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Lock&Track Overview

Welcome to theLock&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 aforcement personnel. It provides instant access to inmate
and offender information, intake, incarceration, and release and postlease activities.

Lock&Track uses Windows commands, conventions and controls throughout, such as
tabbing to move to the nexffield, short-cut or hot keys, a toolbar, titlebar buttons and drop-
down menus. Lock&Track presents information as application desktops, each of which
focuseson a particular aspect of a correctional duty or job. Each desktop contains menus
and screens fordata entry, modification and review, and production of reports.

If you can work in a Windows environment, you can easily and quickly learn how to operate
L&T.

LET® GET STARTEDS

How TOLOGIN

To start, double click on theLTClient icon or choose LTClientfrom your application menu

LTClient - Login x|
Host:lLTO.LockTrack.com
Deskiop:|LT -
Username:|Cormier_S s

Password: || Start |

to display the lagin window:

e Host: this is the server you wish to connect to. For Lock&Track Online the value is
Ito.locktrack.com. Other customers should request this valugom IT or LockWorks
staff.

e Desktop: the application you wish to use. We will demonstratéhe LT
application.

e Username: Generally LASTNAME_INITIAL : WILLSON_Greated by
LockWorks or IT staff for you
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e Password: The first time you use LockWorks, youmpassword will be
NEWUSER. You will be asked to change this before proceedibg. not
lose your new password.

PASSWORDS

Your password must be at least six characters lorgnd composed othe letters A through

Z, the digits 0 through 9 and/or the specihcharacters $ (dollar sign) and _ (underscore).

Your password cannot be a word in a dictionary We suggest thinking of a phrase you will

not forget and using the first letter of each word,. For example the book titk EA 3 EAOE £4&6 O
Guide To Correctionsdgility Disciplinebecomes TSGTCFDUse your imagination, but make

the password one that you will remember. NotelUsername and Password are not case

sensitive; you can enter these using UPPEBr lower-case letters, or any combination.

/' TAA UT O&d§dur pAssvidll @nl confirmed it, as shown below, click th&ubmit
button (or pressEnterq O1 OO01T OEA AAOQGEOI P UT O8OA OAI AAOAAS

LTd{ient - Change Password @
Username:

Old Password; [~

uuuuuuuuuu

New Password:

Confirm: W

Submit | Cancel ‘

Enter your current password in the OLD
PASSWORD field. then enter a new
password in the NEW PASSWORD and
CONFIRM fields. Click the SUBMIT
button to change. or press Escape to
cancel.

LTClient +2.8-7 - Copyright ©1937-2003 Lockworks, LLC

LOCK& TRACKCONVENTIONS

WINDOWS CONVENTIONS

L&T screens use standard Windows methods for accomplishing any task at haridick in a
data field (box) and type to enter information.Tabbing moves you to the next logical field
Somefields include drop-down lists, which aid accurate consistendata-input. Context
sensitive tips appear if you hover over a field. Toolbars and droglown menus include
standard Windows functions. For example, the Edit menu should look familiar:
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’H ata Wiew Window He
Cut Ctrl+
LCopy Ctr+C
Paste Chl+

Clear Field Alt+Blksp
Clear Screen Shift+Del
Mow Ci+T
Set Default

Restore Default

The concept of thetoolbar should also be familiar to Windows users. The specific functions
are outlined in the Appendix.

¢« > DA RXBYEBsAH»=DGROD-
DESKTOFCONVENTIONS

Required fidds are highlighted with a colored backgroundErrors in data entry, such as
entering a date in the wrong formatcause the background tewhange. The default coks are
blue for required fields and yellow for errors, but hese background colors can be chaed

to fit your personal preference. Dropdown menus and many buttons include keyboard
command tips to speed tasks as you become familiar with the software. A help menu
provides access to additional supporting materials.

MAIN MENU

&1 O PpOODPI OAO 1T & EI11 OOOOAODET 1 Lok&TrabkEJaildesktépA 06 O ' OE
will be shown. Although you may be using a different&T desktop, all desktops follow
similar operational principles.

Once logged in, theJAIL desktop presents aMain Menu featuring correctional functions
listed in a logical order.
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2 LT - S_WILLSON - LTClient
File Edit Data View Actions Help

¢ 20V QRX BB s=0 300

LockB&Track (LT)

Intake (Inmate)

Dockets and Charges

Open Cases
Property and Trust
Housing

Sentences

Release

Logbook
Lineups
Persomnel
Help Desk

Inmate
Management

|_Gota | | | | | | | | |

MS5GS5 [ [ [ Y

We will demonstrate the ntake function, as it is one of the most commonly usedbut first
we want to cover some of the basic functionality common across desktops.

To choose an item in a menalouble-click the item, or highlight it and chooseO "' 1 4 click

the right arrow in the button-A A O 8 I T AOOACA T AU APPAAO AAI
an action is in progress if your network requires a moment to complete your requestThe
Intake Screen appears with contexsensitive navigation:

2 JJAIL - -5_WILLSON - LTClient
Fle Edit Data View Actions Help

«-2 0V O R XBYUBsar =0 SO~

Intake

I
irst)
TmpsID | Booking |
EREE

DOB
StaefCountry

Hair | | Gender
Eyes | -1 Race

a |

Effective Namative

MSGS | M | | Last name: Smith [Smth, Smythelf] [
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NAVIGATIONBUTTONS

Lock&Track alsohas Navigation buttons to help you maneuver through the screensand
Function buttons which perform an operation. These buttons are found under the
application screensand are context sensitive, changing as you move through the software.

Function options are indicated with a@ symbol. Tool tips indicate keyboard equivalent.

Search #Side Photos H0ut Alert About Nwhere Report
GoBack House | #Front | |__#in [ PO.___|__Sched LoaBk Info
MSGS | M Last name: Smith [Sm*th. Smythedf]

For examplethe @Where button calculates the current location of the ofender, while the
Info button navigates to anew menu with additional options. Note that some functions and
some navigation options will not work without a current record loaded. From the sub
menu Info, doubleclicking the menu item Last Known Address will display a screen
listing that address, as shown below.

Note that screens can be layered on top of eaajther. To remove the top screen from your
desktop, click theGoBack navigation button, or the left pointing arrow at the top of the
window.

ACCURATIDATAENTRY

VALIDATIONLISTS

Validation lists simplify accurate data entry for fields with limited numbers @ valid entries.
For example, thedrop-down list for State includes the 50 states in the U.S. If you try to
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