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Access the application by following the URL/Web address provided by your Appriss contact.
Verify that you are using Internet Explorer 6.  Pop-ups must be allowed for this site. Make sure there are no additional toolbars running (EX: Yahoo toolbar, Google toolbar, etc.)
1.
Open Internet Explorer 6 and type in the web address provided in the address bar.
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The Security Information box will pop up.  Click the “Yes” button.
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The Login screen will appear.
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1.
Select the User ID box, and enter your User ID. 

2. Select the Password box, and enter your password.  User IDs and Passwords are case-sensitive; therefore, the password "DSI" is not the same as "dsi".
3. Select the Location box and select your location from the list

4. Click Login to access the application.
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1.
Click the Add Inmate button at the bottom right of the Search screen.
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2.
The DSI Standard window will appear.
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3.
Select the Last Name box, and enter the inmate's last name.  The rest of the information (First Name, Middle Name, Affix, SSN, State ID, CID #, and Permanent ID) is all optional but enter in as much as you have.
4.
Click Next.

5. The Confirm Inmate window will appear.
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6. Confirm that the information on the Confirmation window is correct.
7. Click Finish.
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1.
The Booking screen will appear.
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2. Enter information into the Personal Information pane, Booking Information pane, Booking Verification pane, Inmate ID Numbers pane, and NCIC Check pane.
3. Click Save to commit the information, or click Cancel to abort the addition.
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1. 
The Search screen opens when you log in, or click the Search button from the screen you are on. 
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2. Input the information you would like to search for (if you leave all the fields blank and hit the search button it will find all inmates).  If you want to include Released Inmates, Transferred Inmates, or Alias Names make sure the corresponding box is checked.
3.
Click Search. The Search Results pane will appear.
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· On the bottom- and top-left of the search results pane, the number of results returned will be listed.  To the right of this information, the First, Previous, Next, and Last links allow you to navigate through these results.

· The results will possess specific colors and attributes, indicating their statuses and any applicable alerts.

· The Search Results pane will display 25 results per page.
4.
Optional: Click the Details icon [image: image11.png]


to view a more comprehensive description of a particular inmate.
5.
Double-click the inmate’s name to access the record.

6.
After extended use of OMS, the same inmate, a recidivist, may appear several times in the history files.  When this happens, make sure you locate the last saved record. 

7.
Double-click the inmate’s name to access the record.
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The search results will possess the following color coded scheme so you can quickly distinguish which inmate records are Active, Temporarily Released, or Permanently Released:

· Purple, Italicized: The inmate is temporarily released.
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· Black: The inmate is active.
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· Red, Bold: The inmate is permanently released. 
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Additionally, a yellow Alert Indicator may appear to notify you that a record possesses an alert.
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1.
Search for the inmate you want to release and double-click the inmate to open the inmate record. 

2.
Click Release, located in menu bar down the left side of the screen and then click the Permanent Release tab.
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3.
Enter the appropriate release information and click the Save button.

If the release was successful, a pop-up will appear to confirm this.  Click OK.
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1. Click on the Camera icon in the upper right hand corner of the Offender Information page.
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2. On the pop up window, click the Import button.
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3.
Click on the Browse button and browse to the directory that contains the photo of the offender.

[image: image20.png]DetefTine:

Image Categary:

[om &1
o

Image Sub-Categary:

&]Done CLL[ [ @





4.
Click the Image Sub-Category drop down menu and choose the appropriate type of photo.
5. Click the Save button.

6.
You will see the photo on the Import screen once you’ve clicked the Save button.  

7.
At the Import screen, click the Close button.
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8.
You will then be returned to the Booking screen. At this point, the photo has been imported.  You can click the Search button to continue to the next offender.

**Note:  If you click the Save button on the Offender screen after you have imported the photo, the system will error out.  You will need to click to Search button to return to the OMS Search Screen to avoid this issue.
Contacting Support

Appriss Operations and Service Center
All technical issues related to our products and services are managed in the Appriss Operations Center (AOC), where staff are available 24 hours a day, seven days a week to answer your calls and work to resolve technical issues.
For technical assistance 24/7 related to your DSI Evolution Lite Offender Management System or any other Appriss service, please contact us anytime.
1-866-Appriss (1-866-277-7477)
Choose Option 2

AOC Email:
aocd@appriss.com
AOC Fax:  
1-800-865-4305
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