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Introduction

This guide illustrates key tasks that Criminal Justice Social Work first line managers are likely
to undertake whilst using the LS/CMI system.

First line managers will typically be assigned to the Team Leader User Group within the
system. Anybody assigned to that user group would usually have access rights which would
allow them to:

« Assign and reassign open cases

« Approve overrides and case closure requests
« Import and export LS/CMI files

« Have limited administration rights

« Produce system reports

However, access to the system can be tailored by services, if required, by creating a new
user group and assigning some staff to that new group.

Therefore, first line managers in some areas might be able to do more (or less) than the
tasks set out within this guide — depending upon local decisions about the role and
responsibilities of team leaders.




Assigning & reassigning cases

I Show Exports

1. On Dashboard, use the

Select Case: |access. ROSH (ID:49, S568959/19D, 01/01/1956)

=l

IAssign to User: |Mc[ntnsh, Ian (ID:4)

Select Case and Assign to
User drop down lists

Offender Import

Browse... | Import Offender

Offenders with

Export:

2. Use Select Case drop down list to find the
required case (cases will be listed alphabetically by

surname).

| i 1
ElectroM, Ohtest1 (ID:13, $S123123/22L, 08/06/19|
114, S123123/02P, 01/01/1949)

4 |5400000/004 |9
[CIshow Exports

[Select Case:

00000/001, 06/06/1966)

, $400000/002, 01/01/1982)

LSCMI Full Case, No Disposal (8.2 inc) (ID:4, S400000/004, 06/06/1966)
LSCMI Full Case, Female Case (ID:5, S400000/00S, 06/06/1966)

LSCMI Partial, End Sec 8 (ID:3, S400000/003, 06/06/1966)

McEwan, John (ID:26, S000019/73A, 18/09/1973)

LSCMI Full Case, Community (ID:25,

IAssign to User: LSCMI Full Case, Institutional (1D

sdasd, (1D:19, $111111/111, 24/03/1973)
Shaw, Keith (ID:10, SO00006/01$, 16/02/1979)
Twice, Appearing (ID:17, S000012/11D, 01/01/1927)

Offender Export

ders with only closed cases... V]

Select Destinati|

3. Once the required case has been selected, the

worker currently assigned to the case will be

displayed within the Assign to User field

4 $400000/004 @

[Jshow Exports

Select Case:

Assign to User:

LSCMI Full Case, No Disposal

.2 Inc)

James, Jamie

MacDonald, Julie (1D:6) |V

K, 01/01/1944

4. Use Assign to User drop down list to find and

49

$676767/09U R

TISTUTI, IStuToar v

select the required assessor/ case manager

€afy), N q

47 5676776/08T

Hist|{Bloggs, Joe (ID:8)
Rea|Demo, All (ID:3)

46 | S767676/09U

[Jshow Exports

Select Case:

lAssign to User:

7| Lead, Team (ID:9)
H Manager1, Case (ID:10)
1A Manager2, Case (ID:11)
Manager3, Case (ID:12)
Manager4, Case (ID:13)
Manager5, Case (ID:14)
Manager6, Case (ID:15)
Manager7, Case (ID:16)
Manager8, Case (ID:17)
McDonald, Julie (ID:5
McIntosh 5
Team, Leader (ID:4)

$7P, 01/01/1962)

Offender Import

Browse... | Tmnort Offender




Continue 24

$123123/88K | James, Jamie

Offender History

5. Message box will appear to
advise case has been reassigned.

Continue | Reassess | 10

5000006/01$ Shaw, Keith

Case Mgt. 9 to 25
11

Continue | Reassess | 9

IMpEXp,

5666666/002 Institutional

Case Mgt. 9 to
1 23

Message from webpage [x]

Inspect

Monthly Tasks

Shaw, Keith | Schedule

The following case:

Case ID: 24

James, Jamie

ElectroM, FULLtest3

Offender: Jamie James

has besn assigned to: lan Mcntosh

Twice, Appearing

K
u
1 |sdasd, asdasda
D
D

Sesssion, Export

6. Click on OK to
complete the action




Approvals

There are 3 occasions where managerial approval is required:

Override (the assessor has decided to apply an override within a full LS/CMI 1-8
assessment);

Case to be closed: no management plan needed (the assessor has completed a full
LS/CMI 1-8, decided a management plan is not required and requires the case to be
closed);

Case to be closed: full case with management plan (the case manager requires the
case to be closed because the service is no longer responsible for assessing/
supervising the individual).

Cases which need managerial approval appear

within the Approvals table on the Dashboard

Approvals
Offender
Name
Ian Mister, LS/CMI 1-8: Risk Level
> McIntosh §666333/33K Spock Override Selected Inspect
LS/CMI 1-8: Case Closed, o o - -
S3 | osh | S000123/12D (NINEET N Case Management Pe OT appre
Y Requlred pe g reque o
Ian LS/CMI S-11: Case Closed,
79 S000678/56T | Kirk, Jimmy | Case Management Insp
McIntosh
Completed

Worker who is responsible for the case




Approval type 1: Override

Approvals

Ian Mister, I LS/CMI 1-8: Risk Level
s McIntosh | S666333/33K Spock Override Selected
LS/CMI 1-8: Case Closed,
53 Ia"“I tosh |5000123/12D gg{':ee' No Case Management Inspect
Y Required
Ian LS/CMI 9-11: Case Closed,
79 S000678/56T | Kirk, Jimmy | Case Management Inspect
Mclntosh
Completed
10 =
=

1. Click Inspect to go into the record

2. Use Previous to go back to Section 6.3 (Administrative

override) and Section 6.2 (Client-based/ clinical override) to
view the assessors rationale for applying an override

Lscmi Section6to8

6.4 Final LS/CMI Risk/Need Level

|LS/CMI Section 1 Score:| 18 |
Risk/Need Level | Very Low Low High Very High |
Section 1 Score 0-4 5-10 20-29 30-43

After considering any need for a client-based or administrative override, select
the appropriate risk/need level

Final Risk/Need Level

O vVery Low @ Low © Medium @ High © Very High

Not Approve Approve

Previous Next

This is the original

Risk/ Need level

\ This is the Risk/ Need level the

assessor wants to override to




lease Select:

1 i Section6tof
Previous Next
6.2 Client Based/Clinical Override
|[LS/CMI Section 1 Score:| 18 ]
Risk/Need Level Very Low Low High Very H
Section 1 Score 0-4 5-10 20-29 30-43
Use the client based/clinical override? 3 consider the assessors rationale for
QO No @Yes A a
applying an override
© Lower security/supervision levels
@ Increase security/supervision levels
List the reasons for increasing the Stated intent to break the rules, no matter
security/supervision levels. Refer to  kyhat, and stated intent to hurt named others
Sections 2 through 4 warrants a higher level of intervention and
monitoring than the score driven risk/need
level suggests.

4. Return to Section 6.4

---—--Please Select--—---

1 i Section6tod

Previous

6.2 Client Based/Clinical Override

|Ls/CMI Section 1 Score:| 18 |

Risk/Need Level Very Low Low High Very Hi
Section 1 Score 0-4 5-10 20-29 30-43

Use the client based/clinical override?

O No @Yes

© Lower security/supervision levels
@ Increase security/supervision levels

List the reasons for increasing the Stated intent to break the rules, no matter
security/supervision levels. Refer to  |what, and stated intent to hurt named others
Sections 2 through 4 warrants a higher level of intervention and
monitoring than the score driven risk/need

level suggests.




Level of Service / Case Management Inventory - LS/CMI Sections 6 to 8

Dashboard New Case Offender History LSCMI 1-8 Risk/Needs Summary

Lscmi Section6to8

Previous Next

6.4 Final LS/CMI Risk/Need Level

[Ls/cMI Section 1 Score] 18 ]
Risk/Need Level Very Low Low High Very High
Section 1 Score 0-4 5-10 20-29 30-43

After considering any need for a client-based or administrative override, select
the appropriate risk/need level

Final Risk/Need Level

O Very Low O Low © Medium @ High © Very High

Not Approve Approve

5 (a) If not satisfied with assessors 5 (b) If satisfied with the assessors

reason for override: select Not rationale for applying an override:

Approve and inform assessor of

click on Approve

decision to not approve the override

NOTE

If an override request has not been approved, the assigned worker will need to go back into
the assessment and change the response to Section 6.2/ 6.3 (...override?) from Yes to No.




Approval type 2: Case closure - no management plan required

1. Click Inspect to go into

the record
Approvals
Offender
Name
Ian Mister, LS/CMI 1-8: Risk Level
> McIntosh | S666333/33K Spock Override Selected Lnspect
/CMI 1-8: Case Cl|
SR 5000123/12D ENINeerd™ | o case Management Inspect
McIntosh Scotty
equired
Ian LS/CMI 9-11: Case Closed,
79 S000678/56T | Kirk, Jimmy | Case Management Inspect
McIntosh
Completed
10 =
=

2. Amend the Record

Destruction Date, if

Lscmi Section6to8 required (refer to the
Previous record retention policies
Planning Selection within your service)

Do you wish to continue and create a management plan in Section 9?

®No QYes

Record Destruction Date (YMD): [2023]v] [March |6 M

Generate CJISWR

3. Click on Approve

NOTE

« Selecting Approve will close the record down and return you to Dashboard.

« The record will remain in the system until the record destruction date has been
reached.

10




Approval type 3: Case closure - full case with management plan

1. Click Inspect to go
Approvals into the record

Julie
McDonald

Management
sqmpleted

Lscmi Section9tol1

Previous Save Col 2. Amend the Record

11.2 Discharge Summary Narrative Destruction Date, if

st the offenders current status and recommendations for future interventions / required (refer to the
management:

Maggie was released into the community early on compassionate grounds given the tragic death of her partner Glenn... record retention policies
Case for closure/ transfer to supervising local authority.

within your service)

Record Destruction Date (YMD): 2023 ] [April M (1] |
Fot Approve

3. Click on Approve

NOTE
« Selecting Approve will close the record down and return you to your Dashboard

« It might be worthwhile (for quality assurance purposes) checking the case, or some
key aspects of the record, before approving a case closure request.

« Once closed, the case will remain in the system until the record destruction date has
been reached.

« Select Not Approve to keep the record open and return you to your dashboard (for
example when the assigned worker has requested a case closure in error).

11




« Insituations where the case being closed was subject to different types of plan
during the period of intervention (risk management plan vs case management plan),
a link to allow you to report on the previous plan will appear at the case closure
page. Example (A) below is a ‘risk management plan’ case for closure which had
previously been managed via a case management plan; Example (B) is a ‘case
management plan’ case which had previously been subject to risk management
planning. Remember, all the assessments/ reassessments and plans for the case can

also be reported on via the Report link within the system cases table on the
dashboard.
(A):

Previous Save Complete

11.2 Discharge Summary Narrative
To report on CMP which was

List the offenders current status and recommendations for future interventions / q q

management: ' ' compiled prior to the current RMP

Closing summary...Closing summary...Closing summary...Closing summary...Closing summary...Closin|
summary...Closing summary...Closing summary...Closing summary...Closing summary...Closing sum

summary...Closing summary...Closing summary...Closing summary...Closing summary...Closing summary“.closln
summary...

Record Destruction Date (YMD): 2023. IAprII ‘:vl 12\v

INot Approve Approve
E Prior CMP Sign Off

(B):

= =

Previous

11.2 Discharge Summary Narrative .
g v To report on RMP which was

compiled prior to the current CMP

List the offenders current status and recommendations for future interventions /
management:

case for closure x... for closure x... for closure x... for closure x... for closure x... for closure x... for cl
closure x... for closure x... for closure x... for closure x... for closure x... for closure x... for closure x.. /0" CloSOTE X..-

closure x... for closure x... for closure x... for closure x... for closure x... for closure x... for closure x... for closure x...

closure x... for closure x... for closure x... for closure x... for closure x... for closure x... for closure x... for closure x...

closure x... for closure x... for closure x... for closure x... for closure x... for closure x... for closure x... for closure x...

closure x... for closure x... for closure x... for closure x... for closure x... for closure x... for closure x... for closure x... for

closure x... for closure x... for closure x...

Record Destruction Date (YMD): [20237%] [april M [12+]

Not ﬂEErOVE J\EEFOVG

Export Prior RMP Report

« The assessment, any reassessments and management plan used during the period of
intervention can also be reported on via the Report link within the system cases
table on the dashboard (see page 23).

12




Exporting

1. On Dashboard, click on

Export drop down list

3. Click on Select Destination drop down list

and select where the record is to be sent to

(] Show Exports
Belect Case: |17, LS (ID:87, S000123/22D, 07/06/1994)
hssign to User: McDonald, Julie (ID:5) l
Offender Import Offender Export
Browse... port Offends Export: U
ﬂl Import Offender o Burnham, Michael (URN:S100001/02$, 01/01/1957)
Dixon, Merle (URN:$234567/74W, 09/09/1959)
Rhee, Glenn (URN:$549230/78Y, 01/01/1991)
Williams, Sasha (URN:5820544/89M, 09/07/1980)
2. Find and select the required file (files will be listed
alphabetically by surname). Only closed cases can be exported
[JShow Exports
'Select Case: |17, LS (ID:87, S000123/22D, 07/06/1994)

McDonald, Julie (1D:5) .

IAssign to User:

Offender Import

Browse... | Import Offender

Offender Export

Export: |Burnham, Michael (URN:5100001/02%, 0

Select Destination: [Prison [V Export  cancel

4. Click on Export

5. Click on File for Export

[[IShow Exports
[Select Case: [17, L5 (1D:87, $000123/220, 07/06/1994)
Wssign to User: McDonald, Julie (ID:5) |v
Offender Import Offender Export
Browse... | Import Offender Export: | Offenders with only closed cases... v

Select Destination: [Pison v

File For Export (5100001/02$)

13




[JShow Exports

Select Case: [17, LS (10:87, S000123/220, 07/06/1994) 6. Click on drop down,
psign o User Mcdorald, e 0:5) select Save As and...

Offender Import Offender Export

Browse... [ Import Offender Export: |foenders with only closed cases...

Select Destination:

D0 you want to open or save S100001-028 6a55e746-5ch3-4d53-aad3-(9b4c750ed60.txt from 192.168,55.117

o |

File Edit View Tools Help
Organize v Sync v Bumn Work offline New folder = 0O @

3¢ Favorites Name Date modified Type
=

B Desktop | Ian Folder

24/08/2016 08:23

8. ... save the file in the required

I8 Downloads [ 1 LSCMI Files for EXPORT
D Objective (&) My Data Sources 15/07/2015 08:58 File folde}
% Recent Places ). Old SCOTS 4 Profile Data 24/04/2013 08:56 File foldd Iocation (within your network or on pC)
J. Outlook Files 16/04/2015 08:43 File fold¢
4 Libraries /. Remote Assistance Logs 21/01/2016 10:07 File folde
%) Documents ). SafeNet Sentinel 21/08/2012 09:12 File folder
& Music SettingsPackages 07/07/2015 09:56 File folder
&= Pictures | ~WRL0003.tmp 06/02/2014 18:56 TMP File 0KB
E Videos |_| 6DC60641.tmp 07/08/2014 10:04 TMP File 101 KB
ﬂg atmcwllie 13/08/2013 11:00 Windows Installer .. 17,971 KB
.- Computer \E_] CJSWR - template - system - with lan co... 15/08/2016 12:19 Rich Text Format 183 KB
& Windows (C:) 5. Default 29/08/2016 13:28 Remote Desktop ... 3KB
&* DCGROUP_SI (\ ﬁl nbr2player 19/02/2014 11:09 Windows Installer .. 13,943 KB

9. Final step: attach the file for
export to an email and send to

the required area or individual

NOTE
« Alist of email addresses for use when exporting LS/CMI files is available. It is
advisable to store this list within the document library (see pp 28-30)

14




Importing

« The LS/CMi file for importing should be sent to your area as an attachment, using
secure email
. That attachment needs to be ‘Saved/ Saved As’ before following the steps below:

1. On Dashboard, click on
Browse.

Select Case: |access, ROSH (ID:49, S568959/19D, 01/01/1956)

Assign to User: [McIntosh, 1an (1D:4) =]

Offender Import

Browse... Import Offender Export: | Offendg

é Choose File to Upload

C)‘C) [~ LSCMIFies ~ LSCMI files For IMPORT

2. Browse to where the file for import has been saved

Organize v  New folder

-

- Favorites
B Desktop Tiberius Church
& Downloads | 5008976-65T - Scotty Engineer 30/08/2016 13:33

L Ry Pl
=4 Recent Places | 5998877-60P - Kath Jayneway 30/08/2016 13:3¢ XML Doch

4 Libraries
;:] Documents
J’I :‘“:" e 3. Double click on the
=] Pictures
B videos required file (or click
"% Computer Open)

£, pefault (C) sl |

File name: | S006666-665 - Tiberius Church | [anFites ¢y

| Open I Cancel

4. Click on Import

Offender

—

Offender Import

\\tsclient\H\lan Folder\LSCMI Files\l | Browse.. | Import Offender

15




Offender Import 5. Select Reopen latest Case

mport Offender

@ Reopen latest Case
 Create new Case

6. Click on Import Offender again

Unassigned

7. The |mported record will sit within

Destlnatlon

I~ Show Exports

Select Case: IChurch, Tiberius (ID:87, S008976/65T, 01/01/1953) L]
B a VIO TIETeTT —
49 “5676767/090 Rea — , 1%77717 =
Hist| Bloggs, Joe (ID:8) Select | 2 one e
a7 $676776/08T Real Demo, All (1D:3) Cage 0 B oo O
Tl Lead, Team (1D:9) I
t Hist Manager1, Case (ID:10 Select  Unlock Unlock ase anage
46 S767676/09U 4 ger1, ( ) c 1A 18 2

{ Manager2, Case (ID:11)
Manager4, Case (ID:13)

Manager5, Case (ID:14)

CJshow Exports Manager6, Case (ID:15)
Manager7, Case (ID:16)

i Manager8, Case (ID:17) h75/67, 62 v
T ey 4 ) e

Assign to User:
Team, Leader (ID:4)

Offender Import

Browse... I Tmnort Offender

NOTE
If a case with the same URN already exists within the system a warning will pop up:

Message from webpage E3 |

A% ‘Warning: The case that vou are about to import already exists in
the system. If wou conkinue to impart this case, the case and
offender currently in the syskem will be overwritten, and any
changes will be lost,

(a4 I Cancel |

Importing a file will result in all the records relating to that person (whether open or closed)
being replaced by the imported file.

Therefore, it is strongly recommended that you select ‘Cancel’ and check whether the case
which already exists within the system is an open or closed case.

16




Where an open case already exists:

Tthe importing service needs to decide whether to:
e proceed with the import (which will result in the open case being replaced by the
imported file), or

e Ignore the file for import and continue working with the case that is already open in

the system.

If it is a closed case:

e start the import process again

e when the warning box appears, complete the import process by selecting OK

17




The ‘unassigned’ table

The unassigned table fulfils 4 functions:
. Displaying open cases which have yet to be assigned to a worker (for example, when
a record has just been imported into the system).

. Displaying exported records
« To allow parts of or whole records from the system to be deleted. Deleting parts of
records is used to rectify common user errors such as selecting reassess by mistake

or selecting full assessment instead of initial assessment at the court report stage

« To unlock assessments. Unlocking might be required on the rare occasions where an
assessor has reached the point of locking the assessment in error.

Displaying exported records

1. Click on Show Exports

Unassigned

Import Export
Case Urn Offender Name S Destination

test, New case . i Delete Latest
80 5443322/08A export Prison - 1-8

68  5123456/11D NoRMP, Test East Dunbartog

' = 2. Table will display closed
Delete Delete Initial
Casn  Assessment cases which have been

North
Ayrshire

58 1 5000002/13$ case, close

55 5123456/19D bloggs, joe Prison

exported and the export

54 so0oooy/13s | Falkink lgg Prison . , destination

South Lanarkshire

32 5786767,

¥ Show Exports
-

3. Click to ‘untick’ and table will
revert to only displaying open cases

which have yet to be assigned

18




Deleting

49

$676767/09U

TITSTOTTC, ITTST

ML

Unassigned

47

S$676776/08T

Rea

Hist|

Bloggs, Joe (ID:8)
Demo, All (ID:3)

46

Select Case:

IAssign to User:

$767676/09U

Hi
IA

[Jshow Exports

Lead, Team (ID:9)

Manager1, Case (ID:10)
Manager2, Case (ID:11)
Manager3, Case (ID:12)
Manager4, Case (ID:13)
Manager5, Case (ID:14)
Manager6, Case (ID:15)
Manager7, Case (ID:16)

l' Manager8, Case (ID:17)

McDonald, Julie (ID:5
Team, Leader (ID:4)

1. To delete, the case needs to be
unassigned (select Unassigned, located

at top of Assign to User drop down list)

A75/67P, 01/01/1962)

Offender Import

Browse... | Tmnort Offender

Unassigned

2. Select which part of the
record needs to be deleted

[]show Exports

[Select Case:

lAssign to User:

2345678910...

Greene, Select |Unlock |Unlock |Delete | Delete
73| S561423/88G . ooie Case |I1A 1-8 1A 1-8 e
Peletier, Select Unlock Delete
70 5398475/67P .. aen 1-8 Reassessment Offender
Grimes, Select Delete
69 | 5076039/55T i Case Offender

[17, Ls (1D:87, S000123/22D, 07/06/1994)

McIntosh, 1an (ID:7) v

e
- -

Message from webpage

Are wou cerkain wou want to delete the latest reassessment Frog
the swstem? (Please Mote: Exporting offender First allows ung

o]

3. A warning message will pop up.

Click on OK to proceed with the
deletion

Cancel

19




49 | S676767/09U Real r - C A 4 Re3 o e case ba 0
Hist|Bloggs, Joe (ID:8) Select Ao ~n
47 S676776/08T Rea| Demo, All (ID:3) Case 0 0

77| Lead, Team (ID:9)

46 | 5767676/09U TSl Managert, Case (ID:10) e

Manager2, Case (ID:11) Lase 20

Manager3, Case (ID:12)

Manager4, Case (ID:13)
Manager5, Case (ID:14)

[ show Exports Manager6, Case (ID:15)

Manager7, Case (ID:16)

. Manager8, Case (ID:17)
Select Case: g 75/ 1/1962)
[McDonald Julie (ID:5 ™~

Assign to User: D
Team, Leader (ID:4)

Offender Import

Browse... | Imnort Offender

NOTE
« Use Delete 1-8 if an assessor has started a ‘full LS/CMI 1-8 assessment’ by mistake
(instead of ‘initial assessment’) at the court report stage.

« Use Delete Reassessment if an assessor has selected ‘reassess’ by mistake.
« Use Delete Case in situations where a new case has been started but definitey
cannot be completed (use with caution as this will delete the entire case no matter

how little or how much has been completed).

. Delete Offender is a ‘nuclear option’ as it will result in all records relating to the
individual (current and past cases) being deleted from the system.




Unlocking

O '’

Rea Unassigned
Hist| Bloggs, Joe (ID:8)
Rea|Demo, All (ID:3)

49 | S676767/09U

47 S$676776/08T

1. To unlock as assessment , the

77| Lead, Team (ID:9)
Hi Manager1, Case (ID:10)
1A Manager2, Case (ID:11)
Manager3, Case (ID:12)
Manager4, Case (ID:13)
Manager5, Case (ID:14)
Manager6, Case (ID:15)
Manager7, Case (ID:16)

46 | S767676/09U

[Jshow Exports

case needs to be unassigned

(select Unassigned, located at top
of Assign to User drop down list)

Select Case: I' Manager8, Case (ID:17) h75/67P, 01/01/1962)

McDonald, Julie (ID:5
IAssign to User:
Team, Leader (ID:4)

Offender Import

Browse... | Imnort Offender

Unassigned

1-8

2. Select which part of the
record needs to be deleted

Greene
73 |S561423/88G Case |IA
Peletier, Select
70 5398475/67P .- = |

Delete Latest
Reassessment

Grimes, Select

69 S076039/55T Rick Case

2345678910...

[C]show Exports

ISelect Case: |17, LS (ID:87, S000123/22DJ07/06/1994)

lAssign to User: McIntosh, lan (ID:7) v

To unlock an initial

assessment, select Unlock IA

Message from webpage [ %]

—
@ Are wou certain vou want bo unlock the |atest 1-8 For this case?
L *

To unlock a full LS/CMI 1-8
assessment, select Unlock 1-8

3. A warning message will
pop up. Click on OK to
proceed with unlocking

Eiciiag
7 Case

TITSTOTTC, TITSTTUTOTTAT VeIt
49 S676767/09U Rea[s

DTTeTT

Hist| Bloggs, Joe (ID:8) Select
Rea|Demo, All (ID:3)

47 S5676776/08T

Dele

Lead, Team (ID:9)

1A N Manager2, Case (ID:11)
Manager3, Case (ID:12)
Manager4, Case EID:13§

Manager5, Case (ID:14
[JShow Exports Manager6, Case (ID:15)
Manager7, Case (ID:16)
Manager8, Case (ID:17) h75/67P )
McDonald, Julie (ID:5

Select Case:

\Assign to User:
Team, Leader (1D:4)

Case
46 | 5767676/09U Hist Manager1, Case (ID:10) Select Unlock Unlock |Delete 3

Offender Import

Browse... | TImnort Offender
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System Cases Table

This table can be used for a number of tasks. For example:

. Displaying all records — both open and closed — within your LS/CMI system

. Viewing assessments and management plans for cases that are not assigned to you

« Reporting on cases (extracting information from cases and placing them onto

documents)

For line managers it might be particularly useful to find/ display records assigned to

specific assessors or case managers:

System Cases (Show Filter Controls)

‘ Case Urn Offender Name

89 $100001/02% Burnham, Michael View Report
88 $123123/44F Content, Test View | Report
87 S000123/22D Burnham, Michael View Report
86 $483491/55R Vash, Vish View Report
85 S5089234/77N bash, Bish View |Report
84 §765341/88Y Lash, Lish View Report

System Cases (Hide Filter Controls)

URN: | Loc Ref: |
Forename:| Surname: |
Alias: | poB: |

Latest Case Versions: [] Must be Open:

Gender:® Both O Male O Female Review Date (Within Days): IN/A V]

Unassigned

Reporting Requirement: Assigned

Bloggs, Joe (ID:8)
Demo, All (ID:3)

. Lead, Team (ID:9)
Cases With Locked IA Onl Manager1, Case (ID:10)
Manager2, Case (ID:11)
Clear Manager3, Case (ID:12)
Manager4, Case (ID:13)
Manager5, Case (ID:14)
Manager6, Case (ID:15)
McDonald, Julie (ID:5)

89 $100001/02¢ [McIntosh, Ian (ID:7) View |Report
£023 Team, Leader (ID:4)

Assigned to User:

LSiR:SV Band: |Any

i ! T 1 !

1. Click on Show Filter

Controls

2. Select Must be Open

3. Use Assigned to User

drop down list to find and
select the required

assessor/ case manager
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URN: [

Forenarne:l

Alias: [
Latest Case Versions: [

Gender:® Both O Male O Female

System Cases (Hide Filter Controls)

Loc Ref: I

Surname: |

poB: |
Must be Open:
Review Date (Within Days): |N/A.

Assigned to User:

[McIntosh, Tan (ID:7) v

Reporting Requirement: |AﬂY

LSIR:SV Band: [Any

Cases With Locked IA Only: [J

Clear

LSCMI 1-8 Band:  |Any

Cases With Locked 1-8 Only: []

$000123/22D Burnham, Michael
84 $765341/88Y Lash, Lish
83 $637382/87H Kash, Kish
82 $100000/02$ Nash, Nish
81 S121311/65N Check, Check View Report
73 $561423/88G Greene, Maggie View  Report

4. Click on Apply...

5. ...to display only
cases which are

open to the

specified worker

To print all or part of a

Remember...
a 0 O are M ~
Ore d D e eCoOrd d
DE U 0 D O d d
System Cases (Show Filter Controls'l/
Ed =0 $100001/02% Picard, Jean Luc View |Report
a8 ISI 23123/44F Content, Test l View  Report
87 S000123/22D Burnham, Michael View Report
86 |54~8349u55R Vash, Vish | View  Report
85 S089234/7TN bash, Bish View Report
84 |5?65341f&3v Lash, Lish | View  Report
83 S637382/87H Kash, Kish View |Report
a2 |s:ooooo.rozs MNash, Nish | View  Report
81 S121311/65N Check, Check View | Report
80 123/09R Demo, Davie View  Report

10

record, select Report

The number of cases
displayed on the table can be
increased or decreased by

using this drop down

23




Administration

The Administration link can be used for a number of tasks including:

« Viewing all Users of the system

« Viewing which User Group any individual user is currently assigned to

« Viewing the Permissions assigned to any User Group
« Producing a System Report. Please refer to the guide The LS/CMI system report:
starting to understand the data for how to produce and make use of the system

report

Viewing Users

Open Tasks

On Dashboard, click on
Administration...

| Case um Offender Name stage
Continue 89 $000001/13D \Test, OLR | offender History 89 $000001/13D Test, O
[0 =]|87 5008976/65T Church,
84 $564831/44R Main, Ja
Monthly Tasks 83 5899895/22D report,

...to view details of any
user of the system

User Groups |1 | CManager Case Manager | Onanageriisa 07/01/2016 15:12:46 =
].Iur_ﬁmml: |JJom | lJm‘n [Jom lnlimm | IHIOSIZOISW:M:O! | H
User Groups |4 lan lan Mcintosh | lan.mc@training.com 08/09/2016 09:31:50 ]
User Groups l5 |I.I(¢lr | II-H ‘Klﬂ' Im | Iommoneoe:os:u l o
User Groups |6 |JBlog John Bloggs | ji®ji.com 10/08/2015 14:23:56 | [
User Groups l? lmhhgl l lTrlhnr JOM Inﬂ.l.mm I IISIWZOIG 14:12:07 I ha
User Groups |8 |training2 Trainer Two hh@c.com L
UserGroups |9 wamng3 | |Tomer  Thee | jiiiicom | | =
User Groups | 10 | trainingd Trainer Four uu@h.com =
UscrGrowps |11 anngs | |Toner  Fve  |kkeccom | | =
User Groups |12 | Jule Julie McDonald | julie@training.com 07/09/2016 10:29:40 | T
UserGrous |16 ogradi | |mes Oy | jonradv@iraningcom | ssnzrzois 092302 |
User Groups |19 Mark Mark McSherry | mark.mcsherry @RMAscotland.gsigov.uk 17/08/2016 14:43:15 | [T
User Groups |20|TL | Jwn Mcintosh |.mcTL @training.com | |o8/09/2016 09:38:31 | I
[14 =]
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Users UserGroups Groups System Permissions SystemReports

Users can be sorted alphabetically

by clicking on Forename or Surname

Phone Prison

Last Login Locked

User Groups |1 | CManager Case Manager | amanager@training.com 07/01/2016 15:12:46 r
User Groups |3 IJJOM Im Jones lm I I |l‘m0]509:00:0[ I I"
User Groups |4 | lan lan Mcintosh | ian.mo@training.com 08/09/2016 09:31:50 r\
User Groups |5 | err Les Ker | lokoom || |oao3ote09:00:41 | T
User Groups |6 |)Blog John Bloggs ji®@jj.com 10/08/2015 14:23:56 r ad -
User Groups |7 |wainingt [Trner  [one | u@jicom | |spepoteraner | ¢
User Groups |8 | training2 Trainer Two hhé@c.com r C DE 10 10
Uscr Groups |9 | traning3 [Traner  [Three | jiigjicom T | out of the .
User Groups | 10 | trainingd Trainer Four uuéeh.com F
UserGrous |11 vangs | [Tomer | fwe | kkiccom [ [ 1 s
User Groups |12 | Jule Julie McDonald | julie@training.com 07/09/2016 10:29:40 =
Uscr Giroups |16  ogrady) jJomes | 0'Grady  joarady@training.com | emposeane | ¢
User Groups |19 | Mark Mark McSherry | mark.mesherry@RMAscotland.gsi.gov.uk 17/08/2016 14:43:15 |
m|zn|u |h Mclntosh |l.m.’ﬂ.llﬂhm | I |oafoanmam:3e:31 | r
m

The number of lines displayed on
the table can be increased or

decreased by using this drop down
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Viewing User Groups

| pp— [ U O [J
Users g
O Blogg ed to O
) 0
E oup
User Groups |1 |CManager Case Manag
User Groups |3 |JJones Jayne ii
User Groups |4 |Ian I McIntosh | ian.md
User Groups |5 |LKerr Les Kerr l@k.col
User Groups (6 |) John Bloggs 11@ij].d
=

John Bloggs is...

Users * User Groups

Select User: 6: John Bloggs ¥

System Permissions 2 Team Leader ...currently assigned
to the Team Leader

User Group

Users © User Groups If required, use this drop down list to
6: John Bloggs =] select another user to view which

1: Case Manager

3: Jeyme Jones group they are assigned to

System Permissions

: Trainer Four
: Trainer Five
: Julie McDonald

: James O'Grady
: Mark McSherry
: lan Mcintosh
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Viewing permissions

In this example, to
see the permissions
anybody within the

Team Leader group

have, click on System
Permissions
System Permissions Team Leader

setect User Goupn [T 7eom teocer o] ST e od
D Page Level Assign

10 Web Page Content Write ]

20 User Adminstration |Read | F

30 User Administration Write ]

40 Il.bsGmlq}Mnimn Illud | F

50 User Group Administration Write (]

60 | System Aud |Read I

65 System Reports Read B

This drop down can be used to view the
permissions for a different User Group

Help  Log Out

-
= For more information
e Only -
a0 | GserGraimag; Hrec ory [Resd | F on permissions, click
50 User Group Adj g Isjpe&c - Write r
60 System Audt [nud I o (o]4] Help
65 System Reports Read 5
70 Inu:unlrl Library [m I r| |
80 Document Library Wrte =
91 |Case Approval - Section 6.4 | Approvet | F \
92 Case Approval - Section 8.4 Approve2 F
93 Case Approval - Section 11.2 Approve3 F

12 =]

The number of permissions displayed on the table can

be increased or decreased by using this drop down

27




Library

Accessing documents stored within the library:

Dashboard New Case Administration

1. On Dashboard
click Document

Library

Document Library

Open Tasks

Offender Name
S000001/13D | Test, OLR

Offender History

10 -89 sS00000

Document Library

CJSWR Logo Upload

Browse... Upload Logo
Document Upload
Search Browse...
D e Name De ptio
it Detete Download 15 | Soganit LEra Cogggetven D
Edit Delete Download 14 |v5. se Guidance Video January2018.avi

LSCMI IT Users Manual software v5_1 Release

-
Delete | Download | 13 20180125.docx

Edit Delete Download 11 MFMC IT Users Manual - 20170828.docx

3. Click on Open

Do you want to open or save LSCMI IT Users Manual software v5_1 Release 20180125 .docx from 192.168.55.117

open | [ sove || ol |
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Adding a document to the library:

Dashboard New Case Administration

1. On Dashboard
click Document

Library

Document Library

Open Tasks

Offender History || 91 S66677

l__ﬂm = I 89  S00000)

Document Library 2. Click on Browse

and...

CJSWR Logo Upload

Browse... Upload Logo

Document Upload

Search | Browse... | Upload File
‘ D File Name Description
Document Library Guidance Document Document provides overview of latest

Edit| Delete | Download |15 |, ah15c doex and training videos

o
:

Download 14 v5.1 Release Guidance Video January2018.avi

LSCMI IT Users Manual software v5_1 Release
20180125.docx

:
:

Download | 13

MFMC IT Users Manual - 20170828.docx

E
;
|

Choose File to Upload [ %]

= | 2+ Julie McDonald ~ - m]l Search Julie McDonald @l
#H - 0O @
il B
il

AppData = Perhioads

L §F D

Ty Music My Pictures My Videos Saved Searches
Games

3. ...browse to where the

Organize *  Mew Folder

document is stored

0 Favarites
M Deskiop
4 Downloads
‘;‘_-_-_l Recent Places

Faviorites Lirks

. Libraries
@ Documents
J‘ Music
[&=] Pictures
i Wideos

1-;1 Compuker
&, ospisk (C:)
w datal_1 (D)

G‘! Metwiork

File name: j IAH Files (**) =l
Open I Cancel |

&
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£ Choose File to Upload

CK) | 4 = Network ~ tsclent ~ {jtschentiH ~ v §5) [ search \itschentin

Organize v  New folder = v 0 @
o Music Al Name - | Date modfied | Type |
E Pictures 5. Safeet Sentinel 21/08/201209:12  Fle folder

£ ~WRLOO0O3.trp 06/02/2014 18:56 TMP File

1% Computer 3 60CE0841.tmp 07/08/2014 10:04  TMPFie 4. Double click on the
& vefauk (C:) 5 atmew lie 13/08/2013 11:00 Windows Instalk ired d t
=¥ ConLTS6006 8 | CISWR - template - system - with [an comme... 15/08/2016 12:19 Rich Text Forme require ocumen (or
¥ D on LTS6006 W5 Defaut

% Hon LTS6006
S# ¥ on LTS6006

€l Network

File name: ||

3] L5CMI - Emal addresses - for exporting LSC....

-E]I.SCMI - Local Policy and Procedures

38/ nbrzplayer

§2 ] Options for Change Requests Further Clarifi...
~| 4]

13/09/2016 16:53
14/09.28

14/09/2016 14:59
19/02/2014 11:09
01/09/2016 16:00

| anFites ¢

Cancel

CJSWR Logo Upload

Document Upload

Browse...

Upload Logo

Edit | Delete | Download

| Search [C:\Users\Julie.McDonald\Docur _ Browse...

I File Name

Document Library Guidance Document

15 20180125.docx

Upload File

Document provides overview of latest user manuals
and training videos

mlm!mm 14
.

V5.1 Release Guidance Video January2018.avi |

Edit| Delete Download |13

LSCMI IT Users Manual software v5_1 Release

select Open)

5. Click on Upload
File

20180125.docx

Document Library

iiocument Librar [-.E

6. Document

CJSWR Logo Upload

Browse... Upload Logo

Document Upload

| Search | Browse...

Edit | Delete | Download | 16 | CombinedReport.pdf

successfully
uploaded to library

upload File File upload successful

Document Library Guidance Document

Edit| Delete Download 15 20180125, docx

Document provides overview of lates
and training videos

Delete  Download | 14 | v5.1 Release Guidance Video January2018.avi

LSCMI IT Users Manual software v5_1 Release

Edit | Delete Download 13 20180125.docx

7. Out of date documents can

be deleted/ replaced
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NOTE

If the Document Library link is not visible on user dashboards, contact your system
business administrator to ensure the appropriate library permissions (write and/ or
read access) are assigned to those groups who need it.

Access right 70 (Document Library — Read) is likely to be appropriate for all user
groups as this will allow the user to access and read any document stored within the
library

Access right 80 (Document Library — Write) allows a user to add and remove
documents from the library. As a result, it is recommended that this access right be
provided to a limited number of users/ groups only.
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