
NOTIS  
 
 
Submit Location Count 
 ●Movements and Counts 
 ●Counts 
 ●Submit Location Count 
   -select unit and wing from drop-down box 
   -enter name (first initial, last name) 
   -enter count total for wing  
   -submit count 
 
 -if your count is wrong a box will open telling you to re-count. When you   
 submit the total the second time it asks for a reason the first count was wrong. 

-if your second count is wrong, it will accept it anyway. (Call control before you 
enter second count) 

 -after count is clear you must verify count 
 

 
 
 
 
 
 
 



 
Verify Conducted Counts 
 ●Movements and Counts 
 ●Counts 
 ●Verify Conducted Counts 
  -Retrieve 
  -Verify  
   -by verifying counts you are ‘signing’ a legal document 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



Move offender to internal location (out-count) and return offender to housing 
location 
 ●Movements and Counts 
 ●Facility Internal Movement 
 ●Internal Movements 
  -Select TO: internal location 
  -enter back #s (checkmark and save) 

 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 



Confirm all offenders are on out count 
  ●Movements and Counts 
  ●Counts 
  ●Internal Location Count 
   -click on Detail box located next to internal location 
   -confirm all offenders are in location 
 

 
 
 
 Return offenders to housing location (after count is clear) 
  ●Internal Movements 
   -Select FROM: internal location  
   -Select TO: RTU (Return to Unit) 
    -retrieve (checkmark and save) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Shift Log Recording 
 ●Operations 
 ●Shift Logs 
 ●Shift Log Recording 
  -enter time, location and activity type 
  -type activity description 
  -lock and save (yellow disk) 
 

 
 
 
 
 
 
 
 
 
 
 
 



Search for inmate (Institution) 
 ●Search and Assign 
 ●Global Search 
  -search by name or identifier (back number) 
  -location in bottom left corner 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
Search for inmate (Bed location) 
 ●Offender Management 
 ●Offender Specific Inquiries 
 ●Housing History 
  -enter back number and execute query 
  

 
 
 
 
 
 
 
 
 
 
 
 



Enter Notice of Charges 
 ●Operations 
 ●Incidents and Offenses in Custody 
 ●Offenses in Custody 

-enter back number and execute query 
  -locate OIC# 

-under Investigation tab enter your name, type (Notice of Charges 
Statement), name, date and Details. Save 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
Enter an Incident Report 
 ●Operations 
 ●Incidents and Offenses in Custody 
 ●Staff Reports 
  -enter IR# 
  -select report type and security level 
  -type in report in Report Details 

-answer any necessary questions pertaining to incident 
-save 

 

 
 
 
 
 

 
 
 
 
 



Unit/Institution Roster 
 ●Reports 
 ●Unit Roster 
 ●Values 
  -enter institution, unit and wing 
  -save 

 


