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1.0 Maintenance

Purpose: The purpose of the Maintenance menu is to allow the PRISM system
administrator(s) the ability to add, modify or delete the lookup values in the application.
The lookup values are the data options that are presented to the user through such methods
as drop down lists.

The Maintenance menu contains the following modules:

RA Rcmd Rel Conditions
RA Release Programs
Recent Case Assignments
Assign Client Cases
Assign PSO Cases
Alternate Case Manager
Case Assignment Audit
Lookup List

Release Order Type
Release Conditions
Program Definition
Fmt Rmk Field Def
Schedule Agent

Seal Module Definition
Reports Administration
Expunge Case

Reassign Cases CIS Interface Administration

Associates List

Note: Based upon a user’s security level, not all of the above modules will be displayed
under the Maintenance menu.

By Name

Lasl Masrme

Search Type
[Eegrswan =] | I I

By Tdentifier

By Docket Murmber
Docket Fumber

o

By Lase Mumiber
Lase Murmber

—

menu

Maintenance <
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1.1 RA Rcmd Rel Conditions

The RA Rcmd Rel Conditions module is located under the Maintenance menu.

Purpose: The module permits the PRISM administrator to link particular release conditions
to specific risk classification recommendations. This module works within the PSR
Reconciliation process by automatically ‘turning on’ specific conditions for a release
recommendation when certain risk problems are found. For example, when a client being
reconciled is found to have an unverified address, PRISM will automatically select the
address verification condition for inclusion in the client’s release recommendation.

Note: This is an administrator level function.

1.1.1 Link Release Conditions to a Risk Recommendation

1. Click on the RA Rcmd Rel Conditions module under the Maintenance menu. The
Link Risk Release Condition form is displayed as illustrated below:

| 'E.;J|-'u-u;|t||-1,; Bria Client 1s Currently Selected

B Fepots

LikRinkRele saseCondilion

Risk Recammendatisn

[ |
Relcase esrriphinn

'. Cornllson
AOCRESS!  Live ak [AdkdressText] , phorw rumber [PhoneText].

¥imp e b v vt [Mewean Tt ] {rolticwribige): [Pekadion Tt ] (e [PoreToxd ] of
Caddr_fpha): [RddressTat] beang in &t reght By [Timsl].

ADCRSVREY Werify your ackdress with D Pretyial Services vahin 24 hours.

BDORESSS

Docoees. ik b Hom b [ Sk Tcet ).

B oy with Blooed Cvider [VisiableTeat1),

BN LLAE Urisaiunsd Aodaarancs Docd of [Mondy1] Your parsonsl urdedunsd apdaarancs bord, bo ba
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-
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Ewpungs Cate the Court [Percentaos] %,

LRl | [ BOMDISRTY  Surety Bond of [Morsyrl ] Uon ssmeution of appem ance bond vilh apprevved ey,

0 Securdy Manl = .
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O Wi I T B

Link Risk Release Condition form

2. Select a problem from the Risk Recommendation dropdown list. Any existing release
conditions that have previously been linked will automatically have check marks in the
corresponding checkboxes.
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Click on the checkboxes of the release conditions to be associated with the risk
recommendation selected. To select all of the conditions, click on the checkbox next to
the Release Condition heading.

Click L=ESEE
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1.2 RA Release Programs

The RA Release Programs module is located under the Maintenance menu.

Purpose: This module permits the PRISM administrator to select the particular release
programs that will be associated with specific risk categories. This module works within the
PSR Reconciliation process by automatically populating the Release Order Type dropdown
list with the programs that are associated with either the Selected or Override Risk
Category.

Note: This is an administrative level function.

1.2.1 Associate a Release Program with a Risk Category

1. Click on the RA Release Programs module under the Maintenance menu. The Link
Risk Release Program form is displayed as illustrated below:

Bjame: Creasy, John Oo8: 10F2F1965 POOD= 110-110
o TFIND CLIENT

[ T LT S —
Risk Category
[ =

Release
u e Description

A

PERIDEF F5A SC Deug [rbervention Frogram.

O o S Gareral Supénvition

[T PRAIGSSE PRA ST Garmral S wition SareBicn Aaded

e FrEA £ Hesghtered Superiisan

(T FaA 20 Mesghtintd Tuparvissin Sanctiond Based

r rsas P58 5 Tidrinn Sugare i

[ FsaND F5A 5C Mew Directions

R FiA 32 Retratns Commurity Supenviion

[T PSRIRCSSE FEA 5C Restrictn Commundy Supandtson Sandtions Based

[ Fsa1ss0 o ST Spaciskeed Supervision LUnd - CRTIONS

[T PSAISSLSE  PA S omciskoed Suervicion Lrd b |

Link Risk Release Program

2. Select a category from the Risk Category dropdown list. Any existing release programs
that have previously been linked will automatically have check marks in the
corresponding checkboxes.
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Click on the checkboxes of the release programs to be associated with the risk category
selected. To select all of the programs, click on the checkbox next to the Release
Program heading.

Click
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1.3 Recent Case Assighments

The Recent Case Assignments module is located under the Maintenance menu.

Purpose: The Recent Case Assignments function allows a supervisor to view all of the
cases assigned to his or unit on a given date.

Note: This is a supervisory level function.

1.3.1 View Recent Case Assignments

1. Click on the Recent Case Assignments module under the Maintenance menu. A new
browser window is opened as illustrated below:

|
start Date: [ o [NGEEEEEN
hentRame  Dodeet Maber Primary [0 Datr Assigerd Cave Mansger Queschame
S—UMAR MOTOGSSs P50 FI/E004 el D PSASC Hesghtened Supervision
w—CAREEM  POI8 S PAGEE 78,2004 — R PSA SO Hesghtened Supervison
— SAMDY  BORAT AT 709004 B il mxwaﬁm
AW P T — PEIMES 70773004 W ehvin P& S Meightened Superviton
AL TOYIISes PATSSS T/7/Z004 e Kietin  PSASCHeightened Supervision
L— AT P P AT E T E, Krndin 150 S5 Hesglioned Sugecrvnssn
P MARSHA MOTSS PEOTEN 77072004 e, Teie PRA AT Mesghtened Supsrveuan
e DRANDON TD044 7 PSISET  7/7/2004 S, Shawon. P5& ST Hesghtened Supervisson Sanctions Based
o

Recent Case Assignments list

2. The user may filter the assignments displayed using the Start Date field. The default
setting for the Start Date is the past 7 calendar days.

Note: The clients listed will be displayed in order by the case assignment date. The order
will be descending beginning with the most recent assignments. Supervisors may also filter
the manner by which the clients are displayed by clicking on one of the column headings.
For example, to display the assignments in ascending alphabetical order, click on the Client
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Name heading. To display the assignments by the lowest to highest docket number, click on
the Docket Number heading.

To view additional information for an individual client, click on any of the information displayed for
that person. In the original browser window, the Client Profile for that individual will be displayed.

10
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1.4 Assign Client Cases

The Assign Client Cases module is located under the Maintenance menu.

Purpose: The Assign Client Cases function allows the user to manually assign a client’s
case(s) to a specific PSO.

Note: This is an administrator level function.

1.4.1 Assign a Client Case to a PSO

1. Perform the Find Client function and click on the Assign Client Cases module under
the Maintenance menu. The Assign Client Cases form will be presented as illustrated
below:

s TS TING, WILLIAM L 10/ 10 1008 BOHD: SUR-090 BRI 040K 5009
B rsoscso fre FIND cLIENT

B Supervision Care

R

3 Secumity Haind.

Assign Client Cases form

2. The Queue Type field will be pre-populated with the client’s current supervision level
according to his or her current release orders.

3. Inthe Case field, select a specific case for assignment or “All” for all of the client’s
cases from the dropdown list.

4. In the Destination Queue field, select the supervision unit to which the client will be
assigned from the dropdown list.

11
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5. The dropdown list in the PSO field will automatically be updated with the case
managers from the supervision unit selected in step 4. Select a PSO from the dropdown
list.

6. To keep the client from being automatically reassigned when a new release order is
entered, the user must uncheck the Auto Assign checkbox. The user will keep this box
checked if the client is to be automatically assigned to a unit/PSO with the entry of a
new release order.

7. Click i
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1.5 Assign PSO Cases

The Assign PSO Cases module is located under the Maintenance menu.

Purpose: The Assign PSO Cases function allows the user to manually assign cases from
one case manager to another within a specific supervision unit.

Note: This is an administrator level function.

1.5.1 Assign Cases to PSO

1. Click on the Assign PSO Cases module under the Maintenance menu. The Assign
PSO Cases form will be presented as illustrated below:

PO 110=110

T
I 3
T |

=

Assign PSO Cases form

2. The Queue Type field will be pre-populated with the client’s current supervision level
according to his or her current release orders.

3. From the Source PSO dropdown, select the case manager from which the cases are
being removed.

4.  From the Destination PSO dropdown, select the case manager where the cases are to be
assigned.

Note: If the user does not wish to assign all of the cases to one case manager in the unit,

selecting the value “Release to Team Unassigned” from the dropdown will distribute all of
the cases amongst the entire unit.

13
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5. To keep the Source PSO from being automatically assigned new cases when a new
release order is entered, the user must uncheck the Auto Assign checkbox. The user will
keep this box checked if the case manager is to be automatically assigned new cases

with the entry of new release orders.
6. Click lﬁ
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1.6 Alternate Case Manager

The Alternate Case Manager module is located under the Maintenance menu.

Purpose: The Alternate Case Manager function allows the user to temporarily change a
client’s case manager.

Note: This is an administrator/supervisory level function.

1.6.1 Temporarily Change a Case Manager

1. Click on the Alternate Case Manager module under the Maintenance menu. The Staff
Unavailability Administration form will be presented as illustrated below:

L raady, lahn DOl 1872 1965 POID= 100-110

QI Ps0/s0 A, e TLTT =

B Diagnostis:

O Chient

B Cliant Pheato
n

S ugsenviam

Staff Unavailability Administration Form

2. From the User dropdown, select the PSO whose caseload is to be temporarily changed.

3. After selecting a PSO, the Staff Unavailability Administration form is refreshed with
following new fields: Alternate User, Active Start Date, and Active End Date.
Additionally, the updated form also displays a list of alternate users for the case
manager selected. The refreshed screen is presented as illustrated below:

15
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4,

5.

Staff Unavailability Administration form

From the Alternate User dropdown, select the PSO who is to receive the User’s

caseload.
Enter the dates that this action is to cover in the Active Start Date and Active End Date

fields.
Click on the IGEECEM vutton. The Staff Unavailability Administration form will be
presented with the new entry added to the Alternate User List at the bottom of the

screen.
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1.7 Case Assignment Audit

The Case Assignment Audit module is located under the Maintenance menu.

Purpose: The Case Assignment Audit function allows the user to view the case assignment history
for a particular client.

Note: This is an administrator level function.

1.7.1 View Case Assignment History

1. Perform the Find Client function and click on the Case Assignment Audit module under
the Maintenance menu. The Case Assignment Audit list will be presented as illustrated
below:

Dol 10 f2 /1965 POIC: 110-110

O Chent Pl
B Supmrvizion
£ Regnts

O Maintenance
£ Security Maint

Case Assignment Audit list

2. To select a case for review, click on the docket number. The Docket History for the case
chosen will be presented as illustrated below:

17
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1.8 Lookup List

The Lookup List module is located under the Maintenance menu.

Purpose: The Lookup List function allows the user to set up the options, which appear in
any dropdown contained throughout the system.

Note: This is an administrator level function.

1.8.1 Add Options to Lookup Name

19

1.

N

Click on the Lookup List module under the Maintenance menu. The Lookup List is
presented as illustrated in the figure below:

Name: Creasy, John DOE: 1021965 POID: 110-110
B PS0sTs0 A% FIRG CLlAT

B Disgreastic

3 Cleni

& Cloond Fhelo
B Supervizion
O Hopuoats

2 Mairdenance
3 Securty Maant

Lookup List

This list presents any table with the ‘LU’ prefix in the database.

Click on a Lookup Name to which an option is to be added. For example, if the user
wished to add to the ActivityShared Lookup Name, click on it off of the Lookup list.
The ActivityShared Lookup Screen is presented as illustrated below in the figure below:
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Lookup Screen

4. Note that the options already present, if anE, are disi)layed under the ActivitySharedCD
sub list. To add a new code, click on the button.
5. The Lookup Form is presented as illustrated in the figure below:

lan DO 107271965 PO 100110

ActivitySharad Lookup

Lookup Form

6. Enter a code in ActivitySharedCD field.

7. Enter description in Descr field.

8. Choose ‘True’ or ‘False’ button for CurrentFlag

9. Choose “True’ or ‘False’ button for LogicalDeleteFlag

10. Click L=IEEH The ActivityShared Lookup screen is presented with the newly added
information displayed in the list.
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1.8.2 Edit Lookup Name

1. Click on the Lookup List module under the Maintenance menu. The Lookup List is
presented as illustrated in Lookup List screen above.

2. Click on the Lookup Name to be edited. For example, to edit ActivityShared Lookup
Name, click on ActivityShared in the Lookup List.

3. Click on the option to be edited. The ActivityShared Lookup Form is presented as
illustrated in the figure below:

W Creasy, John DO 107271965 PO 100110

o "G ELTENT
e Finb ELTERT

ActivitySharad Lookup
Activitgsharedil

Lookup Form

4, Edit/UE_date the appropriate information.
5. Click . The ActivityShared Lookup List is presented with the updated
information displayed in the list.

1.8.3 Delete a Lookup Entry

1 Click on the Lookup List module under the Maintenance menu. The Lookup List is
presented as illustrated in the Lookup List screen above.

1. Click on the Lookup Name from which an entry is to be deleted. For example, to delete

an entry from ActivityShared, click on ActivityShared in the Lookup List. The

ActivityShared Lookup List is presented.

Click on the entry to be deleted. The ActivityShared Lookup Form is presented

Select the “True” button for the LogicalDeleteFlag.

Click IEEESEE A message appears stating “Click OK to confirm delete or Cancel”.

If you still wish to delete the entry, click on OK.

ar e

21
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6. The ActivityShared Lookup List is presented and the newly deleted entry is presented
with the value “1” in the LogicalDeleteFlag field.
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1.9 Reassign Cases

The Reassign Cases module is located under the Maintenance menu.

Purpose: The Reassign Cases function allows supervisors to reassign individual cases
within the unit to which the client has been assigned.

Note: This is a supervisory level function.

1.9.1 Reassign a Case

23

1. Perform the Find Client function and click on the Reassign Cases module under the

Maintenance menu. The Assign Client Cases form is presented as illustrated below:

Fareg: TESTING, WILLLIAM

Ta FIMD CLIENT

o 1019 1980 PUAD: P9S8

O Ps0sCsn
B Chent

£ Supmivizion Cacn
B Supeavician

K Nepaits
=LF

[ oafisa 52 Comrnnty Court-Canrd =]

|

Assign Client Cases form

Select a case for reassignment from the Case dropdown.

BEID: 04035999

From the PSO dropdown, select the PSO who will be receiving the reassigned client.
The PSO dropdown will automatically be populated with the available case managers

for the unit to which the client’s case has already been assigned.
Click L=IESTH
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1.10 Associates List

The Associates List module is located under the Maintenance menu.

Purpose: The Associates List module is designed to store information on judges and
attorneys connected to PSA.

Note: This is an administrator level function.

1.10.1 Search for an Associate

1. To search for an associate, users may either scroll through each page of the list or filter
their search using the Associate Search sub list.
2. Users may define their search by Person/Org, First Name, Middle Name, Last Name, Org
Name, or Associate Type.
3. Tiﬁe in the search parameters and/or select a value from the dropdown and click
. The list will be updated with associates matching the search parameters.

1.10.2 Add a New Associate

1.  Click on the Associates List module under the Maintenance menu. The Associates list
will be presented as illustrated below:

B PSOASD

B Disgnostic

& Clienit

0 Chent Photo Lt e
Supevizinn

B Heguuls

Associate Search

O Maintenance
Securdy Maint

LLisn i GoTo: 2A456T0910-

’ Middle  Org  Assocksle  Asseciabe a0 pn
Status  Person/Org  Last Name First Mamse . Tyme Rede A

r— o

Current P Aaron Williarn (3 LA LCL T T coe |
Current P haron willlam £ LSl T con |
Current Anronson (uvid [ (=] FRR TS cony |
Current P Aaronson  Donald W s} ATTORMNEY
Current P Asronson  Ldward A (8] armomray SRETH
Current P Aaronson Martin 1 PRI T cow |
Current P ibadie Leon W [&] arroaney ST
Current Allog Haliert 1 L1 FYRT R TS cony [
o

24
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Associates List

2. Click on the IGlECEM vutton. The user will be presented with the Associates form as
illustrated below:

FIHCE L10-110

ooooooon

Associates Form

3. Using the checkboxes, select ‘Current’ or “Prior’ for the associate Status.

4. Select either “‘Organization’ or ‘Person’ from the Person/Org dropdown.

5. Select the appropriate Associate Type from the dropdown options.

6. From the dropdown menu, select either ‘Attorney’ or ‘Judge’ for the Associate’s Role.

7. If the Associate’s Role was selected as “Judge’ select ‘Honorable’ from the Associate’s
Title dropdown.

8. Enter the associate’s name in the fields provided.

9. Complete the remaining fields as needed.

10. Click . The user will be returned to the Associates list.

1.10.2.1 Add Address and Communication Details
1. Click on the associate to which this information is to be added. The Associates form is

presented with three additional sub lists: Address Details, Communication Details,
Associate Calendar as illustrated below:
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sme: Creasy, Jahn DOB: IDF2F 1965

FO@: 110-110
%% FinG CutiaT

Crastid By andlip on IJIOEN0E Livtt ugdatad by snclsep on 1] 19004

Aszociate Information
Status

Person, g

Agsociate Type
Aszociale Role

Associate Tithe

Address Details
Strect Mumber

Communication Detsils
Communication Type

Aszociale Calerdar

Calendar Samse Care Disbribation

Associates Form

2. Enter Address and/or Communication Details as needed and click . The user
is returned to the Associates list.

1.10.2.2 Add Associate Calendar Information

Note: This function is designed to associate a judge with a particular court calendar. After a
judge has been associated to a calendar, any time that a calendar is entered into PRISM (ex:
adding a court case), the Judge field will automatically populate with the associated judge.
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Click on the associate to be associated with a calendar. The Associates form will be
presented as illustrated above.

Click on the IGEEECEMM button at the bottom of the screen in the Associate Calendar sub
list. The available associations will be presented as illustrated:

Dol 1021965 FOIC: 110-110
B PSOASD
B Disgnostic
& Clienit

O Chent Pl Associate: Assaciate A4 [AeoNoN229]
B Supmrvizion

B Aegunits Currenl Calewdars
O Maintenance

£ Security Maint

Aovaalalde Calomlars
Calendar Mame
ciomm
ClooLs
Demestic Viskene - Lalerdar 2

Demeatic Wiskersce = Calersdar 3

Deamestic Violence - Calendar 4

Demestic Yialerce - Calerdar &

THIMESTIC ¥WIOLENCE CALENDAR 6
Damestic Violerce MOD1

FIratnl

Felory 2 Accelerated Felony Calendar 3(R)
Felony 2 Acoelerated Felony Calendar ()
Frlomy F Acocloraled Felony TH

Felony 2 Accelerated Felony T2

Calendar Associates list

3. To associate a calendar to the associate selected, click on one of the calendars listed.

The Calendar Associates list will be updated with the calendar selected displayed under
the associate’s name.
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1.11 Release Order Type

The Release Order Type module is located under the Maintenance menu.

Purpose: The Release Orders function allows the user to view current release programs,
add a new release program and to edit a particular release program. Users may also link
Release Types to specific Release Orders using this module.

Note: This is an administrator level function.

1.11.1 View and/or Edit a Release Program

1. Click on the Release Order Type module under the Maintenance menu. The Release
Programs list is presented displaying all of the current Release Programs as illustrated
below:

Mo Cliesl I's Currenlly Selected

O PEOACS0
B Disgrecitic
£ Chierst

B Chent Pl
B Supevmin
B Regeta
B B g
3 Sacunty Mot U cov |
%4 Branch 101
Parcle  NCHSPARLH OS5 Parole MIDTA r‘wr":r":"h"' 'rﬂf;i'"'n"' [ coe |
(sa1n)
L%% Partile o mmmmm- C%% RAINTHIDIA
Farcte  BOEPARE  Dede B Treatment  Tesn g 11 v
[samm)
PRA Superice Tourt
Fretrial  PSALDIP WEMF e :s:_lh“m Druul.::-:rmun | O s |
PaA 50 Gedeer ol PoA Supservnien | PRA Generadl
Prelriad  PSAICS s inicn waneh Suprvision Tesm 1 m
PEA Gerecral
PR SC Geeeral
PRl SUBErvRGn  SUBErYIRien Court
Preivial  PRALGSSE Supervion Sastioes o S Wm‘ O cowr |
S eam
et Pl Sgecrvision eanch Sgurvision [ 135 cov |
PRASC Homghened ooy gopnrviion  PEA Meightened
Frotrial  PSALNSSE  Supcrvmion Semtioes o0 [0S coe | =

Release Programs List

2. Click on the program to be viewed and/or edited.
3. The Release Programs form is presented as illustrated in the figure below:
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Mo Chiant 18 Currently Selactad

B rPsoacsn
8o Eia:
3 Chient

B Cliant Pheato
B Suqpervinon
E3 Nepo

B M sntanance
B Secimiy Haed

Dl nign Ll
Dielaull Assign Team
Caleredar Ausignesd
Flag

Brbeasre Typr
Eeleave Type Code [ gl s

Functign [eiease Description Ded it Uit Delault Tesm

Program Code

Parole  MOSSPARL (%5 Parole m;l

Release Programs form

4. Edit the data presented as needed. Click on the button to save the changes
made to the program.

1.11.1.1 Link a Release Type to a Release Program
1. Inthe Release Order Type module, click on the Release Program desired.

2. Inthe Release Type sub list, click on the BCCEM btion. The Reports Access
Administration list is presented as illustrated below:

PHINTE

sk b sk §ges | o Badeanr Cades
Erteant et | i

[efatals]+l+]

101 Fors pal Dorparsdl sl U aliresi
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1oL Vil ruber 3 33 (AN MAD ikl Ty
I1FPAIE Vil Lisdew 31 1 [0 W] Dedelkl V]

(RE TS F | TERAN I NE) Prvbation | Paiie tekd

| L ikl ey 3155 [ § b {1kl Fppes
A Thwe- Ly ldd -

BT Bbeibvsaci ey busaiin  J1ierkd Tpes |

[t ikl P e 23100 [k T}

(Bt ikl . Bl L -5 1 029 (il Tpss
(e 14 P pel Dorpond sl Comsiasms

O il 10 P vl Dot Mlorwrsl sty | conalil b
ey BT

el Fa-iwaw Eewwtoan Foetedimn

Fulen P e sl Derpond Mlesseesl

Jiaam ik ' B Loy 51 d -0 Prob Parele, B9, 10
T Atk B e 31420

S el Al Py orad Dgcrsdl Adlcrered
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Reports Access Administration list
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3. Click on the Release Type to be linked to the selected Release Program. The user will be

returned to the Release Programs form and the Release Type sub list will be updated to
reflect the new Release Type associated with the program.

1.11.2 Add a Release Program

30

1.

© ooNo kW

Click on the Release Order Type module under the Maintenance menu. The Release
Programs List is presented displaying all of the current Release Programs.

Click on the IGEECEM vutton. The Release Programs form is presented as illustrated
in the figure below:

so Client 15 Currently Selected

L+ i i ]

E3 Diagreostic

B Chend

B Chand Fholo
B Suparvision
B Repaats

£} M asmienance
E3 S meansty Maink

[e5a - Office of the Dwracton

[F5a C#fice o the Drecter =

IP'_a'l Crgahir "‘I

Releane Typr

Brleae Type Code

Rebeate
Fusnction Program Cade Description Dedsalt Team

Parole  ACSSPARL L85 Parole LY coe |
L% tranch LI

Release Programs Form

Enter program in the Release Program field.

Enter a description in the Description field.

Choose a function from the Function dropdown menu.

Choose the default unit from the Default Assign Unit dropdown menu.

Choose the default team from the Default Assign Team dropdown menu.

Check the Calendar Assignment Flag box as needed.

Click LISl The Release Programs List is presented and the newly added release
program is displayed in the list.
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1.12 Release Conditions

The Release Conditions module is located under the Maintenance menu.

Purpose: The Release Conditions function allows the user to set up various release

conditions.

Note: This is an administrator level function.

1.12.1 Add a Release Condition

31

1.

2.

Click on the Release Conditions module under the Maintenance menu. The Release
Conditions List is presented displaying all of the current Release Conditions as
illustrated in the figure below:

Mo CHent 18 Currently Selected

B PSOACSD

B Disgnostic

B et

3 Dt Pheator I Lt Section 2nd Section
Supmervizion

KX Hegunts 1 Third Parly
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o ariable Text 1
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Jrd Section dth Seck

Conntinuation from Code
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RBipaat b The Dail
Ao ¥ ariahle Text 1

Obkain Bmpdoy-Yariable Text 1
i Frnplog=arishie Test 1
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A
]

| o

Release Conditions List

Click on the IGIECEM button, illustrated in the figure below, located on the right hand
side of the screen. (Note: You may have to scroll to the right to view the ADD button).
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3.

© No oA

Version 2.0
4/22/2@n0
Add
B Do Button
& Chernt

gl_l—lrr Fhait Ird Section Sth Sectiom Stabur | % ARG
l

(=1} —
0 Secumity M aant

IRffigigigid

Release Conditions List

The Release Conditions Form is presented as illustrated in the figure below:

Ma Client Is Currently Selected
B Fsnsassn
B Disprostic
3 Cleni
g Erentitonts retease Condiion: I
B Supervizion
B2 Foponte Slakus ABADARA Br-bease Comlllion Code
2 Mairdenance
3 Secuny baant

Release Conditions Form

Enter condition in Release Condition field.

Select Status.

Enter the ABADABA Release Condition Code if applicable.

Enter the phrases, variables and lookups as needed in their respective fields.
Click lﬁ The Release Condition List is presented and the newly added
condition is displayed in the list.
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1.13 Program Definition

The Program Definition module is located under the Maintenance menu.

Purpose: The Program Definition function allows the user to add, edit or delete a Program
type. Programs may either be internal (New Directions, General Supervision Unit) or
external (Harbor Lights, APRA).

Note: This is an administrator level function.

1.13.1 Add a Program Type

1. Click on the Program Definition module under the Maintenance menu. The Program
Definition List is presented displaying all of the current Program Definitions as
illustrated in the figure below:

Mo Client Is Currenlly Selecled

B Ps0/C50

B taagrssta:

& Client

B Chient Phote Program Delinflivns

B Supervizian S

B Repaoats i ,r“vm'

2 Maimlenanuy e ¥PE

B Securiy Maint. 55 Drug Testing Profiles (do S0T
delele)

PSA Drug Tesbing Prolibes {do SOT -
BOPSA ABPSAREl ol Yes Mo [T T coe |
an PRASSSS  Alcahalics Anmpmos Ha Han Current |8 EEETS
Al PEASSSS  Abundant Lile Clinic M Hu current [ISETETE
Abwsed Persoms Program, Monlgomery
Alngsed PSASSMH | Mo Mo Current [JRETETE
Acad PGASSSS  Academy of Hope s O Current
Acalmg PEASSSS  Acaderic Improvenment Mo Mo Current [JRETETE
AL Poassss  Alewondria Community Shelter no No current [[SEEEE
Adams Peasssa  Adams Mill Alcohoksm Center Bo No current SR
AdamsMar  PSASSSS  Adams Maorgan Adult Clinke s O Current
ADAPT (Anger & Damestic Aburse
L PSASSHH o evention b Treatment bt L current. LRI
Adscl Belerral aml Counseling Cenler,
Aded paasssn o " Mo Mo curent SRR

Program Definition List

2. Click on the IGEESEM button. The Program Definition Form is presented as illustrated
in the figure below:
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Program Gefinition
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Program Definition Form

Enter the code in the Program Code field. A Program Code must be unique and no more
than 10 characters in length.

Enter the name in the Program Name dropdown menu.

Select the type of program from the Program Type dropdown menu.

Click on either *Yes’ or “No’ to indicate if the program is internal or not.

Click on either “Yes’ or “No’ to indicate if the program is Sanction-based.

Using the checkboxes displayed, indicate the function of the program.
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9. For any program that is not internal, complete the External Program Information and
Services sub lists as needed.

10. Click L=JEEH The Program Definition form is refreshed with the saved information.
Three new sub lists, Program Address/Communication, Related Activities, and Related
Sanctions and Incentives, are also displayed in the bottom half of the screen as
illustrated in the figure below:

Program Address/Communication

Program Address Communication Type Mumber

There are no activity records for this program

Related Activities

Activity Activity Activity Phase Fiked Auto Modify & ADD
Name Type Subtype Code Time Schedule? Allowed? RELHIE Stotls -

There are no activity records for this program

Related Sanctions And Incentives

Description Phase Code Status

There are no sanction or incentive records for this program

Program Definition Form

11. To return to the Program Definition list, click [ cANCEL [ /IFS Program Definition List
is presented and the new entry is displayed in the list.

1.13.1.2 Add Program Address/Communications

1. Click on the Program Definition module under the Maintenance menu. The Program
Definition List is presented displaying all of the current Program Definitions.

2. Click on the program to which the address/communication information is to be added.
Click on the % button on the Program Address/Communication sub list. The
Program Address form is presented as illustrated below:
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Address Details
Sreel Fursber

noooono
FEE

Program Address Form

3. Add the address and/or communication information as needed. Click to
return to the Program Definition Form. The form will be updated to display the
address/communication information entered by the user.

1.13.1.3 Add Related Activities

1. Click on the Program Definition module under the Maintenance menu. The Program
Definition List is presented displaying all of the current Program Definitions.

2. Click on the program to which the activity is to be added. The Program Definition form
is presented.

3. Click on the IGEEESEM button under the Related Activities sub list. The Activity
Definition Form is presented as illustrated in the figure below:
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Mo Client Is Currently Selected

[zt kv Sanction =
[FRaser =

© over & na

T ves & na

 ves ® no

® Curerd T Prioe

Activity Definition Form

In the Activity Name field, type in the name of the activity.

Choose the type of activity from the Activity Type dropdown menu.

Choose the subtype of the activity from the Activity Subtype dropdown menu.
Choose a phase from Activity Phase dropdown menu.

Select *Yes’ or “No’ on the Fixed Time checkbox.

Select “Yes’ or “No’ on the Auto Schedule checkbox.

. Select “Yes’ or ‘No’ on the Modify Allowed checkbox.

. Select the Status for the activity.

. Check the Default Activity checkbox if this activity is to be a default activity.

. Check the corresponding check boxes under Default Drug Profile if applicable.
. Click L<EESEM The screen is refreshed with the saved information

1.13.1.4 Add Related Schedule

37

1.

2.

Click on the Program Definition module under the Maintenance menu. The Program
Definition List is presented displaying all of the current Program Definitions.

Click on the appropriate Program, which contains the activity to which the schedule is to
be added. The Program Definition form is presented.

Click on the appropriate activity under the Related Activities sub list. The Activity

Definition Form is presented.
Click on the ﬁ button in the Related Schedule sub list. The Schedule

Definition Form is presented as illustrated in the figure below:
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Mg Client Is Currently Selected

s hrdhale Dalinition

Schedule

iy
T manay —] |
T Tuestay | |
I Wedemrichry | |
[ Thursdey —— ——
T Frdey | —
T ssturdsy — |

| |

Period
T

Schedule Definition Form

Note: Note that in bold face type fields with an * are mandatory fields and must be
entered in order to save the information.

©oNo O

10.

Enter the name in the Schedule Name field.

Using the “Yes’ or “No’ buttons, select a Status.

Select “Yes’ or “No’ for Default Schedule.

Check the appropriate Day check boxes under the Schedule sub list.

Enter the Start Time and End Time for the corresponding days in the Start Time and
End Time fields OR enter a number in the Number Times field and select a period from

the Period droEdown menu.
Click . The screen is refreshed with the newly saved information. Click on
the Program Definitions menu option to return to the Program Definitions list.

1.13.1.5 Add Related Sanctions and Incentives
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1.

2.

Click on the Program Definition module under the Maintenance menu. The Program
Definition List is presented displaying all of the current Program Definitions.

Click on the Program to which the sanctions and incentives are to be added. The
Program Definition form is presented.
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3.

Click on the IGIECEM button under the Related Sanctions and Incentives sub list. The
Sanctions/Incentives Definition Form is presented as illustrated in the figure below:

Mo Chent Is Currently Selected

Sanction/Incentive Definition Form

Note: Note that in bold face type fields with an * are mandatory fields and must be
entered in order to save the information.

o No oA

Enter the description in the Description field.

Select phase from the Sanction/Incentive Phase dropdown menu.

Select “Sanction’ or ‘Incentive’ for Type.

Select “Yes’ or “No’ to indicate the Status.

Click L=EESIM. The screen is refreshed with the saved information. Click on the
Program Definitions module option to return to the Program Definitions List.
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1.14 Formatted Remarks Field Definitions (Fmt Rmk Field Def)

The Formatted Remarks Field Definitions module is located under the Maintenance
menu.

Purpose: The Formatted Remarks function allows the user to set and relate pre-selected
remarks to appear in certain screens and/or a particular field.

Note: This is an administrator level function.

1.14.1 Add Formatted Remarks

Note: In order to add a formatted remark, users must create a remark first through the X
module.

1. Click on the Formatted Remarks module under the Maintenance menu. The
Formatted Remarks Field Definitions List is presented as illustrated in the figure below:

LU corv
arel Hotice ta Report Chient Typell | T cory |
rd Nadice b Report Frstert | 1% coey |
Tl el Lo Reporet ReferralfamnberCh [T cowr |
WA Samith Copited St et Activitytiate | IS coer |
Abided by rules of alcohol trestment progranm Tire | O o |
Accepted into Treatment MctivityDbe | T coev |
Address change - potifsed ActivityDate [ 7% coev |
Aidrrs change - motifard Chient Typel | TS coer |
Arddress change - rotified FinmArmount [ s o |
Address change - motified Legucylnputtequence AR
Address not verilied ArhivityDate [ T coey |
Addeess nob verilicd Clienk Typel T TS coer |

Formatted Remarks Field Definitions List

2. Click on the m button. The Formatted Remarks Field Definitions Form is
presented as illustrated in the figure below:
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Mo Client 13 Curremtly Selected

O PS0C50

B Dragnostic

B Chent

B Chant Phaota
B Supsvizan

K Niepaits

B Mamdenan:e
D Socwity Mant

Fermmatted Renuark Field Delint ioes

Formatted Remarks Field Definitions Form

Choose remark from Formatted Remarks dropdown menu.

Chose name from Field Name dropdown menu.

Click L<EESIM The Formatted Remarks Field Definition List is presented with the
newly saved information displayed in the list.
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1.15 Schedule Agent

The Schedule Agent module is located under the Maintenance menu.

Purpose: The Schedule Agent is a system-automated process, which schedules clients
(date and time) for Check In, Curfew Calls, Drug Testing, and Sessions.

Note: The Schedule Agent can run each agent individually or together as a group.

Note: This is an administrator level function.

1.15.1 Run a Schedule Agent

1. Click on the Schedule Agent module located under the Maintenance menu. The
Schedule Agent list is presented as illustrated in the Figure below:

Miv Clignt 18 Corrently Selected
B PSOASD

O Chent PMholo
Supevizinn

£ Regnts

O Maintenance

£ Security Maint

Sehedhale S

Select Schedule &gents To Run

T bk by Schumch s Sugparit
I Gl St Agerd
I iDnug Schedue Agent

I Sessiores Schadube Agent

Mml

Schedule Agent List

2. Click in the check box(es) located next to the selected Schedule Agent.

3. Click on the _PUmAZENt | hytton. The list is refreshed and a message reading
“Scheduling Agent Completed Successfully!” will be presented on the top of the screen
as illustrated in the figure below:
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1.16 Seal Module Definition

The Seal Module Definition module is located under the Maintenance menu.

Purpose: The Seal Module Definition form is used to determine how the Seal Case screen
IS organized.

Note: This is an administrator level function.

Note: A new module cannot be added to the list unless a developer links the new entry with
an ASP page.

1.16.1 Add a Seal Module Definition

1. Click on the Seal Module Definition module under the Maintenance menu. The Seal
Module Definition list is displayed as illustrated below:

ma Client 18 Currently Selected

faal Madile Definition

& Martenance

I Sntamity Maint [ et Manre Yes "o [0S coer |
addeass Chent Address ves %o TS coe |
eduacation Chent Education fes o | C1 corv |
sy [hent Implagmant Y wa [ T% caey |
Famalth Client Health Ves o  E0N coev |
substance _Iuh“:'m"“ Yes o [ T% caey |
ssunciatas ihent Ausoclsbes  Yes o [ 15 coev |
interview EHagruosti Indervire Yes s m
courizase Cemrt Case o frs I coe |
releorder Brlease Drders Ve Ve [ L coer |
BFOGFaNE Pragrant 0 Yes m

Seal Modules Definition list

2. Click on the IGHEESEM button and the Seal Module Definition form is displayed as
illustrated below:
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ma Client 18 Currently Selected

HealMadule Definition

Seal Module Code
I

O Guparvien & Clant

O Supesvision
£ Repante

& Martenance
B Snsemmity Maini

& curere O e

Seal Module Definition form

Type in the Seal Module Code.

Type in the Seal Module Name.

Click on either the Supervision or Client radio button.
Click on either Current or Prior radio button.

Click L=IESEH
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1.17 Reports Administration

The Reports Administration module is located under the Maintenance menu.

Purpose: The Reports Administration module allows the user to view, add, copy and
delete all user reports.

Note: This is an administrator level function.

1.17.1 Add a Report

1. Click on the Reports Administration module under the Maintenance menu. The
Reports Administration List is presented as illustrated in the figure below:

Mo Client 13 Curremtly Selected

O P50sCs0
B Dsagnustic
B Chent

O Clant Phota 5 . T
B Supmvizian =
K Niepaits
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Currend Attendance Log

Curre Bench Warrant List Reporl

0 urreand Iianich Waarant Nobics
Currest Bench Wasrant Surety
Eurrend Bt h Waarr anl Warnig | ellee
Currenk Case Lnad Actieity

Curreet Case Load Bench Warranl
Lurrend Case Load Courd Date List
Curress Case Load Summary Regert

LR L

Reports Administration List

'
|ARHERERAERGEE

2. Click on the IGHEECEM vutton. The Reports Administration Form is presented a
illustrated in the figure below:
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Mo Client Is Currently Selected

Secuity Groups With Access To This Report

oo Mame

There are no securily groups milth acoess Lo thiz report

Reports Administration Form

Note: Note that in bold face type fields are mandatory fields and must be entered in order
to save the information.

3. Select the Status of the report.

4. Enter the title of the report in the Title field.

5. Enter a name in the File Name field.

6. Enter post page in Post Page field.

7. Enter parameter page in Parameter Page field.

8. Choose a record type from the Record Type dropdown menu.

9. Check the Logged Report check box.

10. Check the Regeneration of Reports check box.

11. From the dropdown menu, select a Formatted Remark Link.

12. Click Iﬁ The Reports Administration List is presented and the newly added
report appears on the list.

1.17.1.1 Add Security Groups with Access to Report
1. Click on the Reports Administration module under the Maintenance menu. The
Reports Administration List is presented.

2. Click on the Report Name you wish to allow security groups to have access to. The
Reports Administration Form is presented.
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3. Click on the IGHECEM vutton in the Security Groups with Access To This Report sub
list. The Security Group List is presented as illustrated in the figure below:

Security Group List

Note: Only groups that have not already been added are displayed on this list.

4. Click on the name of the Security Group to be granted access.

5. The Reports Administration Form is presented and the newly added Security Group
information is displayed under the Security Groups with Access To This Reports sub
list.
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1.18 Expunge Case

The Expunge Case module is located under the Maintenance menu.

Purpose: This module is designed to permit an administrative level user to expunge a case
from PRISM.

Note: This is an administrator level function.

1.18.1 Expunge a Case

1. Perform the Find Client function and click on the Expunge Case module under the
Maintenance menu. Any cases that can be expunged are displayed as illustrated below:
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(Disthet. Jopdge Oler  Case Salus
Fmibeer
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2. Click IZEEEH A message will be displayed requesting confirmation that the user
wishes to expunge the case in question. Click on the Ok button.

Note: The message displayed states: “Expunging a case will COMPLETELY REMOVE the
data from the database. The data CANNOT be retrieved once it is expunged. Are you
absolutely sure that you want to proceed with expunging this case?”

3. The screen is refreshed with the expunged case removed from the list.
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1.19 CourtView Interface Administration

The CourtView Interface Administration module is located under the Maintenance
menu.

Purpose: This module is designed to correct errors encountered during the interface
between PRISM and the Superior Court database.

2.0 Security Maintenance (Security Maint.)

Purpose: The purpose of the Security Maintenance menu is to allow the PRISM System
Administrator(s) the ability to add, delete or modify the security features within PRISM.

[Intentionally Removed for security reasons — 04/22/2009dkc]
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