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Lock&Track Overview

Welcome to the Lock&Track * Corrections Information System . Lock&Track is an easy-
to-use inmate and jail management application package for corrections staff and
administrators, as well as law enforcement personnel. It provides instant access to inmate
and offender information, intake, incarceration, and release and post-release activities.

Lock&Track uses Windows commands, conventions and controls throughout, such as
tabbing to move to the next field, short-cut or hot keys, a toolbar, title-bar buttons and drop-
down menus. Lock&Track presents information as application desktops, each of which
focuses on a particular aspect of a correctional duty or job. In this guide, we focus on the
JAIL desktop. If this is your first Lock&Track product, please start with the LTClient User
Guide, linked on our web site. It provides details about the tools and paradigms used
throughout LockWorks products.

JAIL DESKTOP

INTAKE SCREEN
The most common action in the JAIL desktop is intake, so we begin with the intake screen:

LT - CORMIER_S - LTClient 10l x|
Fil= Edt Data “iew Window Help

- NV % X BYBoh » =D EGIOD-

Intake [Inmate]
fyest HARY
(1ast) (first)
sip [oowier | Booking
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P.0O. | at | |
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Note the completeness of the information displayed, including physical data such as hair
and eye color to help confirm identities, and Alert data, which helps you and your co-
workers respond intelligently to an inmate who may pose a disciplinary or other problem.

Notice the Navigation buttons along the bottom of the screen. These buttons change
depending upon which application screen is currently displayed. They provide navigation
functions, permitting you to go to the next logical screen in an intake process.

As stated previously, buttons with the & symbol before a word allow you to complete an
operation rather than go to the next screen. For example, if you want to take a current front
photograph of the offender, press the aFront key. If you want to look at the photos that are
on file, click the Photos key. The aOut and =In keys refer to work release activities.

A click on the About button will give you a screen similar to the one shown below. This
screen shows the number of alerts and special disciplinary actions taken against this

. LT - CORMIER_S - LTClient -0 x|
File Edit Data Wiew ‘Window Help
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Intake [Inmate]
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SID fonao Booking |
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DL [or o |[1iziz1zz1 poB [ororien [
FOB [tmBuck 100 State [Us o
Country =1
Height [&11 Hair [sLack ;l Gender ||m.s ;l
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Commenf e
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Po. |

Alert Clazs
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1 1 2 |2
Nest court date [ _I

| | | | | Alerts | Separ Where |
[MSGS [R | [Number of alerts [special conditions] posted for this V)

inmate.

47 1 AOECAOA AAAPAO EIT O1 IfdomAttorE whichvilbtakeyoudddaAT OAOh A
Personal Information Menu. This menu gives you a list of information from which to
choose, as shown below.
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Intake [Inmate]

IWOLF HAIRY
{last) (first)
siD [o1010101  Booking [o00125
FBI [11556333 SEh |545-45-4545
DL [or =|[12121221 DOB [0101119
FOB [TIMBUCK TOO State Iﬂ
Country  [UNITED STATES A
Height W Hair m Gender |MALE
inizight [ 500 Eyes [pue <] Race [WHITE
Comments:
IF'.O. | at | |
Alert Class Effective Expire

ABHOFMAT. BEHAVIOER

HMEDICAT

08/14/01

Perzonal Information Menu

Scars, Marks, Tattoos
Keep Separate From
Alerts

Last Kn Address
Emergency Contacts
Inmate Screening
VYisitors

Employers
EducationfOccupation
VYehicles

More Physicals
DHA Testing
Phone PINH
Deceased

‘Alias (AKA) Hames

Double click on the menu item you want to look at, or highlight the item and click the GoTo
navigation button. If you double click on Alias Names shown above, you can then click the
Zoom navigation button to get to the Alias Names Zoom screen.
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File Edit Data \iew Window Help
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Intake [Inmate]
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SID jo1010101 % Booking [000125 Scars, Marks, Tattoos
FBI [11556333 SSM |545-45-4545 Keep Separate From
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Alias Names
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WOLF, HAIRY 01/01f00 104 545-45-4545
TIMBUCK TOO, OR ORf12121221
WOLFE, HAIRY ARMS 01/01/00 104
Alias Names Zoom
|w0LFE| HAIRY ARMS
(last) ffirsty
DOB (010171900 | Age [104 S5M | - -
Birth city State > oo A
country =
|_EuBack 1 | | | | HSet | | | |
|MsGs [R | | Last name: Smith [Sm=th, Smythett) [ 4
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The Alias Names Zoom data entry screen, shown above, is where you can record or
review the alias names of any offender. The number of alias names that L&T supports for
any given offender is unlimited. This screen also includes informational items that the
offender may falsify, such as date of birth (DOB), Social Security number (SSN), place of
AEOOGER AT AT O etd Giic®thededitéms tak e Adur@ehidited to form a mis-
1 AARET ¢ EAATAOGAOUhA O EAMIUBION GO A £ Oledk&Tragk/EAT AAOS O A

Note that this screen is layered on top of several others, including the Intake screen
displayed previously. Right-click on an unused area of the top screen to get a pop-up menu,
which will allow you to go back to any previous screen. For example, click on Intake on the
pop-up menu to go directly back to that screen, saving several mouse clicks. All of the
Lock&Track application screens allow for similar operations to be performed.

Other items that can be viewed, entered or modified in the Intake screen include:

P.O. - Review or record information about the probation or parole officer.
Alert z Zoom in on the Alert Screen to review or change existing data.

Sched z Schedule or modify events, such as release date or counseling
appointments. To add new dates, use the Clone function because you are
adding to a list. To change a date, use Commit to modify the information that
had been there.

About z Review or change data about alerts, separations, holds, discipline, as
well as the next court date.

aWhere z Housing information, which provides a quick mini-report of the
ET i AOAG6O AOOOAT O EIT OOCET C 11 AAQETT 8

LogBk z To review, add or modify a logbook entry, which can be printed out. If
you click the Entry navigational button, you will retrieve the Logbook
Summary, which also can be printed. It also can be used to make a report.

House z Review or specify where an offender is being housed, assigning him to
a housing unit, cell and bed.

Search z Perform a comprehensive offender search by name(s), physicals, ID
numbers, or any combination of these, creating a list of all inmates who match
the search criteria.
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DOCKETS & CHARGES

When you click on the Dockets & Charges item on the Main Menu, you will get a screen
similar to the one below. A list of all current and past cases filed against this offender is
displayed here. If there were more cases than would fit in the scrolling region, a scroll-bar
will appear on the right of that area.

~=1ol]

«LT - CORMIEBR_S - LTClient
File Edit Data “iew ‘wWindow Help

Q% X BYBRosA A= HGIOD-

-2 R
Docket Summary
woLF ARy
{last) {first)
SID [o1010101 Booking (000125 FBI [11556333] DOB [01/01/1900 _|
Dacket Autharity Court Court Date Arrest Type
ZT01-1234 BEHTON CIRCUIT
ZT01-8787 BEHTON CIRCUIT % WARRANT
Height |61 Hair IBLACK Gender |MALE
‘Weinht |5lll] Eyes IBLUE Face |WHITE
Sex offender
F.0. at |
()
Whelel Report |
GoBackI | | | | | P.O. | __Court | | Zoom |
| MsGs [R | | FBI number [ Y

Note that the Navigation buttons along the bottom of the window have changed. They now
address the job of entering and reviewing case and charges information. In the example
below, click on Court to bring up scheduled court dates. From there, you press Zoom to
input new information or view and/or update existing data. You also can find sentencing
and time served data in this Application Screen.
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From the Docket Summary, click on Dockets Zoom to display docket information. To

LT - CORMIER_S - LTClient
File Edit Data Yiew Window Help

c-=2 [0
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Docket Summary

IW'OLF
(last)
sID Ill1l]1l]1ll1
Docket Authority

BEHTOH
BEHTONH

ZT01-1234
ZT01-8787

Event

CIRCUIT

Height [6
weight [5

Po. [

IHAIR‘:’
(first)

Booking Illl]ll125

Scheduled Court Dates

Court D ate Zoom

DoB |u1m1nsnu

L

Arrest Type

FBI |11555333

Coaurt Zaurt Drate

CIPCUIT \
CIRCUIT

WARFANT

D Start
08/15/2001 13:20

Status
OCCURRE

Docket |

Scheduled for | 74 COURTROOM

until | 7

Dration

Remarks
Status

Revised
Report |
GoBack | | | | | | | | | |
| MSGS [ | Docket or court case number [ v

update or enter information, click on Court to get to the Court Date Zoom screen, where

new information can be entered.
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OPEN CASES

When you go into Open Cases, you can look for and/or record the docket, charges and

LT - CORMIER_S - LTClient
Fie Edt Data View Window Help

«-2 |0 @ 2| x|

=10l x|

Open Cases

BYBoemr 5 =0 S5I0D-

Docket Charge
ZT01-1234 1 FISH CLOSE

Height |61
Weight |500

Goback 1 Served | I

time served.

|wnLF IHAIR\'
tast firsty
gD [or010101 Boaking [o00125 FBI [11556333 DOB [01011300 _|

Hair [BLACK Gender |MALE
Eves [BLUE Race [WHITE

Sanction Status Started
SENTT 06/30/2003 11:00

Sex offender

M here Report
I I I | Docket | Charae | I

This screen also allows you to search for correct crime codes that should be entered into an
I A£FAT AAOS O AErimh Bavigatiof utfon. Dri the BikdACharge screen, type in
the first few letters of the crime and press enter. The name of crimes starting with those
same first letters will appear. Scroll through the list until you find the crime you are looking
for. Double click on that crime and it will automatically be inserted into the fields Arrest
and/or Amended, as shown below.

A similar procedure can be used for finding statute numbers, using the Statut navigation

LT - CORMIER_S - LTClient g - =] 3]
Fie Edit Data View Window Help
S ]
- NAO % X BYBonA »=0 §I0D-
Open Cases -
WoLF HAIRY
{last) (first)
siD III1I'I101II1 Booking Il'lllll125 FBI I1155G333 DoB |01lﬂ1!‘|9llll _I
Docket Charge Sanction Status Started
ZT01-1234 1 FISH CLOSE SENTT 06/30/2003 11:00
Charges Zoom
Docket [Z1T01-1234 Charge |1
Arrest [FISH CLOSE ~| Bail
Amended |FISH CLOSE
[FISHING CLOSED SEASON Probation violation?
509011 |A MISDEMEANOR Failure to appear?
Charged | /¢ Arraighed | /7 » Release agreement?
Finding =l on | 1
Marrative:
Booked by [0 RABAGO Revised |0s-|4-0|2|:24 by |D,RABAGD
LockWorks LLC T e
[Godack ] Statut | | | | | | _Docket |

| |
histan||| (] @ M W € B 7| EHP Stos Window | [ dmerica (i brow | LT -CORMIER S -L | ®iE 2
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To record Docket information, click on the Docket navigation button and Dockets Zoom
will appear. To add a new data record based on the record currently on the screen, enter in
the data and click Clone. To modify the existing data record, click Commit after you make
changes to the data field(s) currently displayed.

PROPERTY & TRUST

In the Property & Trust screen, you can record the property brought into your facility by

LT - CORMIER_S - LTClient 1ol

File Edit Data Wiew ‘window Help

=[O Q

Property and Trust

Q2% X BAYBoahr 4 =D SRIDE-

[woLr [
{ast
Issued Property
S0 (01010101
Date Transac  ltem Cuantity Status
Issued Property Zoom
Iterm Guantity I 1
Size hd
Height |11 Status -
SRR [ Revised | /7 ¢ by I

GnRark | 1 I | 1 1 1 I | 1

LT - CORMIER_S - LTClient =] |
Filfs, Edit Data Wiew ‘indow Help
i — |
-2 0D Q%X AYBonr 4A=DSFIOE-
Property and Trust
WoLF JHawry
(las (firsty
| S— r
Properly Storage
EE/MEMD WINDDW =[5
Facllity [LncoL_or [fs B Birw He]
Filled [ 17 - @E|Dn@‘%%@
— ltemns Summary ————— Hat /Cap: Al
I I Coat/Jacket:
120 ® Vest:
Gloves:
fhoes/Boots:
Belt:
Buckle:
Ehirt:
Pants:
Dress:
Sweater:
Sweatshirt:
Socks (pair):
Undexwear:
Brassiere:
POCKET --
Wallet:
Purse:
Checkbook:
GoBack Zoom Comb:
[Mses | [Lines received: 48 Eeys: =
Baclar et rhe =
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the offender, as well as property issued to the inmate, as shown below.

LT - CORMIER_S - LTChent -10] =|
File Edt Data %iew ‘window Help
«-=| NV %X BYRosA H»=QFGIDD-
Housing 7
ISMITH| IKIMBERLY LYNN
{last) ifirsfy
SID |14?5274s [%Elooking | FEI |22153m33 DOB [10/041964 _|
|LODGED 117182003 08215 Incarcerated 63 Days
Max Release 112572003 Classification  |UHCLASS
Facility Block Ceall Bed Security N o
’7 BENTON_OR IMF 20 20 IAII‘:’
— PHOTO
Height |5°05 Hair |BROWH Gender [FEMALE
Wiieight |180 Eyes [BROWN Race |WHITE
P.0. | at |
Detain | H0ut | HCount_ | HChng | _ Report |
GoBack |_Move | | |__%In | PO | |__Track |[_HMamt ]
| M5G5 |RM | | Last name: Smith [Sm=th, Smythei) [ 4
HOUSING
The Housing OAOAAT Al 1T x0 Ui & 01 EAAD OOAAE 1T & OEA 1 A/

To view where an offender is detained, click the Detain navigation button, and Detainers
Summary will appear. Click Detain again to enter a new record or to make changes to an
existingfiil A8 $11 80 AComghdy nddificadidnérdtheldada.

417 OAA OEA 1 ££AT AAOBS O HICIKhG Bavigatiork buthod fréiUthe Al EAE 1
Housing screen. Click Zoom to enter any changes. To move an inmate to a different cell

and/or bunk, click on Move and enter that cell and/or bed data, click aBedj OCAO A AAA6q C
confirm that this housing location is currently unoccupied by some other inmate and is

AOGAETI AAT A £ O OEEO EIT I AéModeo moveldshign thisiEmdfedo EO AOAEI
OEAO 11 AAOQEIT T 8 ) A&BdlGdioto fint the ndxOldcationAvAithAnatchds | E A E

your criteria. Note that you may need to enter (or remove) data from the block, cell and/or

AAA EEATI AO O1 AOT AAAT OE ABddAuAchioh Eey tOaktuabyXindEl O OEA
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A OOCEOAAIT A AAA £ O OERdityEElockACRad Bed ake rdglirekdA OAS O T A:
fields. An example is shown on the next page.

. -LT - CORMIER_S - LTClient : o ] [4]

File Edit Data “iew ‘window Help

¢« 2|0V %X BYBoA 4 =B SIDD-

Housing
ISMITH IKIMBERLY LyHN
{last) first)
SID |14752ns Booking FEI [221537xB3 DOB [10/0411964 _|

—

r
Move Inmate

Housed I'I'I.-'-In.-2003 08:15 [«\\3 Status ILDDGED
|: From:

— Facility Block Cell Bed Security Sex —
[pEnTon_or [ [0 [eo [anv |_ o
To:| [LmcoL_or [i [ [ [ l_

Moved |01:27/2004 11:56 " |
Comment

F'O.I at |

About | Report |
GoBack | 1 | | | | HBed | _ HMove | | |
| Msas [ | Move-to block [ 7

You also can track the inmate by clicking on Track and then Zoom to enter any changes.

Housing
ISMITH IKIMBERLV LYHN
{last) {first)

Sl |1nﬂ'52748 Inmate Tracking Log
ILODGED Status Lacation At

Max Release

Inmate Tracking

Block

Facility
BEITON OR | [MF
Arrived 011972000 14:52 J

Camment Facility [LINCOL_OR

Location |
Height [5'05 Status vl
Weight |180 Revised | /7 = oy
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RELEASE

The Release screen is used when an inmate is released from your correctional facility.
Enter the release time and date, and Status (i.e, PROBATION, TRANSFER, WEEKEND,
etc), then click the aRelea button to release this inmate. Note that this operation must
update various other tables and data rows in the database, so this operation might take
| Aelka3d tne andl date, B8E A O
well as Status, are required fields. You may fill in any other fields for which you have
information and then click on aRelea. To verify that the release has occurred, a message

Ol i AxEAOD

1TT CAO OEAI

i OEAO

confirming the release will appear at the bottom of the screen.

The Detain at field allows you to transfer the offender to another facility or institution

LT - CORMIER_S - LTClient

Fle Edt Data View Window Help

-2 N[O X BYEBEswAr » =D GHIOE-

=10l

WOLF| HAIRY
flasf) (first)
SID |o1010101 Booking Iﬂﬂﬂ125 FBI I11555333 DOB |0101/1900 _I
Housed Status Holds 0
Release [ 11 : | Status - Detain at -
| 1
Facility Days incarcerated
Black MaxRelease [ /7
Cell
Security
Height [511 Hair [BLACK Gender [MALE
Wigight [500 Eyes [RLUE Race [WHITE
Sex offender
Addr HCount | _ Report
[GoBack ] _ Detain | | | PO | ®Relea | where | _HChng
MSGS |RM | | Last name: Smith (Sm*th, Smythe#]

while still serving time on the charges imposed at your facility.

Other data included in the Release OA O A A1
Emergency Contacts, Authorized Visitors List, Employers, etc.

LT - CORMIER_S - LTClient

File Edt Data Yiew Window Help

-2 NV Q% X BYBIsDA H»=D SIOE-
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@)

ET Al OA Aast Kddwh AddrEgRAT AAOS O

=101

IWOLF by IHAIR\'
{last) (first)
S0 (01010101 Booking |0IIII125 FBI I11556333 DOB |o1/0141900 _I
Housed | /¢ = Status l— Holds [}
Release ll—_l Detain at —;l

Status =

[ Last Known Address

Address |3

i

Facility B
IS I Emergency Contacts
cell [0
Security B
Authorized Visitors List
el F Ralat | ast viait
wieight [F— Emploers
Emplaover
Address
City State ~| IP
— Phana [ 1 -

GoBack |[_Educat | | |
Astan| |1 @ B F @B || S0P Status Window | [2]America

Orline biow.. | LT -comMER s L. | (& &F
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LOGBOOK

This Application Screen shows all Logbook entries. To view or change an existing entry,

clickonEntry8 $1 1

8 0 A C@ind anlipdat@sdifhdcessarg.

LT - CORMIER_S - LTClient I [=]
Fle Edit Data “iew ‘window Help
-3 Ol X BYBsA»=GEGIROD-
Logbook Summary BMEMO WINDOW — ol
Facility [Lmcor _Ele Edt biindow Spel L_OR
cr DHSBY3
|

SPURGEON C
03/08/03 03:2
JESSE_G
05/08/02 090:5
D_WOODWBRD

Logbook Entry

LINCOL

Facility
Entry
Offender
Motes

LOCKD

PCH

Remarks

|

GoBack | 1

Report |

| M5G5 | AM |

| IExtended remarks about thiz log entry

v

This concludes our look at a sample of Lock&Track application screens. There are dozens
of L&T desktops, and hundreds of screens and reports. They represent , | AE 7 Th&E O 8
effort to address all of your specific needs. And remember, although there are hundreds of
application screens, each focused on a particular part of jail, prison and/or inmate
management, they all work basically the same way

Once you learn and are comfortable with just a few of the L&T screens that you use

Ui 06 0A OOAET AA AT A OAAAU Ol

you may encounter in the future.

OOAAAROCOAED
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