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1 Introduction  

1.1 Purpose  
This document gives SGS Web users information on how to navigate and operate SGS Web. For 

information on using the Sentencing Guidelines, please refer to the Sentencing Guidelines 

Implementation Manual, June 13, 1997 (5
th
 Edition), available from the Pennsylvania 

Commission on Sentencing. 
 

 

2 Introducing SGS Web  

2.1 Overview  
The purpose of SGS Web is to allow users to determine the guideline ranges prior to sentencing, 

and to submit completed Guideline Sentence Forms electronically to the Pennsylvania 

Commission on Sentencing.  SGS Web enables users to enter all the information surrounding a 

Judicial Proceeding.  SGS Web allows the users to enter information--while providing instant 

checks against the data being entered and immediately alerting the users to any problems.  Once 

SGS Web has captured all the information, users can electronically submit this information to the 

Pennsylvania Commission on Sentencing (PCS). 

 

This section will provide an overview of the steps needed to use SGS Web. 
 

2.2 Steps to Submit a Guideline Sentence Form  
The first step in preparing a Guideline Sentence Form is creating the Offender.  Once the 

Offender has been entered into SGS Web, the Offender can be linked to a Judicial Proceeding.  

After creating the Judicial Proceeding, the user can enter the Prior Record Score information for 

the offender. After completing the Prior Record Score module the user can attach Conviction 

Offenses to the Judicial Proceeding.  Once users have completed entering information for each of 

these pieces of the Judicial Proceeding, they can proceed to the Sentencing section of SGS Web.   

 

Upon completing the Sentencing section, users designated as County Administrators have 

permission to electronically submit the Guideline Sentence Form to PCS. 

 

3 Conventions in SGS Web  

3.1 Overview  
SGS Web provides the user a variety of ways to navigate through the application.  This section 

will present the options available regardless of the current location of the user within the SGS 

Web application.  Each of the subsequent sections will present navigation details relevant to that 

section.  Also contained in this section are any conventions the user may see throughout the entire 

SGS Web application. 
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3.2 Left Hand Navigation  
The following figure shows the navigation structure for SGS Web.  Each of the buttons represents 

the major areas within the application. 

 

 
Figure 1: Top Level Navigation 

 

Clicking on any of these buttons will bring the user to the entry point of that section, and may 

expose several items within that section to which a user can navigate, as shown in Figure 2.  The 

blue arrow and lettering indicates the sub-item currently accessed. 
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Figure 2:Expanded Navigation 

3.3 Paging through Long Lists  
Throughout SGS Web, certain screens contain lists of information.  In order to limit browser 

scrolling, the length of these lists is limited.  When long lists are encountered, the user will have 

the ability to page through these lists via hyperlinks, as shown below. 

 

 
Figure 3:  Paging Links for long lists. 

 

 

 

The Next 10>or <Prev 10 links in Figure 3 above display either the next ten records or previous 

ten records in the list.  The Last>> link skips to the last group of records and the <<First  link 

skips to the first record in the list.  This method of  ñpagingò through lists is consistent throughout 

SGS Web. 

3.4 Entering Dates  
Where appropriate, SGS Web provides a simplified option for entering dates.  Within the 

application, certain fields will appear as shown in Figure 4.  Dates may be entered as 6 digit 

numbers without separating the numbers. 

 

 
Figure 4: Date Field with Calendar Tool Icon 

 

By clicking on the calendar tool icon, a small window will open (see Figure 5) where the user can 

navigate to a specific date, click on it, and the date will be entered into the field. 
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Figure 5: Calendar Window. 

 

 

By clicking the < or >, the calendar will progress backward or forward one month a time, and by 

clicking the << or >> , the calendar will progress backward or forward one year at a time. 

3.5 Required Fields  
Fields marked with an asterisk (*) are required fields.  If a form is in edit mode and the form is 

saved without entering valid values in all required fields, an error page will be displayed, 

indicating the problem fields with explanatory red text (see Figure 6).  To correct the error, 

simply fill in the fields noted in the error message with valid values and click the Save button 

again.   
 

 
Figure 6:  Error page resulting from failure to enter a date of birth while entering Offender details. 
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3.6 Do Not Use Web Browserôs Back and Forward Buttons  
 

SGS Web provides the navigation bar and links for moving around in the application. Use of the 

browserôs back and forward can result in data loss or unpredictable navigation.   

 

IMPORTANT:  Unless instructed by the SGS Web application, do not use the web browserôs 

back or forward buttons to navigate within the system.   

 

 

4 Digital Dashboard  

4.1 Overview  
The Digital Dashboard screen represents a summary view of the work the user currently has in 

progress.  This includes Judicial Proceedings broken down into three lists:  

 Judicial Proceedings that still need to completed (Pending Completion) 

 Judicial Proceedings waiting to be submitted to PCS (Pending Submission)  

 Judicial Proceedings that have been submitted but can still be modified by County 

Administrators (Submitted). 

 

Another list that may be present for County Administrators is the Deleted Records list.  This 

represents information that County Users (and PCS Users) have requested to be deleted from the 

system.  Administrators may review this delete request and either permanently delete the 

information from SGS, or restore this information to SGS. 

 

The final purpose of the Digital Dashboard is to present a springboard into specific areas within 

the application for a specific Judicial Proceeding by a simple click of the mouse.  This 

functionality will be described in greater detail in subsequent sections. 

4.2 Dashb oard Lists  

4.2.1 Pending Completion Proceedings  

 The Pending Completion Proceedings list displays all Judicial Proceedings on which the user can 

work (i.e. Judicial Proceedings that do not have the PRS, Offense, and Sentencing information 

completed).  The Judicial Proceedings have been initiated, but are not completed.  The list 

provides information necessary to identify the Offender and the Judicial Proceeding, along with 

an indication of what information still needs to be entered into SGS Web prior to submission of 

the Judicial Proceeding to PCS. 
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Figure 7: Pending Completion List 

 

The icons below the PRS, Offense, and Sentence column headings indicate the respective 

moduleôs status.  The icon  indicates the respective portion of the judicial proceeding is not 

completed.  The icon  indicates the respective portion of the Judicial Proceeding is complete. 

 

Once all three modules of the Judicial Proceeding are complete, the Judicial Proceeding will 

move to the Pending Submission Proceeding list. 

 

4.2.2  Pending Submission Proceedings  

The Pending Submission Proceedings list displays all Judicial Proceedings to which the user has 

access and that have the Prior Record Offense, and Sentence information marked as complete, but 

the Administrator has not yet electronically submitted to PCS.  The list includes information 

necessary to identify the Offender and the Judicial Proceeding, as well as when the Judicial 

Proceeding was last updated and by whom. 
 

 
Figure 8: Pending Submission List 

 

 

4.2.3 Submitted Proceedings  

The Submitted Proceedings list displays all Judicial Proceedings to which the user has access and 

which have been submitted to PCS, but can still be modified by County Administrators. 
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Figure 9: Submitted Proceedings List 

 

4.2.4 Deleted Records  

Figure 10 shows the Deleted Records list.  This presents items to the County Administrator that 

County Users have requested to be deleted from SGS Web.  The administrative user has the 

ability to review any of the details of the item by clicking on the hyperlink in the Identifier 

column.  By checking any of the checkboxes in the Select column, the administrative user can 

either Delete or Restore the records.  This can be accomplished by clicking the appropriate button 

below the Deleted Records list. 
 

 

 
Figure 10: Deleted Records List 

 

 

4.3 Navigating from the Digital Dashboard  

4.3.1 Viewing a Judicial Proceeding Summary  

The small document icon at the far left of each row in each of the Judicial Proceeding lists is a 

link that opens a separate browser window to display a ñread onlyò view of information about the 

Judicial Proceeding, including Offender details, Judicial Proceeding details, the Prior Record 

Score, the Conviction Offenses, and a summary of the Sentences for each offense (see Figure 11).  
 

If a scroll bar is present on the right side of the window, as in Figure 11, clicking on the scroll 

barôs arrows or dragging the scroll bar will bring the remaining data into view.  Closing, 

minimizing, or opening multiple Judicial Proceeding Summary windows has no effect on the 

applicationôs main browser window.   
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Figure 11: Judicial Proceeding Summary 

  

Upon clicking the Print Summary link in the upper left corner, the browser will present two 

choices, Send to Printer or Back .  To print all the summary information about this Judicial 

Proceeding, choose Send to Printer.  To go back to the previous screen, choose Back.  Note that 

this window remains open until the user closes it by clicking on the ñXò in the upper right-hand 

corner of the window 

 
 

4.3.2 Viewing Offender Details  

Under the Offender column heading, the offendersô name (first name first, last name last) is 

provided.  The offenderôs name is a link to the View Offender screen that shows Offender details.  

The partial screen shot below resulted from clicking on Russ Bell in the list in Figure 7. 
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Figure 12: Offender Details 

 

If the first or last name is long, the name is truncated for display purposes.  Truncated names are 

identified by ñéò appearing at the end of the name.  The last entry in Figure 7 demonstrates the 

truncation of both first and last names.  This truncation has no effect on the underlying data.   
 

4.3.3 Viewing a Judicial Proceeding  

The data under the Commission ID column heading are links to the Judicial Proceeding screen.  

The Judicial Proceeding screen is the central workspace of the application, providing navigational 

links for adding and updating Offenses, Prior Record Scores, and Sentencing information for a 

particular judicial proceeding.  Figure 13 is the result of clicking on the first Commission ID link 

in the sample list from Figure 7. 
 

 
Figure 13:  Judicial Proceeding Details 
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4.3.4 Viewing Prior Record Score, Offense, and Sentence Data for a 
Judicial Proceeding  

The data under the PRS, Offense, and Sentence column headings are links to the Prior Record 

Score, Offense, and Sentence screens respectively.  Examples of these screens will be covered in 

applicable sections later in this guide.      
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5 Managing Offenders  

5.1 Overview  
The process of entering a Judicial Proceeding into SGS Web begins with the Offender module.  

This module captures relevant information about an Offender. 

5.2 Navigating to the Offender Component  
Clicking the Offender button on the navigation bar expands the Offender menu that includes 

Search and Add.  When a user clicks on the Offender button, the user will be directed to the 

Offender Search screen as shown in Figure 14. 
 

 
Figure 14:  Offender Search screen. 

 

 

Clicking on the Add menu item under the Offender button presents the Add Offender screen (see 

Figure 15). 
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Figure 15:  Add Offender.  This screen collects and validates Offender details. 

 

The Offender module can also be entered by clicking on Offender Name links from anywhere in 

the application.  This will bring up the View Offender screen, as shown in Figure 12, above. 

5.3 Searching for an Offender  
Searching for an Offender generally consists of entering text into the Search Criteria textbox, 

selecting a search type, and clicking the Search button.  County Users and County Administrators 

can search all Offenders within their respective county.  The exception to Offender search access 

is the Social Security Number search, described in Section 5.3.4.  Sections 5.3.1 to 5.3.5 provide 

instructions for performing each kind of Offender search. 

5.3.1 Searching by Exact Name  

1. Enter the last name, followed by a comma, optionally followed by a space, followed by 

the first name.  The search is not case sensitive, so all caps, no caps, or a mix will yield 

the same results. 

2. Verify that the Name radio button is selected (see Figure 16). 
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Figure 16: Offender Search by exact name.  Note last name is first, then the first name separated by 

a comma. 

 

3. Click the Search button.  Figure 17 shows the search results. 

 

 
Figure 17:  Offender Search results 

  

From the search results, the links in the Last Name column can be used to navigate to the 

View Offender screen.  Figure 18 shows the result of clicking on the last name link from 

the above screen. 
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Figure 18:  View Offender screen for last name link in Figure 16. 

 

From here, the user can perform Copy, Update, and Delete operations on the Offenderôs 

data (see the following sections for details on each of these functions). 

5.3.2 Searching by Name using a wildcard  

The steps are the same as for the Exact Match, except an ñ * ò is placed anywhere in the first or 

last name (or both). Using the wildcard returns all records that match the characters entered 

before the * was typed, for each or both of the last name and first name portions.  For example, 

entering daniel*, t* for the search criteria, would return both Tom Daniel and Tim Daniels.  

Notice that the underlined portions do not appear in the search criteria.  Below are several 

examples using the wildcard search. 

 Find all Offenders with the last name of Brown and a first name that starts with R.  In the 

Search Criteria enter brown, r* 

 Find all Offenders with the last name of Thomas or Thompson with the first name of 

Robert.  In the Search Criteria enter thom*, Robert 

 Find all Offenders with the last name of Wilson and with any first name.  In the Search 

Criteria enter wilson* or wilson, * or Wilson.  Note that to search by last name, these 

three choices are equivalent.  

 Find all Offenders with the last name of Thomas or Tomas with any first name.  In the 

Search Criteria enter t*mas,*. 

 

The third example may pose a problem.  The search results will return a maximum of 100 

records.  Thus, if the Search Criteria are too broad, the record being sought may not be returned 

in the 100 records.  It is important to restrict the Search Criteria as much as possible when using 

the wildcard. 

  

Figure 19 demonstrates what a wildcard search may look like and Figure 20 shows the results of 

the search. 
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Figure 19:  Offender Search using wildcard.  The last name starts with ñbeò and the first name is 

unknown. 

 

 
Figure 20:  Search results from Figure 18. 

5.3.3 Searching by State ID  

1. Enter the State ID of the Offender in the Search Criteria.  The State ID can be entered 

with or without dashes ï these characters will be ignored by the system when the search 

is performed. 

2. Click the State ID radio button (see Figure 21). 
 

 
Figure 21:  Offender Search by State ID.  The dashes may be left out. 

 

3. Click the Search button.  


