for Completing the
Full-Time Law Enforcement 

Employee,
Hate Crime, 
Cargo Theft,

and
Human Trafficking

Reports
47
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• Covers full-time uniformed and 
civilian personnel under the 
agency’s budget as of October 31 
of the reporting year

• (1) Place a zero into the yellow 
squares when there is no employee 
of that category.

• (2) Please give a short explanation, 
in the yellow space at the bottom, 
for any increase or decrease in 
employees from the previous year

• Make sure the radio report button 
has been placed in the first column 
of the UCR Workbook Option box 
on the Agency Information sheet.

• Submit the report with your 
October or November submission, 
prior to reporting deadline.2

1 1

1 1
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1

• (1) To start a new incident  report  click on  
the Add New Incident button located at the 
top of the page.

• To submit a Zero Report or a new Hate 
Crime Report, make sure to place the radio 
report button in the 1st column of the UCR 
Workbook Option box on the Agency 
Information sheet. Zero reports require no 
data input.
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• (1) Click on Initial, Adjustment, or Delete
for the type of report being submitted.

• (2) Enter the date when the incident 
occurred.

• (3) Use the same Incident Number as on 
the initial police report

• (4) Clicking on the expand (+) or 
collapse (-) buttons will open or close 
the list of Offenses or Biases. When 
one of the boxes is open, clicking on 
the       will display the definition for the 
selected Offense or Bias

• (5) To exit or start another incident, click 
on the appropriate button at the top of 
the page.  

• The ORI will be filled in with the one 
displayed on the Agency Information 
sheet.

?

1

2
3

4

5
Hate Crime



• (1) Click on the expand (+) button by the 
offense number to view and fill in the 
boxes for Offense Code, Number of 
Victims, Location Code, Bias Motivation, 
and  Victim Type by using  the dropdown 
boxes.

• (2) To input an Offense Code, click on 
for a drop down box to select the offense. 
This is the same process for selecting a  
Location Code.

• You may report up to five offenses per 
incident on the report sheet. For incidents 
with more offenses, start a  new incident 
sheet using the same case number.

• (3) For Number of Victims, input the total 
number of victims for the offense 
selected

• (4) Make your selection of Biases & Victim 
Types listed in the yellow boxes. Selected 
Biases and Victim Types will then appear 
in the boxes to the right.

• You may select up to 5 biases. There are 
new Religion Biases to choose from.

• (5) Clicking the collapse (-) button will 
close the selected offense box.
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5

4

Hate Crime

3

1

2



• (1) Fill in the yellow boxes for 
Number of Victims and Number 
of Offenders

• (2) Click the expand (+) or 
collapse (-) boxes to view or
hide the Race and Ethnicity 
definitions.

• (3) Click the    to select the  
offender’s  Race and Ethnicity 

• In the dropdown boxes.
• Return to the top of the page to 

exit when you are finish.

UNCLASSIFIED
52

2
3

Hate Crime

1

1
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• (1) To start a new Cargo Theft incident  
report,  click on  the “Add New Incident” 
button. 

• To submit a Zero or new Cargo Theft Report, 
place the radio report button in the first 
column of the UCR Workbook Option Box
on the Agency Information sheet.

1
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• Click on Initial, Adjustment, or Delete for type of report being submitted.  
• (1) Clicking “Zero” will produce this message box.  
• (2) Enter the date when the incident occurred on (e.g., 20150107).
• (3) Use the same Incident Number as on the initial police report.
• (4) Enter the time when the incident occurred,  using military time with no minutes.  (e.g., 01, 10, 23).
• (5) To exit or start another incident, click on the appropriate buttons located at the top of page.  

1
2
3

4

5Cargo Theft



UNCLASSIFIED 55

3 4

1

2

• (1) Click        to open dropdown boxes 
and select up to five Offenses. 

• (2) Select a location the same was as 
you selected the Offense(s). 

• (3) Select up to three weapon types 
used in the incident by clicking on the 
white boxes       .   

• (4) Select all Victim Types that apply 
to the incident by clicking the white 
boxes. 

Cargo Theft
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1

2

4

Cargo Theft

3

5

• (1) Click         and use the drop down 
boxes to select the property type and 
then fill in the other property spaces.

• (2) Fill in any Offender Information 
section. You may click on        to          
select/unselect data in that column.

• (3) Check this box if the offender 
information is unknown

• (4) Complete the Arrestee Information 
section just as you did for the 
Offender Information section.

• Do not use Ethnicity as a Race.
• (5) Click the appropriate button at the 

top of the page to exit.
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Human Trafficking Report

2

• To submit a Human Trafficking 
report or zero report, place the radio 
report button in the first column of 
the UCR Workbook Option Box on 
the Agency Information page. Zero 
Reports will leave this form blank.

• (1) These areas will be populated 
from the information entered on the 
Agency Information page. 

• (2) Entering an incident will remove 
the “X” in the box.

• (3) Make sure to enter your data on 
the correct offense line.

• Instructions for completion start at 
the top of the page.

• Filling out this report is similar to 
filling out the Return A and Arson 
Reports. 

3

1
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Editing 
and 

Error Check
Review
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• This warning appears on the Return A  when there are more Clearances reported than 
Offenses.  

• Correct the amount or click “OK”. 

Return A
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• This warning box will appear on the Return A if you attempt to input a Column 6 
Juvenile Clearance higher than the Column 5 Total Offenses Cleared.

Return A
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• These pink spaces will appear when items are not 
equal between these 2 sections of the Return A 
Supplement and/or the Return A.  

• You must correct these discrepancies before you 
submit your workbook.

Return A Supplement
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• (1) Areas of the LEOKA Report will 
turn pink when mandatory data is 
missing from the report.  

• (2)  Boxes will also turn pink when 
mandatory data is entered but Type 
of Weapon was omitted.

1

1

1

2

LEOKA Report
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ASRE

1

2

3

Spaces turn pink, for example, when:
• (1) The Race count is different from the Arrest count
• (2) The Ethnicity count is different from the Arrest count
• (3) There is a Race or Ethnicity but no Arrest
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Arson

• This warning will appear when Offenses Cleared is greater than Actual Offenses 
reported.  

• Make corrections or click “OK”.
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• (1) This error message will appear, with empty required fields being highlighted, when you try to 
exit before completing all fields.  

• (2) To exit, either complete the report or click on Discard Changes button at the top of the page.

Hate Crime

1

2
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Hate Crime

• This warning box will appear to confirm that you wish to delete all 
data in the report. Click “Yes” to Discard or “No” to Save.
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Cargo Theft

• (1) This error message will appear, with empty required fields being highlighted, when 
you try to exit before completing all fields.  

• (2) To exit, either complete the report or click on Discard Changes button at the top of 
the page.

1

2
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Cargo Theft

• This confirmation box performs the same function as it did on the Hate 
Crime Report.  Click “Yes” to Discard or “No” to Save
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• Some error reports will be generated in this format.  It will be placed in the same folder that 
the workbook was saved.  If you have questions, you may e-mail a copy of this file to your 
UCR point of contact.  
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Teresa Bigelow:
Email – <teresa.bigelow@ic.fbi.gov>
Phone – 304-625-5118

Sharon Huffman:
Email – <sharon.huffman@ic.fbi.gov>
Phone – 304-625-3626

Joseph Maxwell:
Email – <joseph.maxwell@ic.fbi.gov>
Phone – 304-625-2398

UCR Web address at <www.fbi.gov/about-us/cjis/ucr>
UCR Electronic Submission at <ucrstat@leo.gov>
Data Issues and Information Request at <crimestatsinfo@ic.fbi.gov>
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