ADDITIONAL SETUPS




Warning / Alert Setup

Top Section: Administrative
Side Button: Data Entry

Ly LawTrak - Workstation - NBS TLST AGENCY - MANACLR TUNCTIONS OPIN ===
File Edii Wrduw Hep

South Carolina Waming Notices

. You can get warnings on the following reports. [Esc] - Bxit

Check the warnings you wish your Administrators to receive.
(Must be run within certain time frame)

[~ Daily Receipt Total Closeout |03f1 02017 it has been 5 Days since this has been run.

™ Traffic Citation Transmittal 031072017 it has been 5 Days since this has been run.
(Must be run by the 10th of the month)

[” Accounting Report ,W Your Asscssment and Accounting Dates Match
7 State Assessment Report ,W This Is up to date.

[” Qutstanding Refunds Report 031002017 This is up to date.
™ Qutstanding Restitution Report ‘DSH V21T This is up to date.
[ Outstanding NRVC Report (031012017 This is up to date.
[” Open Cases Report U3NU2017  Thisis up to date.
[” Electronic Dispositions to SLED W This Is up to date.
" SCIBRS Submissions to SLED 02282017 This is up to date.
[ SC Public Contact Web Report 07282017 This is up to date.

NIERS Date - Every Month / Statutes - Every 6§ months / Caseload Report - After July 1 for Judicial Survey

[” NIBRS Submisslon Oate Actlve
[ §C Statutes Update
[ Judicial Survey Caseload Report

Additional Apps and Electronic Citation Upload - need to be running all the time

LawTrak Additional Apps Timer: 03/15/2017 CE:26:30 AN This option is up to date.
Electronic Citation Upload: 03/15/2017 CE:26:30 AN This option is up to date.
Sr_warimgs | hnhaanlmebdatatae_warmings d Herne 1.7 Hermid ok ed (MM

This option tells LawTrak which warnings to check to notify Administrators when they
log in if something is not correct.

If the option is checked, the program will warn you if things are overdue. In this
example, the Daily Receipts Total Closeout and Traffic Citation Transmittal have been
checked. When an Administrator logs into LawTrak, they should receive a message
similar to the one below.

Administrative Timer Warnings

Daily Receipt Totals has not been run in 198 days. =
Transmittal Report has not been run in 486 days.

If you do not want warnings to appear, uncheck the options. If there is a warning that is
vital to the program running correctly (i.e. Reindexing, Upgrading, etc.), the LawTrak
will warn you whether alerts are checked or not.



User | nformation — Names and Passwor ds

Top Section: Administrative
Side Button: Lookups
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User Information - Names and Passwords

z |

Status: |A Active User Name: [apmin Assign Temperary Fassword ‘ Agency Assigned: m
If In Officer Database, Officer ID: | TEST Beginning Alert Level: I_S
Name (First, Middle, Last, Suffix) |.JO=N | lSMTH |
Sort Order: * llserName " Name ¢ Cfficer D Make User Resct Password
Level 1 - Browse and Print Only Level 2 - Full Access Except Some Administrative Level 3 - Full Access - Administrator
Module  Level Module  Level Module  Level Other Options
Police 7 2 Parsonnel [+ ’_3 Jail 7 ’_3 [ Juwvenile Access

_evel 1 - [l access Lo Propery Mainlzaance Only

I¥ Case Management
Court 7 2 Jury 7 3 CAD ¥ 2

[¥ Print Warrants

Incidents [ 2 Accounting [ 3 Document Center [+ 3 I7 Adust Time Cards
= I View Investigative Notes
Victims Advocate [ e Remote [ Administrative [~ 3 %
| euel 3 - Full System Adminis raser ¥ Can View Videos
Certification |7 2 Evidence [¥ 3 User Dafined | [ Allow Web Accass
Warning - Checking access to the
Kol a 1A/ Narcotics 7 3 User-Defined module will turn off all  [© Can See Sealed Records
_evel 1- 18/ Leve 2 - Narcotice other modules for that user. I User Can Query NCIC
_evel 3 - Both
Incident Raviewer: [7 Raview1 I Review2 [ Review3 [ Review4 I¥ Run Monthly Submissions
User NOT Allowed to Recpen Lockad Incidents I¥ User Has Accass to Financial I+ Usar Can See Protected Incidents
Mext —= Browsz Edit Adc Dizletefinaclive [E=c] - Zxit Saue |Esc] - Cancel
Semrz |esnhepnieehd dasAees e ol Heror AH Hermid ok ed MNITM

This file contains information about User Names and Passwords allowed into LawTrak,
and what level of access the user will have. Every person accessing LawTrak should
have their own User Name and Password. This will allow the program to track what
users are doing. Only someone with Administrative Level 3 can access this screen.

Every entry must have a unique User Name. This can be up to 10 characters/numbers.
Every user name must have a Password.

Delete/l nactivate Users: When a user is no longer allowed into LawTrak, he should be
deleted off this screen. If auser istemporarily barred from the system (i.e. password not
reset before time limit expires), he can be temporarily inactivated. Pressing the
Delete/Inactive button once will Inactivate the user. Pressing it again will mark the user
for Deletion. Pressing it athird time will bring the user back active.

Beginiing Alert Level: |_3 The Beginning Alert Level will determine which
alerts/warnings the user can see when he first logs onto
LawTrak. An Alert Level of 3 will show most warnings.



Setting Access to Modules and L evels

Module level A user can be assigned to specific modules within LawTrak, and
paice [z Kept out of other modules. Each module has a Level associated
withit. The Levelsbasically correspond as follows:
Court [~ |_ Level 1 — can Browse some records and print some reports. No
e |_2 dataentry is allowed. ' .
Level 2 — can Add, Edit and mark some records for Deletion.
victims Advocate ” [ This is the basic level set for most individuals using the
program.
Level 3 — can access any part of the module and run most
ker [ administrative functions for the areas they are allowed in. Can
delete most things.

Certification [+ 3

As seen above, you can mix the levelsto different parts of LawTrak. For example, if this
user is allowed to enter tickets and incidents as a normal user, but isin charge of keeping
track of Certification, he can have Level 2 in most areas and Level 3 in Certification.

There are a couple of modules that do not follow this basic rule:

Personnel — Level 1 has full access to the Property Maintenance, but cannot see the
Complaints and Disciplinary Actions.

Evidence— Leve 1 can put in theinitial evidence entry (i.e. collecting it in the field), but
cannot edit or move the evidence once it has been entered.

Adwiiistrative I I_ WARNING: Allowing someone access to the Administrative

module may give that user more influence in the program than
you want. A Level 3 Administrator can change his own level in any module, and can add
or change the access of other users. This should be given to as few users as possible.
Administrative Level 2 has the ability to do some maintenance (i.e. Reindex files), but
cannot reset access levels for anyone.

User Defined [T |_ p There is an option to set a user as User Defined. This
Waming - Checking accesstothe  Will allow you to assign up to 13 very specific buttons to
W that user. Example: A user is responsible only for
i SR s S writing Parking Tickets. He can be assigned the Parking
Ticket menu button, and some of the Report buttons. He will not be able to get into any
other parts of the program.

Once you get the user entered, you must Assign a
Temporary Password. When the individual logsin
for the first time, he must change his password to something more permanent.

Assign Temporary Password

All passwords have a 90-day expiration, and you must use 10 passwords before you can
re-use any old ones. Y ou can change the user password as often as you want.



Attaching Usersto Officer Database

If In Officer Database, Officer ID:[TEST LI If the user is also in the Officer
Database, you can attach the Officer

ID to the user. Thiswill alow parts of the program to access the Logon Name as well as
the Officer ID number if needed. For example, there are certain places in LawTrak that
will send LawTrak Mail to officers, but must have the Logon Name attached since the
LawTrak Mail works on the User Name.

Incident Reviewer: v Review1 [ Review2 [ Review3 [ Review4 ¥ Run Monthly Submissions

The NIBRS Reviewer options should be assigned to those users Reviewing Incident
Reports, and those doing the NIBRS submissions.

Other Options

[ User NOT Allowed to Reopen Locked Incidents ¥ User Has Access to Financial ¥ User Can See Protected Incidents

Other Options These options allow for some specific access to parts of the
B Javernilc Accacs program, or keeps the user from accessing some sections.

¥ Case Management

User NOT Allowed to Reopen Locked Incidents — This
option is normally turned off, and users are generally allowed
¥ Adust Time Cards to unlock reports to make necessary edits. An Incident Report
© View Investigative Notes 1S 10Cked when it is either Reviewed or Submitted. Turning
this option on for a user will keep him from editing a report
once it has been reviewed.

¥ Print Warrants

¥ Can View Videos

¥ Allow Web Access

I Can See Sealed Records  Usgr Has Access to Financial — This will alow the user to
¥ User Can Query NCIC enter receipts and run money collection reports.

User Can See Protected Incidents — Normally if an Incident Report is Protected, only
the user who protected it can see any information. If auser isresponsible for reviewing
Incident Reports, he may need to see the protected report.

Juvenile Access— A user can override the Juvenile settings on printing reports.

Case M anagement — Allows a user to assign investigators and close cases in-house.

Print Warrants — If this option is checked, the user will be alowed to Add, Edit and
Print Warrants.

Adjust Time Cards— The user can make corrections to Time Cards.




View Investigative Notes — Investigative Notes access should only be given to
Investigators or those reviewing the cases. These notes normally do not print out with the
regular Incident Reports. Only someone with this option checked will be allowed to
view, create, or print incident reports.

Can View Videos— Thiswill alow the user to view videos attached to Incident Reports.

Allow Web Access — There are a couple of places in LawTrak where the user can have
an Internet Page displayed. Normally thisis not used.

Can See Sealed Records — This option allows the user to see the Sealed Records which
contain expunged Incidents and Court Cases.

User Can Query NCIC — This alows the user to do LawTrak Quick Queries that can tie
into several NCIC systems that we work with.



Officer Setup

Top Section: Administrative
Side Button: Lookups

Iy LawTrak - Workstation - NDS TEST AGENCY - MANACER TUNCTIONS OPEN - 3 IES
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Officer Setup

P m Note: Do not use Badge Number for ID Number.

This must be a unique ID that will never change or be reused.
Best to use an Employee Number or Last Name - Up to 10 characters/numbers

Status: |A Active Ageney Nama: |BUEBA'S POLICE DEPT I Check if Other Agency

1D Number: | IES | Badge Number: 2068 SCCJAID #: |9uuy.9uny

Name: |BLBBJ\ |SL"IITH ]

Rank: [SGT

Address: |220ADERDIIN DR

City: [FLORENCE State: [SC zip: [2950°

Fhona: | (8253) 393-Ta00

[ Investigator {Shows On List to Assign in Case Management)

GetFictare Clea- Picture |

=— Previous Browse zdt Add | Iracive/Dielete [Esc]-Ext | Sdve EsCi- Reverl |
Copy Irtarmation to Certhicaion | Capy Infcrmatian b Hersonnel |
| thrres | wnbepeheeh bzt abathieers dht) Herne 4TH Hermid ok ed MM

This screen will alow you to set up Officer Information. Each officer is assigned to a
specific agency.

For the D Number, we recommend you use a code that will not change (i.e. Name, State
ID, Employee ID, etc.). Since Badge Numbers tend to be reused within an agency, it is
recommended that the badge numbers not be used as the ID numbers,

| nactive/Delete:  Pressing this key once will Inactivate an officer. Pressing the key a
second time will mark the record for Deletion. Pressing it again will bring the officer
back active.

If an officer code has records attached to it (e.g. Tickets, Incident Reports, etc.), you
should leave the Officer ID in the database but mark it Inactive if the officer is no
longer with your agency. Deleting the officer can create problems in running reports
later. 1f you need to change the Officer ID so you can re-usethe ID Number, seethe
Change/Merge Officer ID NumbersHelp File.



[ Investigator {Shows On List to Assign in Case Management) |f the officer is assigned

cases as an Investigator, put a

check mark in the box beside Investigator. The officer will then show up on the list of
officers who can be assigned case in Case Management.

Copy Information to Certification |  Copy Information to Personnel | Once the Officer ID has been saved,
you can utilize the buttons at the
bottom to copy the officer information to the Certification and Personnel modules. This
will start an entry into these modules with the Officer’s ID Number and Name. There is a

lot of additiona information needed for these other modules once the initial record has
been created.




SC State Statutes

Top Section: Court — Administrative
Side Button: Lookups— Data Entry
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5C Stete Statutes

z |

Statute; | H6-CC-15020(3)(1) CDR Code / Local Ordinance: |21C0 I Include in Cheat Sheet

Description: | TRAFFIC ! SPEEDING, 10 MPE CR LESS OVER THE SPEED LIMIT

Penalty Statute: | 56-US1520(G)(7) Link to $C Judicial Department Statutes and Codes
Recommended Bond: | 76.83 Felony/Misdemeanor: |7 Points: |72
7 Traffic Offensa 7 Criminal Offanse [~ DUI Offanse
™ Check If Not Reported for Assessment Breakdaown LDk EIve scen Boves W
(Mote: This should only apply to seat balt violations and some parking violation) This is NOT the CDR code. This

code is used with the Live Scan

Speciatiesessment Breakdowns: System for electronic fingarprinting.

™ Size & Weight ™ Insurance Fraud I Cruelty to Animals
[ DUS Charge [” Game & Fish I" Household & Hazardous Cepy CDH Codes tc _veScan Lodes |
[~ Drug Charge " Fraudulent Check

Jump to Statute (enter statute and hit < Tab>): | Jump to COR Code:

[~ Check this if you do not want this statute inactivated the next time you update statutes

 ShowAl Records =— Praviang Mart Browse Edit | InaTtivare | [Fzr]-Fxt 1 Saue [Far] - Reuver
 Show Ouly Aclive Recurds
" Show Only Inactve Records Add Stata Statale | Sezrch | Prnt _ists

Sri_ztat ez o nhepobeesdidataer stat e dht, Hernr S04k Hermid ok ed MNIIM

The SC State Statutes section contains records for all State Statutes that LawTrak uses, as
well as any Local Ordinances you may want to put into LawTrak. Any time you fill in a
ticket or warrant, it must be associated with one of the statutesin thisfile.

The Statutes are updated by a file from the State Court Administration, and contains all
active statutes at the time the file was downloaded. Updates are done every 2 or 3
months, or when there are several statutes added or updated.

The South Carolina Statutes are in a format XX-XX-XXXX so they can be kept in
numerical order. Loca Ordinances are aways given the state statute number 00-00-0000
and the local ordinance number is put into the CDR Code / Local Ordinance field.

statute:[00-00-0000 CDR Code / Local Ordinance: [ 125 10 add a local ordinance,
press “Add Local
Ordinance,” fill in the
Ordinance Number and a Description. This will put the ordinance into the available
statutes that can be used when filling out tickets and warrants.

Descri:lﬁon:l LOCAL ORDINANCE DESCRIPTION



It is possible to enter additional State Statutes. Please call LawTrak Technical Support
to find out the rules on adding State Statutes.

[~ Check If Not Reported for Assessment Breakdown There is a section of SpeCI a

(Note: This should only apply to seat belt violations and some parking violation) A ent Breakdowns for

TW‘IET‘“MEF d D specific statutes.  For the
ize & Weig nsurance Frau ruelty to Animals .

[~ DUS Charge ™ Game & Fish I” Household & Hazardous most  part, LaWTrak will

[” Drug Charge [~ Fraudulent Check know what to do with the

individual statutes. The only
time this needs to be adjusted isif you add a State Statute that is not in the normal file.

[~ Include in Cheat Sheet 1 N€re is an option on the individual statute to “Include in Cheat
Sheet.” This option will break the statute out into a “most
commonly used” list that can be printed easily.

Recommended Bond: w The Recommended Bond field can be filled in to
automatically feed the Fine/Bond amount into

tickets created when a specific statute is used. LawTrak does not calculate this amount
when the statutes or fines are updated.

Hgmimsmm| NOT USED ANY MORE You can Inactivate a statute

or local ordinance by pressing
the Inactivate button. Statutes are not deleted from this screen unless it’s done by the
upgrade function and the statute has never been used. Inactivating a statute keeps it from
being used again, and takes it off of the statute list when searching from Tickets and
Warrants. An Administrator can Reactivate an Inactive Statute.

Sear ching for Statutes — Selecting the
This will set a filter to words or partial words Search option will br[ng u.p a SCE reen
in the Statute Full Description where you can fill in ch

R parameters. These parameters will

For: [MARUANA look in the Full Description of the

| Statutes, and pull up any statutes
| matching the words or partial words
| being searched.
I

and

and

and...
s There is a hot-key short-cut that does
the same sort of Search function on
Statutes. Pressing F6 will bring up a
similar screen from anywhere in the

program. (See Statutes Help Screen
Help File for more information)

Set Filter | Clear Filter [Esc] - Cancel




Link to SC Judicial Department Statutes and Codes

There is a Web Link to the SC Judicid

Department Statutes and Codes page. If there

IS any question about a specific statute, thisisthe place to look it up.

4-Digit Live Scan Code: |

This is NOT the CDR code. This code
is used with the Live Scan System
for electronic fingerprinting.

Copy CDR Codes to LiveScan Codes |

Points: | 2

The section containing 4-Digit codes is only for use
with a Jail’s Live Scan process. LawTrak works
with some Live Scan systems and exports records
from Booking Reports. If you tie a Live Scan code
to a State Statute, this code isincluded in the export.

If there are license points associated with the statute and they are not
already filled in, you can enter them. These will automatically pull into

the Uniform Traffic Ticket and upload to DMV if necessary. Please note
that you can also enter the points directly into the Traffic Citation if needed.



Traffic Offense Code Setup

Top Section: Court
Side Button: Lookups

Ly LawTrak - Workstation - NBS TLST AGENCY - MANACLR TUNCTIONS OPIN ===
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5C Traffic Codes

2|
You can add new traffic codes for your agency.

Traffic Coda: |21 Point Valua: .

Description: |EPI:I:DIF\(J' OR 100 FAS | FUR CUNDIIONS (<= TUMPH)

Edit | i | Lelete | Pnrtlist | |Fsrl- For

< Ereunis et —= |1

Save | [Esc] - Revert |

If this traffic code is tied to a specific state offense, you can add a link here.

State Offense Code: |56-05-1520(5)(7) Subcode: |é100

Description: | TRAFFIC | SPEEDING, 10 MPE CR LESS OVER THE SPEED LIMIT

Attarh Stale Stante Cllpar Attarhed SoAtute

Sri_tathr: |renkspalizedbdatatae_tralh dhbl Hermee HI Hermud |rlrrked (NI

Thisfile contains the list of Traffic Codes used on Uniform Traffic Tickets. You can add
new codes to this list if your agency uses additional codes. You can also attach State
Statutes to the codes to make filling in Tickets a little easier. Since the Uniform Traffic
Tickets do not use the Traffic Codes any more, these are completely optional. They can
be used as shortcuts for any type of offense — traffic, criminal, local ordinance — that you
want to make a shortcut for.

Traﬂic{:o-de:ISEl If you want to add an additional code, press the Add

button, make up a 2-character traffic code, and fill in the
Description: | SEAT BELT VIOLATION  description.

1 e Aiiached St |i You can attach a State Statute to a Traffic Code.
Doing this will cause the State Statute to
automatically be filled in as you do a Traffic Ticket. You can also use this option to
change the statute attached to any of the traffic codes.




You can add new traffic codes for your agency.

Traffic Coda: ISB Point Valua: I

Description: |5uu BELI VOLAIION

c_l;'reunl.s:| Newt —> I i | aa | Lieleta BArt st |Far]- For ||

| Save | [Esc] - Revert |

If this traffic code is tied to a specific state offense, you can add a link here.

State Offense Code: |56-05-6520 Subcode: IZSB‘E

Description: | TRAFFIC [ SEATBELT VICLATION - NCMN-CRIMMAL

Attarh Stale Stafte ClRar Atarhed Soatute ||

Sri_tathr: |renkspalizedbdatatae_tralh dhbl Hermer 4511 Hermud |rlrrked INI (15} a

Pressing the Attach State Statute button will take you to a Find Statute screen. Search for
the Statute or CDR Code and press the Select Statute button. (See Find Statute Help File

for more information)



NIBRS I nhouse Code Setup

Top Section: Administrative
Side Button: Lookups

LnF.LawTrak - Workstation - BUBBA'S POLICE DEPT - MANAGER FUNCTIONS OPEN N = |EI|5|
File Edit Window Help
|
Inhouse Code: | CDV Tied To NIBRS Code: I 13B
I~ Original NIBRS Code - No Modification Allowed
De&cripﬁon:l CDV - SIMPLE ASSAULTI
Group:IA
I~ Property Can Be Attached (May Be Required)
Against: |PE  Person
™ Check if this is a False Alarm Code
| == Erevious I Next=—= I Browse I Edit I Fd I Deiets I Ennt st I JE=rj - Bt I‘ | Save I I&b]-ﬂevertl

M_offcode (o vnbepolicehtdatatn_ offcode. dbf) Record: 76/76 Record Unlocked | MUK o

This screen alows you to add inhouse codes used in Incident Reports. These codes can
be used to track specific types of offenses that may fall under alarger group.

In the example above, we make up a specific code for CDV, which normally falls under a
13B - Simple Assault code. If you usethe CDV code in the incident report offenses, you
can start tracking this code and get statistics very easily. If you do not use a specialized
code and want to count CDV'’s, you would have to print out all 13B codes and manually
count the CDV codes within the 13B.

Y ou can also make up codes for things that are normally not reported to SLED (i.e. DUS,
Alarm Call, Warrant Service, Assisting Other Agency, etc.). Doing a simple incident
report using these new codes will give you the ability to get quick counts to show how
many your agency has done for atime period.



Disposition Setup

Top Section: Court
Side Button: Lookups
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EC Cisposition Setup

z |

This screen will allow you to add your own Court Dispositions.
All new dispositions must be attached to one of the original codes.

I Original Code - Cannot Aleer

Local Court Disposition: | ° |BOND FORFCITURC
Tied To State Disposition: | * J |BDND FORFEITURE SCUTTIES Code:|FE
Hex — Erowse Edit Add Delzie [E=] - Ezit Save | [Esc] - Reverd

(NOTE: i you delete a code. all disposition will be taken back to the original state disposition.)

Sr_dizrn: eovnnepnicesddalaer_dizpres dht] Hermee 11RH Hermud |rlrrked (NI

This file contains the list of the South Carolina Court Administration’s Disposition
Codes. The main codes 1-9 cannot be edited or deleted.

New Disposition Codes can be added as long as you can tie them back to one of the
original codes so that the Caseload/Disposition Report associated with the Judicial
Survey can be run at the end of the fiscal year.

Local Court Disposition: |PG |PLED cuILTY The new dispositions can
have a code of 1 or 2
Tied To State[)isposilion:l?_ -] |euiLTy BENCH TRIAL numbers/letters, and  the

description for the code can
be whatever you wish. Tie the code back to one of the original state codes and press
Save. You can make up as many disposition codes as you want.



Custom L etter Setup

Top Section: Court — Parking - V.A.
Side Button: Lookups/ Settings

L\FILawTrak - Workstation - BUBBA'S POLICE DEPT - MANAGER FUNCTIONS OPEM = IDIiI
File Edit Window Help

Custom Court Letters

5
Agency: | 01 Letter Mame: | TESTLETTER Background: | DEFAULTLETTER

ASSHIN up 1o 10 Deklds for headers and footers.

1: | Municipal Court {
2123 Main Street IH
3:|Florence, SC 29501 &
4:(843) 393-7800 - Fax (843) 393-1798 L 4
5 1

Fillin the body of the letter. Select the menge felds from the drop-down options. Press Shift+F1 to place merge field.

Spacing will be different on the letter than you see on this screen. Make sure you preview the letter.

Body: | ==<Full Name=== =]
=<=Addregs===

:{{City>>}l ===Sigte==>= :{:Zip Code===

===First Mame=== ===l ast Name===:

Your Trial Date has been moved to ==<Trial Date - Long=>=.

| 4] |

< fprevioss | Ned—> | Browse | Eat | aad | peete | [Esci-Ext || ‘ Sus |j5;:_.i=-.-;-;||

Customcourtletters (o hnbspolicehltdatatcustomcourtletters. dbf) Record: 16/15 Record Unlocked | MUK o

The Custom Letters can be found in many sections of the program. They allow the user
to set up mail-merge documents for various types of letters to send out to defendants,
attorneys, jurors, victims, etc. Each module has the mail-merge fields unique for that
module, but al letters are created basically the same way.

Adding a New L etter

LI!tIErllﬂmxlTESTLETI’ER Bal:lcgrmnltl DEFAULTLETTER

When you add a new letter, you will need to create a Letter Name. There should not be
any spaces in the letter name. Some Custom Letters will also allow you to select a
background. If you have a specialized background that was made up specifically for your
agency, you can replace the Background name with that specialized background name. If

you are unsure whether or not you have a customized background, please call LawTrak
Support.



Assign up to 10 fields for headers and footers. Depending on the background, you

1| Municipal Court may have to fill in certain header /
2123 Main Street footer fields. The DEFAULTLETTER
3:| Florence, SC 20501 background can have up to six (6) lines
4] (842) 3037800 - Fax (842) 3931798 for a letter head, and it automatically
| includes today’s date. You don’t need

to fill in every header or footer line,
and if you have a special background, these header/footer fields may correspond to
something entirely different.

|| j Thereis usually adrop-down box of some kind near the
R u bOttom Of the screen. ThlS drOp-dOWﬂ Contains a” Of

pAddress . . .
I_ﬂ\mat porpeimn the fields that can be merged into the letter. Depending

| Affiant City on which module you are in, your choices will be
Affiant Date different.
Affiant Name

Fill in the body of the letter. Select the merge fields from the drop-down optiens. Press Shift+F1 to place merge held.
Spacing will be different on the letter than you see on this screen. Make sure you preview the letter.

Depending on which mail-merge letter setup you are in, there will be instructions on how
to get the drop-down field into the mail-merge letter. In this case, place the cursor where
you want in the letter and press Shift+F1. Some other screens instruct you to press
<CtrI>+V.

Body: | <==<Full Name=>> The merged field will be surrounded
===pAddresg=== ; ;
<:<Ci1‘y>>>. <=<State=== <<<_Zip Code=== by <KL >>> Sgns Theflelds Can be
placed anywhere in the body of the
===First Name=>=>= <<= ast Name===>; Ietter you WISh'
Your Trial Date has been moved to ==<Trial Date - Long===.
Municipal Court Once you have the letter formatted
123 Main Street the way you want, press Save. In
Floreznce, SC 29501 m St ” b abl t
(843) 393-7800 - Fax (843) 393-1798 O3l Cases, you wi e e 1o
Preview the letter to make sure it
looks the way you want it to look. If
e e you want to change the layout, edit

the letter until it looks correct.
JOHN SMITH
123 MAINST
FLORENCE, 5C 29301

JOHN SMITH:

¥our Trial Date has heen moved to TUTESDAY JANITARY 12013



Uniform Traffic Ticket | nventory

Top Section: Police— Admin
Side Button: Settings

Ly LawTrak - Waorkstation - NBS TLST AGENCY - MANACLE TUNCTIONS OPCM = - R
File Edii Wrduw Hep
Tickel venlory
2|
W Ticket # Eticket Name Qfficer Assigned | Used | Voided | Cancelled| Date Used | Court | Returned =
201708 000000 T ADMIN TEST 31827 Jif il
2017097 0000002 | ADMIN IESS O3ns2ns ) I
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The Uniform Traffic Ticket Inventory screen is used to track tickets that have been
assigned to officers. Itisalso used to give E-Ticket numbers to officersin the field.
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If you want to issue out a new E-Ticket block for a
remote user, you must go to the E-Ticket Book
Creation screen. This keeps track of the blocks that
have been created in the Inventory, and is used to
change the year on the blocks at the beginning of
the new year. Simply create a new book in the
inventory, and it will be ready to assign. You can
create as many books as you need. Once created,
assign the books out in the Ticket Inventory screen.

If you are assigning Warning Tickets, City Arrest Tickets, or Parking Ticket blocks, the
processisalittle different, but basically the same. Create the books and assign them out.
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The grid tells you the ticket number, who it is assigned to, whether it has been used, and
the ticket statusin court. If theitem on the grid is blue, that means the ticket has not been
entered into the system yet.



