
PRO SUITE

Trespass Orders



DOCUMENTING TRESPASS ORDERS

Trespass orders are documented using both a custom form and a name note:

• CFS Custom Forms

• Accessed from the Call for Service screen

• Creates a record of the signed trespass order

• Name notes

• Accessed from the History tab in the name card

• Creates an alert on the banned and protected persons’ name cards

There must be a Trespass Order CFS Custom Form for every Trespass Order 
Name Note, and a Trespass order Name Note for every Trespass Order CFS 
Custom Form.



CFS TRESPASS ORDER FORM
 Open the call for service

 Click the Other tab

 Click Add Form

 Double Click Trespass Order in the window that pops up

 Fill out the form as appropriate

 Click the Print Preview button

 On the left side of the screen, click Officer 
Signature and sign the form

 Click Banned Person’s Signature and have the 
banned person sign the screen

 Provide a copy of the form (via e-mail or 
printed) to the banned person.



NAME NOTE

 On the Trespass Order form:

 Note the CFS number (or highlight it, right click, and select Copy)

 Click Name Card next to the Banned Person.

 Click the History tab

 Click Add Name Note

 Select Trespass Order for the Type

 Click Add Name and add the protected person’s 
name

 In the comments:

 Enter the CFS number

 Put in which is the protected person and which is 
the banned person

 Click OK



LOCATING TRESPASS ORDERS
To find a trespass order, do a Name Search on 
either the banned person or the protected
person (or click on the Name Card link next to 
their name in the CFS or case) and click on the 
History tab.

If there is a trespass order (and the officer 
completed a name note), there will be a Name 
Note alert at the top of the record.

You can select Custom Form (CFS) as a filter to 
only see the Trespass Order Custom Form.  If you 
select All Types instead,  you can scroll down to 
the Trespass Order name note entry (it will be in 
red) and the CFS and Custom form will be right 
next to it.


