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Using the Interface

Enter your username and password

Username:
Password:
Lagin

WARNING: This is a private cotnputer system. This computer system is provided only for authorized ugers.

When you start SecurManage™, the first screen yilic@me to is the login screen.
Enter your user name and password, then iEater or click Login.

DOC #: 12311 Phase System Level: Building I Unit

Name: Clara Marie Last Unit A

Date of Arrival: [ ]

s
. o | Active Residents ~ | | ‘ *
| Community Genter-All Units [~ |

PREV NEXT

Messages |

fou are now logged in.

There will be an update tonight at 10pm EST.

Dzt Connus

Unit A Al 200 375 05/28/2009 11:49
CMRC-Orientation 20
COP-Sfate 200
choC 100

UnitB Al 100 350 330 05/28/2009 11:50
cooc 100
CMRC-Orientation 20
COP-State 200

Print Repart




Once logged in you will enter the main SecurMan¥g@nline screen. In the upper-left
hand corner of the screen you will see the resisl@aime, bed assignment, ID number,
and arrival date as well as their current prograchtheir case manager’'s name. If the
resident’s photo is available it will also be desp#d with this information. In the upper-
right hand portion of the screen you will see thé to which that resident has been
assigned, as well as the username of the staff miecoiorently logged into the system.
There is also a “Help” link which will take the ude the most updated version of the
user manual.

Scrolled along the top of the yellow bar is the Milenu. The Menu contains tabs for
all of the sub-sections in SecurMan&dfje To view one of these sub-sections, click the
header for that section. Directly underneath tader tabs you will see the various
modules available for the tab you choose. For gtanif you clickintake, directly
underneath the header tabs you will see prompt®t Basic Info, Admission Info,
Emergency Info, etc. To then view one of thesemmoblules simply click the desired
module and it will appear on the screen.

DOC #: 12311233 Phase System Level: Building f Unit Logges
Name: Clara Mari Init A

Date of Aniva I

il Active Residents -

ommunity CenterAll Units =

C
Accounts Acco Systern
ad

PREV HEXT

[ AddNewResident |
SSN: ]

Date of Birth: =
First Name: ,—
Middle Name: ]

Last Name: [ Find

Homeless: [ |
Address Line 1:
Address Line 2:

City:
County: -
State: PR, 'l

Zip Code: ,—

In the upper right section of the screen is thectebar. Type in a resident’s name or a
portion of it (i.e. “Jo” would look up any residemhmed Jones, Johnson, etc.) then click
Search. The search results will then be displayed incireter of the screen. You can
view any of the names found in your search by aliglon the resident’'s name. Scrolling
through all of the search results is also posdilasing the “previous” and “next”
arrows located next to the search bar. These anvglivtake you through your search
results in alphabetical order.



Under the search bar is a dropdown box that wiitlezireadAll Residents, or Active
Residents. If All Residents is displayed, this means that SecurManage™ willib&ing
and searching from every resident that has ever betered into SecurManage™. If
Active Residents is being displayed, SecurManage™ will only vievd @earch from
residents that are currently in the center. Youdawsange fromActive to All (or vice
versa) by clicking on the drop down box. The statusesidents is changed in the
Security—Status section of SecurManage™.

Dashboard

Current Counts

In Count: 32
Out Count: 7

Late Returns

W) James'widmore |is due back from a Common schedule &t 05/28/2008 1430 and is now late

W SamStene |is due hackfrom a Job Search schedule at 082672008 2100 and is now late.
& Jim Thomas | is due back from a Visitors schedule at 08/26/2008 1800 and is now late

@ JoshuaWiliams | is due kack fram a Job Search schedule at 07i06/2009 1600 and is now late.

Case Manager Information

W) JayCapone | has not had a case nate entered in the past 7 days
@ JohnDewing | has not had & case note entered in the past 7 days
W) _SamHaris_|has not had a case note entered in the past 7 days
@ omerjackson | has not had a case note entered in the past 7 days
W _bondjames _|has not had a case note entered in the past 7 days

@ JdohnJshanson | has nothad & case note entered in the past 7 days

W _ SmithJohn | has not had a case note entered in the past 7 days

The dashboard will display important center infotimaon one page. It will update and
automatically refresh the page every three minutks.separate dashboard items can be

added and removed from user profiles in the ManagemUser Admin page

The first box labeled messages will display anyongnt system messages, such as
updates, new features, etc.

The second box will give a current count of thetegrwith residents currently in and out
on schedules.

The next box will give a list of all residents tlzaie late returning to the center. You can
go to a resident’s record by clicking on their name



The next box will display residents who have nat hacase note written for them in a
given period of time.

There is also a section that will display the Maxy® Exceptions, meaning it will show
you when a resident is scheduled to leave the cdnteill display when residents are
two weeks away from release, we can change theofl#ttiés warning if it is required.

The fifth box will display a list of Intake Alertsyhich would include items such as beds
not being assigned, case managers not being adsijce

The final box will display the census informatidrat was recorded in the Reported
Census Information module on the dashboard. B¥idlicthe Print Report button you
can also run a report based on a month or a dage that will display the average
census for that month.

Basic Search

In this section you can enter a more specific mpldtfield search, as opposed to just
being able to search one field at a time as yoindioe search bar. This should avoid
bringing up multiple residents when searching. &ample, you can enter a resident’s
first and last name and search on that to comeithpanspecific resident, or an
identifying number, such as their DOC Number.

Advanced Search

This section allows you to pull up various breakddists of residents. You can have the
residents broken down and sorted by their counsptogram, employment, restrictions
currently placed on them, and building. To seleli$tafirst Click onResidents, then

under that will appear all of the lists that carploéled up.Click on thet+ symbol to the

left of a category to see all of the sub-optiongu¥anClick on a resident’s name to
view some details of that resident,[@ouble Click on the name, or thitump to this
Resident button, to pull up that resident’s record.

If you select the Counselor breakdown list, you @alo have the option to print a list of
all of that counselor’s residentSlick on the counselor’'s name and in the center of the
screen an option to print will appear.



Reported Census

This section will allow users to enter census numlb@ their centers and their programs.
Enter the numbers to the right of each header, ¢thelk Update Reported Census.

You can also scroll to the bottom of the page areWor Edit past recorded census
numbers.

DOC #: 12: a Phase System Level: Building I Unit Logg

Name: Clara Marie Last Unit A

‘
it
Date of Arriva 5
e
o Auctive Residents = « *
Community CenterAll Units

PREV NEXT

Messages

fou are now logged in.

There will be an update tonight at 10pm EST.

Reported Census Numbers
m Actual Census | Facility Maximum | Budgeted Census| Date Entered

Unit A Al 200 375 320 05/28/2009 11:49
CMRC-Orientation 20
COP-Sfate 200
choC 100

UnitB Al 100 350 330 05/28/2009 11:50
cooc 100
CMRC-Orientation 20
COP-State 200

Print Repart




SecurManage™ Now —This is a report that will display critical informan regarding
the center in real time.

Dashboard —This section will display update information, nesafures, and recorded
census data if it is being recorded outside okthadard system.

Basic and Advanced Search Fhese sections allows the user to search for neside
variety of ways.

Reported Census This is a module to record the daily census outsfdbe standard
manner.



SecurManage™ Now

Thursday, June 26, 2008

SecurManage Now

Print Staff Hame Load Employed % Employed
Program How hone, Assignment Pencling &) 3 37 5%
COP-County 1 User, Demo ] 5 55 6%
Essex County 2 Lang, Jay ui 10 a0 9%
Drug Court 1 Total Residents 23 18 64.3%
Federal BOP 2 Total Staff: 3 Average Load: 433
e e :
e e * Click here forthe Days in Program Repart
CDOC 1
CRCF 1 Click here for the Schedule Summary Report
e :
Halfway Back f iiding Floor _#of Violati #ofDemerits _ # of Points Lost
I DOC ok Release 2 it A Visitor 1 0 0 1
=P 4 Urit B 1 o] 0 a
I=FI 1
State CPC 1 Total d : !
Transition 2
Total 28
[ emogaphiosummay |
GenderRace County Federal State Other
Female - White 1 a a a
Unzpecitied 2 1 11 3
hale - Black o 1 2 a
Male - White o] 2 2 1
Female - Hispanic o a 1 a
Male - Hispanic o o 1 a
Total 3 14 17 4

Yesterday's Movements
Program Type Admits Releases Escapes Returns
- - 1

Clicking on theSecurManage™ Nowtab in the menu will bring up the daily
SecurManage™ report, which has a list of all redsaabsconders, admissions, total
resident count, and other demographic informaf¥wu can print many of the summaries
from this page b¥licking the redPrint text in the appropriate area.

Days In Program Report

You can get a list of resident that have beenair tturrent program over a user-defined
period of days by clicking on the Days in Prograpart under the Days in Program
headingClick on the textand then when the page for the report appearsiymi then
enter the number of days you wish to run the refoort It is important to enter a number



1 greater than the number you are seeking. Fonpbea if you want to see residents that
have been in their current program more than 78@,dayu must enter 71 as the number.
A list of residents matching the number of dayd aplpearClick Print to see the list

and print it out.

Schedule Summary Report

Clicking on the Schedule Summary Report text utlderSchedule Summary header will
give you a list of the number of resident schedtheas have been entered into the system
for the current day. Note that a resident thatieduled for multiple work or pass sites
will be counted multiple times in the report.
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Forms

In the subsections of each module, there is a Beskibrms section(based on user
access). This section is where, based on job fumcyiou can enter your center’s forms.

It will display a list of all the current forms thhave been entered. You can click the
radio button to the left of the form to select them. You can then either click thdit
button to make changes to it, or fent button if you wish to print that form. After
editing the form make sure to cliaveat the bottom of the page to save your changes.

To enter a new form, click tidew button. After clicking this button a new page will
appear with a dropdown. In the dropdown, selectype of form to enter. After you
select the form, the form will then appear on thge Fill out the form by typing in
information in the text boxes, selecting the cheslds and other yes/no question and
dropdowns, and clicking the Sign buttons to signftrm with a signature pad. When
you have completed the form, cli@aveat the bottom of the page, Gancelif you want
to abort the entry.

11



Intake

DOC # 1231123a
Name: Clara Marie Last

Phase System Level:

Building / Unit

Logged in as: demo

Date of Arrival: 05/15/2008

Program: COP-County

Bed: Room T237 Open Bed A
"W Counselor: Jay Long S

SSN: [ ]
Date of Birth: [ | =
First Name: [ |
Middle Name;

Last Hame: [ |[Fnd
DOC Number: i
Register Number:

Homeless: il

Address Line 1:

Address Line 2:

City: [ |
County: [one v

To enter IntakeClick on thelntake Tab. Another menu will appear under the Intake
Tab, to select any of these items position your seatursor on the selection you wish to
use andClick.

The items on the menu are as follows:

» Add New Resident —The first step to be taken in placing a residetd the
SecurManagTé’| system.

* Admission Info —Details of the resident’s arrival are entered here.

* Arrest Info — The resident’s arrest record is located here.

* Basic Info —Where all personal data will be located — suchha€XOC number,
resident history, etc.

» Demographics “Where the resident’s height, weight, and otherqreak
characteristics are located and/or entered.

* Emergency Info —Emergency contact information for residents can be
located/entered here.

* Home Confinement —Staff can enter information regarding a residentme
confinement status.

* Homelessness Homeless status can be recorded.

* ID Card — Enter the resident’s picture and/or signature here.

» Intake Form — Question resident and have the answers automgtextired as
case notes.

12



* Intake Notes -Any desired notes relating to the intake of thede#, especially
pre-admittance interview notes, can be entered here

» Other Contacts —Enter a resident’s other contacts or family members.
These contacts will appear on the resident’s diggheeport.

» Parole Info —Details of the resident’s parole are located here.

* Reports —Variousintake related reports.

* Resident Files Files for residents(such Word Documents, Excel Dosots,
etc.) can be uploaded to SecurManage for futuresscc

* Resident Forms —Staff can fill out and print custom created forms.

* Risk Assessment -Section to not possible risk items for the residAdnswering
Yes to many off these items will display an alertthe selected resident at the
top of the page.

» Sentencing— Offense information can be entered on this page.

* Veteran — Veteran status information can be recorded here.

Add New Resident

Clicking on the Intake tab will automatically brimgers to thé&dd new residentpage.
Once the user arrives at this page a box will appéa general information that needs to
be entered for a new resident. Although it is neceended that you add as much
information as possible, you need only add thedesis first and last name to be able to
admit them to SecurManale After you complete adding the appropriate infation,
click theAdd Residentbutton to finalize the resident’s entry.

If the system detects a match or possible matafiliprompt you to use the record that
was found, or to continue with the new record yoteesd. After reviewing the
information, you can then click tigéreate Anyway button to use the entry you have just
created as the new resident record, or clickibe This Residenbutton to use the
record that was already present in the systerhelitis an exact identifying number
match, such as a DOC number, the system will fgoteto use the current record.

Admission Info

In this area you can add all of the informationareiing the fate of a resident’s arrival,
admission interview, possible discharge date, leonfsentence, and several other data
fields. Click onNewto create a new admission,Edit to change an existing one. Enter
all of the necessary information in this sectiod alck Create. Many of the fields are
not required, but it is important to enter the e@ptited discharge date and the estimated
time of arrival. If you need to specify from whitdrcility the resident arrived then enter
that data in the “Point of Departure” field.

13



Basic Info

When you click on the Basic Info Module, a box veifipear containing all of the
information entered when the resident was firstitdohto the system. Inside this
module there are several other data fields thaatsmbe completed. If you need to
make any changes simply edit the desired fieldchicll on theSavebutton.

Demographics

In Demographics you can add all of the informatiegarding a resident’s physical
characteristics, marital status, and various gbleesonal details. After you make all of
the additions or changeSJick on theSavebuttonin the lower right portion of the
screen.

Emergency Info

Emergency Info permits you to enter the emergencyact information for a resident
(up to three contacts). After you have enteredfalhe emergency contact information,
Click on theSave or Save and Re-sign button in the lower right hand portion of the
screen.

Parole Info/lHome Confinement

Parole Info is where you can enter a resident’slpanformation. To add parole
information, firstClick on theAdd Parole I nformation button. This will bring up a page
that will permit you to enter the parole informatifor the resident. Once you have
entered all of the necessary informatiGtick the Save button in the lower left of the
box Add Parole I nformation.

If you want to change a resident's parole inforarathat has already been entered, pull
up his current parole information; make any ofleeessary changes, théhck, Update
Parole Information.

TheHome Confinementsection will operate in the exact same manner.

14



Homelessness

Homeless status information can be entered orptgs. Basically just fill out as much
information as you can, then click the Save bu#bthe bottom of the page to record the
entry. We can customize this page and remove atdjaelstions as you need them.

Intake Notes

This section of SecurManage™ permits you to added bynopsis regarding the
resident's intake into the center and their curséaite and conditiorClick Add a New

I ntake Note, enter all of the appropriate information, th@ick the Add Note button.
You can also add a signature for that Intake rfoteu wish. Clicking the Spell Check
button will perform a spell check on the text yavé entered for the Intake Note.

ID Card

The ID Card tab permits you to create an ID CandhfSecurManage™ for the resident
that includes the resident's signature and phopbgrd his card also includes certain
demographic data and easily allows the residebétaisually identified.

To upload a resident's signature into SecurManadgditk theSign button in the
Resident Signature box on the left side of theestr&hen have the resident sign their
name on the electronic signature pad associatédywiir computer. After this has been
completedClick theUpload Signature button.

To enter a photo of the resident for the ID Card waill need to have a digital picture of
the resident in .jpg format on your local hard dri@lick theBrowse button in the
Resident Photo Upload box, go to the directory whibe photo is located and select the
photo therClick Open. After you have completed this tagkjck theUpload Picture
button.

After you have added the signature and the resgdphbto you can create the ID Card.

Click thePrint ID in the Resident Photo Upload box, then go to FiRrint. You can
thenClick OK to print the ID.

15



Intake Form

The Intake Form is an additional list of questitimat can be asked when a resident
arrives at your facility. Enter the resident’s amssvto the questions in the appropriate
text boxes, theklick Save at the bottom of the page. You can a¥ick Save and Re-
Sign if you need to have staff and or the resident gigranswer to the questions. These
will be saved on the form, and as Case Notes iiCse Management—Case Notes
module.

Other Contacts

Other Contacts permits you to enter contacts outside of emergenayacts, such as
friends and other familyClick New to add a new contact; enter all of the information
possible, theiClick Save If you want to edit a contact after adding itcklthe radio
button to the left of the contact you wish to cheythenClick Edit. Change any
information you wish, the@lick Save To view a contact, Edit it as before, but don’t
Click Saveafter viewing it. You can then click on any otlsection of SecurManage™
when you have completed viewing the informationntaots marked as being in
household will be displayed on the Resident Disgh&@ummary Report in the Case
Management—Reports section.

Resident Forms

Staff can enter custom created forms for residentsis section. To enter a new form,
click theNew button. A user can also select a form to editllmking the radio button to
the left of a previously entered form, then clibk View/Edit button. Once changes are
made you can clickavefor the system to accept the changes.

After theNew button has been clicked another page will appelagre the user can select
the Form Type from the dropdown in the upper lefttipn on the screen. Once the form
has been selected, it will appear on the scredroiiall of the text boxes, checkboxes,
etc. on the form, then clicRaveat the bottom of the screen. You can also click3igm
button if the form requires a signature, and signgage as you would normally.

Our staff will need to pre-load forms into the yatfor your center.

Resident Files

Staff can upload and store any type of resideatifilthis section. To upload a file, click
Upload a New File. Browse to the file on you congputy clicking the Browse button
and navigating to the file, then click Open. Onoe fave done this you can add a
comment, and then click the Upload button to uplbedfile to SecurManage.

16



Risk Assessment

Information can be entered in this section to rawté describe various risks regarding this
resident, such as the resident having a violembityisa suicide history, etc. Many of the
risks that are selected will cause Alert notesa@laced at the top of the page for that
resident. Selecting Suicide History as a risk i@ ¢urrent resident will cause a SH note
to be placed at the top of the page for them.

You can click the Yes or No buttons beside eadhtdsset the risk status for each type,
and also enter a general description in the textunaler the risk type. When you are
done entering information, clicRaveat the bottom of the page.

Reports

Reports
In this section there are multiple reports you pent:

» Active Residents with Children —Displays all of the active residents that have
children, along with the number of children theyé&a

» Arrival Report — This report will display which residents are dueatdve at the
center in a given date range. This will be basetheir estimated time of arrival
in the Admission Info section.

» Barcode Tag- This report will generate a small ID tag witharcode that can be
placed on items such as wristbands or beds towithra barcode scanner.

* Bed Tags-This report will create a tag for every bed tisabeing utilized within
the center.

* Booking Sheet -This will display a resident photo and other imfi@tion
commonly required by treatment centers or jails.

* Days in Center Report —-Displays the total amount of days the residentidessn
in the center.

* Empty Beds —Lists all of the currently empty beds in the center

» Face/New Info Sheet -Produces an editable .rtf file based on the other
information entered into the system, mainly in ottm@dules in the intake section.
It will base a great deal of information on whatsvemtered as the resident’s
current offense in the Intake — Arrest Info section

17



ID Card — Clicking on this text will pull up an alternate ird that can be used
in place of the ID card located in the Intake —GBrd section. This card prints
out in a smaller format.

* |ID Tags —An ID tag consists of a photo of the resident,rthaime, bed
assignment, program, and a brief demographic gggori When you choose this
report you will get a list of all of the active résnts within the center. If you
want to print an ID tag, click on the name of tlesided resident and clidkrint.

It will print two ID tags side by side. If you wigo print multiple residents at
once, hold down theCtrl> key and click on residents from the list. Thid$l wi
retain all of the residents you select. When yaufimished selecting residents,
click Print as before.

* Intake Form — Prints out all of the questions answered in thakatForm,
including various demographic, and general residgatmation.

* Intake Sheet -Shows demographic and resident information, aloitly &photo.

* Movement Report —Displays a list of all of a particular type of prag
movements (by state, federal, county, or otheg) date range grouped by day,
along with a total center count broken down bydest sex.

* Non-Res ID Card —Creates an ID Card intended for use with non-resglie
the center, such as contractors.

* Special Diets -Gives a list of all active residents that havegpecial diet box

selected in the Intake — Demographics section.

Sentencing

This section displays a list of all of the residemtrrests. To add a new arreShck on
theNew Arrest button. A new page will appear where you can egiteof the resident’s
arrest information. When you are finished addingithe appropriate information,
Click theSavebutton in the lower right portion of the screen.

If you want to view or edit a resident’s sentendmgrmation, select the arrest you wish
to view or edit by selecting the button associatétl that arrest, the@lick the

View/Edit button.This will bring up a page with all of the specifientencing
information. Click on the text box or fields youshito edit, make the changes that are
necessary and th&lick theSavebutton at the lower left portion of the screen.

18



Veteran

Veteran status information can be entered on g pBasically just fill out as much
information as you can, then click the Save bu#bthe bottom of the page to record the
entry.
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Security

in

Phase System Level: Building I Unit
Jnit A

T —

| Active Residents =
Community CenterAll Units =

PREV HEXT

[ ScheduleDetail |
!D?ﬂ 5/2003 v Description/Comments
lcons - Type Start Date Start Time End Date End Time May require an extension later
Work Site 07152009 09:30 07152009 16:30
R E.‘ﬂ LT Returning to Center? Yes
—
Enter only numbers. Example 0.01 Center?

|| Add Breathalyzer Reading I lD_

Travel Time D inies

l Sched. Start Dateftime O7/16/2009 0930

| Add Comment | Method of departure Mone
Sched. End Date/Time 07 &i2009 1630
Method of arrival Mone
Demo User 0711520090 09:23
Name Dad's Landscaping
Address1 9873 0, Route 230
Address2
City Jeersey Shore

Call Times - This section is where staff can record call$ tiere made from
residents at scheduled locations. The times asremhtvhen a schedule in entered
into the computer

Incidents —Incident reports can be entered here and pastencréports can be
viewed/printed.

Medication — Resident medication logs can be entered, viewatlpanted here.
Quick Logout — In this section you can create a schedule withoatshed
options list and automatically have the resideggtx out of the schedule.
Reports —Various reports used by security, such as headtsosign in/out logs,
etc are located here.

Resident Inventory —Section for tracking items that the resident hasight into
the center.

Resident Log —Various types of tracking entries on the resideatsbe made
here.

Resident Location/Day Reporting -Staff can quickly mark where a resident’s
current location is, and can login day reportetemg and leaving the center.
Schedule -Produces the resident’s schedule for the day.

Security Forms —Staff can fill out center based forms on this isectThis would
be forms such as count sheets, not forms for dpeesidents.

20



» SecurScan -All SecurScan related functions such as printirgwuérification list,
uploading scans, and viewing the SecurScan logmeaged in this section.

» Shift Log — General section for security staff notes. Thisaster based — not for
one particular resident.

» Status —Determines whether a resident is active in theezemthas been

released.
* Tasks —Section for scheduling residents for tasks sudd/As, Bas, searches,
etc.
SECURITY

Security-Schedule

You can go to the Security-Schedule sectiofChgking on Security, or byClicking on
Scheduleunder the Security tab.

Clicking on a schedule (which will then appear in a hiditiegl manner) will produce a
window on the right side of the screen. This windmmtains details of the schedule,
such as who entered it, the address of the siteethdent will be visiting, when it was
entered, etc. If call times were entered for theedale they will appear under this
information also.

A schedule that is displayed in black text is aesitte that currently has not had any
action taken upon it. A schedule that is in red teans that the resident has been
logged out for that schedule and has not yet retlirA schedule with lines through the
text (strikeout) means the resident has been loggednd logged back into the center
after returning from the schedule.

By Clicking onLogout, a resident can be tagged as being logged obkafdnter. This
can only be done 15 minutes before a scheduled.even

By Clicking on Login, a resident can be tagged as having returnecttoehter.
You can also add a comment to a schedule by egtesxt in the box next to thédd
Comment button. Enter the text ar@lick Add Comment, and the

Description/Comments field for the schedule wifleet the change.

To add an breathalyzer reading to a schedule, aneading (.01, .02, etc.) into the text
box to the right of thé&dd Breathalyzer button, therClick the button.
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Security-Status

Status— If you click the down arrow to the right of tdeop down box you will be given
a selection of possible status choicksft Click on the correct choice for the resident.
Once you choose the correct chaolek Update Status I nformation button to save it.
Setting a resident’s status to Active in this sectivill NOT Activate them. You will
need taClick on theActivate Client button in the bottom left.

Counselor— This drop box functions in the same way thatStetus box does. Choose
the assigned counselor for the resident.

Program — Select theoroper program here for the resident.
Building — Choose the building to which the resident will l3signed.
Bed — Choose the bed to which the resident will begagsl.

After you are finished selecting the resident’®mfation,Click on theUpdate Status
Information button in the bottom right of the box. This widlve all of the resident’s
status information. If you do n@iick this button, the information will not be saved.

In the left portion of the page there is a but@peledActivate Client. To set a resident
as Active, you will need t€lick on this button. Setting the resident status as/éah
the Status section alone will not activate thedessi.

If the resident has already been activated thebuwtill readCloseOut Client, clicking

on this button will allow you to remove their statas active when he leaves the center.
After closing out a resident you have the optianselect the reason for the close out, the
type of close out, and a comment section to eetearks about the close out. These will
appear on the Movement Report in the Scheduling—eRegection.

Call Times

Staff can record resident calls in this sectiore phage will display a list of all calls that
have not been completed in a 12 hour range fronouhrent time. This time range can be
altered if necessary. To record a call click onGteckbox to the left of a call time for a
resident. On the right side of the page a smatlliex will appear where you can enter a
comment as well. You can click on more than onkatad time also. When you have
finished, at the bottom of the page click Recortl<Cdhis will automatically generate a
resident log entry of whatever type you wish usdtup, we generally default to a type of
Phone Log. Calls can then be reported on usingRésedent Log reports in Security—
Reports.
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Incidents

The box will either contain a list of reported idents for the resident or it will say
“There are no reported incidents for this resident”.

If you want to add an inciderglick the Add New I ncident button in the lower left
portion of the box. When yoQlick that a new box will appear with several fields:

Incident — Click on the arrow to the right of this field widking up a drop box of
incidents that have been entered into SecurManage™.

Incident Type —Clicking on the arrow the same way as before witidpup a list of
incident types based on the severity of the indiden

Restriction — Select the type of restriction that this incidesptart will place the resident
on.

Report Authorized By — Enter the name of the supervisor who authorizedepert.
Entered By —Enter the name of the person who entered the report
Place of Incident —Staff can record where the incident occurred is tbxt box.

Date and Time of Incident —The incident will default to the current time aratel but if
staff needs to they can change these to refleasadate and time for the incident.

Descriptions/Comments -Enter a description or additional comments abogirkident
that occurred.

When you are finished entering that informatiGtick Save at the bottom left of the box.
You can also click th&ave and Sigrbutton if you need to sign the incident with a
signature pad.

From the Incident Summary Page, you can also satettcident, then click the
View/Edit button to edit the incident. Make any changes) tiek theSavebutton
again. Also from the Summary page, you can seleth@dent and click therint
Situation Report button. This will bring up an .rtf based repont foe incident that can
be edited and saved locally.

If you need to remove a restriction status thasident had been placed on, go to the
Incident Details of the incident that placed th&aent on restrictiorClick Remove
Restriction, and the restriction will be lifted.
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You can now also add a follow-up to an incidenteAfin incident has been entered,
click on the proper Incident you wish to add adaltup to, and the@lick Incident
Details. Scroll down, and the@lick Save Follow-up. You fill this out the same way as
you do when you originally create an incident. Yaum change Restrictions in this
manner without adding a new incident.

Medication

The medication section of SecurManage™ is wheredsielent’s current and past
medications can be found. You can select a meditdy clicking on the radio button to
the left of the medication. If the resident curhgig not receiving any medication there
will only be a button that readsdd Prescription. Clicking this button will bring up a
menu to enter the details of a new medicationwhihbe dispensed to the resident. When
you are adding the details about the medicatiadhéanenu, make sure to select Activate
Medication if you intend to have it being giventhe resident.

You can also edit a prescription after it has bexered. Select the radio button to the
left of the prescription, and clidkdit Prescription. Make any changes that are needed,
then clickAdd Prescription at the bottom of the page.

To dispense pills, click thBispense Medicationbutton at the bottom of the page. You
then have the option of entering the amount dispeéifer each medication. If there are
medications on the list that are not going to lspeinsed, just leave the amount field
blank for each. Enter any notes in the text bakeatottom of the page, then clilave
You will then be required to sign the signaturegpalbng with the resident. After this is
done clickSubmit Signatures

To refill a prescription, click th&efill Prescriptions buttons. The next page is basically
the same as the dispense medications page, exaeptily just enter the amount of pills
that are being added back to the prescription. Sigrpage as done on the dispense page
to complete the refill.

To change the current count of a prescriptionkdie radio button to the left of that
prescription and then clidkdit Medication Counts. You can also just click the edit
button without selecting a prescription and editalnts simultaneously. Enter what the
current count should be set to in each box, thea aad sign as before.

To view medication logs, click the radio button idesa prescription, then clidRrint
Logs. On the next page, you can either select a datgertor the logs you want to view,
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or just click the checkbox label&dint All Medication Logs. Click thePrint button
after that to view the logs.

Resident Log

The resident log is the section where you can adlitws types of resident notes that
aren’t covered elsewhere in SecurManage™. Basdleotype of log entry you select
when you add the entry, the resident log reportherreports section can give you a
count of that type of entry. For example, therelddne a resident log type of Positive
UA. You would then run the Resident Log Count répomget a count of each resident’s
positive UAs during the time period you selectnglavith a total count during that
timeframe.

To enter a new resident log ent6ljck New. Select the type of log from the dropdown
in the middle. Type in any notes a@tick the Savebutton at the bottom of the screen.
When you are creating a log entry you also havelgy to add this log entry to
multiple residents’ logs. This functions the saneg/\as creating group notes in the Case
Notes sectionClick on one of the trees on the left side of the scesehtherClick on
resident names to add additional residents toadpemhtry. For example, clicking on the +
By Counselor text on the left side of the screelhlwing up a list of counselors. Clicking
on a counselor’s name will then bring up a listhaf resident’s currently assigned to
them. You can the@lick on each resident’s name to include them in thesldgy, when
you Click on their names they will appear in the Residentsdbove the log entry. You
can alsdClick Save and Re-Sign if the note needs to be signed by a resident arstéfi
This functions the same way as in Case Notes.

From the Resident Log Summary screen you can daraethings. You caglick the
radio button to the left of a log entry, th€hick View/Edit to view or edit it, orClick
Print if you need a printout of that log entry. You @soClick Print All to print all of
a resident’s log entries.

A common use of th¥iew/Edit change would be if a resident log of UA Taken was

entered. When the results for the UA came in, ¢lgecbuld be changed to Positive or
Negative to record the results of the UA.

Shift Log

This is a section where staff can make generakcdrased notes. For example, someone
could enter that contraband was found in a room.
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To make an entryClick New. Select the log type from the drop down list, eaigy
comments or descriptions that you need to, tbikrk Saveto make the log entry.

When you first enter the shift log page, you caange the calendar or date at the top
right of the log to view entries for past days.

Tasks

In the Security--Tasks you can view scheduled t&skeesidents, such as UAs, BASs,
searches, etc.

When you go into the Tasks section you will seisteof all tasks that are due for the
current day. You can also view future tasks bykatig the View Current Resident's
Tasks button. You can also manually add, delete ealit tasks after clicking this button.

To add a task, after clicking the View Current Rlesit's Tasks buttoglick theNew
button. Select the task type from the dropdowreretite due date, theflick Save If
you want to edit a task or delete@jck the radio button to the left of the task, then
Click Edit or Delete If you have chosen to edit a task, when you lmagde the
necessary chang&ick Save

When a task is due for the current day, you carkmas complete by clicking on the
radio button to the left of the task, th€ticking the Complete Taskbutton. This will
bring up a page where you can enter a commentcomanent and numeric result
depending on the task type. You can mark the taslomplete bylicking theMark
Task as Complete button, or sign and complete it by Clicking Mark as Complete and
Sign button.

After this has been done, an entry will be madiénéresident log that corresponds to the
task type. You can then edit that entry if the lssare pending for the task. For example,
if a UA was taken, completing a UA task will creat®esident Log entry labeled UA
Taken. After the results are received, you canagkho that Resident Log Entry and
change the type of entry to Positive UA, or NegatilA. You can then report on the
tasks using the various Resident Log report typeatéd in the Security Reports module.

To view a report on Tasks, go to Security—Repant$ rain the Task Status report.

Quick Log Out

The Quick Logout section will let a user createugcky schedule and automatically log
the resident out for that schedule. Just selecbtteedule Type from the drop down, and
then select the exact location or visitor from s$lketion just under the type, as you would
normally when creating a schedule in the Schedutingule. Enter the time/date the
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resident should be due back to the center, oniteddate the visitor will be leaving the
center in the Date and Time Returning to the Cesgetions, then clickog Out to have
the resident automatically logged out to that lmeatYou can also clickog Out and
Signto have staff and resident sign for the Log Out.

Resident Inventory

This module is where you can list all of the posgess that a resident has brought into
the center, or items that have been dropped offifor

When a resident arrives at the center with iteragpghe Resident Inventory addick

the Add Items button on the left side of the control box. Afy@u click the button it will
display a new page with a list of possible itemesrésident may be bringing into the
center. To the right of the item, enter the nundfexach item that the resident has
brought into the center upon arrival. You can UeeTAB key to go to each item
sequentially. When you are finished you can s¢mthe bottom of the page to make a
comment. You can the@lick theSavebutton at the bottom of the screen@ick Save
and Re-Sign if you need to sign the log entry. This signingdtions in the same manner
as the resident log or case notes. This log enthpw/recorded as Upon Arrival in the
Log History page.

You will also notice that you can record who drogpdf items for the resident. This list
will be populated by the list of visitors that haween entered in the Scheduling—
Visitors section. Upon arrival at the center, lethis on the Other-See Comments
selection, and enter a comment that the residenight in the items himself (or list
someone else if the resident didn’t bring them).

After these items have been entered, whenGlazk on Resident Inventory it will
display the resident’s current inventory.

If items need to be removed from the resident'®mary,Click theRemove Items
button from the Resident Inventory page. It willlnst all of the items in the inventory.
In the drop down to the right of each item, seteetnumber of each item that will be
removed, anlick Save or Save and Re-Sigras before. You can also make a
comment.

When a resident leaves the center, youGrk theClose Outbutton to show that his
inventory has been emptied. You will be given tp&an to cancel on the following

page, accept the close out by clickiegs, or to accept the close out and sign by clicking
Yes and Sign.

If you need to view past log entrigSlick on theView History button on the right side
of the control box. It will then list all of theamsactions made with the resident’s
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inventory. Click the radio button to the left obtbne you wish to view, and thé&tick
Print Selectedto view it. You are not required to print it if walick this button. You can
alsoClick the radio button an@lick Edit to edit a transaction and make changes to it,
and re-save it. There is also a Print All buttoat thill let you view or print all of the
transactions that were made regarding the resglantentory.

Resident Location/Day Reporting

This section allows the current location of thadest to be set. change the dropdown to
the current location of the resident, adlick Update. The locations of all of the
residents can be viewed in the Current Residenatiae report in Security—Reports.

You can also log resident in and out on scheduledtions, which are set in
Scheduling—Location SchedulesThe schedule for the current day will appear @n th
right side of the page. To log a resident in fechedule, click the radio button to the left
of the schedule, then clidlog In, orLog In and Signif a signature is required. The
schedule will then be displayed in red to showrtdsdent has been assigned to that new
location. When they leave that location, cliakg Out, or Log out and Sign Their

location will then be changed to Out of Center.

SecurScan

Print Verification List — Clicking on this will print out the list of poss#lmaintenance
issues that can be scanned during a walkthrougkr Atanning the room’s barcode, scan
the applicable item on this list that describesaamenance issue. This list should be
carried by staff during a tour/walkthrough.

SecurScan Report This report will display locations scanned duringakthrough,
along with residents that were scanned at eachidocas well as maintenance issues.
Make sure if you are scanning residents that yan sdocation barcode first or they
won't show on this report. They would only be shoagnscanned on the SecurScan
Headcount report.
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SecurScan Count-This report will show a breakdown of locations thatl been scanned
in a date range, along with the number of timesehah location was scanned.

Upload SecurScan Walkthrough-After the scanned file has been uploaded to the
computer from the scanné2lick here to send the file to SecurManage™. After aligk
this link you will be prompted to login again. Ugeur standard SecurManage™ login.
After logging in, a small box will appear promptiggu to Upload Barcode€&lick
Upload Barcodes, and all of the barcodes will be uploaded to tystesm. Make sure to
close this box after the upload is completed.

SecurScan HeadcountThis will generate a current headcount, whetheradithe
resident is in or out of the center, along witthaakbox to show if the resident was
scanned in the time/date range that was entered gémerating the report. To make
generating the report simpler, make sure to usiamyiltime when entering the time for
the report. Use the calendar to enter the stareadddates, then enter the times that the
scans should have been between to check if a redidel been scanned. There are two
options now for this report, one for sorting bydtion, and one for sorting by bed.

Reports

Current Count- This will generate a report of the total numberesidents in the center,
sorted by programs.

Current Restriction — This will generate a report of all residents #ua under some
form of restriction in their movement from the cemt

Current Head Count — This report will display the current list of e residents at the
facility. At the bottom of the report the total nber of residents in center and out of the
center on schedules will be displayed.

Previous Head Count -This will create a list of all the current residemnt the center,
their program and bed assignment. When the repanes up you ca@lick Print to print
the headcount sorted by Bed, then the residentrsenand the report will be run for the
current date and time. You can also set the reépatdate and time (the time is required)
in the past, and sort the report by up to fivediel

Overdue Clients —This section will create a report of residents tra late on their
scheduled return to the center. The report inclildes$ocation they were signed out to go
to, the time they are overdue, and the contactfmféhe supervisor at the location they
were scheduled to be at. We recommend that tha@trep run every 30 minutes by
security staff. The report will also show residethist were scheduled to arrive for their
admission to the center, but are late. If you rteegémove a late arrival to the center on
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this report, go to Intake--Admission Info and etl# movement for that resident’s
arrival. Click on the checkbox labeld2id Not Arrive at Center, thenClick Save

Sign In/Sign Out Log —BYy selecting a date range, you can create a réputtie
currently selected resident’s schedules out otéreer in that range, along with their
signature and the time and date that they wereelbggt. There is also another Sign
In/Out report that will display as a .pdf.

Visitors — This will generate a report based on the datesgbect of the visitors that
were/are scheduled to visit residents on that day.

Previous Admissions -By selecting a date range, you can create a repait the
admissions to the center in that range, sortecbaniken down by date, that also includes
the resident’s name and the program he is beingttsdhinto.

Previous Returns —By selecting a date range, you can create a repatt the returns to
the center in that range, sorted and broken dowaaby, that also includes the resident’s
name and the program he is being admitted into. &&ualso create this report based on
program; it can be selected when you first creage¢port.

Previous Absconders -By selecting a date range, you can create a repait the
absconders from the center in that range, sortddersken down by date, that also
includes the resident’s name and the program heimgy admitted into. You can also
create this report based on program; it can betselavhen you first create the report.

Previous Releases By selecting a date range, you can create a repait the releases
from the center in that range, sorted and brokevnday date, that also includes the
resident’s name and the program he is being adiitte. You can also create this report
based on program; it can be selected when youcfiestte the report.

Call Time Report - This report will give you a list of required callines for all residents
in a date range that you specify. It will group tadls by the time that calls are to be
made. These call times will come from the call snigat are added when schedules are
created.

Resident Log Report -This report will list all of the current residen®Resident Log
entries. It will include a photo and some briebimhation at the top of the report.

Resident Log Count -This report will let you have a count of a certgipe of log entry
within a given date range. It will list the count tesident, and also have a total at the
bottom of the page.

You could use this report to see how many posédigelyzer readings had been made for
residents, or negative UAs for the center.
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Resident Log Active with Date -This report will display a list of resident logs af
particular type within a specified date range aatknwhether or not a resident is
currently active.

Location History Report— This report will display in a date range all loétlocations
residents have been logged into in the Resideratimt module.

Location History(Individual) — This report will show the location history fast a
single resident(the one that is currently displagedhe page).

Medication Audit - This will give a report of all active medicationmsthe center, with
the current and initial pill/unit count. If a resiat leaves/ is closed out from the center
along with his medication, you will need to disabile medication so that it no longer is
displayed on this report.

Population Report (and (Excel)) -This report will give the center a report contagin
their entire population. It contains additionahi®not contained on other reports, such as
entry date, arrival date, shi#, etc.

The population report labeled (excel) will expdristreport in excel format to you. There
is also another population report that will outpuexcel which includes some specific
information from Intake—Arrest Info.

Alternative Headcount - This report is another way for centers to perfoeadcounts. It

is sorted by resident name, and will display alpgnbeds at the top of the report. It
contains less information and displays the couniees sheets of paper than the standard
headcount.

Incident Count Report - This report will list all of the incidents that weerecorded
within a date range. It will group and count theyrtie type of incident, so you can get a
count of all major violations, minor violationscet

Evacuation Report - This will display a list of all the residents, amdhey are in or out
of the center, which is often used when doing cediting center evacuations.

Residents Leaving Center This report will display all of the residents wihhedules
for the current day.

Current Resident Locations -This report will show the current locations of iksidents
based on the Resident Location Tracker in SecuriRgsident Location.

Shift Log Report - This report will give you a list of all shift logmtered in a given date
range.

Shift Log Count —This report will display all shift logs enteredargiven date range
grouped together with a count of each type of entry
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Task Status— This displays a list of all tasks in a date erand if they were completed
along with the result and the current residentdotyy associated with the task.

Facility Task Status- This will display the results of all Facility Taskh a date range.
Day Reporting Center Late Schedules- This will display any residents that are late to

be logged into the center that are late for theeturday, based on their location schedule
that was created in Scheduling—Location Schedubas®Reporting.
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Scheduling
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Type of Schedule: m
Date Leaving Center: I_
Time Leaving Center: I [am=]
Departure Transportation [wone =]
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Returning Transportation m
Is this a recurring schedule?: Yoz & Mo
Travel Time: ID—
Returns to center?  ves £ Nog
Must phone center?: © yes @ Mo
Escort required?: " yes * Mo
Approval required?: © ¥es @ Mo
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Add Schedules- This section is where schedules are addedresident.
Daily View — Shows the schedules that have been entereldefautrent day.

Monthly View — Shows what has been scheduled for a monthresident, double
clicking on a day on the calendar will give the sarew as daily view does.

Common Sites- Staff can enter the common sites for their imihis section. A
common site would be any general locations, su@hgsecery store or a bank, that all
residents would be scheduled out of the center to.

Community Service— Gives a list of community service centers, yan also add
community service centers here.

Activity — This is where activities can be scheduled.
Pass Sites- Pass sites can be entered and viewed here.

Employment — Employers can be entered and viewed here, alithghe current
employer for a resident.

Visitors — Visitors for residents can be added, viewed,etitbd.
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Schedule Approval- Schedules that have been marked as needingvappen be
approved by a director in this section.

Location Schedules/Day Reporting- Use this section to add scheduled locations for
residents, which they then can be logged in/ouirf@ecurity-Resident Location.

Reports — Contains reports which give a summary of Empleytrand Community
Service statistics, among other scheduling reports.

Add Schedules

When you select add schedules, you will see a baxeaup with various fields that need
to be filled out. The first field that needs todmected iFype of Schedule. Select the

type of location that the resident is going to tieesluled to go to. The schedule type that
you select will slightly alter the other informatichat needs to be entered into the
remaining fields. Make sure that if you do not enie time for a schedule in military
time to alter the am/pm fields accordingly andndude a colon between the hh:mm in
the schedule.

When entering the time in military time, make starénclude a O for single digit hours.
For example, 9am should be entered as 0900. Toa@meed to alter the AM/PM
dropdown when using military time

You can also create recurring schedules. Clickvégeradio button to the right of the
guestion 'Is this a Recurring Schedule?'. Therthesealendar to enter the date this
schedule will repeat until. Click the checkboxesitle the days that the resident will be
scheduled for.

If you Click theMust Phone Center radio button when entering a schedule, you wéhth
be given a choice to include call times. Changedtiop down to the number of calls you
wish to be made required, and then the numberlbfitees boxes will appear under the
schedule. Enter the dates and times for the cadigiin these boxes. They will appear in
the Call Time report in Security-Reports and on3leeurity—Schedule page under the
schedule details when the schedule is highlighted.

You also have the option of specifying if an eseatt be required for the schedules
being created. If you select Yes, this will flashréd on the Security—Schedule page
where security logs out residents for schedules.

If a certain schedule requires a director to apprine schedule before a resident can
leave the cente€Click onYesin Approval Required. A director will then needgo to

the Schedule Approval page and approve that scadddibre the resident can be logged
out of the center for that particular schedule.

When adding schedules at the top of the form, tlsea&equenceoption to enter
multiple schedules sequentially. The dropdown apgpas one of five. This means you
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will be entering one schedule by default. You change it to create up to five schedules
at one time. After entering the first schedulegiciheNext button. It will then use the

end date/time of the first schedule that was edtasethe start date/time of the next one.
You can then keep entering information schedulsdiedule until you are finished with
that block of schedules. When schedules are créatbts manner the system can be
setup to automatically log residents as beinglimiswith each schedule, and then log
them into the next schedule. Normally you woulddheehave staff do this manually.
You currently cannot create recurring schedulesnwdseng this method however.

Daily View

When you select this section it will show where tbgident is scheduled to go for the
current date. There will be a list of all of thenwaites, activities, community services,
etc. that they are scheduled to attend. If @igk on an item in the list, all of the
information about that schedule will be displayedibox to the right of the list of
schedules, such as the phone number of the sittaate, address, etc. Under the list of
schedules there are three buttdbdit Selected Schedule, Print Schedule, and Delete
Schedule. Select the schedule upon which you want to perfone of these actions, then
Click the appropriate buttoidit Selected Schedule gives you the option to change the
details of the schedule. Th&ick Saveafter you've changed the information that
needed editecClicking Print Schedule will allow you to enter a date range and print a
schedule card for the resident.

When you are viewing a schedule there are icortsafhizear to the left of the schedule. If
there is a car icon appearing, that means thaesident isn’t returning to the center after
this scheduled activity, a circular arrow icon me#re schedule is a recurring one. If
there is a phone there, the resident must phoneetiter from the site that he is currently
at.

Monthly View

When this section is selected it will bring up #ecaar of schedules that have been added
for the current month. You can go to the previousext month by clicking on the Next

or Previous buttons at the upper portion of themaér box. If yolDouble Click on a

day it will bring up the same view as Daily view that day, where you can print, edit,

or delete the schedule.
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Common Sites

To add a new common site cliblew. Enter all of the information you can for the site
and then clicSave The site will now appear in the Add Schedulesiseavhen the
schedule location type is set to Common.

TO Edit a current common site, click the radio baotto the left of the site, and then click
Edit. Make any necessary changes to the site,fmrddlickSave

Community Service

When you select this section there is an alphadldist of community services that have
been entered. Click on the first letter of the camity service center that you are
searching for, and all of the community services tiegin with that letter will appear
beneath the letter. You can edit a previously edteenter by clicking the radio button to
the left of it, then clicking Edit Community Serei€enter. After you make your
changesClick Save

To add a new community servicgglick on the button at the top of the screen labélddl
Community Service Center. After you fill out all of the necessary informarti, Click
Save When you attempt to add a schedule of Commuratyi€e type, all of the
Community Service Centers in this section will agopie@ the drop down list for you to
select from.

Activity

When you select Activity, a list of all scheduletiaities will appear. To add a new
activity to this list,Click on Add Activity . A new box will appear, after you have added
the information about the new activiglick onAdd Activity in the lower section of the
box. You can als€lick on the recurring text to create an activity thak automatically
be rescheduled for the selected amount of timeyrdow to the EndDate that you set.

You can edit or delete an activity by clicking dw tactivity, which will highlight it, then
clicking on edit or delete. After you make the cpes when you edit, be sureGtick on
the Savebutton at the bottom of the box. When you deletactivity make sure t€lick
Yeswhen the confirmation message comes up.

To add clients to an activitglick on the activity that you want to schedule clidots
and therClick on Add New Clients. Multiple activities can be selected to have dken
added to. To add new clients to an activity, do@llek on clients in the All Clients list
on the left, and they will then be added to the éadi€lients section on the right. When
you are finished adding clients to the liStick onSave Sometimes you will have to
scroll down the page to find the Add New Clientsdém
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At the bottom of the list of classes there is ar8gé&unction. You can search by date,
instructor, and class type. enter your searchr@itbenClick on Searchand a list of all
the classes that meet your search parametersomii aip.

Pass Sites

This section is where you can add a new pass sitiew currently entered ones. When
you go to this section, all of the sites that hadrbentered previously will be displayed.
To enter a new sit€lick onNew. Enter all of the necessary information, and tGé&ok
Save

To edit a site that was previously enter@tick the radio button to the left of the site,
thenClick View/Edit. Make any changes you need to, tkdick Save

Employment

The employment section is where you can add a memlayer for a resident, or view
past and current employers. A list of all past endent employers will be displayed
when you select Employment.

To add a new employeglick on the button labeleldew Employer. When the next
screen appear§lick onCreate New Employer. You can also select one of the letters to
search to see if the employer has already beeneehitgo the system. After yddlick
Create New Employer enter all of the required information, and seksttier Create, or
Create and Assign (which will assign this new empias the employer of the resident
that is currently selected in SecurManage™).

If the employer is already entered into the sysamach you want to assign the current
resident as being employed by thedtick on the radio button to the left of the employer,
and therClick on the button labelefissign Employer. You can view/edit an employer’s
information by clicking on the employer (which wiien be highlighted), thedlicking

on the button labelediew/Edit. After you make any changeSlick on the button
labeledSave.

Visitors

This section is where you can add new visitorsafogsident, or view a resident’s past
visitors. To add a visitoClick on Add New Visitor, enter all of the required information,
thenClick onSave
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To edit a past visitoiClick on the radio button to the left of that visitortire list, and
Click Edit Visitor. Make any necessary changes @fidk Save You can also delete a
visitor in the same manner.

You can also mark a visitor as denied, meaning #neynot allowed to return to the
center for visitations. You also have the optiorsighing a visitor to mark them as
approved (bylicking the Save and Re-Sign button), and to denote certain visitors as a
special visitor or as being verified.

Schedule Approval

If a schedule is marked as Approval Required wheras created, the resident will not

be able to be logged out from the center untg iiarked as approved. To approve the
schedule, go to the Schedule Approval page. Thékrbeva list of the schedules that
require approval. Click on the checkbox to the ¢éfthe schedule to be approved, then at
the bottom of the schedule box there is a buttbal&dApprove. Click that button, and

all schedules that had the box beside them chewkktthen be approved and residents
can be logged out of the center for those schedules

Only users with Administrator or Director credefgiaan open this page to approve
schedules. Once a schedule is marked as approvadnot be edited.

Location Schedules/Day Reporting

This section is for scheduling residents to spedifcations. It would generally be used
by day reporting or treatment centers to schededilents into the center and out of the
center. To enter a schedul@ick theNew button. Enter the times and dates in the same
manner as the Scheduling—Add Schedules modulect3bkelocation that the resident
will be going to (generallyn Center for most centers using this module) and enter the
dates and times. You can also create a recurrimgdsite in the same manner as the Add
Schedules module. Click Yes for a recurring schesdilen click on the checkboxes for
the days, then use the calendar to enter the ldatgchedule run until. When you are
doneClick Save.

Reports

Community Service Statistics— This report gives a breakdown of the time thas w
spent by residents doing community, by case maraggby service location.
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Employment Statistics- This report will give a breakdown by program dnydcase
manager, of the amount of residents currently eygalo

Transportation Report - This report displays the number of times in sedange that a
resident used a selected type of transportatiakeor down by departures and arrivals.

Schedule Audit— This report will display all of the completechedules in a given date
range, and the total time the resident was oth@tenter for each schedule, along with
comments, BA information, etc.

Day Reporting Center Schedule Card- This will display a schedule card for a day
reporting resident in a specific date range. Times that the resident is scheduled to be
in and out of the center will appear on the lediesof the card(created with the
Scheduling-Location Schedulesnodule), and on the right side any classes thdeaets

is schedule for will appear. It will be groupeddgy(created irscheduling—Activities).
The times that the resident arrived and left theerewill also appear on the left side of
the card after they have been logged in and out.

Visitor Report — This report will display all of the visitors thaere logged in and out
for residents.

Late Resident Report- Displays a list of residents in a particulargmnam type in a date
range that were late returning to the center fecteedule.

Residents Due Back- This report will show all resident that are ledgut of the center
and when they are due to arrive back to the center.

Schedule Summary- The Schedule Summary report displays the resglscihedule
activity for the past 30 days.

Employment Report- This report will give a list of all current emplens sorted by
resident name in excel format.

Current Employment Statistics - This report will display all of the residents, gpaa

by program, and whether or not they are employtaalilllalso display at the top of each
grouping the employment counts and percentageaabf program. At the bottom of the
page it will display the total counts and perceatag
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Phase System Level: Building / Unit L
Unit A f
I e
-

Haorme Intake Case Scheduling Security — Accounts Accounts Managernent
Management Admin

Chanage Phe rts

PREV  NEXT

Phase System Resident Summary

Current Level Orientation
Starting Points 100
Current Points -284200
Minimum Paints to Pass 0

Week Of 051 508

Minirum ¥Weeks to Pass 0
Consecutive Weeks to

Pass m

Week O Lewvel Name Points
0501508 Crientation  -284200
1002307 Qrientation 100
1002307 Qrientation 100
0712807 Qrientation 100
Date Staff Name Demerit

07M5/08 0932 Samuel Returned at least 432825 minutes late Viewl T —— |
Smith [autamatic].

Do 7I08 11:08 Samuel Retumet! at least 420060 minutes late iew | B |
Srnith [autormatic].

Returned at least 15 minutes late view | Damoee |

NRITRING 12790 Parmn | lear

The phase system is a system of tracking and gyadsident behavior.
The phase section on the menu consists of fivepart

Change Phase Levet Allows staff to manually change the current ghiesel of
residents.

New Demerit —This is where you add a new demerit for a resident

New Demerit Tree— This section for adding demerits for multiplsidents, by
program, consoler, etc.

Report — Contains a report that gives a summary, by aelonsof all demerits given out
to residents.

Summary — Selecting this will bring up a demerit historyadf past demerits for a
resident.
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New Demerit

To add a new demeri€lick onNew Demerit. A box will come up, which will have the
name you are logged in as, along with the curier# ind date. The next field is labeled
Demerit Name. This drop box is where you selectype of demerit the resident has
committed. To add a description of the dem&iick on the open area in the text box
labeled Notes. When you are finished enteringtif@mation for the demeri€lick Add
Demerit in the lower left portion of the box. You can ckebke spelling in the Notes
section of the demerit by clicking on Check Spellin the lower right portion of the box.

Summary
Selecting the Summary will give you the residemhdat history and standing.
Phase System Resident Summary

The upper portion of the summary lists the residanirrent standing in the phase
system, with such information as their current pginurrent level, etc.

Level History

This section of the report gives a listing of where resident’'s points have been week by
week.

Demerit History

This section is a list of all of the demerits thate been given to the resident. You can
Click on the demerit, which will then be highlighted.eRClick onView Details and it
will give a description of the incident. You cas@Click on the Remove button to reset
the points lost on that demerit back to the regiden

Tree

This section of Phase gives the ability to assigermerit to multiple residents at the
same time. On the left side of the screen neapdipeup menu a list of five choices will
appear to give you a way to select multiple resisleYiou can seled®esidentwhich will
give you a list of all active residents, from whigbu can doubl€lick on each name to
add it to the Residents box on the right, whicH digplay all of the residents that will be
assigned the chosen demerit. Select the demetrivithdoe assigned in the drop box to
the right. You can add any notes that further diesdhe incident by clicking on the
Notes text box and entering them. You can ClickSpell Check button in the bottom
right to correct your spelling. When you are firsdhClick Save The other choices on
the left side of the page, such as By Counselork wothe same manner as they do in the
Casenotes section. Clicking on them will give aeotlype of breakdown, clicking on By
Counselor will display a list of all counselorsdasiicking on one of their names will
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give a list of all residents assigned to their ket You can theflick on a name to add
it to the demerit.

Change Phase Level
In this section of the system, staff can changeptiase level of a resident that appears at

the top of the page. Using the dropdown on thiepaglect the current phase level of the
resident, thei€lick the Savebutton.

Report

This section contains a report where, by case n&nggu can print out a summary of
demerits. Select the case manager on the list wiess#ents you want a demerit history
summary of, an€lick Print.
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Clinical

Phase System Level: Building ! Unit
Uni

Help

A L

PREV HEXT

+ By Resident Name Add Treatment Note Entry

+ By Counselor Sttt Member
: Ez E;ﬁ:mm K[g:\:i!caktnamss o remove)
+ By Building
Resident
Type of Treatment Note Famiy Counseling v
Treatment Note Date 11/07e2012_ |
Length of Session (Minutes)
unit
Cate 1 cotel v
Treatment Note

Spell Check Save and re-sign

Forms — Custom clinical based forms can be added sdbction.

Sessions Remaining- The number of approved clinical sessions thatie for this
resident can be recorded on this page.

Treatment Notes— Treatment notes for residents can be entergdsrsection.
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Sessions Remaining

To add the current number of treatment sessionairgng for resident, just enter the
number remaining into the text box and then cliaké&to record them. After entering
them you can go back later and change the numlibeisame manner.

Treatment Notes

Treatment Notes will bring up a listing of all ttewent notes that have been entered for
the resident, or come up with a blank list if ndra&e been entered yet.

To create a new treatment nadick on theAdd Treatment Note button on the right

side of the box that appears. Enter the appropdigiils for the treatment note in the
comment box, along with the note type and goahendropdown(you can also enter
Units and/or select &odein the dropdown if this is appropriate for yountsr), and
thenClick theSavebutton on the bottom of the Treatment Note boyolfi have a
signature pad and want to sign the treatment @jiek on theSave and re-sign button.
You can select the checkboxes to enter the stisure, resident signature, or both.
Click Sign to enter a signature under the staff and/or resiblex, and then sign the
names on the signature pad. After you have signadnote Click Update Signatures
You can enter group notes by clicking on the texthee left side of the scree@licking

on By Resident Name for example, will display a list of all residentghich you can then
add to a group note by clicking on their name. dtineer types breakdown the residents in
other mannersClicking on By Counselor will display a list of all counselors, and you
can then view their caseload by clicking on tha@me. When this note is saved it will be
saved under all of the selected resident records.

If you want to print all of the treatment notes &residentClick thePrint All button
above the treatment note list on the summary page.

To select a treatment note for u€dick on the radio button to the left of the note. Then
Click on one of the buttons above or below the list.

View/Edit — This will allow you to view a previously entergdatment note and/or make
any changes necessary. Edit the treatment notkdiyng in the field or fields you wish
to edit, make the changes, and tidick Save or Save and Re-Sign if you require a
signature.

Print— ThePrint button will print the treatment note that the maldutton is selected for
currently.
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Case Management

DOC #: a Phase System Level: Building I Unit L
Name: Clara Marie Last Lnit A

i
e

| Auctive Residents = * *
Community CenterAll Units =

Admin

Case Notes Summary |

PREV HEXT

Wiew/E dit | Frint All Case Motes | Frint Caze Mote I Add Cage Mote I
m
Relapse Recidivism Cumplellun Cemo User 083007 1423
Mane Demo User  08/30/07 14:25 5 L)
Mone Demo User  08/30/07 14:25 10 Mo
Phone Call Demao User  08/30/07 14:25 30 Mo
Individual Counseling Samuel Smith 09/04/07 1519 a0 Mo
Wtk Skills Assessment Samuel Smith 09/05/07 11:02 a0 ]
Aftercare Plan Samuel Smith 09/05/07 11:02 30 Mo
Discharge Summary Samuel Smith D9/05/07 11:35 30 Mo
Discharge Summary Sarmugl Smith 0S05/07 11:41 30 Mo
Phane Call Demo User  09/06/07 11:11 5 Mo
PPP Update/Caze Consultation & Treatment Plan Samuel Smith 09/06/07 11:571 30 Mo
Yeekly meeting with case manager Samuel Smith 0901 4/07 09:15 101 9/07 1544 30 Mo
Vacational Training Cemo User 094 4/07 09:15 0914007 09:15 0 Mo
Job Ekills DemoUser 0911407 09:15 091407 0916 0 Mo
Special Education Demao User 081 4/07 09:15 091407 0916 0 Mo
Gambling Demao User  08M4/07 05:15 091407 08:15 0 Mo

Assessments- Test scores on various aptitude tests can leeezhhere.

Instruments - A set of tests that can be performed, sucha& 81-R.

Case Notes- Case managers can add notes about meetingsdehi®&d with residents.
Supervision Plan— Case managers can enter their resident assesshah plan.

Resident Treatment Plan— A way for case managers to track resident proflgoals,
and treatment interventions.

Progress Report— Allows a case manager to create a report clogtthi@ progress of a
resident’s rehabilitation.

Progress Info— A section where case managers can enter esiterg progress
information that will appear on the discharge sumyma

Clinical Referral — This section is where case managers can entédaion to where
the resident is being referred after discharge filmencenter.
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Medical Notes— A section with limited access where clinicahogdical based notes
may be added.

Reports — Various reports needed by case managers.

Case Management

Assessments

The resident’s scores on various tests can be dueted To add a new test sc@igck
New, to edit a test score entry that was added presiydLiick on the radio button to the
left of the entry, thel€lick theEdit button.

When you seledilew, a new box will appear labeled New Assessmerthédrdrop box
labeled Assessment, scroll down and select thedfypest you wish to assign the resident
a score to. In the text box labeled score, entestiore the resident received, and you can
either enter a date manually or use the calenddwetoight of the Date text box to enter
the date the test was administered on. You cantgb&oin any comments you wish into
the Comments box. When you are finisi@atk on theSavebutton in the bottom left of
the box.

Instruments

You can run the tests listed here by clicking anteést you want to run, such as the LSI-
R. It will display all of the previous tests thaéme taken. To add a new teStick the

New button.

The tests are run by entering all of the informatiand then when you are completed,
Clicking the Savebutton.

The LSI-R has multiple pages so that you can savieway through the examination.
When you are done with @lick theFinished button.
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Case Notes

Case Notes will bring up a listing of all case isaigat have been entered for the resident,
or come up with a blank list if none have been uteget.

To create a new case no@dick on theAdd Case Note button on the right side of the box
that appears. The note is separated in DAP (Dasggsment Plan) format. Enter the
appropriate details for the case note in these camhimoxes, along with the note type and
goal in the dropdown, and thélick theSavebutton on the bottom of the Case Note
box. If you have a signature pad and want to digncase noteélick on theSave and
re-sign Case Note button. You can select the checkboxestty the staff signature,
resident signature, the supervisor signature, gicambination of two or all thre€lick
Signto enter a signature under the staff, superv@moresident signature box, and then
sign the names on the signature pad. After yoe Isggned your not&lick Update
Signatures You can enter group notes by clicking on the texthe left side of the
screenClicking on By Resident Name for example, will display a list of all residents,
which you can then add to a group note by clickingheir name. The other types
breakdown the residents in other mann€ikking on By Counselor will display a list

of all counselors, and you can then view their lcegkby clicking on their name. When
this note is saved it will be saved under all & selected resident records.

If you want to print all of the case notes for sident,Click thePrint All Casenotes
button above the case note list on the summary. page

To select a case note for ugdick on the note itself in any of its descriptive figld his
will highlight it. ThenClick on one of the buttons above the list.

View/Edit— This will allow you to view a previously enteredse note and/or make any
changes necessary. Edit the case note by clickitiggifield or fields you wish to edit,
make the changes, and thelick Save or Save and Re-Sign if you require a signature.

Print Case Note — This will print the case notd th@urrently highlighted.

Supervision Plan

This is where supervision plans for a residentlmmoreated. To create a supervision plan
for a residentClick on Add New Supervision Plan. Enter the appropriate information
into the text boxes, ardlick Add Plan when you have completed filling out the plan.

If a supervision plan has already been entered fesident, it will be displayed
immediately after you select Supervision Planhére have been multiple plans created
previously, you can cycle through them by ClickthgNext Plan or Previous Plan
buttons at the top of the screen. If you want t&enghanges to the current plan you are
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on, Click on the text box/boxes you want to make changesdiothe text, and then
Click Update Plan. You can alsc&Click Sign Plan if the plan requires a signature.

Resident Treatment Plan
To add a new Resident Treatment Plalick the New button.

This section is broken up into multiple sectionghweadings such as Addiction,
Criminality, etc. These sections are then brokemtpthree sections, titled Problems,
Goals, and Intervention. The case manager cand&doat problems, goals, and
interventions are applicable to this resident. ICtin the checkbox next to the type of
problem, goal, or intervention to denote that theggaly to this resident. The goals
section also has a Target Date associated witlaka jou can use the calendar to the
right of the date field to set the Target Datals$o has checkboxes C and P, to note that
the goal is Complete or Pending. The interventeetien has another field labeled
Frequency, where you can enter how often the resigeeives treatment, for example,
daily, weekly, etc. Once you have filled out tharpClick theSavebutton at the bottom
of the screen. If you need to sign the plahck Save and Re-Sign, this functions the
same way as signing a case note. If you need tet#re plan additiorClick Cancel
You can alscClick on another link in SecurManage™.

Progress Info

A case manager can enter additional progress dellafiemation in this sectiorClick

New to add a new set of progress information, entesfdahe information into the
comment and dropdown boxes, th@iitk Save You can also edit past progress info that
was saved previously by clicking the radio buttomhte left of that info, the@licking

Edit. This information will be displayed on the DiscgarSummary report. You can also
sign the Progress Info §licking Save and Re-sign instead of the save button.

Clinical Referral

Case managers can enter the location to wheresident is being referred after
discharge. When you first go to the page it wiiday a summary of all referrals that had
been entered previously. You can edit an old raféday clicking the radio button to the
left of it, thenClicking the Edit button. Select the new referral location from the
dropdown, therClick Save

To add a new referraClick New. You can then add a resident referral by selecisige

from the Referred to: dropdown, th€ticking Save If a referral center is not in the
dropdown, you can add one BYicking the red text labele@lick hereto add a new
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referral location. Enter all of the information about the new centieenClick Save It
will then appear on the dropdown when adding a referral.

The referral center entered in this section widegr on the Resident Discharge report
located in Case Management—Reports.

Medical Notes

This section functions in the same manner as tlse Glates and other log sections, with
the only difference being that it is not in DAP rfzat.

To create a new Medical Not€lick on theNew button on the left side of the box that
appears. Enter the appropriate details for the téddiote in these comment boxes,
along with the note type in the dropdown, and tG&ck the Savebutton on the bottom
of the Medical Note box. If you have a signaturd pad want to sign the Medical Note,
Click on theSave and re-sign button. You can then select staff, resident, botkign, as
in other signature sections. After you have sigyma note Click Update Signatures
You can enter group notes by clicking on the textree left side of the scree@licking

on By Resident Name for example, will display a list of all residentghich you can then
add to a group note by clicking on their name. dtrer types breakdown the residents in
other manner<Clicking on By Counselor will display a list of all counselors, and you
can then view their caseload by clicking on tha@me. When this note is saved it will be
saved under all of the selected resident records.

If you want to print all of the Medical Notes for@sidentClick thePrint All button
above the Medical Note list on the summary page.

To select a Medical Note for ugélick the radio button to the left of the note, then you
can perform the operations listed below:

View/Edit— This will allow you to view a previously enterbtedical Note and/or make
any changes necessary. Edit the Medical Note biinly in the field or fields you wish
to edit, make the changes, and tidick Save or Save and Re-Sign if you require a
signature.

Print — This will print the Medical Note that isrcently highlighted.
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Reports

This will bring up a list of reports that can beated by clicking on one of the following
links:

Casenote Summary -This report will list some details about a case agan's residents
along with the number of case notes that have besated for them, and the date their
treatment plan was created. After you select gp®rt, you will be prompted to select a
case manager to create the report for, after ylmetsthe case manager from the list
Click thePrint button.

Resident Utilization Report—This selection will create a report, selected seca
manager, of all of the time spent in sessions bigdeat with the case manager from the
previous week. It is a summary of casenotes crdatetthe previous week.

Resident Case Notes by Type (and Active)Fhese reports will allow you to see all
case notes by type in a particular date range Atige report will only display the notes
of active clients, while the other will display estfor all clients.

Progress Report— This report will create a printout of the Progr&sport for every
resident that was in the center the past monthkeorop by program. This is generally a
very large print job.

Incident Reports —This report will give a list of all of the curregtselected resident’s
incident reports.

Resident Discharge Summary This report will create a discharge summary for the
resident once they are closed out. It will pulbimhation from other sections in
SecurManage™ to fill out the report, such as Int@kieer Contacts, and Case
Management-Progress Info and Clinical Referral.eDthformation comes from the
various other modules in Intake.

Monthly Progress Review— This will create a report of the resident’s mdynrogress,
with data from various sections in SecurManage ™illtplace it in an editable format
as an .rtf document. Changes made in this documiéntot be saved in the system and
should be saved locally.

50



Progress Report

The Progress Report is where you can enter anai@huof a resident's rehab progress
within the center. Enter all of the appropriateonmfiation into the report, and thé&hick
Save Progress Report. You can also select individual Case Notes tanbkided on the
report by clicking on the check boxes to the Iéfthe list of case notes. The case
manager and the case manager's supervisor arestipgred to sign and finalize this
report.Click theSign button below the relevant signature box, and dftersignature has
been entere@lick Save Case Manager (or Program ManageB8ignature.

Accounts

Income —You can enter a resident’s checks that they hasaived into this section.
This can also be used to add other types of incamether accounts that have been
added to the system.

Disbursement You can enter into this section any withdraw#d sarious payees that
have been paid from the resident’s account. Crgatidisbursement will create a check
for the payee, which can be printed in the Prin¢cXs section.

Payee- You can enter additional people into this sectiwt will receive
payments/disbursements from the resident.

Statement- This section is where you can view a historyhef tesident’s account
status. Select the radio button to the left of @oant, therClick Submit, this will bring
up the history below the selection box. You cawo alsange the date range at the top of
the page, and thelick Submit to see only transactions from that date range.
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Accounts Admin

Current Resident AccountsThis section of SecurManage™ is where you can
transfer resident finances from one account toharpincluding vendor accounts.

Verify Income —This is where you can verify a resident’s incoi@beck the Verified
checkbox, theiClick Save

Print Checks 4n this section you can print, void, or verify actyecks made for
disbursements for the resident.

Resident Deduction Fhis section is for creating auto deductions foiratividual
resident (the current resident in your view). la #ssessment formula section, you can
enter vd (for voluntary deductions), gross, amdthe actual amount turned in), and net.
If you check the percentage box, the number in arnheill auto deduct a percentage of
the formula that has been entered. For exampyeuifput net in the formula field, 10 in
the amount field, and check the percentage bew|lidleduct 10% from the resident’s
net income (based on what income type you chooapyity this deduction to) every time
you enter any income for the resident.

Program Deduction Fhis section is for creating auto deductions fpregram. Any
resident in this program will have this deductiemcanatically withdrawn from his
income when it is entered. Setting up the deduatiorks in the same manner as the
resident deduction.

Account Types -You can edit current account types in this sectiod add new ones.
You can enable/disable an account, or changeaitssstrom being a standard account or
an income account.
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Vendor Accounts

Corporate Accounts-This section is where you can transfer funds frera account to
another, much the same as the resident accounitsrsioctions.

Corporate Statements-This section is for viewing the vendor accountsesteent, which
functions in much the same way as the residergrsatt page. You can print and view
statements for a vendor account from a date rasrgeew all of the transaction for that
account.

Vendor Summary- In this section you can add a new vendor accourgdib a past one,
by Click theNew button, or selecting a vendor by clicking the raglidton to the left of
the name, the@lick Edit.

Vendor Payment-You can create a check to be payed to a vendbisrséction, it
works in the same way as the Disbursements sefciarsidents works.
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Management

Phase System Level: Building / Unit e
Lnit A
T
-

Community Center-All Units =

PREV  NEXT

Accounts
Admin

Facility Log Summary

10/14/2009 [E=d

Facility Log Type Staff Name Date Created Date Updated

ACA Facility Forms

This section is for adding custom ACA forms thateofacility related items, such as
recording center emergencies or another other e¢liehapplies to the center itself, not
the current resident.

ACA Resident Forms

The resident forms section is for recording evéimas apply to individual residents, such
as grievances. When a form is entered it will applthe current resident whose picture
appears at the top of the screen.

Facility Log
The facility log section functions in the exact gsaway as the Security--Shift Log

section, but should be used for facility relategl émtries, such as equipment inspection,
cleaning rooms, facility repairs, etc.

Facility Tasks

The facility tasks section allows users to setalpeduling of facility tasks, and to
manually schedule tasks as well.

The page will display all tasks due for the nextda®s, and by changing the days
dropdown at the top of the page you can view t#skisare due even later on.

If you have completed a task, click on the raditidruto the left of the task, then click
the Complete Taskbutton. You can then enter some comments in ther@nt box on
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the next page, then clidark Task as Complete or if you need to sign the task entry,
Mark as Complete and Sign This functions in the same manner as Security-kg.as
Once you have Completed a task, the system witinatically make a Facility Log
entry for that completion.

To schedule a new task, or to edit a current sl theView/Edit All Facility Tasks.
After clicking the button a list of all tasks wilke pulled up. To edit or delete one, click
the radio button to the left of the task, thenlchalit or Delete depending on what you
need to change with that task. IF you edit the,taskke sure to cliclsavewhen you are
done making your changes,©@ancelif you want to abort the edit.

To schedule a new task from this page, clickNleg button. Select the type of task to
schedule from the dropdown. Select when the tadkésusing the calendar, and if the
task should be schedule to be repeated every sdiaenof days. If you want a task to be

scheduled every week for example, enter 7 in theeRietask every  days line. Click
Savewhen you are complete.

QCP Forms

This section functions in the same manner as therddrms pages in the program.

QCP Reports

QCP reports is where you can find a set of regorgill up QCP related information.

User Admin

In the User Admin section you can add and edif &tgins. Click on Management then
Click User Admin on the left side of the page.

Scroll to the bottom of the page a@tick Create New User

This will bring up a blank user page. You are reggito enter at least a login name and
password. Fill out as much of the information as gan. If the user is to appear on the
list for potential counselors, set the Prograndfiel Work Release.

The User Permissions section is where you givesussgess to the various modules in

SecurManage™, as well as the residents they aget@biew.Click on the checkboxes
to the left of the various roles to give users asde those sections/residents.
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User Permissions

User Roles

¥ County Residents
¥ Federal Residents
¥ Other Residents
" State Residents

¥ Basic User
¥ Systern Adrinistration Staff

Home Module

¥ advanced Search

¥ Basic Search

¥ Dashboard (Required)
M Securianage MNow

Intake Module

¥ #dd New Resident
¥ Admission Info

¥ Arrestinfo

¥ Basic Info

" Census Admin

™ Add New Resident (Read Only)
™ Admission Info (Read Only)

™ Arrest Info (Read Only

™ Basic Info (Read Only)

M Demographics r Demographics (Read Only)

M Emergency Contact Info [ Descriptive Images (Read Only)
M 1D Card " Emergency Contact Info (Read Only)
[ D Card (Read Only)

W Intake Notes [ Intake Form (Read Qnly)

¥ Other Contacts [ Intake Motes (Read Only)

¥ Parole Info [T Other Contacts (Read Only)

™ Reported Census ™ Farole Info (Read Only)

¥ Intake Form

You must give the user at the very least a Basgr tse in the User Roles section.

If they need to have access to state and countjergsonly,Click on the checkboxes
beside those roles. This will limit access to resid based on the program type of the
resident. You should also give staff access tdQtierResidents role however, since that
will be required to be set to view residents bethar program has been assigned.

You can give access to the various modules in $4mage™ by clicking on the roles

for those areas in the various Module sections.rotes are based on the individual
pages that can be viewed. If you do not click andheckbox beside Case
Management—Case Notes for instance, the user atilba able to access the Case Notes
page to view or edit notes.

The section under the roles section is where ybthse unit acces<lick on the
checkbox to the left of the units you wish to giiem access. You must set one of these
units as the default one to be pulled up when #e logs inClick on the radio button to
the right of the unit name to set that as the defau

When you have entered all of this information, B¢mthe bottom of the screen and
Click Save
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There is also an option ®ave User as a TemplatéAfter making all of the changes for
a particular user you can click this button, arehthame that user’s role setup as a
template for creating users in the future.

When creating new users after templates have lreared, th&elect Role Template
option will appear. If you just want to select tiodes manually, chooseelect Roles
Manually in this dropdown. You can also choose a previoosdpted user template,
then clickSaveto apply that role setup to the user you are orgat

Editing User Accounts

You can also edit user accounts that were creatdqusly.Click on System Admin,
thenClick User Admin on the left side of the pag€lick the radio button to the left of
the user's name that you want to change the pads$amior to edit any other
information. Scroll down the page a@tick theEdit button.

If you wanted to edit a password for example, wiienuser's information comes up,
enter into the password field near the top of thgepthe new password. Scroll down to
the bottom of the page alick Save and the new password will be set.

Editing any other information works in the same me&mMake the change, then scroll to
the bottom of the screen afitick Save

There is also an option to Select Role Templatgouf had previously created user

templates in the past, the list of templates thexevereated will appear in this dropdown.
Select one of the templates, and then click saappdy it to a user.

SecurScan Admin
To use the SecurScan admin module, go to SystemmddecurScan Admin.
To add a locatiorClick New.

Fill out the fields, the Location field is what yawe naming the location, so if it is Room
102, name it Room 102.

Select the Unit where it is located on in the dipd, enter the floor, then enter the code
for the actual barcode you are placing on the wdlich should be an eight digit number
located on the barcode itself.

When you are don€lick Save

You can also go back later and edit the entrieslioiking on the radio button to the left
of the entry, andlicking Edit. Make any changes you need to, tkiick Save
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You can also delete entries in the same manner.
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Using and Installing SecurScan and the Wasp PortablScanner

Beginning Setup

1.

2.

Load the AppGen program from the CD that comes thighscanner to the
computer you will be doing uploads from.

Create a securscan directory on the root of thev@ @n that computer, so you
have a c:\securscan directory. This is the dirgdtwat the securscan.txt will be
sent to from the scanner.

Connect the scanner to the computer and open ti@oBim program.

Click the Open Portable Window icon in the uppenédt of the program. Select
the scanner type as Unknown, and check all of leeldoxes. Then hit Ok. Wait
until the scanner is detected, then close the DTi@@mogram.

Open the AppGenPro program, then go to File—Openbaowse and open the
SS1 g.apg file. You can then hit the f4 key ondbmaputer to upload the file to
the scanner.

Using the WASP Portable Scanner

1.

No g

8.

9.

When the scanner is up at the main menu screenygatuto Run the main
program. You can hit the 1 key for RUN, then hi& BNT key in the upper right
area of the keypad. It should also default to thblNRommand, you should just
be able to hit ENT twice.

If the scanner was used previously, it will promipti to erase the old record with
an Erase All? Prompt. Just click the ENT key tesertdhe past record.

At this point you can begin scanning location bdesoand resident barcodes by
holding the scanner up to the barcode(about 34semaway from the barcode)
and clicking the upper middle yellow button on Key pad to scan.

When you have completed all of your location argident scans, click the F1
button on the bottom left of the keypad. This aesat record to upload. You can
hit the ESC key twice to return the scanner tontlaén RUN page.

Plug your scanner back into the cable connectégdetcomputer.

Open the DTComm Program after connecting the seaonrtee computer.

On the right side of the screen, all of the filastlbe scanner should appear. If
they don’t click the Open Portable Window Icon, afis the first icon on the left
upper side of the screen. Set it to Unknown arak &ll of the checkboxes then
hit OK.

The right window should now display all of the §ilen the portable scanner. On
the left side you should see all of the drives tedan your computer.

Click on the C drive on the left where your c:\sscan directory is located to
expand the file directory.

10.Drag and drop the securscan.txt file from the rigimdow(portable scanner files)

to the c:\securscan directory on the left. Theifilaow ready to be uploaded to
SecurManage.
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11. At this point you should be done with the scanitevjll be prompting you to hit
any key to continue. You can just hit ESC(in thperdeft of the keypad) to get
out of this screen. Hitting ESC twice more shoalkktyou back to the main menu
screen to begin scanning again.

12.Open SecurManage. Go to Security—SecurScan.

13.Click Upload SecurScan Walk Through.

14.When the login prompt comes up, enter your usueali®éanage login and
password, then click Login.

15.Click the Upload Bar Codes button. After a few s&toyou can then close this
box.

16.The Upload should be complete.

17.IMPORTANT NOTE: If the scanner ever displays a sar&vith a command line
where the top of the screen reads “WDT2200G V1.a6t hold down the CMD
screen on the lower right side of the scannertoua2 seconds, it should return
you to the 1. RUN screen.
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