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Lock&Track Overview 

Welcome to the Lock&Track SM 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. Each desktop contains menus 

and screens for data 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 . 

LETȭS GET STARTEDȣ 

HOW TO LOGIN 

To start, double click on the LTClient icon or choose LTClient from your application menu 

to display the login window: 

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

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

 Username: Generally LASTNAME_INITIAL : WILLSON_S  Created by 
LockWorks or IT staff for you. 

http://lto.locktrack.com/
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 Password : The first time you use LockWorks, your password will be 
NEWUSER.  You will be asked to change this before proceeding.  Do not 
lose your new password. 

PASSWORDS 

 Your password must be at least six characters long and composed of the  letters A through 

Z, the digits 0 through 9 and/or the special characters $ (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 title 4ÈÅ 3ÈÅÒÉÆÆȭÓ 

Guide To Corrections Facility Discipline becomes TSGTCFD.   Use your imagination, but make 

the password one that you will remember. Note: Username and Password are not case-

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

/ÎÃÅ ÙÏÕȭÖÅ ÅÎÔÅÒÅd your password and confirmed it, as shown below, click the Submit 

button (or press EnterɊ ÔÏ ÒÕÎ ÔÈÅ ÄÅÓËÔÏÐ ÙÏÕȭÖÅ ÓÅÌÅÃÔÅÄȢ 

 

LOCK&TRACK CONVENTIONS 

WINDOWS   CONVENTIONS 

L&T  screens use standard Windows methods for accomplishing any task at hand. Click in a 

data field (box) and type to enter information. Tabbing moves you to the next logical field. 

Some fields include drop-down lists, which aid accurate consistent data-input.  Context-

sensitive tips appear if you hover over a field.  Toolbars and drop-down menus include 

standard Windows functions.  For example, the Edit menu should look familiar: 
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The concept of the toolbar should also be familiar to Windows users.  The specific functions 

are outlined in the Appendix. 

DESKTOP CONVENTIONS 

 Required fields are highlighted with a colored background. Errors in data entry, such as 

entering a date in the wrong format cause the background to change.  The default colors are 

blue for required fields and yellow for errors, but these background colors can be changed 

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 

&ÏÒ ÐÕÒÐÏÓÅÓ ÏÆ ÉÌÌÕÓÔÒÁÔÉÏÎ ÉÎ ÔÈÉÓ 5ÓÅÒȭÓ 'ÕÉÄÅȟ ÅØÁÍÐÌÅÓ ÏÆ ÔÈÅ Lock&Track  Jail desktop 

wil l be shown. Although you may be using a different L&T  desktop, all desktops follow 

similar operational principles. 

Once logged in, the JAIL desktop presents a Main Menu featuring correctional functions 

listed in a logical order. 
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We will demonstrate the Intake function, as it is one of the most commonly used, but first 

we want to cover some of the basic functionality common across desktops. 

To choose an item in a menu double-click the item, or highlight it and choose Ȱ'Ï4Ïȱ or click 

the right arrow in the button-ÂÁÒȢ  ! ÍÅÓÓÁÇÅ ÍÁÙ ÁÐÐÅÁÒ ÂÅÌÏ× ÔÈÅ Ȱ'Ï4Ïȱ ÔÅØÔ ÔÏ ÉÎÄÉÃÁÔÅ 

an action is in progress if your network requires a moment to complete your request.  The 

Intake Screen appears with context-sensitive navigation:  
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NAVIGATION BUTTONS 

Lock&Track  also has Navigation buttons to help you maneuver through the screens, and 

Function buttons which perform an operation. These buttons are found under the 

application screens and are context sensitive, changing as you move through the software.  

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

 

For example the ¤Where button calculates the current location of the offender, while the 

Info button navigates to a new 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, double-clicking 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 each other. To remove the top screen from your 

desktop, click the GoBack navigation button, or the left pointing arrow at the top of the 

window. 

ACCURATE DATA ENTRY 

VALIDATION LISTS 

Validation lists simplify accurate data entry for fields with limited numbers of valid entries. 

For example, the drop-down list for State includes the 50 states in the U.S.  If you try to 


