
                                                          DIVISION OF ADMINISTRATION & FINANCE                                          
                                                       RISK MANAGEMENT                                                                                             

                                                                           WH-B 470G                                                                        
 

                                                                     
PHONE: (310) 243-3867 

                                                     FAX: (310) 243-3869 
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Core CSA receives an Incident Report 

and creates a case. 

 

Core CSA classifies the incident in 

Maxient: ‘Not Clery Reportable’, 

‘Unfounded/Unsure’, or the 

appropriate Clery crime. 

 

Fill out the Clery Incident Reporting 

form to notify the Clery Director of 

the Clery reportable incident. 

 

 

Core CSA runs a report on all Clery 

Crimes reported to their home office. 

 

 

CCT reviews reported incidences at 

each quarterly meeting and classifies 

for the ASR.  

 



Cose CSA Maxient Users – Clery Classification 
1. Log into Maxient at: www.cm.maxient.com/csudh. 

 

2. Core CSA receives an Incident Report in Maxient and selects ‘Create New Case’ under ‘Action’.  

 

 

 

 

3.  Click "Go", and follow all of the typical steps for case creation. 

 

 

http://www.cm.maxient.com/csudh


 

4. While creating the case, select the appropriate ‘Clery Reportability’ value and provide a description for the Clery crime in the ‘Clery Rationale’ data field. 

Refer to the link to see summarized definitions of criminal offenses when classifying and reporting such crimes pursuant to the Jeanne Clery Act (Clery 

Crimes). If not Clery Reportable, provide a reason to why the crime was not Clery Reportable under ‘Clery Rationale’.  

https://www.csudh.edu/rm/clery-act/clery-crimes
https://www.csudh.edu/rm/clery-act/clery-crimes


 

5. Click ‘Add to Data Base’. 

 

Submitting the Clery Incident Reporting Form 

Clery Incidents need to be reported immediately so the Clery Director can determine the next steps, such as a timely warning. 

 

1. Report the Clery crime or possible Clery crime received in your home office to the Clery Director using the Clery Incident Reporting Form. 

 

2. Access the Clery Reporting Form using your campus network log in. 

https://cm.maxient.com/reportingform.php?CSUDominguezHills&layout_id=5


 

2. Fill out the Background Information section. Contains the reporter’s name, contact information, incident classification, date of the incident, and the 

location of the incident. Do your best to classify the type of Clery Crime under the Incident Classification. 

 

3. Fill out the Involved Parties section. Contains providing information on individuals involved in the crime. Be sure to include the alleged respondent, or 

person committing the alleged crime. Include witnesses or victims/survivors’ information. Lastly, do not include your information in the involved party’s 

section. To add more than one party, please click ‘Add Another Party’. 

https://www.csudh.edu/rm/clery-act/clery-crimes


4. Provide a detailed description of the incident that took place. Be as detailed as possible.  

 

5. Include any supporting documents you may have on the incident.   

 

6. Submit Clery incident report once completed. You may also email yourself a copy of the report.  

 

Maxient Users – Report 86 

1. Log into Maxient at: www.cm.maxient.com/csudh. 

http://www.cm.maxient.com/csudh


2. Select ‘Analytics’ to the far right.  

 

3. Under the Analytics tab, select ‘Report 86 - Clery Crosscheck’.  

 

4. Select the appropriate date range. 

 

5. Limit the results to case types in your office. Example: Residential Conduct  

 

6. Limit the results to your home office. Example: University Housing/Residential Life 



 

7. Click ‘Run this Report’.  

 

8. The results of Report 86 – Clery Crosscheck will reflect as shown below. Report will identify Clery Reportability and Clery Rationale for the CCT’s 

quarterly meeting to classify the Clery Crimes for the ASR. 

 

 


