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SGS Web: County User Guide

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 Retitencing Guidelines
Implementation Manual, June 13, 1987 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 elecatynio 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 inforryatiole providing instant

checks against the data being entered anceitiately 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 needes$¢dSGS 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 lhe 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 infofanagach 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 SecgeForm 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 applicatio. 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.

DO NOT USE BACK & FORWARDKkeys on browser Page 1




SGS Web: County User Guide

3.2 Left Hand Navigation

The following figure shows #hnavigation structure for SGS Web. Each of the buttons represents
the major areas within the application

Judicial Proceedings

Data Management

Figure 1: Top Level Navigation

Clicking on any of these buttons will bring the user to the entryt pbitihat section, and may
expose several items within that section to which a user can navigate, as shown if.Fichee
blue arrow and lettering indicates the dtgm currently accessed.
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Dashboard

il

Search » -
Add =

Judicial Proceedings

|

Data Management

SIS

)

T i

Figure 2:ExpandedNavigation

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 tlmugh these lists via hyperlinks, as shown below.

< Fwst < Prev 10 Fecords 11-200f568 MNex 10> Last==

Figure 3: Paging Links for long lists.

TheNext 10or <Prev 10links in Figure3 above display either the next testords or previous

ten records in the list. THeast>> link skips to the last group of records and ¢ké-irst link
skips to the first record in the I|ist. This met
SGS Web.

3.4 Entering Dates

Where appopriate, SGS Web provides a simplified option for entering dates. Within the
application, certain fields will appear as showifrigure4. Dates may be entered as 6 digit
numbers without separating the numbers.

To:I—D

Figure 4: Date Field with Calendar Tool Icon

By clicking on the calendar tool icon, a small window will open {Sgeare5) where the user can
navigate to a specific date, click onahd the date will be entered into the field.
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_ ol x|
£4 | £ )| b33
S M| T W| T |F S

1 2
3 4 ] & | 7 3 9

101112 13|14 |15 | 16
17 |18 | 1% |20 | 21 | 22 | 23
24 | 25 | 26 | 27 | 2B | 2% | 30

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 backwar 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 theproblem fields with explanatory red text (degure6). To correct the error,

simply fill in the fields noted in the error message with valid values and clickabebutton

again.

Add Offender

Elk Administrator - Elk

% Sentencing Guideline Software

DeSNBOAI Errors for Offender

[

s Date of Bitth 12 a required field OF. the offender age can be entered

Search »
Add * -

Judicial pm,:...,i,,g.l Last Name * |Lory First Mame * ISarah Middle Name : |3
Data Management I Suffix : Alias 1 I Alias 2
DOB or Age: *: Sex ¥ IFemale - Race * |'White 'I
Log Off
State ID : |145-58-38-1 PFID | FBI
SEM 484967845 Cther IT | Descriphion -
|

™ Add this Offender to a ew Judicial Proceeding

Cancel

Figure 6: Error page resulting from failure to enter a date of birth while entering Offender details.
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36 Do Not Us e We BacBandbRersvard Batkns

SGS Web provides the navigation bar and links for moving around in the application. Use of the
brower 6s back and forward can result in data | oss

IMPORTANT: Unl ess instructed by the SGS Web applic
back or forward buttons to navigate within the system.

4 Digital Dashboard

4.1 Overview

TheDigital Dashboardscreen represents a summary view of the work the user currently has in
progress. This includes Judicial Proceedings broken down into three lists:
e Judicial Proceedings that still need to completeh@dingCompletion
¢ Judicial Proceedingsaiting to be submitted to PCBdndingSubmission
e Judicial Proceedings that have been submitted but can still be modified by County
Administrators Submittedl

Another list that may be present for County Administrators iPtdeted Recordist. 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 finalpurpose of th®igital Dashboardis 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 Dashboard Lists

4.2.1 Pending Completion Proceedings

ThePending Completion Proceedintist displays all Judicial Proceedings on which the user can
work (i.e. Judicial Proceedings that do not have the PRS, Off@mdSentencing information
completed). The Judl 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 subnoissio

the Judicial Proceeding to PCS.
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Pending Completion Proceedings

Daocket  Ofender 55N s5ID Commission ID FRS Offense  Sentence Last Updated Updated By
O 010010 Kim Wright 325-48-7485  T13-34-85-1 W100000203 [ | [ 06/15/2001 ke Murphy
0 010011 Euss Bell 145-67-4953  821-47-53-1 100000204 @ @ @ 06/15/2001  Wike Nurphy
B 010012 Brian Eckel 484-88-1303  357-89-45-1 W100000205 H| H| H| 06/15/2001 ke Murphy
B 010013 Phil Bender 152-25-648%  875-69-85-1 WI100000206 H| [ H| 06/15/2001  Wike MMuwphy
0 010014 Victor Morton 145-52-1303  857-12-98-1 100000207 [£] H| [ 06/15/2001 ke Murphy
B 010015 Avery Moon 159-79-3591  579-51-28-1 W100000208 H H| (@ 06/15/2001  Nilee Murphy
0 011011 Dee Pavton 182-55-7832  392-90-75-1 W100000192 [ [ 06152001 ke Murphy
B 011022 Andy Green 505-88-1303  294-39-83-1 W100000131 [ [ H| 06/15/2001 ke Murphy
B 011023 Todd York 051-25-0897  795-22-8%-1 W100000136 H| 06/15/2001  Wike MMuwphy
0 012458 TruncateLo.. TruncattedLongl. . 050-45-7826  148-49-02-7 W100000201 H| [ | 06/15/2001  Wike MMuwrphy

Records 1- 100f11  IMemt 10>  Last ==
Figure 7: Pending Completion List

The icons below thBRS, OffensgndSentenceolumn headings indicate the respective
modul eds st Hindtes the Tespectivie podian of the judicial proceeding is not
completed. The ico indicates the respective portion of the Judicial Proceeding is complete.

Once all three modules of the Judicial Proceeding are complete, the Judicedding will
move to thePending Submission Proceedilig].

4.2.2 Pending Submission Proceedings

ThePending Submission Proceedinigs displays all Judicial Proceedings to which the user has
access and that have the Prior Record Offears#Sentence infonation 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 bymh

Pending Submission Proceedings

Docket Offender SEM S Commission ID Last Updated Tpdated By
O 01100 Edward Eean 145-58-9523 100000246 DE/20/2001 Idfikee Murphy
O 01101 Willam Lazht g79-54-9875 857-78-54-1 100000251 DEF20/2001 Idikee Murphy

Fecords 1- 2 of 2

Figure 8: Pending Submission List

4.2.3 Submitted Proceedings

The Submitted Proceedingjst displays all Judicial Proceedings to which the user has access and
which have been submitted to PCS, but can still be modified by CAdministrators.
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Submitted Proceedings
Docket Offender S5M SID Cotmnmission ID Judge Date Submitted Submitted By
O 1102 Chatp Peterson 254-89-6549 526-43-78-1 W100000256 Greiner 6/20/2001 Ell Adnumistrator
O 01103 Eudy Tenking 152-64-85%72 234-45-93-1 W100000261 Roof 6/20/2001 Ellc Admmistrator

Records 1-2 of 2
Figure 9: Submitted Proceedings List

4.2.4 Deleted Records

Figure10shows théDeleted Recordsst. This presents items to the County Administrator that
County Users haveequested 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 inddetifier

column. By checking any of the checkboxes inSke&cicolumn, the administrative usean

either Delete or Restore the records. This can be accomplished by clicking the appropriate button
below the Deleted Records list.

Deleted Records

Select Deleted Identifier Delete Date Requested By
r OTH 32-C2001 D&/2172001 County User (47)
r Commmuszsion ID 100000037 D&/2172001 County User (47)
Becords 1-2ef 2
Delete | Restare

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

Judicial Proceeding, inatling Offender details, Judicial Proceeding details, the Prior Record
Score, the Conviction Offenses, and a summary of the Sentences for each offelRigri(ei).

If a scroll bar is present on the right smfeghe window, as ifrigurel1l, clicking on the scroll

barés arrows or dragging the scroll bar wil |l
minimizing, or opening multiple Judicial Proceeding Summary winduwagsno effect on the
applicationdés main browser window

DO NOT USE BACK & FORWARDKkeys on browser Page 7
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3 SGsWeb - Judicial Proceeding Summary - Microsoft Internet Explorer o ] 54
J File Edit Wiew Favorites Tools Help ﬁ
Print

Judicial Proceeding W100000196

Comission Id © W100000196 County © Elk Date Subrmitted :
Docket#: 011023 County Contact : Sally Hellar Submitted By
Status ¢ Pending Completion Judge . Vemnon D Eoof  Date of Sentence :
Offender
Last Wame : York Date of Bith: 09/2%/195% 33N 051-25-0857 PPID . 158785189
First Mame : Todd Alag 1 State ID . 795-22-89-1  FEIL:
Sex: Male Eace: Black/Afiican Other ID :

Count: 1 (1 £2)
Tile Section Sub-Section Descrnption Grade 0Gs PRS

| »

13 2702 () 1* Aooravated Azsavlt - Atternpt S B.L E-1 10 3

Statutory Limits:
Liin: 120 Max 240

Guideline Recommendations
Ilitigated Standard A poravated Level
48 60 -72 24 5 —

Count: 2 (2 of 2)
Title  Section Sub-Zection Description Grade 0Gs PR

Figure 11: Judicial Proceeding Summary

Upon clicking thePrint Summaryink in the upper left corner, the browser will present two

choicesSend to Pnteror Back. To print all the summary information about this Judicial

Proceeding, choosgend to Printer To go back to the previous screen, chddmsek Note that

this window remains open until theighthand cl| oses i
corner of the window

4.3.2 Viewing Offender Details

Under theOffenderc ol umn headi ng, the offendersd name (
provided. The of f eVialvOffeddescreen that shioves Otienderidetdds. t o t
The patial screen shot below resulted from clickingluss Beliin the list inFigure?.

fir
he
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View Offender

Mike Murphy - Elk

—
Guideline Software

County . Elk
Last Mame : Bel First Mame : Euss Mdiddle Mame : James
Suffi: Ir. Alias 1: Russ Bells Alias 2: Tim Bells
DOB or Age: 04/30/1%962 Sex . Male Race . Whte
State ID ;. 8§21-47-53-1 PPID: 72819358 FEI:
SEN 145-67-4933 Other ID : Description :

Wiew Judicial Proceed:

Copyl Update | Delete | Cancel |

Figure 12: Offender Details

If the first or last name is long, the name is truaddbr display purposes. Truncated names are
identified by fAéd appearing E&igure?dereonstratedthe f t he
truncation of both first and last names. This truncation has no effébe underlying data.

4.3.3 Viewing a Judicial Proceeding

The data under theommission IDzolumn heading are links to tledicial Proceedingcreen.

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 proceedingrigure13is the result of clicking on the first Commission ID link

in the sample list frorfrigure?.

% Sentencing Guideline Software

Judicial Proceeding

Mike Murphy - Ellx

AT | Last Mame : Wright Diate of Bath . 04/05/1981 SSMN . 325-48-7485 PPID : 45872594
First WMame © Kim Alias 1: State ID - 713-34-85-1 FEI:
&I Sex: Female Race . Black/African Other ID :
Judicial mml
. . ) . .
Proceeding Search » 4 Cotnizsion Id * TW100000203 Status © Pending Completion
Offense Search Tudge * WernonD. Roof Date Submitted :
FED Docket#: 010010 Submitted By :
Offense «
Prior Record « County Contact © Sally Hellar Date of Sentence
Sentence * County * Ell

Guideline Form =

Data Management

Log Off

il

Update | Delete | Cancel |

Figure 13: Judicial Proceeding Details

DO NOT USE BACK & FORWARDKkeys on browser Page 9
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4.3.4 Viewing Prior Record Score, Offense, and Sentence Data for a
Judicial Proceeding
The data under theRS, OffenseandSentenceolumn keadings 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.

DO NOT USE BACK & FORWARDKkeys on browser Page 10
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5 Managing Offenders

5.1 Overview
The process of entering a Judicial Proceeditg $GS Web begins with the Offender module.
This module captures relevant information about an Offender

5.2 Navigating to the Offender Component

Clicking theOffenderbutton on the navigation bar expands @feendemrmenu that includes
SearchandAdd Whena user clicks on th@ffenderbutton, the user will be directed to the
Offender Searchkcreen as shown Figure14.

Offender Search

Elk Adminisirater - Elk

_g Sentencing Guideline Software

Dashboard I Zearch Critena: I
& Mame (last name, first name - use * for wildcard)
e C Stte ID
Search« < :: SSH
Adds Police Photo ID
Judicial Proceedings I
Data Management

Log Off I

Figure 14: Offender Search screen.

Clicking on theAddmenu itemunder theDffenderbutton presents thedd Offendescreen (see
Figurelb).

DO NOT USE BACK & FORWARDKkeys on browser Page 11
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Add Offender

Elk Administrator - Elk

Dashboard I Last IName *: First Marme * Middle Name
l Suffix Alias 1 Alias 2
PR Date of Birth *: Sex ® - Face * vl

Add + 4 State ID - PPID FEBI
Judicial Proceedings I feciny Other ID Description -
[

Data Management
_I I 4dd this Offender to a MNew Judicial Proceeding
Log Off I
Cancel

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

The Offender module can albe entered by clicking on Offender Name links from anywhere in
the application. This will bring up the View Offender screen, as showigure12, above

5.3 Searching for an Offender

Searching for an Offender genllyaconsists of entering text into tt8&earch Criterigextbox,

selecting a search type, and clicking 8earchbutton. County Users and County Administrators
can search all Offenders within their respective county. The exception to Offender seash acce
is the Social Security Number search, described in Sestha Section$.3.1to 5.3.5provide
instructions for pgorming 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 restd.

2. Verify that theNameradio button is selected (sEgurel6).
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Offender Search

Elk Administrator - Elk

Search Criteria: [bell. russ

& Iame (last name, first name - use * for wildcard)

Sentencing, Guideline Software

e

I

 State ID
Search+ - C SSN
Add * " Police Photo ID

Judicial Proceedings

|

Data Management

Log Off

Figure 16: Offender Search by exact name. Note last name is first, then the first name separated by
a comma.

3. Click theSearchbutton. Figure17 shows the search results

S Offender Search
Sentencing, Guideline Software
Elk Administraior - Elk
Dashboard I Search Criteria Ibell, russ
@ MName (last name, frst name - use * for wildcard)
e e D
Search + CSEN
A  Police Photo ID
Results
Judicial Praceedings I
Last MName First arne Alias 551 SID PPID DOB/Age County Last Tpdated
Data Management
— Eell Russ Eunss Bellis 145-67-4553 821-47-53-1 72819358 044201562 Elke 06/15/2001
Log Off
Records 1-1of'1

Figure 17: Offender Search results

From the search results, the links in Last Nameolumn can be used to navigate to the
View Offenderscreen.Figure18 shows the result of clicking on the last name link from

the above screen.
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SOST

Sentencing Guideline Software

View Offender

Mike Murphy - Flk

Dashboard County - Elle
Last Mame : Bell First Mame : Russ Middle MName . Tames
m Suffic: Tr Alias 1+ Russ Bellis Alias 2 Tim Bells
Search - <4 DOE or Age - 0443011962 Sex: Male Race ~ White
hod State D 821-47-53-1 PPID : 72819358 FBI
w] SEN: 145674933 Other ID - Description

Data Management

Wiew Judicial Proceeding

Copy | Updlate Delete Cancel

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

From here, theiser can perforr@opy, Update,andDeleteo p er at i ons on t he Off
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 wheeinEhefrstar Mat c h, e
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,
enteringdaniel*, t* for the search crit@&, would return botfomDaniel andTim Daniels.
Notice that the underlined portions do not appear in the search criteria. Below are several
examples using the wildcard search.
e Find all Offenders with the last nameRBrfownand a first name that staséth R. In the
Search Criterieenterbrown, r*
¢ Find all Offenders with the last nameTfiomasor Thompsormwith the first name of
Robert In theSearch Criterizenterthom*, Robert
¢ Find all Offenders with the last nameWflsonand with any first nameln the Search
Criteria enterwilson* or wilson, * or Wilson Note that to search by last name, these
three choices are equivalent.
¢ Find all Offenders with the last nameTiomasor Tomaswith any first name. In the
Search Criteriaentert*mas,*.

Thethird example may pose a problem. The search results will return a maximum of 100
records. Thus, if thBearch Criteriaare too broad, the record being sought may not be returned
in the 100 records. It is important to restrict 8earch Criteriaas mut as possible when using
the wildcard.

Figure19 demonstrates what a wildcard search may look likeFaguare20 shows the results of
the search.
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S S [ E Offender Search
Sentencing. Guideline Software
Elk Administrator - Elk
Dashboard I Search Criteria: o™ *
@ Name (last name, first name - use * for wildcard)
| © Sime D
Search+ < 85N
Add © Police Photo ID
Judicial Proceedings I
Data Management
Figure 19: Of fender Search using wildcard. The | ast na
unknown.

Figure 20: Search results from Figure 18.

5.3.3 Searching by State ID

1. Enter the State ID of the Offender in tBearch Ctieria. The State ID can be entered
with or without dasheb these characters will be ignored by the system when the search
is performed.

2. Click theState IDradio button (se€igure?21).

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

3. Click theSearchbutton
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