SOMSLite
Users M anual
Super Users

Version 3.3

Provider af the Service



SOMS Lite UsersManual—Super Users

Table of Contents

Logging INt0 SOM S LILE ..ccuiieeceece ettt st 2
SOMS LITEMEAIN IMEBNU ...ttt e se e s e saeeaesneesseeneeeneensens 2
AGENCY SELUP ...eicieecie et e Error! Bookmark not defined.
N2 T = A= 4
Changing Booking/Jacket NUMDErS............oiiee e e e 5
EMPIOYEE RECONTS ...ttt bbb sre e e 6
List of Current EmpPlOYees. .........ooiviiii e e ]
Add aNew EMPIOYEL. ... ..o e e e e 8
Employee Record REPOIMS. ... ....ovviiiiie e i ne 1]
IS N = T T TR PRORR 12
Reporting (All Offendersincarcerated) ... 14
Reporting (SpecCific OffeNdErS) ....cvvecii i 15

Please be awar e that all SOM S-Lite Booking Systems arelinked to the
Arkansas VINE system for victim notification purposes, and also to
JusticeXchange for viewing by other law enforcement and criminal justice
agencies. Be careful to enter information correctly!!
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Logging Into SOMSLite

To enter the SOMS Lite system, aLogin ID and Password are required. The system will
prompt the user to enter this information on the following screen:

i 28 SOMS For Windows: Logm {User Id - VINE}F  [Wer 2000 Rey019]

MISSISSIPRI COUNTY SHERIFFS DEFARTMENT

Login id; M
— |

Enter the Login ID and Password in the designated boxes. Once this information has been
entered, click on the ‘G0’ icon or press the ‘Enter’ key twice.

SOMSLiteMain Menu

Once the user has logged into the system, the main menu screen will appear. The following
screensnot shows the main menu:

SOATE B Wheafiren: Srstes Mien GLb 10 VISER (Ve 20/ el ]

Book [ Update Inmate
Faleass Inmate
Master Name

Reparting

Lineup

Agency Setup

Employee Records

Exit S0OMS for Windows

Users with Administrative or Super User privileges will have access to all options listed. All
other users will have access to functions designated in their user profile. All functions are
accessible by double-clicking on the function name.
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Agency Setup

Agency setup is one of the two sections only accessible to Super Users. To access the
Agency Setup portion of the booking system, double-click the * Agency Setup’ option as
highlighted below:

iy Bpade fden (L Tl - ViRER (Ve 2000/ Biew i ]

Book / Update Inmate
Haleass Inmata

Master Name

Reporting

Lineup
Arjency Setup

Employes Hacords

Exit S0OMS for Windows

The system takes the user to the Agency Setup section, which looks like the following
screenshot:

5 SOMS For Windows: Agency Setup {UserId-}  [Ver.2.00 / Rev.032]

Department Id:
I
State Zip
[ (0007 000-0000 Wodem
ORI Number

System # |

= T
<ol lal@la[@ @l <]=]:a
Top | Prior | Next J Botiom § 70 | o4y, Hew N Lookup || Cancel | Hotes Tuit

All of the information shown was entered into your booking system when your computer was
built and may be out of date. Astheinformation that is displayed on this screen changes,
please come to this section to edit or update that information. To make a change, simply
click in the box and type over the information that is there or press the delete key until the
information is erased and fill in the new information.
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Narratives

At the top of the Agency Setup screen you will find atab in the gray bar that reads
‘Narratives as shown below:

ncy Setup {UserId-}  [Ver.2.00 /Rev.032]

Department Id
|
State: Z
Fa Madam

ORI Number:  EEEEEE]

1 Fonmes

Cl

25

=z P
o lol|e|o|m] s -
Prior § Next § Botm § 150 N gave | wer [ Lookup | Concel | Hotes

Once this tab has been clicked, a drop-down menu will appear displaying alist of narratives.
The only narrative that can be used by your facility is the first one entitled ‘intake form
(rules)’. Thisform isfor facility rules and can be printed for the offender at the time he/she
is booked into your facility. Once this narrative option has been selected, as screen will
appear (as shown below) that allows the user to enter free-text comments, time stamp the
entry, and check the spelling of anything entered.

i SO15 Fie Sbadaas) el alie Fowm fidies flsec il -3 [¥s2ail § Realas) oo .|g| il]
‘Wil corre tothe Arkarsas County dal Az oy Brs ol afe Fouged nthes Taakly you must sbde by the |

Todkd g rdes

1
=
e
E

d

When the user is finished with this section, they must click the ‘ Save’ icon, which will
return them to the Agency Setup screen.

Appriss, Inc.
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Changing the Beginning Booking or Jacket Number

At the bottom of the Agency Setup screen the user will find a box of system numbers. These
are the numbers that your booking system begins numbering with by default for the booking
and jacket numbers. The system is designed to number each offender chronologically as they
are booked in beginning with the number you see in the box. If you wish to have your
booking system start numbering with a different number, this is where you can designate the
start number for booking or jacket numbers. Once the user has typed in the desired start
numbers he/she must click the ‘ Save' icon.

_Ej S0MS For Windows: Agency Setup {User Id - } [¥er.2.00 / Rev.032]

Department Ic: [EEE

; 2in
caunt
ORI Number

System# K

o= T
aEERELEREEE
Top | Prior § Next | Bottom § 00 | gove Hew W Lokup || Cancel | Notes Tuit
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Employee Records

Employee Records is the second section of SOMS-Lite that is only available to users with
Super User authority. To access the Employee Records portion of the booking system,
double-click the * Employee Records' option as highlighted below:

SRS Tow Wisdiosis: Mealer Mend (lises 18- VIRER Ve 200 ise i ]

Book [ Update Inmate
FHalaass Inmata

Master Name

Reporing

Lineup
Agency Setup

Employes Records

Exit S0OMS for Windows

The system takes the user to the Employee Records section, which looks like the following
screenshot:

" DLN .
TFEEMEEEEE
Top Prior Next Bottom. Delete New Lookup Notes Exit

Every person who uses the SOMS-L.ite booking system must have their own login and
password for accountability reasons. Thisis the section where a super user is able to setup
each employee who will be using the booking system with their own login and password.

Appriss, Inc. 6 Version 3.3



SOMS Lite UsersManual—Super Users

Looking at the List of Current Employees
To access the list of employees that are currently setup as individual users on your SOMS-

Lite booking system, ssimply click the ‘lookup’ icon at the bottom of the screen. This will
display the following screen:

. 50MS For Windows: Query Form {User Id - VINE}  [¥er.3.00 /Rev.001]

Search Order

@ Last. First Name
© Officer LD Number

¢ Badge
Dates From: |08/10:2004 !
ates From ~ Social Security Number
© All Active Officers
" Dates Thru: |08/10/2004 ! =
L}

 All Employees

Search Data |

Payroll Major:

Payroll Minor:

Active Only: A

I Parital Match
I™ Include Date Range

Go Main

There are many options for looking up employees. One option allows the user to type into
the ‘search data field’ the last name of the employee they are looking for and clicking the
‘go’ button. The user can also click the ‘all employees button on the right side of the screen
and click the ‘go’ button and the following screen will appear:

&, SDMS For Windows: Query Results [Matches: 2] {User Id - VINE}  [Ver.3.00 / Rev.001]

efr

Certfication Number

Hie Diate: T ermination Dat

Arrisel Sl 0 Biwéeckly S lery: 0

o 0 Skt Position Humb

Bload Ty

Last Hame Fist Hame D# |Badge 55N Race|Se|  DOE Spowe |~

' T [1aiC 181 _
7 |vinE INE INE
U LH

To modify/update/del ete a particular employee’ s record, double click the number next to that
employee’s name. The following screenshot will appear:
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T ORE For Wenilese: Bgdieee OTer  Clbeer Il - wiME}  [er D000 Res0ng]

non FEECINE
e M
S M HHE MO e

To change any of the information double click in the desired box and type in the new
information. When the user is finished modifying/updating the information he/she must
click the ‘ Save’ button at the bottom of the screen. To delete an employee, the user must
first make sure they are in the record of the employee they wish to delete. After this has been
verified, smply click the ‘delete’ button at the bottom of the screen.

Add a New Employee
To add a new employee to the booking system double click the * Employee Records' button
on the main menu as shown below:

GORE Tor W bnabosii: Supales Mien (L 18- VISER  [Ves 200 iisaliit ]

Book [ Updats Inmate
Releasa Inmate
Master Name
Beporting

Lineup

Aoency Setup

Employes Records

Exit S0OMS for Windows
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The systemwill take the user to the Employee Records section, which looks like the
following screenshot:

2] so

The user will then click the ‘New’ button at the bottom of the screen, which will alow you to
fill in any fields of information you wish to keep on your employees. There are some
mandatory fields for setting up a user which include: last name, first name, employee id (4
character login D), and password (any length up to 8 characters). All other fields of
information are optional.

The next step in setting up a new user is setting that user’s security. To do this, click on the
security tab at the top of the screen in the gray bar. The following screen will appear:
£ S0MS Fo Windows: Security Setup {User Id - YINE}  [¥er.3.00 / Rev.001]

User Name: JAIL, JAIL
Password.. JAIL

]
L
L
L
]
]
]
]
]
]
]
]
]
]
]
]
]
]
]
L

When this screen appears, ignor e all of theinformation on it and go directly to the
‘Security’ tab at thetop of the screen in the gray bar. It will bring up a drop-down menu
as shown below:
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Z, SOMS For Windows: Security Setup {User Id - YINE}  [Ver.3.00 / Rev.001]

Leciclps 7
2. Dispatch | CAD G User Name: JAIL, JAIL
3, Jall { Baoking - _ - Password.: JAIL

4 Fatrol

5, Warrants

B. Super User | Administrator
C. REMOVE All Access

Clear &l M Give Al

If you are setting up another Super User you will click on the selection entitled ‘B. Super
User/Administrator’. All other jail personnel will have the security setting of ‘3.
Jail/Booking’. Once you click on the appropriate setting the drop-down menu will disappear.
The user will then click the ‘Main’ button on the bottom right side of the screen. This will
take you back to the following screen:

i SOS For Wandess: ErplopeeDiTioer (Leer 1o - WMER [Wer 280/ Rewns]

Sk [REE e

SR N HE W15

ohe: [T ©L e [ .
r [

Theuser must then click the ‘ Save’ button at the bottom of the screen. To exit this
section click the ‘Exit’ at the bottom of the screen.
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Employee Record Reports

From the following screen the user has the option to access reports on employees in the
booking system by clicking on the ‘Reports' tab at the top of the screen in the gray box and
selecting ‘officer list’:

The system will take the user to the Reports section, which looks like the following
screenshot:

|| 5 50MS For Windows: Employee Lists {User Id - VINE}  [Ver.3.00 / Rev.001]

Repot Siyle

m: [ officer Ic: [ N

i
081072004 ...
08/10/2004 | ...

[ NON Tour

A variety of reports can be run on employees by selecting different options on this screen.
When the user is finished with the report section, click the ‘Exit’ button on the bottom right

of the screen.
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Master Name

The Master Name function allows a user to look up the coreinformation on an inmate
and modify it so that it caries over to each future booking. This function also allows
users to delete a master name when the same offender has two different jacket numbers. To
access this functionality, double-click the ‘Master Name' option as highlighted below:

SIS For Wisdowrr Master e (Usee 520 VINEL  [Wen 08 | Besdiil

Book / Update Inmate

Felease Inmata
Master Name
Reporting
Linsup

Agency Setup

Employes Records

Exit SOMS for Windows

Once this option has been selected, the following screen will be displayed:

T - Azabzgr PlanienFlt Taped  Munskess bl

.....

Click the ‘Lookup’ icon at the bottom of the screen to search for an inmate record. Once the
‘Lookup’ icon has been clicked, the following screen will be displayed:

= [user B0 Wim] (R Aenill

= Last. Fest Name

~ Setis Sacurity Mo
© dstket Nurber
s “""I-  Fopking Mumber
2 " Home Address
[¥akps From:| Bovas | " [iabe G Birlh
e Farst Niama:
™ Decensss)
Go Main I* il Wi

1™ Wahete: Deivks Pangie
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The system defaults to searching by name, however the user can search by any of the options
listed on the right hand side of the screen. Enter the appropriate information in the * Search
Data’ field. Once the search information has been entered, click the *‘Go’ icon. The system
will display alist of matches in a screen like the one shown below:

—r

| T [ W T T [ ul'\ulluln-—l_j
T T |1 T pem mu|

i

Double-click the name of the matching inmate and the system will automatically fill in the
detail screen with the information about the selected offender. The system will display the
following screen:

= U far Windoeec ‘asber Rame Fle Olser 18-} I¥er 008 ) Bew 08N

Any information that needs to be modified can be done at this point by clicking in the field to
be changed and typing in the new information. Remember—this information will
automatically be filled in every time the offender is booked in your jail from this point
on. When the user is finished modifying the record, click the ‘Save' button at the bottom of
the screen.

If the user performs a lookup in the master name section and discovers the inmate they are
looking for has multiple entries in the master name, the user can delete all but one of those
master name files. This will ensure that the correct information isfilled into the biographical
screen every time the offender is booked into your facility. To delete the master name
simply double click on the number next to the record you wish to delete and then click
‘delete’ when the screen above is displayed.
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Reporting

The Reporting function allows a user to run reports provided by the systemon the offender
population at your site as awhole. To run reports on specific offenders the user must follow
adifferent process that will be described below. To access this functionality, double-click
the *Reporting’ option as highlighted below:

SIG bep Wind s Moaster M (Uges B- VISE]L (e 08 [ Rew R

Book ! Update Inmate
Helease Inmata
Master Name
Reporting

Linsup

Agency Setup

Employes Records

Exit SOMS for Windows

Once this option has been selected, the following screen will be displayed:

ST e Wb ol Mg Giber Tal- | [ ) W0 RLIE

A nr
A bkt s e it
Tnewd Sarudy Fapert

Select the desired report by double-clicking it in the list. The system will prompt the user for
the information required to run the report. The system allows the user to print the report to a
printer or to the computer window to view the finished report without actually printing it out.
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To alow the ‘Prescription Roster’ report to run the user must complete the following steps.
When the user double clicks ‘ Prescription Roster’ from the menu above, the following screen
will appear:

W Printer

The user must change all of the defaulted ‘N’ choicesto ‘Y’ and then print to window or to

the printer. If there are not prescriptions set up for the offenders currently booked into your
system, the report will show a blank piece of paper.

Reports on Specific Offenders
To run areport on a specific offender the user must complete the following steps. First,
double click on the *Book/Update Inmate’ button from the main menu as shown below:

SIPE Fep Wind o Macter Merm (Uses B8 - VISE]  [Wer D0 Rew R

Book ! Update Inmate
FRelease Inmate
Master Name
Feporting

Linsup

Agency Setup

Employes Records

Exit SOMS for Windows
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The user must then C|ICk the * Lookup’ button at shown below:

sesale (kv -} fescamn ) eecamnl

-‘n—qh -

le-n.u-

The following Search screen will be displayed:

e S0 bt Wadews: Query Fomm fUser W - ¥ISE) [Wer 2l 1 fEvoari m

Search Order

& Last. Frst Nama
Search Data J © Goekal Security Kumbar
_ r First Name
e - ma{.
pates From: [ [L] e e
™ 1 InJail By Infake Date
il © 2 In Jail By Last, First
v il Oy |7 © 8 In ail By Coll Hame

A Lact 7 Davs InfOut

I Dlabs OF Hirth fuzs fem dotef

[ Priflied Mol
[ Inclede IstaknfRalcnsa Date Aanga

The system defaults to searching by name, however the user can search by any of the options
listed on the right hand side of the screen. Enter the gppropriate information in the ‘ Search
Data’ field. Once the search information has been entered, click the ‘Go’ icon. The system
will return alist of matching inmate records as shown below:

i lpms | Pmiel .-.E? e

ll-l ll'n:' |"u- J_-:.-:»o.: 1] AT A |
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Highlighting the number next to the desired inmate record will prompt the system to display
more identifying information about the inmate in the top of the screen as shown in the
screenshot below:

whakn T W1 11 Flabasaas Tinaac T = Gp
Srgad Syt Husnkey TME-CHINN -J-Hl-i."lh T Chaalighys 2|
iranSashan [ -

A cokig Hunsm: 104 —_—
Tl Boad
Chosrga B SAE] - RGARGSSTED RIEAERY [TYPE-F)
Bore 1000 Boned Tpps SE LLUAED

o Erafe 162000 e Trwe 000
LT et

Fat Howre:

e .'.IE'

Double-clicking the inmate name in the list will open the Biographical screen of the inmate's
record where specific reports can be run. To run these reports click on the ‘Reports' tab
followed by the ‘Inmate Forms' tab in the gray bar at the top of the screen below:

-
REHT - Dut _.!J
=FAnais -'l:'IIJIl-lI o R t W Heini T - ven T
"Cya - Hinimn - *Hesincho: [l #cueed. [ =i [l

(Fakmanv: e e e e e [
l
Jll.l I'HI-I-

Thiswill give the user alist of possible reports that can be run on the specific offender the

user looked up. When the user is finished, smply click the ‘Quit’ button at the bottom right
hand side of the screen.
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