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[bookmark: _Toc236634352]INTRODUCTION
[bookmark: _Toc231124051][bookmark: _Toc231554660][bookmark: _Toc236634353]Purpose of this document

The purpose of this manual is to provide information to the PRISM user community regarding how to navigate throughout and utilize the functions of PRISM 3.0.  Specifically, the main objectives of this user manual are:

1. Describe how to File Case for a client
2. Describe how to add or edit Criminal History.
3. Describe how to record details of Diagnostic Interview
4. Describe how to generate and print reports and forms in PRISM.
5. Manage Initial Case Release process in PRISM 3.0.
[bookmark: _Toc236634354]About this Manual

This manual is developed on the assumption that the user would have a basic understanding on how to operate in a Windows environment.  If the user does not have a basic Windows understanding, it is recommended that training in this area occur before the user attempts to use PRISM.

Throughout the manual, the user will see notes as illustrated below:

Note: These notes are used to explain the functionality of a particular function in detail and used to describe how a function might interact with other functions.  The notes also provide suggestions to help the PRISM user perform his/her job in a more efficient manner.
[bookmark: _Toc236634355]Prism Overview

PRISM is a web based system and is developed to become the enterprise wide case management tool for the District of Columbia Pretrial Services Agency.  The current release of PRISM, PRISM 3.0, which this user manual covers, can be used as enhancement to PRISM 2.0. 

All of PRISM 3.0, whose subsystems are listed below, has been enhanced in PRISM 3.0. 

1. CF-Case Filing
2. CH-Criminal History List
3. DI- Diagnostic Interview
4. PSR – Pretrial Services Reports
5. ICR-Initial Case Release



[bookmark: _Toc236634356]Prism Workflow



Through Diagnostic Process Screen (DPS), user can add Case Filing. User can then add Criminal History or Juvenile Criminal History through links on DPS. User can navigate to Diagnostic Interview module and subsequently Initial Case Release module to enter desired information. User can navigate to Pretrial Services Report (PSR) module and can generate desired Reports.
[bookmark: _Toc236634357]Helpdesk Information

The user has two options if they ever encounter problems or have questions regarding the system.  If it is a question, which requires prompt assistance, the user is advised to call the PSA Help Desk at (202) 585-7930.  Questions may also be directed via email to the PSA Help Desk.

[bookmark: _Toc231124057][bookmark: _Toc231554666][bookmark: _SYSTEM_LOGIN][bookmark: _Toc236634358]SYSTEM LOGIN

Purpose: The purpose of the System Login screen is to allow the users to sign on to PRISM using their assigned user name and valid password.

[bookmark: _System_Login_Procedure][bookmark: _Toc236634359]System Login Procedure

PRISM is a web-based system, which is developed to become the enterprise wide case management tool for the District of Columbia Pretrial Services Agency.  The current release of PRISM, PRISM 3.0, which this release covers, will be used as enhancement to PRISM 2.X. Only Diagnostic Interview Module from 2.X is within the scope of PRISM 3.0. 

Following sub-modules within Diagnostic Interview Module of 2.X has been enhanced in PRISM 3.0

1. Case Filing (CF) 
2. Criminal History (CH)
3. Diagnostic Interview (DI)
4. Pretrial Services Report (PSR)
5. Initial Case Release (ICR)

Criminal History module crosses over from the Diagnostic Functions into the Supervision functions. In Diagnostic Interview process, the Criminal History details are verified and entered (as needed) before client interview is conducted.
[bookmark: _Toc231124058][bookmark: _Toc231554667][bookmark: _Toc236634360]PRISM Workflow

Logging into PRISM is a two-step process consisting of the following:

Step 1:  Launch the PRISM application
Step 2:  Log into PRISM

Step 1- Launch the Application:

To launch the PRISM application, open Microsoft Internet Explorer 7.0 from your desktop computer.  Type the following URL in the address field and press enter: http://psawebdocs/PrismScripts/logon.asp








The PRISM Login screen will appear as shown in the figure below:


[bookmark: _Toc514752188][bookmark: _Toc516042447]
PRISM Login Screen


Step 2 - Login to PRISM:

In the User ID field of the login screen as shown in the figure above, enter your User ID.  The User ID usually consists of the user’s last name and first initial (i.e. SmithJ).  Users are initially assigned temporary passwords.  In the Password field, enter your temporary password.  If you have not been assigned or forgotten your User ID and/or Password, please contact the PSA Help Desk at (202) 585-7930.  

After successfully logging into PRISM, you will be prompted to reset your individual password. Type in your new password in the New Password field and re-enter the new password in the Confirm New Password field.  Note that the password chosen must be at least 8 alphanumeric characters in length. Click on the  button. The next time you log in, use your User ID and the new password you have chosen.

Note:  Access to PRISM is user based. Not every user has access to every menu. A user must contact a supervisor or administration in order to obtain access to a menu they do not have rights to access.











[bookmark: _Toc234748011][bookmark: _Select_Client][bookmark: _Toc236634361]Select Client

The Find Client screen will appear as illustrated in the figure below:


Default Screen

Once logged into PRISM, you will find the navigation menu on the far left and the “Find Client” screen on the right. User can search a client by using PDID number.  New cases can be entered through the ‘Add Client’ functionality of PRISM 2.X. After selecting client, through this page, user can click on the ‘Diagnostic Processing Screen’ link to navigate to PRISM 3.0 modules.






[bookmark: _Toc231554669]
[bookmark: _Toc236634362]NAVIGATION BAR

Purpose: The purpose of the Navigation Bar as illustrated in the figure below is to provide the user with a menu, which will allow access to all modules of PRISM 3.0 to which the user has access.
[bookmark: _Toc516042449]             


Navigation Menu

Listed below are menus and navigation locations of the modules, which are enhanced in PRISM3.0 

Enhanced Functions:

There are five major functionalities implemented in Prism 3.0	


· Case Filing 
· Criminal History
· Diagnostic Interview		
· Pretrial Services Report
· Initial Case Release
[bookmark: _Navigate_to_Diagnostic][bookmark: _Toc236634363]Navigate to Diagnostic Processing Screen

User can navigate to different parts of the application and access PRISM 3.0 functionalities from ‘Diagnostic Processing Screen’. Scroll mouse over Diagnostic menu and click on “Diagnostic Processing Screen” from the drop down menu. 

[bookmark: _Toc236634364]Search on the Diagnostic Processing Screen

User can search for existing lockups through this page using available search criteria’s. Search criteria which appears with “*”, such as Lockup Type, Lockup Date, is mandatory and is required to be filled to perform search.



Search for desired record. User can search for different lock up types as displayed on the screenshot below.


User can search for different ID Type as shown on the snapshot below.



[bookmark: _Toc236634365]Navigate through Status Indicators

Lower section of the Diagnostic Processing Screen displays search results. It contains Status Indicator, which is a visual indicator that enables users to quick track the status of each part of the record.



User can navigate to specific modules of PRISM 3.0 by clicking on the status indicator hyperlink as shown on the picture above.

CF: Case Filing
CH: Criminal History
JUV: Juvenile Criminal History
INT: Diagnostic Interview
PSR: Pretrial Services Report
IR: Initial Case Release

Font color of the status indicator changes depending on status of the process. In general, ‘Red’ means details have not been entered, ‘Blue’ means details have been entered i.e. record is complete, ‘Green’ means it has been approved. Status indicators typically go from Red to Blue to Green. Some modules may directly go from Red to Green.

· The CF indicator turns from Red to Green once the case filing process is completed.  
· The CH indicator goes from Red to Blue when the user completes the criminal history record.  The CH indicator goes from Blue to Green when the supervisor approves the criminal history record.
· The JUV indicator goes from Red to Blue when the user completes the JUV record.  The JUV goes from Blue to Green when the supervisor approves the JUV record. 
· The INT indicator goes from Red to Blue when an interview record is completed for the defendant.  It goes from Blue to Green when the interview data is posted to PRISM.
· The PSR indicator goes from Red to Blue once the PSR is completed.  It goes from Blue to Green once the PSR is approved.

· The IR indicator goes from Red to Green when the Initial Release record for the defendant is completed.














[bookmark: _Toc236634366]BUTTONS, LINKS & COMMON FUNCTIONS

[bookmark: _Toc231554670]New buttons and new links appear for the PRISM 3.0 application. Functionalities of those new buttons and links are described in this section.

[bookmark: _Toc236634367]Add
The Add <action> link such as  is used to add a record or additional information to a record. 

[bookmark: _Toc231554671][bookmark: _Toc236634368]Expand

The  button is used on application to expand a subsection on any page. System displays additional summary of a subsection through this button.

[bookmark: _Toc231554672][bookmark: _Toc236634369]Collapse

[bookmark: _Toc231554673]The  button is used to collapse detail of a subsection. System hides additional summary of a subsection when user clicks this button.

[bookmark: _Toc236634370]View

The  link or  button is used to view details of any record. Through this link, which is available on summary page, user navigates to detail page and can view or edit details of the record.

[bookmark: _Toc231554674][bookmark: _Toc236634371]Scroll Page

The  can be used to scroll through pages of any section or sub-section on the application.

[bookmark: _Toc231554675][bookmark: _Toc236634372]Select Page size

The select page size  button is used to specify number of records to be displayed on any page.

[bookmark: _Toc231554676][bookmark: _Toc236634373]Show Records Checkbox 

[bookmark: _Toc231554677]The show record  checkbox is to let user conditionally see or not see related records. For example when checkbox:  is checked, system displays ICH Records. When  is not checked, system does not display, ICH Records.
[bookmark: _Toc236634374]Edit 

The edit    button on the application is used to edit information.

[bookmark: _Toc231554678][bookmark: _Toc236634375]Update
The update  button is used to update specified information.

[bookmark: _Toc231554679][bookmark: _Toc236634376]Delete
The Delete  button is used to delete record and  button is used to remove a subsection from a record. Once deleted, the information will not be available to the user.

[bookmark: _Toc231554680][bookmark: _Toc236634377]Next

The  button is used to navigate to next tab or next section inside a module.

[bookmark: _Toc231554681][bookmark: _Toc236634378]Back

The  button is used to navigate to previous tab or previous section inside a module

[bookmark: _Toc231554682][bookmark: _Toc236634379]Print Report

The button is used to generate a report within the report parameter screen.  This button will return the report to the user.



[bookmark: _Toc231554683][bookmark: _Toc236634380]Cancel
The Cancel  button will clear what the user has just typed prior to saving.  If the record has already been saved, the Cancel button will not clear the screen, but will return the user to the previous List screen.

[bookmark: _Toc231554684][bookmark: _Toc236634381]Copy	

The Copy   button copies the data from the record selected to a new record onto the associated Form screen.  This function would be used if new data to be added in similar format to an existing record, and only minor over-typing would be needed.  To copy the data from the List view, click the  button next to the record, which has the same type of data to be added.  A Form screen will be presented.  The contents will be pre-populated with the record selected on the Copy line.  Overtype the field that is different.  In order to save this new record, at least one of the fields from the new-copied record must be changed.

[bookmark: _Toc231554685][bookmark: _Toc236634382]Finish

The  button saves the record to the database and usually returns the user to the screen where they came where the user will see the new record added.  

[bookmark: _Toc231554686][bookmark: _Toc236634383]Search

The   button is used when the user is performing a filtered search.  To filter a list, the user selects the appropriate filters and clicks on the Search button.  A list meeting the criterion/criteria entered will be presented.

[bookmark: _Toc231554687][bookmark: _Toc236634384]Calendar
The Calendar   button is located next to all fields that require the user to enter a date.  Once the user clicks on the Calendar button, a calendar screen is presented and the date can be entered by clicking on the day, month and year of the desired date. Similarly, clock button is used for entering time information.

[bookmark: _Toc231554688][bookmark: _Toc236634385]Co-Defendent icon

To indicate co-defendant on a case the codefendant icon  is used by system to display on summary page. 

[bookmark: _Toc231554689][bookmark: _Toc236634386]Messages
The Messages  button appears on the header record for every defendant. If there are undelivered messages associated with the client, the button will be highlighted in yellow.

[bookmark: _Toc231554691][bookmark: _Toc236634387]Seal Case
 The Seal Case  button is used to seal a case. Sealed cases, appears on the summary page with  icon if any of the defendant’s information has been sealed. 

[bookmark: _Toc231554692][bookmark: _Toc236634388]Suppress

When a case is suppressed through detail page, the suppress  icon appears on the 

[bookmark: _Toc231554693][bookmark: _Toc236634389]Exit Case
[bookmark: _Toc231554694]The exit button such as  is used to exit out of detail screen to summary screen ‘without saving the changes’.
[bookmark: _Toc236634390]Status Indicators

Follow steps mentioned in Navigate to Diagnostic Processing Screen section and search desired record. 

· Lower section of the Diagnostic Processing Screen displays search results. It contains Status Indicator, which is a visual indicator that enables users to quick track the status of each part of the record.
· User can navigate to specific modules by clicking on the status indicator hyperlink as shown on the picture.

CF: Case Filing
CH: Criminal History
JUV: Juvenile Criminal History
INT: Diagnostic Interview
PSR: Pretrial Services Report
IR: Initial Case Release

Font color of the status indicator changes depending on status of the process. In general, ‘Red’ means details have not been entered, ‘Blue’ means details have been entered i.e. record is complete, ‘Green’ means it has been approved. Status indicators typically go from Red to Blue to Green. Some modules may directly go from Red to Green.
 
· The CF indicator turns from Red to Green once the case filing process is completed.  
· The CH indicator goes from Red to Blue when the user completes the criminal history record.  The CH indicator goes from Blue to Green when the supervisor approves the criminal history record.
· The JUV indicator goes from Red to Blue when the user completes the JUV record.  The JUV goes from Blue to Green when the supervisor approves the JUV record. 
· The INT indicator will go from Red to Blue when an interview record is completed for the defendant.  It goes from Blue to Green when the interview data is posted to PRISM.
· The PSR indicator goes from Red to Blue once the PSR has been completed.  It goes from Blue to Green once the PSR is approved.
· The IR indicator will go from Red to Green when the Initial Release record for the defendant has been completed.

[bookmark: _Toc236634391]Mandatory Field / Section

Any field appears with * is a mandatory field and needs to be filled. Record cannot be saved unless all mandatory fields are filled in any detail page. For example, 

 

· If a section header appears with * on any page, the section needs to be filled. Record cannot be saved unless mandatory section(s) is (are) filled.


[bookmark: _Toc236634392]Corroboration

PSO collects information during the course of an interview. Details of the data elements collected by PSO are provided to the Agency through Corroboration Information pop-up window. These elements are consistent with those currently required within PRISM 2.X and have been included within this process to ensure backward compatibility between the PRISM 3.0 and PRISM 2.X system.

Corroboration window pops-up when user clicks on  button. This button is available on Diagnostic Interview Module, on the following tabs: Address, Employment, and Education. User can enter Corroboration Information on the following pop-up window:

 

Click on  systems displays Corroboration detail page as shown below, for user to enter information.



· User can edit  or delete existing corroboration information.
 











[bookmark: _Toc234748021][bookmark: _Toc236634393]Business Rules

Many fields in PRISM modules are driven by business rules. Business rules dictate to the user what information is required or not required based upon the type of entry being made. Often, these business rules may prompt the user to add information to fields that were not originally mandatory (denoted by bold face type and have an *). The specific entry may change the required information. Appropriate table driven error messaging have been incorporated in Prism 3.0 

[bookmark: _Toc234748022][bookmark: _Toc236634394]Modification Summary

Some modules in PRISM allow a user to view a Modification Summary of data that has been entered / altered. The Modification Summary screen displays a summary of all of the changes and alterations made to the record selected. To view the modification summary for a particular record, a user must be in the form screen for the record and hyperlink on the text that appears at the top of the screen as illustrated below: 



Modification Summary hyperlink











When user clicks the “Last Updated by..”hyperlink, the Modification Summary screen pops up as illustrated in the screenshot below: 



Modification Summary Screen























[bookmark: _Toc236634395]CASE FILING
[bookmark: _Toc236634396]Overview
A lockup lists and case assignment process has been developed in PRISM 3.0.  Existing data from Metropolitan Police Department (MPD) via CJIS are downloaded (when available) to create a diagnostic processing screen for the various case types processed in the Court Services Branch, including U.S. Lockup, District Court, DC/Traffic and Grand Jury Original.
U.S. lockup cases are typically those individuals arrested by the Metropolitan Police Department for felony and misdemeanor charges and are prosecuted by the U.S. Attorney’s Office in the D.C. Superior Court.  
District Court cases are typically investigated by federal law enforcement officials (e.g., FBI, DEA) and suspects can be arrested by either federal law enforcement or the Metropolitan Police Department.  Typically, these individuals are processed by the U.S. Marshals Services and appear in federal court although they may be processed by the Metropolitan Police Department and arraigned in Superior Court and then turned over to the District Court.
DC/Traffic cases include violations of the District of Columbia statute, such as drinking in public, panhandling, or disorderly conduct, or traffic offenses, including driving under the influence, and are prosecuted by the Office of the Attorney General for the District of Columbia in D.C. Superior Court.   
Grand Jury Original cases are those presented to a grand jury that determine whether there is enough evidence to return an indictment before an individual is arrested for the charge.  In some instances, the indicted individual voluntarily surrenders and reports to the Pretrial Services Agency (PSA) so that a pretrial services investigation can be conducted and a report prepared.  In other instances, the indicted individual is arrested and processed. 
This section describes the diagnostic processing screens and functionality for each lockup list type (i.e., U.S. Lockup, District Court, DC/Traffic and Grand Jury Original). Some fields in the legacy system have been eliminated and some information (e.g. last interview, criminal history record) will pre-populate the new case if a defendant is already known to PSA.  This will streamline and reduce data entry requirements. The changes as incorporated in PRISM 3.0 will also allow PSA to better track case assignments in real time in view of its 24/7 operation. The purpose of the diagnostic process screen is to provide a centralized searchable location where defendants on the various lockup lists are presented in a single screen and to provide the following capabilities:   

a. Identify defendants already known to PSA.
b. Assign work (e.g., juvenile record checks, criminal histories, interviews) to PSOs logged into the system.
c. Create case labels to be printed for a selected defendant(s).
d. Capture and print available historical interview information into an interview instrument for the selected defendant(s).
e. Obtain a quick status on a case (i.e., case filing, criminal history, juvenile record check, interview, drug test, PSR, and initial case release). 
f. No paper a case.
g. Approve Adult and Juvenile Criminal History records.
h. Indicate that a case has been turned over to another judge and will not be presented in the arraignment court. 
i. Approve Pretrial Services Reports.
The general workflow of the diagnostic process screen is as follows:
a. MPD adds arrestees to the CJIS Lockup List (or the user adds arrestees to the PRISM lockup list). 
b. PRISM periodically downloads the CJIS Lockup List and updates its own internal Lockup List which in turn feeds the diagnostic processing screen. The interface program relies solely upon a PDID match to tie a MPD arrestee to a PRISM defendant. If a match is not made, the arrestee is added to prism as a new defendant using the data supplied from MPD: MPD Arrest Name, Race and DOB. If a match is found, the information from PRISM (including the last interview and the criminal history data) is populated into the current case.
Once an arrestee is matched to a PRISM defendant, the interface will store the defendant’s PRISM ID with the arrestee information from MPD to PRISM’s lockup list. This will enable the system to consolidate into a single record both arrest data (e.g. Arrest Name) from MPD and any existing defendant data (e.g. PRISM Name, interview, criminal history) found in PRISM.
To help facilitate better quality assurance the system will generate an exception report whenever an arrestee matches multiple PRISM defendants or when an arrestee is added as a new defendant in PRISM. PSOs should use this report to verify that the interface process has successfully matched an arrestee to a PRISM client. PSOs should then email corrections and/or client consolidations to the PSA Helpdesk for investigation and resolution.
c. Users can enter pertinent data into a lockup detail screen to add arrestees to a lockup list.  PRISM will establish a new case and a Case Filing association that maps the Lockup record to the created New Case[footnoteRef:1]. [1:  PRISM will also create an internal criminal history record for a person whenever that person appears in a lockup list. CJIS will update the criminal history record as downloads occur.  ] 


The case filing module has been re-designed and new functionality created in a lockup detail screen so that defendants can be manually added to the diagnostic process screen.  The logic are also drilled down to display defendant specific data for each defendant on the various lockup lists, including features for users to add defendants to the lockup lists, delete defendants, and close out and/or consolidate defendants who appear on more than one list.
The case filing module has also been streamlined and reorganized to rely heavily on downloaded data from CJIS.   This section also describes the case filing functionality including the functionality to populate the case filing from data collected in the diagnostic process screens and the functionality to add charges and cases.    
Because a defendant’s charge(s) from today will serve as the basis for a defendant’s prior record tomorrow, features are developed in the case filing module so that data collected from today’s charge will automatically be stored in PRISM as part of a defendant’s prior record.  Court case information (i.e., docket number, charge, papering decision), on today’s charge will be updated via the CourtView interface to the internal criminal history record.  This will verify that PRISM has a complete record of a defendant’s criminal history if the defendant is re-arrested and processed by PSA in the future.
[bookmark: _Toc236634397]Navigate to Case Filing Module

Login to Prism Application as described on section 2.0 Login to PRISM.
Follow the steps described on section 2.2 Select Client to find and select a client inside PRISM application.
Navigate to the Diagnostic Processing Screen as described on section: 3.1 Navigate to Diagnostic Processing Screen

[bookmark: _Toc236634398]Search on Diagnostic Processing Screen


Follow the steps in section 3.2 On Diagnostic Processing Screen, use search criteria’s and obtain the desired search result on Results frame on bottom of the page.

· Search criteria’s appear as shown on the picture. Search can be performed for the following Lockup Types: “US Lockup, DC Code / Traffic, District Court, Grand Jury Originals”.
· For Lockup Type: “Citation” extra search criteria: “Appearance Date” appears on the screen.
· Lockup Type and Lock up Dates appears with * and are needed to perform the search.









[bookmark: _Toc236634399]Status Indicators for Case Filing

· Status indicators: ‘CF’, ‘CH’, ‘JUV’, ‘INT’, ‘PSR’, ‘IR’ appear for all lockup Types except ‘Citation’. 
· Status Indicator: ‘CF’, ‘CH’, ‘JUV’, ‘PSR’, ‘IR’ appear for Lock up Type: Citation. 

1. User can navigate to ‘Case Filing’ page by clicking on status indicator: CF 
1. User can navigate to Criminal History Page by clicking on status indicator CH or JUV

1. Similarly user can navigate to Initial Case Release page by clicking on status Indicator IR

Status Indicators changes colors from ‘Red’ to ‘Green’ after Case filing is successfully completed.

[bookmark: _Actions_on_the][bookmark: _Toc236634400]Actions on the Diagnostic Processing Screen

[bookmark: _Toc231124062][bookmark: _Toc231554696]The Following actions can be selected and executed from Diagnostic Processing Screen: 
1. Assign To Me : Assigns  PSO to self
1. Assign to a PSO: Pops up a new window to select and assign a PSO
1. Approve Criminal History: Approves Criminal History of selected Case(s) 
1. Approve Juvenile History: Approves Juvenile History of selected Case(s)
1. No Paper Case: Updated Disposition to No Paper Charges for selected Case(s)
1. TOT Case: Updates Disposition of selected case to “Transferred Over To”)
1. Approve PSR
1. Print Interview Instruments 
1. Generate District Court Interview Instruments
(10) Generate Superior Court Interview Instruments 
Please refer to section: Execute Action from Diagnostic Processing Screen for descriptions on how to execute Action.



[bookmark: _Toc236634401]How to add a Lockup?

a. Search for defendant:

Follow the steps on Section 3.1 Navigate to Diagnostic Processing Screen and use the available search parameters on Look up List Detail page to find the desired record on Diagnostic Processing Screen.

b. Click on ‘Add Lockup’: 
· Follow the steps on Section 3.1 Navigate to Diagnostic Processing Screen and  On Diagnostic Processing Screen, inside ‘RESULTS’ frame, click on “Add Lockup” link
c. Select Lockup Type:
  
· On Lock up list detail page, following Lock up Types can be entered. ‘US Lockup’, ‘DC Code/ Traffic’, ‘District Court’, ‘Grand Jury Originals’, ‘Citation’. These types can be selected from ‘Lockup Type’ drop down list inside “Arrest Information” subsection.


· For Lockup Type: ‘Citation’ system displays an extra sub-section, “Citation Information” along with “Arrest Information” and “Arrest Charges” for user to enter citation information.

d. Add Lockup details:

· On “Lockup List Detail” page, inside “Defendant Information” frame, key-in “ID Value and click on ‘Search’ button to find desired defendant information.










e. Add Charges: 

· Fill up ‘Arrest Information’.

·  Lockup Type: ‘US Lockup’ (Other suggested value during User Test: ‘US Lockup’, ‘DC Code/ Traffic’, ‘District Court’, ‘Grand Jury Originals’). If there is a co-defendant, fill up that information.

· Arrest charge(s) is a mandatory sub-section on this page. User needs to fill up Charge field in this sub-section.






· When Lockup Type: ‘Citation’ is selected, system displays extra sub-section, “Citation Information” along with “Arrest Information” and “Arrest Charges” for user to enter citation information as shown below.

· Enter the information and click on Finish button to navigate to Diagnostic Processing Screen.




[bookmark: _Toc236634402]How to Add Paper Charges through “CF”?

a. Navigation to Case Filing Screen

Click on ‘CF’ Indicator on Diagnostic Processing Screen


b. Review Case Filing Screen



c. Add /Edit Case Details

· Click on Edit (Pencil) icon to edit the case details





d. Enter Case detail:


· Enter Case Details such as File Date/Docket Type/Docket Number











e. Save / Update the Case





f. Expand the Case


g. Add Paper Charges



h. Select Paper Charges 



Select Papered Charges from the dropdown. RA Charge Category will be populated based on Papered Charges Selected

i. Save the Record: Click on Insert to save the record






[bookmark: _Execute_Actions_on][bookmark: _Toc236634403]Execute Actions on Diagnostic Processing Screen

· In the example shown on the picture, user selects a record, selects “No Paper Case” from the Action drop down list and 
clicks on the  (go to) button
· Execute Action: To execute an action from Diagnostic Processing Screen, user needs to select record(s), select desired Action from drop down list and click on  button.


[bookmark: _Toc228625398][bookmark: _Toc228625399]




· System pops up confirmation message that the Action is completed successfully.




[bookmark: _Toc236634404]TOT Case
[bookmark: _Toc236634405]File a “Transfer Over To” Case


· To file “TOT Case” (Transfer Over To) from Case Filing screen click on TOT Case button. 
· Please note that TOT Case and No Paper Case buttons are enabled for case, which is already saved earlier. 





[bookmark: _Toc236634406]View TOT Disposition

The Case shows up in ‘Criminal History – Closed Cases’ section. To view, go to Diagnostic Processing screen, and click on ‘CH’ indicator (for Criminal History Section) Expand the record to see the Disposition.



[bookmark: _Toc236634407]TOT Case Rule

TOT Case can NOT be executed when there are multiple cases associated with the same lock up number.

[bookmark: _Toc236634408]No Paper Case

[bookmark: _Toc236634409]How to File a “No Paper Case”

To file “No Paper Case” from Case Filing screen click on ‘No Paper Case’ button. Please note that TOT Case and No Paper Case buttons are enabled for case, which is saved earlier. 



· Click on ‘No Paper Case’ from Case Filing Screen



[bookmark: _Toc236634410]View “No Paper Case” disposition

· The Case shows up in ‘Criminal History – Closed Cases’ section. To view, go to Diagnostic Processing screen, and click on ‘CH’ indicator (for Criminal History Section). Expand the record to see the Disposition.




[bookmark: _Toc236634411]NO Paper Case Rule 

“No Paper Case” action cannot be executed when there are multiple cases associated with the same lock up number.
· As shown in the picture ‘No Paper’ button gets disabled when another case under the same Lockup is already papered.






· Example of ‘No Paper Case Rule’: On Diagnostic Processing Screen, select a case as shown on the picture (by clicking on Checkbox) and select option ‘No Paper a Case’ from Action dropdown list and click on go button.



· It should not allow you to ‘No Paper Case’ since already a case under the same lockup has been No Papered.



[bookmark: _Toc236634412]Case Filing List
[bookmark: _Toc236634413]Navigating to Case Filing Screen

· Click on Case Diagnostic menu, click on ‘Case Filing’ from the drop down list.







[bookmark: _Toc236634414]How to Add Case?


· Click on “Add Case” link on Case Filing Screen to add case.




[bookmark: _Toc236634415]Enter Case Details


· Enter Case Details on the when detail window is displayed and click on Insert button.








[bookmark: _Toc236634416]Save Case


· Click on Finish button to save the record.




[bookmark: _Toc236634417]View Sibling Cases Filed on Same Lockup

· [bookmark: _Toc228625403][bookmark: _Toc228628548]Navigate to ‘Case Filing List’ page to see case filed against selected defendant.
·  If multiple cases are filed, on same Lockup then, system displays all sibling cases. User needs to click the glass (view) button by the side of one case. 

· Click on view (glass) button on right hand side of Lock up No which is same for multiple records on the page.

· System displays sibling cases filed on the same Lockup No: 1




[bookmark: _Toc236634418]Review CF Status Indicator 

· Note: Status Indicator for Case Filing (CF) is Green when Case Filing is approved.





· Status Indicator for Case Filing(CF) is Red when Case Filing is ‘To Do






[bookmark: _Toc236634419]Deleting inside Case Filing
[bookmark: _Toc236634420]Delete a Lock up

· Click on ‘View’ icon on an existing Lockup to go to Lockup Detail Screen





· ‘Delete’ button is at bottom left corner of Lockup Detail Screen.
· Click on ‘View’ icon on an existing Lockup to go to Lockup Detail Screen

· When the pop up dialogue box appears, clicking on ‘OK’ will delete the Lockup. If you are not sure then, please click on the “Cancel” button.




[bookmark: _Toc236634421]Delete Arrest Charges

In Arrest Charges Section, click on ‘Delete’ icon as shown on the picture. The record is marked as ‘Deleted’ and Status Indicators are grayed out.






[bookmark: _Toc236634422]Delete a Case

· Navigate to Case Filing screen by choosing dropdown list from Diagnostic menu.
· Click on Delete (Trash) icon which appears by the desired record.




[bookmark: _Toc236634423]Delete Paper Charges

· Navigate to Case Filing Screen. Click on ‘>’ to expand desired case and then click on ‘Delete’ icon.




[bookmark: _Toc231124068][bookmark: _Toc231554703][bookmark: _Toc236634424]CRIMINAL HISTORY
[bookmark: _Toc236634425]Overview

Prior to conducting a Pretrial Services Report (PSR) interview with a defendant, a Pretrial Services Officer (PSO) or Assistant Pretrial Services Officer (APSO) conducts an investigation into the defendant’s criminal history.  This investigation may take place the same day or on a prior day/evening by a PSO or APSO who is preparing a case file for defendants who are scheduled to appear for arraignment the next business day.  Having a complete criminal history record check available prior to the interview affords the PSO or APSO an opportunity to clarify any questions and/or discrepancies between information collected during the investigation and information disclosed by the defendant during the interview
The Prior Criminal Records process area includes the examination and documentation of a defendant’s prior criminal record.  This process includes the entry or update of the defendant’s criminal record history in PRISM. The defendant’s complete prior criminal history (internal and external cases) must be validated and then entered into PRISM in cases when the defendant is not known to PSA. If the defendant is already known to PSA, prior criminal records must be updated, if necessary, and any new arrests and/or dispositions since the defendant last had contact with PSA must be added. Efforts have been made to streamline the data collection and entry processes aimed to reduce the time needed to complete criminal history records.  Diagram below identifies the process of updating a defendant’s prior criminal record. 
	


	


However, as shown in the Diagram the criminal records module has been reorganized to include Adult Criminal History, which includes both internal and external adult criminal convictions, No Dispositions, which include internal and external arrests with no dispositions, and Juvenile Criminal History. All records within each section will be stored chronologically by date of arrest/file date. 
The Superior Court CourtView interface automatically populates internal criminal history records in PRISM.  As such, many of the data requirements for internal criminal history records remain. The following process describes the data entry requirements relying on a Criminal History List Screen, which gives users a summary presentation of the defendants’ entire criminal record in PRISM.  It includes first the Adult Criminal History (both internal and external), followed by No Disposition cases, Juvenile criminal records, and record checks, in chronological order with the most recent file date listed first.  From this list, users can add internal or external criminal records, and add criminal records for no disposition cases and juvenile cases.  The Criminal History Record Check records criminal record check entries made by staff.

Criminal History module crosses over from the Diagnostic Functions into the Supervision functions. In Diagnostic Interview process, the Criminal History details are verified and entered (as needed) before client interview is conducted.


[bookmark: _Toc231124070][bookmark: _Toc231554705][bookmark: _Toc236634426]Navigate to Criminal History List

Login to Prism Application as described on section 2.0 Login to PRISM.
Follow the steps described on section 2.2 Select Client to find and select a client inside PRISM application.
Navigate to the Diagnostic Processing Screen as described on section: 3.1 Navigate to Diagnostic Processing Screen



· Click on Criminal History from drop down menu under Diagnostic.

















· User can navigate to Criminal History List module from Diagnostic Processing Screen by clicking on “CH” or “JUV” under status indicators of desired record as shown on the snapshot.










[bookmark: _Toc236634427]Adult Criminal History 

Adult Criminal History comprises of both Internal and External Criminal History records as shown on the picture below.


Any Adult Criminal History record of a client, whose Jurisdiction is outside Washington DC and which is in any of the following status, is stored in the system as ‘External Criminal History’ record.

Following are four sub sections within Adult Criminal History

1) ‘Pending Cases’ (For detail description, please refer to section: Adult Criminal History-Pending Cases)
2) ‘Post Sentencing Supervision Cases’ (For detail description, please refer to section Adult Criminal History-Post Sentencing Supervision Cases)
3) ‘Closed Case (Convictions and Non-Convictions)’ - For detail description, please refer to section: Adult Criminal History-Closed Cases
4) Dispositions Unknown- (For detail description, please refer to section Adult Criminal History-Dispositions Unknown)

Any Adult Criminal History record whose jurisdiction is within Washington DC, with any of the above status, which is not an External Criminal History, is stored as ‘Internal Criminal History’

By default, all Internal and External Criminal Records are displayed inside Adult Criminal History section. The records appear under the above listed sub-sections depending on the case-status.
Adult Criminal History section is used to manage Internal Criminal History, External Criminal History and Disposition Unknown cases.
· By default, the section shows summary of Adult Criminal History Records. The hide detail  button, which is located on left hand side top corner on the section, can be used if user does not want to see the section. Similarly, if user wants to see the summary records in the section then user can click on show detail  button. 
· User can click on  button to expand a record.
· When a record is expanded inside “Pending Cases” section, (i) Charges, (ii) Release Information and (iii) Appearance Information are displayed by the system. 
· “Charges” summary section appears inside the following section: “Post Sentencing Supervision Cases”, “Closed Cases” and “DC Juvenile Adjudication” section. 
· The following links and check boxes appear on title bar of the section. Based on the checkboxes user can selectively see records on the page. User can add internal, external criminal history or Dispositions Unknown cases.
 On the title bar of the section, the check boxes and Add<action> links appear as shown in this picture. By checking the boxes user can selectively see ICH / ECH records in the section.

[bookmark: _Toc236634428]Display ICH Records

Checkmark ‘Show ICH Record’ and uncheck ‘Show ECH Records’ as displayed on this picture:   

System refreshes page and then, displays only ICH records on the page, inside Adult Criminal History section.

[bookmark: _Toc236634429]Display ECH Records

Checkmark ‘Show ECH Record’ and uncheck ‘Show ICH Records’ as displayed on this picture: 

System refreshes page and then, displays only ECH records on the page, inside Adult Criminal History section. 

[bookmark: _Toc236634430]Add / Edit Internal Criminal History (ICH)



· On ‘Adult Criminal History’ bar, click on the  link




· Add ICH   link leads to Internal Criminal History Page where user can add details and save record.  By clicking on  button by side of any record whose jurisdiction is ‘Washington DC’, user can also navigate to the Internal Criminal History Detail page and edit existing record. The page consists of the following subsections: (i) Case Information, (ii) Charge Information (iii) Appearance Information (IV) Notification Information (v) Warrant Information (vi) Supervision and Compliance Information. Disposition Detail. Mandatory fields appear on the page with * needs to be filled up in Case Information subsection.
[bookmark: _Toc236634431]Add / Edit Case Information of ICH

· Case Information section appears on top of ICH detail page. User can insert values in the fields on new ICH record or can Edit Case Information of the ICH record. Mandatory fields appear with * are required to be filled up.
Supervisor or Administrator can use an extra checkbox field:  in this section. 
By default, Fingerprint Match is set to, “Yes”. When user clicks on “No” radio button, systems populates the following comments, “PSA’s investigation provided the above criminal history information for a person matching the defendant’s description.  PSA cannot conclude that this criminal history record is for the defendant without a fingerprint confirmation.”    

[bookmark: _Toc236634432]Add / Edit Charge Information of ICH


· User can enter or edit Charge Information through this section. 
· When user clicks on  button on the section systems displays fields for user to enter information.



To edit a charge user can use edit   button. To delete charge information user can use, delete  button that appear by the side of desired charge information.


[bookmark: _Toc236634433]Add / Edit Disposition of ICH

To add Case Disposition Information on existing charge, user needs to click on   button of desired charge to expand it. 
Then, click on  link to add disposition through the Case Disposition Information subsection as shown on the picture.
If there is no existing charge, user needs to add a charge first then expand the charge to add disposition.
User can edit desired disposition by expanding the charge and then by clicking on edit  button on the desired disposition. After editing the values on desired fields, user can click on  button.  It saves the updated disposition information temporarily. All the information is saved to the database through finish with case   button on bottom of the page.
[bookmark: _Toc236634434]Add / Edit Appearance Information of ICH



· Appearance Information can be entered through this section. 
· User can add Appearance information or edit /update existing appearance information through this section.
· On previously saved ICH record, last updated information is populated in this section.

[bookmark: _Toc236634435]Add / Edit Notification Information of ICH


· If there is a Notification Information for the ICH record then, it can be viewed through this section.



[bookmark: _Toc236634436]Add / Edit Warrant Information of ICH


· Warrant Information for the ICH record can be entered, edited or updated through this section. Previously saved warrant information can be viewed through this section. 




· Click on  link inside Warrant Information Section.





[bookmark: _Toc236634437]Add / Edit Supervision and Compliance Information of ICH


Supervision and compliance information can be entered or edited through this section.  

[bookmark: _Toc236634438]Delete ICH

Users with appropriate privilege can delete a case through  button that appears on bottom of the ICH detail page. This functionality is restricted to Supervisors and PRISM Administrators.

[bookmark: _Toc236634439]Seal ICH 
User can seal case through this  button, which appears on bottom of ICH detail page. It links to ‘Seal Module’ for user to seal the case.

[bookmark: _Toc236634440]Complete Case
ICH record indicates as Completed when  checkbox is checked.

[bookmark: _Toc236634441]Suppress Case

The criminal history record will not appear on printed Criminal History Reports and Pretrial Services Reports when  box is checked; the criminal history record will appear on printed Diagnostic Reports when unchecked. The field is unchecked by default, enabling the record to appear on reports.
Only Supervisors and PRISM Administrators can modify this field’s state.

[bookmark: _Toc236634442]Finish with ICH Case
This command saves the current ICH records and all associate child records to the database.

[bookmark: _Toc236634443]Exit Case

This command brings the user back to the Criminal History List screen without saving any of the screen’s contents to the database.
This command notifies the user that the screen’s contents have changed if the screen has been modified, and proceeding should not save the changes to the database. This command does nothing if the user decides not to proceed. This command brings the user back to the Criminal History List screen without saving any of the screen’s contents to the database, if the user elects to proceed.
[bookmark: _Toc234748039][bookmark: _Toc236634444]Add / Edit External Criminal History

External Criminal History is part of Adult Criminal History for the cases whose jurisdiction is outside of Washington DC. External Criminal History can be added through,  link, which appears on top right hand side of “Adult Criminal History” bar. Existing External Criminal History can be viewed or edited through,  link, which appears, by the side of desired External Criminal History.

· When “External Criminal History Detail’ page is accessed through the link mentioned, the following sections appear on the page(i) “Case Information”, (ii) “Charge Information”, (iii) “Warrant Information”, (iv) “Supervision & Compliance Information”
· When existing ECH record is viewed, system displays, last updated by and last updated date hyperlink. 
· All fields appears with * needs to be filled in order to successfully finish the record. Fingerprint is defaulted to “Yes”.  When user checks the field as “No”, system populates the following comments: “PSA’s investigation provided the above criminal history information for a person matching the defendant’s description.  PSA cannot conclude that this criminal history record is for the defendant without a fingerprint confirmation.”
· ECH record will be indicated as Completed when the checkbox is selected. 
· The criminal history record will not appear on printed Criminal History Reports and Pretrial Services Reports when  checkbox is checked; the criminal history record will appear on printed Diagnostic Reports when unchecked. The field is unchecked by default, enabling the record to appear on reports. Suppressed = Do not print on any reports. Hence, if checked, the record will be suppressed. If unchecked, the record is not suppressed. Only Supervisors and PRISM Administrators can modify this field’s state.

[bookmark: OLE_LINK1][bookmark: OLE_LINK2][bookmark: _Toc236634445]Add / Edit Charge Information of ECH

· Inside “Charge Information” section of External Criminal History page, up to 5 charges can be inserted.

· Risk Assessment Category is auto populated by system depending on the “Charge”

[bookmark: _Toc236634446]Add / Edit Warrant Information of ECH

User can enter related information inside Warrant Information.  When user clicks on   or 
edit  warrant button, system displays warrant detail page.






· User can add, edit or update warrant detail through the Warrant Information section as shown on the picture.













Extraditable Warrant:


When  check box is checked inside warrant detail, the warrant is considered as extraditable. When unchecked, it is considered non-extraditable.


· Inside Supervision and Compliance Information section, user can enter related information.
· Default value for “Currently Supervised” is “No”
· When “Currently Supervised” is Yes,  user can enter the following fields in the section: Supervision Type, PO Name, PO Phone Number, Compliance
[bookmark: _Toc236634447]Save ECH
· When user clicks on  button, it saves the screen’s current contents to the database, including the warrant information, which may need to be added, updated, or deleted. It clears the screen of its current content once the screen’s contents are saved to the database so that users can enter a new record.

[bookmark: _Toc236634448]Delete ECH

The  button deletes the case and all associated records. This functionality is restricted to Supervisors and PRISM Administrators.

[bookmark: _Toc236634449]Exit from ECH Detail page
When user clicks on button, it brings the user back to the Criminal History List screen without saving any of the screen’s contents to the database if the screen has not been modified. If the screen has been modified, this command notifies the user that the screen’s contents have changed, and proceeding will not save the changes to the database. This command does nothing if the user decides not to proceed. If the user elects to proceed, this command brings the user back to the Criminal History List screen without saving any of the screen’s contents to the database.

[bookmark: _Adult_Criminal_History-Pending][bookmark: _Toc236634450]Adult Criminal History-Pending Cases

· Internal and External Criminal History record appear inside, Pending Cases” section whose status is any of the following, “Open”, “Open on Appeal”, “Open Pending Grand Jury Action”, “Open Pending Voluntary Surrender”.

[bookmark: _Adult_Criminal_History-Closed][bookmark: _Toc236634451]Adult Criminal History-Closed Cases

· Criminal History with “Closed and Complete” status will appear inside “Closed Cases (Conviction and Non-Convictions)” section.
· Cases cannot be “closed and complete” if there is any pending (future) appearance Date or outstanding Bench Warrant. 

[bookmark: _Adult_Criminal_History-Post][bookmark: _Toc236634452]Adult Criminal History-Post Sentencing Supervision Cases

Case with “Closed and Complete” status, which has data inside “Supervision & Compliance Information” subsection, will appear under” Post Sentencing Supervision Cases” section on “Criminal History List” page.



[bookmark: _Toc234748040][bookmark: _Adult_Criminal_History-Dispositions][bookmark: _Toc236634453]Adult Criminal History-Dispositions Unknown


 
Add / Edit Dispositions Unknown: On “Adult Criminal History” frame, when user clicks on  link or  link inside Disposition Unknown  Section, by side of a record, system displays, “Disposition Unknown Detail” page for user to enter or edit related information.

Add Arrest to Disposition Unknown Case: User can click on  link to enter charge information. Charge is a free text field. 
· System displays ‘Modification Summary Information’ hyperlink, on existing record while viewing ND record. 
· Arrest information can be edited, updated or deleted.
Save Disposition Unknown: Through  button user can save the screen’s current contents to the database. The system clears the screen once the screen’s current contents are saved to the database so that users can enter dispositions for another state.
Exit Disposition: When user clicks on button, it brings the user back to the Criminal History List screen without saving any of the screen’s contents to the database if the screen has not been modified. This command notifies the user that the screen’s contents have changed if the screen has been modified, and proceeding should not save the changes to the database. This command should do nothing if the user decides not to proceed. This command should bring the user back to the Criminal History List screen without saving any of the screen’s contents to the database if the user elects to proceed.

[bookmark: _Toc236634454]Moving ICH/ECH from ‘Pending Cases’ to ‘Closed Cases’

Pending ICH and ECH records are displayed on the Criminal History List page, under ‘Pending Cases’ sub-section. 
Pre-condition: Case needs to have a disposition to be able to close.

· Click on  link by the side of an ICH or ECH record.








· On Internal or External Criminal History Detail page, change the Court case status to ‘Closed Complete’












· Click on  button.

System validates edited information on the ICH or ECH detail page. When there is no error, system saves the information in to the database. If there is any error, user can fix that and then click on the  button again. After saving the record, click on button to return to Criminal History List Page.

The Closed record will be displayed inside the sub-section: ‘Closed Cases (Convictions and Non-Convictions)’




[bookmark: _Toc236634455]Moving ICH/ECH from “Pending” to ‘Post Sentencing Supervision Cases’

Following steps can be used to move ICH or ECH records to Post Sentencing Supervision Cases. 

· Navigate to Criminal History List page. Click on  button by the side of desired Internal or External Criminal History record, which is in inside “Pending Cases” frame.
· Change the Case Status to ‘Closed’


· Change ‘Currently Supervised’ to ‘Yes’ and enter other details Supervision and Compliance Information






·  Case will show up on Criminal History List page inside Post Sentencing Supervision Cases





[bookmark: _Toc234748044][bookmark: _Toc236634456]DC Juvenile Adjudication


· User can view or edit DC Juvenile Adjudications information in this section by navigating to Diagnostic Processing Screen and by clicking on status indicator “JUV”.
 










[bookmark: _Toc236634457]View Charge

On the Criminal History List page, when user clicks on expand  button, system will display charge summary and collapse button as displayed on the picture to hide the charge summary.


[bookmark: _Toc236634458]Suppress Printing of Juvenile Records

If   button is checked, defendant’s Juvenile adjudications will not be printed on any Diagnostic Reports; when unchecked, they will print on all Diagnostic Reports. This box is checked by default so that the user must choose to enable printing. This command appears in the section header. 
This functionality is available only to Supervisors and PRISM Administrators.

· Scroll down the Criminal History List page to view “Select DC Juvenile Adjudications” section.
 



[bookmark: _Toc236634459]Add / Edit DC Juvenile History Record

User can add Juvenile Criminal History of client whose jurisdiction is Washington DC. 
Juvenile Criminal History logged through this section for jurisdiction outside Washington DC does not appear in this section. 
· Juvenile Criminal History detail page can be accessed from Criminal History list page through   link or be edited through  link, which appears by existing JCH record.


· Modification Summary hyperlink (“Last Updated by” hyperlink) appears while user edits JCH detail page.
User is required to fill the fields which appear with * in order to successfully save the JCH record.Enter related Juvenile information inside Juvenile History Record page.
· On Source field, any value can be selected as shown in the picture.










[bookmark: _Toc236634460]Enter / Edit Juvenile Charge Information

Enter Juvenile Charge Information in the Charge Information section. Up to 5 charges can be added to a DC Juvenile case.





[bookmark: _Toc236634461]Add / Edit Warrant Information on JCH Detail page








· Enter Warrant Information and click on insert.
· Existing Warrant information can be edited and updated through this section.






[bookmark: _Toc236634462]Supervision and Compliance Information on JCH



[bookmark: _Toc236634463]Save Juvenile Criminal History Details

Click on  button, which appears on bottom of the page. System validates information entered on the page. System saves the information when there is no validation error

[bookmark: _Toc236634464]Delete Juvenile Criminal History Record
· Inside DC Juvenile Criminal History detail page click on  to delete desired record. Command is available to only supervisor or PRISM Administrator.
[bookmark: _Toc236634465]Save JCH Record:

·  Checkbox on JCH record indicates as Completed when the checkbox is selected.
· The criminal history record does not appear on printed Criminal History Reports and Pretrial Services Reports when  Checkbox is checked; the criminal history record appears on printed Diagnostic Reports when unchecked. The field is unchecked by default, enabling the record to appear on reports. Suppressed = Do not print on any reports. Hence, if checked, the record will be suppressed. If unchecked, the record is not suppressed. Only Supervisors and PRISM Administrators can modify this field’s state. 

[bookmark: _Toc236634466]Exit from Juvenile Criminal History Detail page

The  brings the user back to the Criminal History List screen without saving any of the screen’s contents to the database if the screen has not been modified. It notifies the user that the screen’s contents have changed. If the screen is modified then proceeding will not save the user’s changes to the database. This command does nothing if the user decides not to proceed. This command should bring the user back to the Criminal History List screen without saving any of the screen’s contents to the database if the user elects to proceed.
[bookmark: _Toc234748045][bookmark: _Toc236634467]Criminal History Record Check
· “Criminal History Record Check” section appears on bottom of “Criminal History List” page.
· User can hide  details of this section or opt to show detail  on the page. 
[bookmark: _Toc236634468]Add / Edit Criminal History Record Check Detail

· User can navigate to “Criminal History Record Check Detail” page through  or through link that appears by CHRC record.
Modification summary appears as a hyperlink with ‘Last updated by’ and ‘Last Updated date’ hyperlink.
Inside Criminal History Record Check grid, user can enter the following information: 
(i) Review Date / Time: Read-only field defaults to the current date/time when the record is saved. This field’s value cannot be changed once a record check has been completed.
(ii)  Reviewer: Read-only field should default to the current user. This field’s value cannot be changed once a record check has been completed.
(iii) Record Check Reason: Mandatory field. Field values consist of the following: Arrest History Report, Criminal History Report, Compliance Review, PSR, Juvenile Record, Other 
(iv) FBI Number, which is mandatory field.
(v) Query Mode: Mandatory field. Field values consist of the following:
a) QH (general query of NCIC/III)QH/QR (detailed search of NCIC/III records)
b) JUV (detailed search of JUSTIS/CourtView)
Note: The parenthesis values should not appear in the list.  Note: This field is referred to as QH/QR in PRISM 2.x.
(vi) Juvenile X-Ref Number is free text field
(vii) Other State IDs free text field
(viii) Status: Mandatory field. Field values consist of the following:
c) Completed - NCIC filed
d) Completed - NCIC not filed
e) Incomplete - NCIC filed
f) Incomplete - NCIC not filed
g) Completed - Juvenile Record
h) Incomplete - Juvenile Record
(ix) Incomplete Reason: It is conditional field. When status is Incomplete, this field must be filled up.
(x) Requesting Official: Mandatory field. Field values consist of the following: PSO, Judge
(xi) Requesting Official Name: Auto-complete field based on “Requesting Official” 
Which contains list of all PRISM PSOs, list of all PRISM judges, and list of all PRISM Assistant PSOs? The Requesting Official Name defaults to the current user if the Requesting Official is a PSO.

(xii) Identity Flag: It is a check box. When checked this flag notifies the users that there is an identity issue with this defendant.
(xiii) Comments: Displays, collects and store comments.
(xiv) Review Outcome: Dropdown list contains values: Field values consist of the following: Record(s) Updated, No Records Updated

[bookmark: _Toc236634469]Save Criminal History Record Check Detail

· The  button on Criminal History Record Check Detail page saves the screen’s current contents to the database and brings the user back to the Criminal History List screen.

[bookmark: _Toc236634470]Exit from Criminal History Record Check Detail page

· The  button brings the user back to the Criminal History List screen without saving any of the screen’s contents to the database if the screen has not been modified.
This command notifies the user that the screen’s contents have changed if the screen has been modified, and proceeding should not save the user’s changes to the database. This command does nothing if the user decides not to proceed. This command brings the user back to the Criminal History List screen without saving any of the screen’s contents to the database if the user elects to proceed.


[bookmark: _Toc236634471]Approve Criminal History

Following steps can be used to approve Criminal History Record. Navigate to Diagnostic Processing Screen page.

· Scroll mouse over Diagnostic menu and click on ‘Diagnostic Processing Screen’ from drop down menu












· Select desired record





· Choose “Approve Criminal History” from the drop down action list. Click on go  button.



· System displays the following dialogue box







· Font Color of Status Indicator-CH turns to green.

[bookmark: _Toc231316655][bookmark: _Toc236634472]DIAGNOSTIC INTERVIEW
[bookmark: _Toc236634473]Overview
Pretrial Services Officers (PSOS) interview defendants in the Superior Court and District Court cellblocks, over phone or in person before their court appearances.  Prior to that interview, PSA performs a series of preparatory activities known as “pre-interview case planning.”  Some of the activities include collecting relevant defendant identifiers (such as PDID Number and FBI Number), preparing case folders, reviewing PSA existing records, and conducting criminal record checks leading to the interview of the defendant and the verification processes that follow. Following represents the key process areas related to the diagnostic interview process.

During the interview process, the PSO performs the following actions:

· Identifies the defendant
· Verifies PDID Number
· Reads interview notice
· Obtains general background information.(e.g., marital status, family ties)
· Obtains address, employment and education information
· Obtains health and substance use information
· Obtains self-reported arrests and convictions, including active supervision information (Pretrial/Probation Officer (PO) name, jurisdiction, and phone number)

The information recorded during the interview will replace the interview jacket. The interview requirements are categorized into the following groups: 

· Arrest Information (carried over from the Diagnostic Processing Screen)
· Interview Information
· General Background Information (e.g., other names used by the defendant, DOB, Gender, Place of Birth, Race, Heritage, Marital Status, Dependents )
· Address Information (primary, secondary and mailing)
· Employment Information
· Education Information
· Substance Use Information
· Health Information
· References/Associates Information
· Criminal History Information

The existing interview instrument does not provide the PSO with any information that may be known about the defendant (e.g., address, employment).  A significant number of defendants in the daily lock-up have a prior arrest history and contact with PSA.  As such, the proposed new requirements will provide for a more efficient utilization of existing PRISM data by pre-populating this information in the interview instrument.  It is anticipated that this new functionality will reduce the amount of time taken by PSA when collecting information from the defendant during the interview. If this interview is the defendant’s first encounter with PSA, a new interview record for the defendant will be created based on the interview results. Diagnostic Interview Module in PRISM 3.0 is developed to manage the process described above. 
[bookmark: _Toc234748048][bookmark: _Toc236634474]Diagnostic Processing Screen

The steps to login to PRISM are described in Section 2.0. 

· Login as a specific PSO, Supervisor or Administrator by selecting appropriate value from drop down list to demo/test the authorization capabilities of the PRISM 3.0 application. Select a client as described in section 2.2

· For navigating to the Diagnostic Processing Screen are described in Section 3.1 .Choose “Diagnostic Processing Screen” from Diagnostic menu.








[bookmark: _Toc234748049][bookmark: _Toc236634475]Search desired record on Diagnostic Processing Screen

Through Diagnostic Processing Screen user can perform search, add lockup, view lock up list detail and perform desired action.  

Search Desired Record:  On Diagnostic Processing Screen, use search criteria and obtain the desired result on results section of the screen.


· Search criteria’s appear as shown below for the following Lockup Types: “US Lockup”
· Lockup Type and Lock up Dates are needed to perform the search. Users are encouraged to Search for ID Type: PDID

The Following actions can be selected and executed from Diagnostic Processing Screen: DI related actions are, 
(i) Generate District Court Interview Instrument
(ii) Generate Superior Court Interview Instrument
(iii) Print Interview Instrument
Please refer to next section: Execute Action from Diagnostic Processing Screen for descriptions on how to execute Action.
[bookmark: _Toc229557976][bookmark: _Toc234748050][bookmark: _Toc236634476]Execute Action from Diagnostic Processing Screen


Execute Action: To execute an action from Diagnostic Processing Screen, user needs to select record(s), select desired Action from drop down list and click on arrow  button.
 In the example below user selects a record, selects “Generate District Court Interview Instrument” from the Action drop down list and 
clicks on the arrow  button
 
System pops up confirmation message that the Action is completed successfully.

Font color of status indicator, “INT”, changes to blue.



[bookmark: _HOW_TO_NAVIGATE][bookmark: _Toc234748051][bookmark: _Toc236634477]Navigate to Diagnostic Interview Module through Status Indicator: INT

As described in the previous section, on Diagnostic Processing screen, execute action and then click on the   button of desired case. 



.
· System will display District Court Interview Page, if the action performed was “Generate District Court Interview Instrument”. 



· Similarly, system will display, “Superior Court Interview Page” if the action performed was, “Generate Superior Court Interview Instrument”.











· When user clicks on  button on any tab or  button on Summary tab, systems displays “Client Interview List” Page which is described in the next section.

[bookmark: _Toc229557978][bookmark: _Toc234748052][bookmark: _Toc236634478]Links and Buttons on Client Interview List page

· Edit  button which appears by side of any record can be used to edit the information.
· Delete  button is available for Supervisors and Administrators by the side of any record to delete the record completely.




 
· Records on Client Interview List page can be sorted by “Interview Date/Time”, “Interviewer Name”, “No Interview Reason”.


· Page size can be adjusted.



·  Under “Interviewed” column  if  a record is marked as  then “No Interview Reason” will be displayed by the system.



[bookmark: _Toc236634479]District Court Interview

[bookmark: _Toc236634480]Generate District Court Interview Instrument

“District Court Interview” page can be accessed from Diagnostic Processing screen as mentioned in ‘NAVIGATE TO DIAGNOSTIC INTERVIEW MODULE’ section
It can be accessed from “Client Interview List” page by clicking on edit  button by the side of existing record.


· Select desired record











· Status Indicator: ‘INT’ is for Diagnostic Interview. It goes from Red to Blue when an interview record is completed for the defendant.  It goes from Blue to Green when the interview data is posted to PRISM.


· Click on the Action dropdown list.

· ‘Generate District Court Interview Instrument’ and ‘Generate Superior Court Interview Instruments’  and ‘Print Interview Instruments’ are related to Diagnostic Interview

· Select “Generate District Court Interview Instrument.”



· System displays the following dialogue box






[bookmark: _Toc236634481]District Court Interview Wizard

· After successfully executing action: ‘Generate District Court Interview Instrument’ click on status indicator ‘INT’
· 


District Court Interview Wizard appears as shown on the picture.
The District Court Interview page consists of the following tabs: 

(i) Arrest
(ii) Interview
(iii) General Background
(iv) Address
(v) Employment
(vi) Education
(vii) Substance Use
(viii) Health
(ix) Criminal History
(x) References/Associates
(xi) Summary
[bookmark: _Toc236634482]Buttons on District Court Interview Wizard

· Each tab contains “Completed”  button. Clicking on that command performs validation on the data entered within that tab and notified user on possible errors with the data entered in that tab. User is not permitted to move to another tab until all the data elements pass validation.

· If user clicks on the   button, the entire system exits the entire Interview Form without saving any information in the database.

· On Summary tab Finish  button appears. Clicking on this button validates that the interview tabs have been successfully completed. If any have not, the system prompts the user to complete the tab and bring the user back to that tab. If all the tabs have been completed, the system saves the interview into the Diagnostic Interview tables, and then begins the process of updating the PRISM Supervision tables based upon data from the Diagnostic Interview. 
· User is needs to fill up fields which appear with * as they are required fields.
·  Modification summary appears on top of the page as a string stating ‘Last Updated By’ along with last updated date. If user wants to see modifications history, user can click on the Last Updated by link to see Modification Summary page.
[bookmark: _Toc229557980][bookmark: _Toc234748054][bookmark: _Toc236634483]District Court Interview-Arrest tab

· Arrest tab displays defendant’s recent photo if available, Lockup Date, Defendant’s Arrest Name, PSA Primary ID, Last Updated, Arrest Date/Time, Arrest Number, Arrest Charges .

· After viewing, the information on the tab user can click on  tab to go to next tab.








[bookmark: _Toc229557981][bookmark: _Toc234748055][bookmark: _Toc236634484]District Court Interview – Interview tab


· “Interviewer Name” defaults to current user on first entry.

· “Consent Given” Tracks whether defendant grants permission for the interview to occur.  Field values consist of the following value: “Yes”, “No”. If no consent is given then “no interview” will be automatically checked. “Declined” is checked as No Interview Reason.

· User needs to click on “Completed” button and pass validations of all the data elements in order to go to next tab.



[bookmark: _Toc234748056][bookmark: _Toc236634485]District Court Interview - General Background tab 



· If the defendant answers any question in this section, the declined  button cannot be checked. If declined is checked, the user will not be able to complete the fields in this section.  

· ‘Country of Citizenship’ and ‘Status in the US’ fields is required when Country of Citizenship is not US. 
· [bookmark: _Toc229557983]‘Destination’ is required if Travel Plan is selected as ‘Yes’.

[bookmark: _Toc234748057][bookmark: _Toc236634486]District Court Interview – Address tab

Using a grid, the system presents users with a list of all the defendant’s current addresses.
· The system enables users to add  , edit  , or delete  any number of addresses for a defendant.
· Users must select one and only one of the addresses as being the defendant’s Primary Address. All the other addresses in the grid must be flagged as Additional Address. An address cannot be both Primary and Additional. It is either one or the other.

· Users must select at least one but no more than two of the addresses as being a Mailing Address. An address cannot be a Mailing Address without also being a Primary or Additional address. A Mailing Address must also be a fixed address.
[bookmark: _Toc236634487]Add / Edit Address Details

· When user clicks on  or edit  address button on Address tab, system displays Address Detail page as shown on the picture. User can enter information and save it through  or   button respectively.
·  If the defendant answers any question in this section, the declined  button cannot be checked if declined is checked, the user will not be able to complete the fields in this section.
· User needs to fill up fields which appear with * as those are required field. If City is Washington DC then, Direction or Quadrant needs to be filled. After Inserting or Updating Address information, user can click on “Completed” button on the Address tab to validate the data entered in the tab to go to next tab.



[bookmark: _Toc229557984][bookmark: _Toc234748058][bookmark: _Toc236634488]District Court Interview –Employment tab

· Employment Tab has 3 sections: Primary Employment, Secondary Employment and Military Services
· If the defendant answers any question in this section, the declined button cannot be checked.
· If declined  is checked, user can not complete the fields in this section

· If Employment status is selected as ‘Unemployed’, then the following fields will be disabled.
[bookmark: _Toc236634489]Add / Edit Primary Employment Information

· Salary, Employer Name, Street Address, Suite No, City, State, Country, Employer Telephone, Supervisor Name, Can Contact, Occupation, Full-time or Part-time
· “Still Current” field is Mandatory if employment information has been pre-populated from PRISM.  Values consist of the following: Yes, No. If an employment record has been pre-populated and the user select Still Current = No then the Employer Name, Building Number, Street Name, Street Type, Direction/Quadrant, Unit Type, Unit Number, City, state, Country and Postal Code fields should be blanked out to allow for easy entry.

[bookmark: _Toc236634490]Add / Edit Secondary Employment Information

· Other Means of Legal Support” field is mandatory if Unemployed.
· “Employer Name” is mandatory if employed. 
· “Can Contact Supervisor” field is mandatory is Supervisor Name is entered.


[bookmark: _Toc236634491]Add / Edit Military Service Information

· Current Military Services, Previous Military Service, Source, Obtained by are mandatory fields.
· Military Branch is mandatory when Current or Previous Military Service is selected as Yes.






[bookmark: _Toc229557985][bookmark: _Toc234748059][bookmark: OLE_LINK3][bookmark: OLE_LINK4][bookmark: _Toc236634492]District Court Interview –Education tab
User can enter Education information through this tab. 
Enrolled in School field is Mandatory and values consist of the following: Yes, No
The following fields are mandatory if Enrolled in School = Yes
· F/T or P/T
· School Name
· Can Contact
· School City
· School State
· School Country
If Enrolled in School = No then system disables the following fields:
· F/T or P/T
· School Name
· Can Contact
· School City
· School State
· School Country

[bookmark: _Toc234748060][bookmark: _Toc236634493]District Court Interview -Substance Use tab

· User can enter Substance use related information in this tab. 
· System displays Drug Test result on this page.












[bookmark: _Toc229557987][bookmark: _Toc234748061][bookmark: _Toc236634494]District Court Interview –Health tab

User can enter defendant’s Physical and Mental health information in this tab.

· If the defendant answers any question in this section, the declined  button cannot be checked.









· If declined is checked, the user will not be able to complete the fields in this section. In Health tab user can enter Physical and Mental health of the defendant.
· On Physical Health section, if Taking medication = yes, track medication name and purpose.
· If Treatment for a Psychological/Emotional Problem = Yes. Determine: Duration and Provider
· If Serious Thoughts to Harm Self = Yes then “When” field is required
· User needs to click on “Completed” button after entering necessary information, pass through validations to go to next tab.

[bookmark: _Toc234748062][bookmark: _Toc236634495]District Court Interview - Criminal History tab


· The Criminal History section is composed of a sub-section: Last Record Check information.
· Thehyperlinks to Criminal History Module where user can view Criminal History of the defendant.

















· On Criminal History List Web Page Dialogue, user needs to click on  to close that page and come back to Criminal History tab. 

· User needs to click on “Completed” button on the tab to pass-through validations to go to next tab.









[bookmark: _Toc229557989][bookmark: _Toc234748063][bookmark: _Toc236634496]District Court Interview - References/Associates tab


· User can view, enter, edit or delete Reference / Associate Information on this tab
· Detail screen to enter Reference / Associate Information appears when user clicks on    or   button by existing Reference / Associate record.

· After entering References/Associates information, click on  button on bottom of the tab to navigate to next tab.




[bookmark: _Toc229557990][bookmark: _Toc234748064][bookmark: _Toc236634497]District Court Interview –Summary tab



· The system displays a summary of information based upon the previous tab data entries. This tab will allow users to verify updates to the PRISM Supervision table before they are made by the application.

.

· Edit command is provided for each tab’s data on Summary tab.  On click, the user is transferred to the selected to tab to update data.
Click on  button by the side of any section if need to edit the information



· After reviewing, the data click on ‘Finish’ button on bottom of the page to save the data. Clicking on the  button will validate that the interview tabs have been successfully completed. If a tab is not completed, the system prompts the user to complete the tab and bring the user back to that tab. If all the tabs are completed, the system will save the interview into the database.
· System displays a dialogue message confirming the data is saved to database.




· When user clicks on  command system exits the entire Interview Form without saving any changes to the database. User is directed to either the Diagnostic Interview List screen or the Diagnostic Processing Screen.

[bookmark: _Toc229557991][bookmark: _Toc234748065][bookmark: _Toc236634498]Print Interview Instrument

District Court Interview Instrument can be printed after saving defendant’s District Court Interview as described in the above sub-sections 8.2.1 through 8.2.18.

· On Diagnostic Processing Screen user can select a record, which has a valid client interview record and execute, “Print Interview Instrument” action. 






· From Action Drop down list, select ‘Print Interview Instrument’












· Click on  button to execute desired action. System generates District Court Interview Form




. 






The Interview Form printouts the defendant’s PRISM Criminal History information as it appears on the Criminal History List Screen. It contains the following information:

Header Information– 
· PSA Primary ID
· PRISM Name

In Footer –
· Date interview printed
· Page # of ## Pages
“District Court Instrument”







[bookmark: _Toc236634499]Save / Print Interview form


· After following steps described in sub-section 8.2.1 through section subsection 8.2.20, user can use save  button to download copy of the Interview form which is generated as PDF file to his/her computer. 
· Using the print  button, user can print interview form. User can use the buttons available on the PDF file to use desired features such as find, enlarge the file etc.  








[bookmark: _Toc236634500]Superior Court Interview

[bookmark: _Toc236634501]Navigate to Superior Court Interview Wizard

Follow the steps as described on ‘Section 2.0 and Navigate to Diagnostic Processing Screen’. 


 


· Search for desired record









· Checkmark desired record and select the record.





· Select Action: ‘Generate Superior Court Interview Instrument from the dropdown list.














· Click on  button and execute the action.







· System displays the dialogue box as shown in the picture.
· After successfully executing action: ‘Generate Superior Court Interview 




· Click on status indicator : INT






· System displays Superior Court Interview wizard as shown on the picture.














[bookmark: _Toc236634502]Superior Court Interview Wizard

System displays Superior Court Interview page with the following tabs: 

(i) Arrest
(ii) Interview 
(iii) General Background
(iv) Address
(v) Employment
(vi) Education
(vii) Substance Use
(viii) Health
(ix) Criminal History
(x)  Reference / Associate
(xi) [bookmark: _Toc229557993]Summary

[bookmark: _Toc236634503]Save / Exit buttons on Superior Court Interview Wizard

·  button to perform validations on the data entered within the tab and will notify users of any possible errors with the data entered on the tab. User will not be permitted to move to another tab until all the data elements pass validation. After entering information in each tab, click on  button on bottom of the tab to navigate to next tab.

· Clicking on  command will exit the entire Interview Form without saving any changes to the database. User is directed to either the Diagnostic Interview List screen (if that is where user came from) or the Diagnostic Processing Screen (if that is where user came from).any of the tab’s data has been altered by the user, the system prompt the user to confirm the decision to exit without saving changes before proceeding. If the user elects to proceed, the system should function described above. If the user decides not to proceed, then this command does not do anything.





[bookmark: _Toc234748067][bookmark: _Toc236634504]Superior Court Interview- Arrest tab


Arrest tab displays: 
· Defendant’s recent photo if available
· Lockup Date
· Defendant’s Arrest Name
· PSA Primary ID
· Last Updated
· Arrest Date/Time
· Arrest Number and Arrest Charges 
· After viewing the information on this tab user can click on  tab to go to next tab.





[bookmark: _Toc229557994][bookmark: _Toc234748068][bookmark: _Toc236634505]Superior Court Interview – Interview tab



· On Interview tab as displayed on the picture Interviewer Name is defaulted to current user.
· “Wrist Band Reviewed/PDID Match” field indicates that the PDID number on the defendant’s wristband was compared with the PDID on the Interview Form to determine whether it is a match. 









[bookmark: _Toc234748069][bookmark: _Toc236634506]Superior Court Interview - General Background Information tab


· Through this tab user can enter or edit general background information of defendant as shown on the picture.
· Unless  box is checked, user can enter or edit General Background Information. If the defendant answers any question in this section, the declined button cannot be checked. If declined is checked, the user will not be able to complete the fields in this section.
· City field exhibit auto-complete functionality that provides the user with a list of possible city/state/country combinations that match what the user is typing as he or she types. If a user selects one of the combinations, then the city, state and country fields all populate with the user-selected combination

· User needs to click on “Completed” button on the page and pass through validations of all data elements in order to go to next tab.

[bookmark: _Toc229557996][bookmark: _Toc234748070][bookmark: _Toc236634507]Superior Court Interview – Address tab

The system present users with a list of all the defendant’s current addresses on this tab. Address information can be viewed, added, edited or deleted through this tab.



Business Rules: Users must select one and only one of the addresses as being the defendant’s Primary Address. All the other addresses in the grid are flagged as Additional Address.
· An address cannot be both Primary and Additional. It is either one or the other.
· Users must select at least one but no more than two of the addresses as being a Mailing Address. An address cannot be a Mailing Address without also being a Primary or Additional address. A Mailing Address must also be a fixed address.

 Address Details:


· Address Details page can be accessed through Add Address link or edit address link, which appears, by the side of any address record.
· If Address has been pre-populated and the user select ‘Still Current’ = No, then the Building Number, Street Name, Street Type, Direction/Quadrant, Unit Type, Unit Number, City, state, Country and Postal Code fields should be blanked out to allow for easy entry.
· User needs to enter all fields which appear with * as those are mandatory fields.
· Source is a mandatory field. If user selects Source as “Other”, system displays a new field to capture source information.
· USPS Validated field is displayed to show an Address has been validated by the USPS Verification Service. When user clicks on Completed button on this tab, a trigger in the back-end validates the entered address. 
· If the address has been validated, the system selects the “Yes” and displays the message, “Address has been validated with USPS and saved to the database". If the entered address fails validation for any reason, the system selects ‘No’ and display the message that the entered address failed validation. Additionally, system displays the message to save the address as is and proceeds or return to the screen to edit the address before continuing.











[bookmark: _Toc229557997][bookmark: _Toc234748071][bookmark: _Toc236634508]Superior Court Interview – Employment tab

System displays employment details of defendant on sections on this tab, which are:
(i) Primary Employment
(ii) Secondary employment 
(iii) Military services

· Primary Employment Information can be added or edited through this form











· Secondary Employment Information can be added or edited through this form









· Military Service Information can be added or edited through this form









On Employment Status field if Selection=Unemployed, then the following fields are disabled.
· Salary 
· Employer Name
· Street Address
· Suit No
· City
· State
· Country
· Employer Telephone
· Supervisor Full Name
· Can Contact
· Occupation
· Full-time or Part-time

After entering information user can click on Completed button to pass through validation on all data elements on the tab and can go to next tab.

[bookmark: _Toc234748072][bookmark: _Toc236634509]Superior Court Interview – Education tab



· User can view, enter or edit education information of defendant in this section unless Decline box is checked on this tab.





[bookmark: _Toc229557999][bookmark: _Toc234748073][bookmark: _Toc236634510]Superior Court Interview - Substance Use tab

· Through this tab, user can view, edit substance use information. 

· System displays last Three (3) Positive Tests within the Last Six (6) Months.


 
[bookmark: _Toc234748075][bookmark: _Toc236634511]Superior Court Interview – Health tab

This tab contains Physical Health and Mental Health sections for user to add or edit related information.

· Add/ Edit Physical Health information through this form.











· Add / edit Mental Health information through this tab.
· If the defendant answers any question in this section, the declined   button cannot be checked. If declined is checked, the user will not be able to complete the fields in this section
· In Physical Health section if Taking Medication = Yes. Track Medication Name
· In mental health condition If Treatment for a Psychological/Emotional Problem = Yes. Determine: Duration, Provider.
· After entering data in this tab user can click on ‘Completed’ button to perform validations on the data entered within the tab. System notifies the user of any possible errors with the data entered on the tab. User is not be permitted to move to another tab until all the data elements pass validation.







[bookmark: _Toc234748076][bookmark: _Toc236634512]Superior Court Interview - Criminal History tab


· The Criminal History section is composed of three sub-sections: (1) Last Record Check information; (2) Defendant self-reported information; and (3) Criminal history information pre-populated from PRISM.






· Enter Defendant Self -Reported Information through this form











· Enter Prior Arrest by clicking on  link. 






· Add Pending cases by clicking on the Add Pending Cases link.




· Add Probation / Parole/Supervised Release information.
User can view Criminal History page by clicking on  hyperlink. To close the criminal History Web Page Dialogue window, user can click on  


After viewing/entering Criminal History information, click on  button on bottom of the tab to navigate to next tab. Clicking on this command will perform validations on the data entered within the tab and notified the user of any possible errors with the data entered on the tab. User will not be permitted to move to another tab until all the data elements pass validation.

[bookmark: _Toc229558002][bookmark: _Toc234748077][bookmark: _Toc236634513]Superior Court Interview - References/Associates tab

System displays this section to add or edit reference / associates information.


· Data elements can be added or edited through the detail screen by clicking on  or edit  button, which appears by the side of existing record.
· By clicking on the delete  command reference entry can be deleted.  The Delete operation prompts the user to confirm his or her intent to delete the reference prior to performing this operation. If the user elects to proceed then the reference is removed. If the user cancels out, the reference is not deleted.



· Click on “Insert” button after entering data.  To edit existing data click on “Update”.

After using the tab user can click on “Completed” button go through validations then, can go to next tab.






[bookmark: _Toc234748078][bookmark: _Toc236634514]Superior Court Interview – Summary tab



· The system displays a summary of information based upon the previous tab data entries. This tab allows users to verify updates to the PRISM Supervision table before they are made by the application.



· Provide Edit command for each tab’s data on Summary tab.  On click, the user is transferred to the selected to tab to update data. 



· After reviewing information, click on ‘Finish’ button on bottom of the page to save the data.




· System displays a dialogue message confirming the data is saved to database.











[bookmark: _Toc229558004][bookmark: _Toc234748079][bookmark: _Toc236634515]Print Interview Instrument

After saving Superior Court Interview by following steps described in subsection 8.3.1 through 8.1.14 navigate to Diagnostic Processing Screen using steps described on Navigate to Diagnostic Processing Screen section. User can select a record, which has a valid client interview record and execute the action: “Print Interview Instrument”


· Select desired record









· From Action Drop down list, select ‘Print Interview Instrument’










· Click on Go to green  button 














· System generates Superior Court Interview Form.
· The Interview Form is a PDF file and can be downloaded or printed. 
· Defendant’s PRISM criminal history information appears on the Criminal History List Screen. It contains the following information:
Header Information– 
· PSA Primary ID
· PRISM Name

In Footer –
· Date interview printed
· Page # of ## Pages
“Superior Court Instrument”



[bookmark: _Toc236634516]Save / Print Interview Instrument
User can Print  or Save  the form.

[bookmark: _Toc236634517]Client Interview List
[bookmark: _Toc231316391] 
[bookmark: _Toc236634518]Navigate to Client Interview List 



· Scroll mouse over Diagnostic menu and select “Diagnostic Interview” from the drop down.










· System displays Client Interview List page. 
· Date, Time appears to indicate when interview was conducted.





[bookmark: _Toc236634519]View / Edit Client Interview

· Follow steps described sub-section 8.4.1. and then click on edit  button to view or edit client interview




· System displays Court Interview page to view / edit interview record.





[bookmark: _Toc236634520]Delete Client Interview Record


· Follow steps described sub-section 8.4.1. and then click on edit  button to Delete interview record.

System displays dialogue box to confirm action. If user is unsure, user should click on “Cancel” button.

Note: this delete functionality is restricted to Supervisors and Prism Administrators.



[bookmark: _Toc231316381][bookmark: _Toc231316661][bookmark: _Toc236634521]PRETRIAL SERVICES REPORTS
[bookmark: _Toc236634522] Overview
As mandated by D.C. statute, the Pretrial Services Report (PSR) is prepared by the Diagnostic PSO for judicial officers, prosecutors, and defense attorneys in D.C. Superior Court and U.S. District Court.  The PSR assists the court in determining release for individuals who are arrested and/or are facing charges on local and federal felony and misdemeanor offenses prosecuted by the U.S. Attorney’s Office and D.C./traffic offenses prosecuted by the Office of Attorney General.  The content of the report varies depending on the type of report.

1) PSR for U.S. Lockup
Defendants appearing in the U.S. lockup are arrested for misdemeanor and felony offenses that are prosecuted by the U.S. Attorney’s Office in either D.C. Superior Court or U.S. District Court.  Diagnostic PSOs interview and investigate the backgrounds of defendants and prepare PSRs to assist judicial officers in setting release conditions.  The PSOs collect and verify data regarding a defendant’s community ties, criminal history, physical and mental health status, substance abuse, and probation, parole, and supervised release status, and present this information in the PSR.  There is no reference to sealed case information in the PSR unless PSA receives prior authorization from the judge who sealed the case.  If authorization is received, the case information is openly presented in the PSR and is not indicated as being under seal.  The report includes a detailed recommendation that identifies the various detention and/or administrative hearings for which the defendant is eligible and what conditions of pretrial release PSA determines are needed to minimize the defendant’s risk of failure to appear in court and/or re-arrest.  Copies of the PSR are given to the court, defense attorney, and prosecutor.

2) PSR FOR US and DC/Traffic Code Citation Cases
This PSR is prepared by PSOs for defendants who are arrested on D.C./traffic and U.S. misdemeanor offenses that are prosecuted by the Office of Attorney General or U.S. Attorney’s Office.  The arrestees are released by the D.C. Metropolitan Police Department[footnoteRef:2], U.S. Park Police or U.S. Capitol Police pending their arraignment before a judicial officer in Superior Court.  Diagnostic PSOs do not interview the arrestees.  In some instances, the PSOs collect and verify the data on a defendant’s criminal history, including probation, parole, and supervised release status and present this information in the PSR.  In addition, the PSO obtains the defendant’s address from the Criminal Justice Information System (CJIS) for U.S. citation cases and includes that information in the PSR.  The PSR for D.C./traffic and U.S. citation cases does not include any reference to sealed case information unless PSA receives prior authorization from the judge who sealed the case.  If authorization is received, the case information is openly presented in the PSR and is not indicated as being under seal.  The report does not contain a recommendation regarding release since the defendant is already on a citation-issued release.  Copies of the PSR are given to the court, defense attorney, and prosecutor. [2:  The Metropolitan Police Department is authorized by court rules to release individuals on citation. ] 





3) PSR for D.C./Traffic Lockups
This PSR is prepared by PSOs for defendants who are arrested on D.C./traffic offenses that are prosecuted by the Office of the Attorney General.  The defendants are detained pending their arraignment/presentment before a judicial officer in Superior Court.  PSOs do not interview the arrestees unless they also are charged with offenses prosecuted by the U.S. Attorney’s Office.[footnoteRef:3]  The PSOs collect data on a defendant’s criminal history, including probation, parole, and supervised release status, and present this information in the PSR.  There is no reference to sealed case information in the PSR unless PSA receives prior authorization from the judge who sealed the case.  If authorization is received, a remark will appear on the PSR to “consult PSA for additional information.”  The report does not contain a recommendation regarding release.  Copies of the PSR are given to the court, defense attorney, and prosecutor. [3:  If a defendant in D.C./traffic lockup is also charged with a U.S. Attorney prosecuted offense, then the PSO will conduct a full interview, e.g., address, employment, health.  This interview information will be included in the D.C./traffic PSR.] 


4)  PSR for Grand Jury Originals, and Plea to Information Cases 
In most instances, this PSR is prepared by PSOs in District Court for defendants who are pending formal charges for a grand jury indictment or an information case in U.S. District Court.  The U.S. Attorney’s Office predetermines that these individuals do not present a flight and/or safety risk and, therefore, does not petition the court for a warrant for the defendants’ arrests pending their arraignments/presentments on the charges.  The defendants are notified to contact PSA for an interview by the clerk’s office and/or their attorneys prior to the defendants’ scheduled court appearances.  PSOs interview the defendants either in person on the telephone.[footnoteRef:4] [4:  PSOs generally conduct an interview over the telephone for defendants who reside outside the metropolitan area.] 


Apart from the circumstances surrounding the location of the interview, the process for preparing this PSR and the content of the report is the same as that for the PSRs prepared for U.S. lockup cases.  Copies of the PSR are given to the court, defense attorney, and prosecutor. Pretrial Services Reports Module in PRISM 3.0 is developed to manage the process described above.

[bookmark: _Toc236634523]PSR Wizard
[bookmark: _Toc236634524]Navigate to PSR Wizard

User can navigate to Diagnostic Processing Screen by following steps on Navigate to Diagnostic Processing Screen section.










· Search desired record using search criteria of Diagnostic Processing Screen.





 











· Checkmark to select desired record and click on status indicator “PSR” to go to PSR wizard as describe don the next section.






[bookmark: _Toc236634525]Status Indicator: PSR


· Status Indicator: ‘PSR’ is for Pretrial Services Report. 
· The PSR indicator goes from Red to Blue once the PSR has been completed.  
· It goes from Blue to Green once the PSR is approved. 
· Click on PSR of desired record to go to PSR Wizard




[bookmark: _PSR_Wizard][bookmark: _Toc236634526]PSR Wizard

· When user clicks on status indicator PSR of a record, system displays PSR Wizard.

· System displays PSR Wizard with five tabs. 
(i) Case Selection
(ii) Report Selection
(iii) Risk Assessment
(iv) Release Recommendation 
(v) PSR Review

[bookmark: _Toc236634527]PSR Status

System displays the current status of the PSR based upon the following possible states:
· Blank – The user has not completed any of the above tabs.
· In Progress – One or more tabs have been completed but the entire PSR has not yet been completed.
· Completed – All the above tabs have been complete, a draft PSR has been generated, but the PSR has not yet been approved of by a Supervisor.
· Approved – A supervisor has approved of the PSR. At this stage the user can review the information for the PSR but he/she cannot change it. The PSR and its associate data within the wizard are frozen.

[bookmark: _Toc236634528]PSR Wizard - Case Selection tab


· Click on a case to highlight and click on Next button.
· If there is only one record system will select the record by default.


[bookmark: _Toc236634529]PSR Wizard - Report Selection


Select a radio button to choose a report type and click on Next to go to next tab.




[bookmark: _Toc236634530]PSR Wizard - Risk Assessment tab



· Risk Assessment page displays, Risk Assessment Score each  time the tab is active. It displays the system generated Appearance Score for the defendant. The system also displays the system generated Safety Score for the defendant.
· System displays, collects, stores and update Risk Category Override Risk Category, Override Reason, Override Justification.



· User can click on page size:  and select ‘View All’ to view all Risk Assessments.
· User can customize page size to view “Defendant Attribute”, “Prior Criminal History”, “Current Charge” and “Criminal Justice Status” subsections.

· Enter Override Risk Category / Justification and then, click on Next button to navigate to next tab.











[bookmark: _Toc236634531]PSR Wizard - Release Recommendation tab



· On Release Recommendation tab, system displays, Detention & Administrative Matters Recommendation, Release Conditions.
· To select multiple detentions eligibility clicks on Shift and click the desired detention eligibility with mouse. Click on    to move the desired detention eligibility. Similarly use  button to deselect Detention Eligibilities.

· To add Release condition user can click on  button. System pops up “Add Release Condition to Release Order” page as displayed on the next sub-section.


· Click on ‘Next’ button to  navigate to next tab





[bookmark: _Toc236634532]How to add / edit Release Condition(s)?

· Follow steps described on subsection 9.2.1 through 9.2.8 and click on  link inside Release Recommendation tab of PSR Wizard.






· On ‘Add Release conditions to Release Order’ page click on desired condition. 









· Click on ‘Add’ button.



· Click on the edit button




· Click on Yes radio button and click on ‘update’


.
· System displays the release condition as current release condition



· Click on ‘Next’ button to  navigate to next tab







[bookmark: _Toc236634533]PSR Wizard – PSR Review tab

· Click on “Finish’ button on PSR Review tab to generate Report in PDF format. 





· User can print and/or save report. 

· When user clicks ‘Save’ system lets user download copy of the report to user’s computer.
· User can use the buttons, which appear on top of the page such as Print  save buttons etc.
· When a PSR Report is generated before it is approved it is watermarked as “COPY”


[bookmark: _Toc236634534]Approve PSR Report

User can follow steps described in subsection 9.2.1 through 9.2.10 and navigate to PSR Review tab of PSR Wizard.


· Review the report and click on ‘Approve ‘ button 











· System pops up a dialogue box, to confirm approval of the report.
·  Button is enabled on bottom of the page only if Case is finished previously. 
· After viewing content of the report user can approve the report by clicking on the specified button. 
· If the user decides to proceed with the approval, the system generates a PSR based on the information currently in the system, mark the PSR as being approved, and record the approver’s name and date of approval. This PSR also is converted to Adobe Acrobat format and is saved to the database. From this point forward, the user no longer can edit the wizard’s data elements.

[bookmark: _Toc236634535]Client PSR Screen

[bookmark: _Toc236634536]Navigate to Client PSR Screen

· Scroll mouse over Diagnostic menu, select ‘PSR List’.















· System displays PSR List Screen.








[bookmark: _Toc236634537]View Approved PSR

· Navigate to Client PSR List Screen as described in sub-section 9.3.1.
· Click on  button to view approved PSR




[bookmark: _Toc236634538]View / Edit Finished PSR


·  Navigate to Client PSR List Screen as described in sub-section 9.3.1.
· Click on edit button to view / edit Finished PSR
[bookmark: _Toc236634539]Delete Finished PSR

· Navigate to PSR List Screen as described in sub-section 9.3.1 
· Click on  button to delete desired finished PSR record.

[bookmark: _Toc236634540]Create New PSR through PSR List Screen

· Navigate to PSR List Screen as described in sub-section 9.3.1 
· Upon clicking on ‘New PSR’link system displays, PSR Wizard for user to select a case and create PSR.




· Follow steps described in section 9.2 PSR Wizard to create PSR record, save it and approve it.



[bookmark: _Toc236634541]INITIAL CASE RELEASE
[bookmark: _Toc236634542]Overview
The Initial Case Release (ICR) process, as illustrated in Diagram ICR-1, includes activities such as reviewing conditions of release with the defendant, conducting a post release interview, entering release order and release conditions into PRISM, and conducting a review of release entries for quality control. 
Diagram ICR-1: Initial Case Release Process
 (
5
. 
Conduct 
Initial 
Case 
Release
Conduct Post 
Release Interview if 
necessary
Enter Release Order
/
Conditions
/
Programs
/
PRI data using 
PRISM ICR module
Conduct review of 
release entries
Review conditions of 
release with 
defendant
)
Currently, the official court release order and release conditions are entered into PRISM using the ICR module. This requirement remains unchanged, though in the new ICR module the information will be entered through an Initial Release Wizard. Updated Release Orders will be entered in PRISM through the current 2.x Release Order Module. However, it was determined that a post-release interview (“mini-interview”) should be conducted if the defendant was not interviewed prior to the defendant’s arraignment presentment. This mini-interview would allow the agency to collect the defendant’s basic background information that would assist PSA with supervision efforts, such as sending mail notification of court dates or information before the defendant’s release. If a name was entered into the “Release Conditions Reviewed By” field, the defendant will be credited with checking into C-301.
The new PRISM 3.0 ICR module provides functionality to collect a post-release interview, to credit a defendant with an in-person check-in, enter a release order and release condition(s), assign program(s), and enter future court appearance date information.
As indicated previously, during a post-release interview the officers review the official conditions of release with defendants. In some instances, the defendant may not have been interviewed by the agency prior to receiving their release order. For those cases in which a defendant was not interviewed, Release Services staff (C-301) will conduct a mini-interview and collect basic defendant demographic information. The Post Release Interview (PRI) functionality is added to PRISM and exists within the PRISM ICR module

[bookmark: _Toc236634543]Navigate to Initial Case Release

· Navigate to Diagnostic Processing Screen using steps described in section 3. 

· Search for desired record using available search criteria.



[bookmark: _Toc236634544]Status Indicator: IR

· Status indicator ‘IR’ is for Initial Case Release. The IR indicator goes from Red to Green when the Initial Release record for the defendant is completed. Click on ‘IR’ to navigate to Initial Case Release Wizard of desired record.

[bookmark: _Toc236634545]Initial Case Release Wizard


Initial Case Release Wizard consists of the following tabs:
(i) Case Selection 
(ii) Report Selection
(iii) Risk Assessment
(iv) Release Recommendation
(v) PSR Review







[bookmark: _Toc236634546]ICR Status


· The system displays the current status of the ICR based on the following possible criteria:

· To Do – The user has not completed any of the above tabs

· In Progress – One or more tabs in the wizard have been completed but this wizard has not been completed

· Completed – All the above tabs have been completed.
[bookmark: _Toc236634547]ICR Wizard - Case Selection tab


Inside ‘Initial Case Release Wizard’ on the’ Case Selection’ tab, click on a case. It gets highlighted and selected.


















· Click on Next button to navigate to next tab



















[bookmark: _Toc236634548]ICR Wizard – Update Case Information tab

After entering information on the page, click on Next button
· Mandatory Fields are marked with an “*” and needs to be filled to move to the next tab. 
· Select a Docket Type and Docket Number to proceed to the next tab.
· If the mandatory fields are not entered the system validates the form data and provides validation messages next to the data field that has potential issues as highlighted in red in the screen 
· snapshot below.


Please make corrections based on the system generated error message to be able to proceed to next tab.

[bookmark: _Toc236634549]ICR Wizard - Release Order Entry tab


· Enter the mandatory fields such as Release Order Date, Release Type, Release Order Type, Program Type and Program Name.
· Add / edit Release condition(s) as described in next sub-section.
· Click on  button to navigate to next tab.







[bookmark: _Toc236634550]Add Release Condition though ICR Wizard




Follow steps described in sub-section 10.3.1 through 10.3.4 and inside Release Order Entry tab click on  link.




· Highlight desired release condition and click on Add button which appears on bottom of the page.



· System displays Release condition on the page.






·  To update the release condition as current click on the edit button



· Click on the ‘Yes’ radio button and click on ‘update’ button



Click on  button to navigate to next tab.

[bookmark: _Toc236634551]ICR Wizard – Post-Release Interview tab


· Enter Arrest Information on Post-Release Interview tab.










· Enter Interview Information









· Enter General Background Information.














· Enter Primary Address












· Enter Mailing Address Information. Enter the address and validate the address from the USPS web site using the Validate Address Button.




· Enter Additional References/ Associates information

· Click on  link to add related information. On detail page.
· If user clicks on the declined button, system disables this section.








· Enter related information and click on ‘Insert’.









· After entering information on this tab, click on ‘Next’ button on bottom of the screen to navigate to next tab.



[bookmark: _Toc236634552]ICR Wizard – ICR Summary tab

· Review information entered in all tabs. If user wants to edit any information on any of the section, user click on ‘edit’ button available on the section.


· After reviewing information click on Finish, button which appears on bottom of the page to save the information.



[bookmark: _Toc236634553]Print ICR Summary

Follow steps described in sub-section 10.3.1 through 10.3.7. After user clicks on Finish button, system enables the “Print” button. User can click on Print button to generate the ICR Summary Report as PDF file.




System facilitates Print  button, as shown on the picture, for user to print the report. 
System facilitates save  button, as shown on the picture, for user to download or save the file on user’s computer.
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