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INTRODUCTION

This document is intended as an irdepth tutorial of the booking process. If you have not used
LockWorks products before, you will find additional information in the LTClient_User_Guide, available
online.  (http://www.locktrack.com)  The LTClient user guide includes information about logging in
for the first time, a description of each tool in the toolbar, and other useful paradigms that are consistent
across LockWorls products. These topics will be only briefly covered in teidocument.

MAIN SCREEN
The main screen of the Lock&Track applicatioshows several standard features, discussed in greater
depth in LTClient_User_Guide. For quick review:

1. The menus and oolbars provide easy access to consistent actions and commands.

2. Functionality is broken up into separate area®f the desktop listed in the main menu. Similar
menus will allow navigation of reports and subareas as you move through the software.

3. Contextsensitive navigation ard functionality is contained above the message bar at the far
bottom of the window.  After performing an action, learn to check the message bar for
confirmation or error messages.
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data-entry. The fields displayed and stored can be modified for different jail systems, and only the
bright blue fields are required. This makes data entry fast and easy. This screen can also be used to
find inmates, by filling out as many fields as desired, then choosing Data>Find from the merBs.careful

to only enter exact datez any incorrect or incomplete entry will cause the search to fail.

Alternatively, there is a dedicated screen for searching:
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A list of existing matches will be brought up, which can help prevent duplicate recorentry or allow you

to manually review similar records for the one you are looking far  Selecting one, then pressing the back
arrow at the top, will return you to the inmate screen, with that inmate's record loaded. If an initial
search fails,and you would like to try aliases or other spellings, Edit>Clear Screen willdik the form for a
new search. Soundex, quergtyle,and wildcard search options are discussed in detail in the
LTClient_User_Guide.
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If an inmate does not exisin the databaseglearthe screen of any data, fill in the gpropriate information
for the inmate, and then press the@mmit button.  Check the message area at the bottom of the screen to
confirm that the inmate has been entered in the database.

Once an inmate has been entered, many functions automate inmatenagement. We will cover a few of
the most basic of these.

HOUSING
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matches. The placement will take gender, risk factors, amtntact-rules into account and locate an

available bed in the jailappropriate for this inmate. Beds can also be assigned manually.



