SALTUS digiTICKET

TECHNOLOGIES

electronic ticketing solution

digiTICKET New Web Application User Guide

Overview

Your digiTICKET web application has been migrated to the latest version of the application, providing several new
benefits and features including:

e The ability to use the web application across multiple browsers including Chrome and Microsoft Edge
e More advanced search options for citations, warnings and digiTICKET data

e Printable dashboard graphs

e The ability to export the Tickets Tab results grid to an Excel spreadsheet

Application Navigation
Just like previous versions of the web applications, there is a main navigation bar at the top of the web application. In
this version, the Export tab is now part of the main navigation instead of under the Administration tab.

digiTICKET'
Dashboard Tickets Approvals Officers Reports Export Administration v
Q search  EEE Evcel v C* Refrash Grid
[]  Ticket Date Citation # Defendant Juvenile  Statute #

Once you navigate to a tab, there is a single action bar on the grid. This means you no longer need to click on a Tools tab
to get to buttons like Export or Create PDF.

digiTICKET"
Dashboard Tickete Aporonals Officers Reports Export Administration v
Q Search EEEE Exccel v c Refresh Grid
[ ] Ticket Date Citauon # Defendant Juvenile  Statute #
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Application Notifications and Confirmation Messages

In the previous version of the web application, you would receive pop-up notification and confirmation messages in the
center of your screen. With the new applications, those messages are now displayed in the upper right corner of the
web application.

New court date was successfully added

Export Administration »

Court Dates Court Information

- < OCTOBER 2021 - S NOVEMBER 2021 -

Su Mo Tu We Th F Sa | Su Mo Tu We Th Fr Sa

;’;5ﬂz-:w 1 2 3 4 5

4 5 6 T 8 8 9 10 11 12

You will not need to do anything to close the message. After several seconds, the message will go away automatically.
When approving or exporting tickets, you may see multiple messages.

Export Completed Successfully
Dashboard Tickets Officers Reports Export Administrs

) search B Eucal v [€RRN]  Additional Ticket(s) not exportable to any system have been removed from the grid
Ticket # Sync Date Court Date Case # Court Name Officer's Name || ODIS
020615 07/06/2021 08:08 PM 08/16/2021 05:00 PM MUNL... | GRIFFIN, KIRK.. [] -
020612 07/06/2021 08:03 PM 08/16/2021 05:00 PM MUNL.. | GRIFFIN, KIRK.. []
Y CMUNL. | GRIFFIN, KIRK... | (]
UNL.  WAMEGO, TR.. [
1+ <« 0S(C) » TempFiles » v O P Search_SFReports UNL WAMEGO, TR... [ ]
Organize Newfolder B v @ MUNL. WAMEGO, TR.. [ ]
B 3DObjects A Name - Date modified Type Size UNL.. | WAMEGO, TR.. []
B Deskiop UNL.. | WAMEGO, TR.. []
| Documents UNL..  WAMEGO, TR.. [ ]
¥ Downloads UNL. | WAMEGO, TR.. [ ]
él ::;s UNL. | WAMEGO, TR.. [
B viteos UNI.. | WAMEGO, TR.. [ ]
BT wlle >MUNL.. | WAMEGO, TR.. | [ ]
File name: o
Save as type: | Compressed (zipped) Folder “
A Hide Folders Concel
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Searching for Tickets, Users and Data in digiTICKET
All tabs except the Dashboard and Reports provide a search pane to query the information on that tab. To search for

information, click the Search button above the data grid.

Dashboard Tickets Appravals Officers Reports Export Ac

Q Search w C Refresh Grid

Ticket Date Citation # Defendant Juvenil
09/03/2021 12:58 PM | 190072291
09/03/2021 12:40 PM 190072288

Some of the tabs have some search criteria already default, such as a Status of active on the Users tab, or a Status of
unprocessed on the Tickets tab. You can change the default search criteria and click the Add Criteria label to add

additional criteria. You can add as many criteria as you want.
Q, search e Clear X Close rel
All

All

@ Add Criteria

Once you have added all applicable search criteria, click the Search button at the top of the search pane to apply the

search criteria.

Q, Search (:—) Clear X Close

All
All
Statute Description X
seat
Defendant X
Jones
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The search pane will then close, and you will return to the data grid with the applied search. If you need to clear the

search criteria, click the Search button again, click the Clear button at the top of the Search Pane. The search criteria will
the be reset to the default criteria. Click the Search button to apply the new default search.

Q Search @ Clear X Close

All

All

Statute Description X
seat

Defendant X
lones
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Approving Citations and Warnings
In previous versions of digiTICKET, the tab to approve citations and warnings was caused the Process Tab. In the new
web application, the tab is now called the Approvals tab.

digiTICKET"

Dashboard Tickets Approvals

Q Search

[ | status
] | voip
[] | APPROVED
] | APPROVED
[] | APPROVED

PR T N

Officers Reports

v (¥ Refresh Grid

Ticket Date

09/03/2021 12:58 PM
09/03/2021 12:40 PM
09/03/2021 12:40 PM
09/03/2021 12:40 PM

Export

Citation #
190072291
190072288
190072289
190072290

Administration

Defendant Name

To change the status of ticket from the default status of Approved, or to change it from a Status of Pending to Void or

Approved, click on the dropdown arrow to the right of the current status.

Status
VOID
APPROVED
APPROVED
APPROVED

A e

Ticket Date

09/03/2021 12:58 PM
09/03/2021 12:40 PM
09/03/2021 12:40 PM
09/03/2021 12:40 PM

Citation #
190072291
190072288
190072289
190072290

Defendant Name

A popup box will then be displayed where you will select the new status. If you select a status of Void, you will allow
enter the Void comments. Once you have set the appropriate status, click the OK button to close the popup screen.

Process Status Change

@ ) PENDING
APPROVED
VOID

0K CAMNCEL
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When you return to the Approvals tab, you will see a confirmation message in blue in the upper right corner that the
status has been changed.

Welcome
Saving Status...
Reparts Export Administration v

Refresh Grid Defendant Ad

Ticket Status Updated.

Citation # Defendant Name

:58 PM 190072291 wast Name
First Mame

:40PM 190072289 iddle Narme

40 PM 190072290 DL# NONE
DL State MNA

47 AM O 190072130

[l BLA

Once you are ready to process the tickets with the current statuses, check the box at the top of the tickets grid to select
the current page of tickets, or individually select the desired tickets and then click the Process button above the grid.

Dashboard Tickets Approvals Officers Reports Export Administration »

Q Search ° Process @ Create PDF C Refresh Gnd

Status Ticket Date Citation #  Defendant Name
VOID v | 09/03/2021 12:58 PM | 190072291
APPROVED * | 09/03/2021 12:40 PM | 190072288
APPROVED ¥ | 09%/03/2021 1240 PM | 190072289
APPROVED ¥ | 09/03/2021 12:40 PM | 190072290
" PENDING v | 09/02/2021 10:47 AM | 190072130
APPROVED > | 09/02/2021 10:38 AM | 190072129
APPROVED > | 08/31/2021 01:40 PM | 190072286

Remember, tickets cannot be processed with a status of “Pending” and you can only process one page of tickets at a
time. If you see multiple pages in the bottom left corner of the grid, you will need to process each page individually.
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Exporting Citations and Warnings

Managing Browser File Download Settings

Before you export tickets using the web application, check your browser settings to ensure the export file will not
automatically be saved to the Downloads folder of your computer. Most records and court systems have a specific file
location where the digiTICKET export file must be saved. If you do not adjust your browser settings to not automatically
save files to your Downloads folder, your court or records software likely will fail to pull in the citations file.

Chrome Browser
Open the Browser Settings by clicking the ellipsis in the upper right corner of the browser and then select “Settings”
from the menu.

© - 1§ X

*) »

New tab Ctrl+1

MNew window Ctrl+M

New Incognito window  Ctrl+Shift+M

History L4
Downloads Ctrl+)
Bookmarks ¥
Zaom - 100% =+ H
Print... Ctrl+P
Cast...

Find... Ctrl+F
More tools ¥
Edit. Cut Copy Paste
Settings

ke

Under the Advanced menu, click on downloads. Ensure the “Ask where to save each file before downloading” setting is

enabled.

- You and Google Downloads
=] Autofill

Location

c\Users\Download Change
0 Safety check \Users\Downloads
e Privacy and security Ask where to save each file before downloading [ ]
&  Appearance

Accessibility

Q, Search engine
BN Default browser Live Caption

Automatically creates captions for English audio and video. Audio and captions never leave your

device.

&

On startup

Ad d Caption preferences &
vanee Customize caption size and style for Live Caption. Some apps and sites will also use this sefting.

@ Languages
Show a quick highlight on the focused object
+ Downloads

Navigate pages with a text curser

ke PRI TP
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Microsoft Edge
Open the Browser Settings by clicking the ellipsis in the upper right corner of the browser and then select “Settings”

from the menu.

- O X
% T (Thotgneng 8
[E New tab Ctrl+T
B New window Ctrl+N
e New InPrivate window  Ctrl+Shift=N
e Zoom — w0 4+
ez Y= Favorites Ctrl+Shift=0
Callections Ctrl+Shift=Y
&) Histary Curl+k
¢ 3 Downloads Ctrl+)
¥ BB Apes >
4 {3 Ectensians
o O pint Cirl+P
el
” (G Web capture Ctrl+Shift=5
[ Share
&) Find en page Ctrl+F
Y1 AY Read aloud Ctrl+Shift=U
0 Mosa.taols >
ict
i 5.':0,\'5 Settings
. (7) Feip and feedback >

On the main menu on the right, click on “Downloads”. Ensure the “Ask me what to do with each download” setting is

enabled.
Settings Downloads
Saarch tinas
Q search setings Location Change
CAUsershrunruh'Downloads
pm-mes syrunru
[2) Privacy, search, and services Ask me what to do with each download 0
Appearance Always ask me if | want t ve a file or open it without saving
[5 Start, home, and new tabs Show downloads menu when a download starts 0
Disabling this setting could make it harder to know when a file starts downloading
[ Share, copy and paste B - -
[ Cookies and site permissions
f@ Default browser
| L Downloads
39?3 Family
digiTICKET Training Guide - CONFIDENTIAL Page 8

Copyright © 2021 Saltus Technologies, LLC All Rights Reserved



SALTUS

TECHNOLOGIES

digiTICKET

electronic ticketing solution

Firefox

Open the Application Menu by clicking the three bars in the upper right corner. Select “Settings” from the menu.

Sync and save data

MNew tab
Mew window

New private window

Bookmarks
Histery
Downloads
Passwords

Add-ons and themes

Print...
Save page as...
Find in page...

Zoom

Settings

Chrl+T
Crl+N

Ctrl+Shift+P

>
>

Ctrl+)

Ctrl+Shift+A

Ctrl+P
Ctrl+5

Ctrl+F

100% +

Scroll down to the Downloads section. Enable the “Always ask you where to save files” setting.

i@} General
@ Home
Q Search

Files and Applications

Downloads

() Save files to

@%_.ﬂ,lxn.fays ask you where to save files

& Privacy & Security
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In previous versions of digiTICKET, the Export tab was under the Administration tab. In the new web application, the
Export tab is now part of the main navigation bar.

digiTICKET
Dashboard Tickets Approvals Officers Reports Export Administration =
Q Search v C Refresh Gnd
Ticket Date Citation # Incident Report # Sync Date
09/03/2021 12:40 PM 190072288 09/03/2021 12:58 PM
06/21/2021 12:34 PM 190072020 06/21/2021 12:40 PM
06/21/2021 12:34 PM 190072036 06/21/2021 12:40 PM

The export tab has a new feature that provides more information as to why a citation or warning is marked as “Not

Exportable”. Move your mouse over the “Not Exportable” text in the applicable exporter column to see the additional
information.

Court Type | | Exporter Name

MUNICIPAL Not Exportable

MUMICIPAL |:| | Ticket MOT exportable until ALL Tickets on Incident are Processed.
MUNICIPAL ]

RALIRILIDA] 1

To export tickets, click the box next the exporter name to select all tickets on the current page that have not yet been
exported. Then click the “Export” button.

Dashboard Tickets Approvals Officers Reports Export Administration v

Q Search 11 Export @ Create PDF ¥ e Refresh Grid

Report # Sync Date Court Date Court Type Exporter Name
09/03/2021 12:58 PM 09/23/2021 01:00 PM MUNICIPAL Mot Exportable
06/21/2021 12:40 PM 08/10/2021 12:30 PM MUNICIPAL
06/21/2021 12:40 PM 08/10/2021 12:30 PM MUNICIPAL
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Managing Court Dates and Court Information

Just as in the previous version of the web application, the Court management section is located under the main

Administration tab. In this new version, when you click on “Courts” under Administration, you will see the primary

Courts tab, and then the Court Dockets secondary menu option. The primary Courts tab is where you will manage the

court calendar and court contact information. The Court Dockets secondary tab will show your court docket overview

graph.

Administration «

|| Users

¢ Violations  ser Officer

1 Courts 3 Court Dockets
' | Expunge

' P m

To manage your court dates:

1. Click on the Administration tab and then then “Courts” in the main dropdown menu.

2. Click on the appropriate court name in the court list and the court calendar tab on the right will be populated.

Dashboard Tickets Approvals Officers Reports Export

Q, search C Refresh Grid

Nare Court Type Phone
MUNICIPAL MUNICIPAL

STATE STATE

Administration v

Court Dates

Court Information

& SEPTEMBER 2021 =

Su Mo Tu We Th Fr Sa

2 2 . 25
9 30

26 27 2

& NOVEMBER 2021 =

Su Mo Tu We Th Fr Sa
i R

) OCTOBER 2021

Su Mo Tu We Th
28

ER! 6 7
10 N 13.
17 18 20 2
24 25 27 28
3 2

« DECEMBER 2021

Su Mo Tu We Th
EN 1 >

3. To add a new court date, click on the day and then right-click to open the court date menu. Click “Add Court

Date”.

Su Mo Tu We Th Fr Sa  Su Mo Tu
28 1 2 1

3 4 6 7 8 9|7 8

0 1 13 15 16| 14 15

17 18 20 21 22 23|21 22

24 25 27 T
| Add Court Date

Non-WOTRIng
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4. To edit, remove or make non-working an existing court date, click on the court date you want to edit, then right-

click and select either “Edit Court Date” or “Remove Court Date”.

Su Mo Tu We Th Fr Sa | Su

If you need to edit the court address or any other contact information, click on the “Court Information” tab on the right
and then the edit pencil.

Dashboard Tickets Approvals Officers Reports Export Administration v

Q Search BIEE Cucel @ Refresh Grid Court Dates Court Information

Namg Court Type Phone /

MUNICIPAL MUNICIPAL Name MUNICIPAL
Court Type MUNICIPAL
SIEE SITAIIE Ticket Type STANDARD

Use 5 Days Week
Lead Days 60
Calendar Days
Docket
Phone
Address
City
State
Zip
Mailing Address
Mailing City
Mailing State
Mailing Zip
Url WWW.COURTS.M...
Online Phone

Managing Users

There have been minor changes made to user management in this version of the web application. You no longer need to
click the edit pencil button to inactivate a user, upload a new signature or change their password. Those icons are now
available at the top of the user profile.

digi_'I:_I_C_IS_E:I' Welcome »

Dashboard Tickets Approvals Officers Reports Export Administration v

Q Search B Excel  +& NewlUser (¥ Refresh Grid User Profile

User's Name User ID Email System Role 2 = 0 s

X DUDE, TESTMAND. DEVOFFICER SALTUS@SALTUS.COM Officer First e SMITH

= B Middle Name

an  JACKSON, JACK C. OFFICERJ Admin Last Name JOHN

X JOHN, SMITH QOFFICERJS SALTUS@SALTUS.COM Admin User ID OFFICERIS

E  JOHNSON , JOHN OFFICERXYZ T email Address SALTUS@SALTUS.COM

- Y - o - Phone 1234567830

an  OFFICER, ADAM OFFICERA OFFICERA@SALTUS.COM Admin System Role ADMIN

X OFFICER, KARENTEST QOFFICERK Officer Can Write Tickets

X OFFICER, NOTOUCH QFFICERN Officer
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You can also add a new user who will be issuing tickets directly from the Officers tab.

Dashboard Tickets Approvals Officers Reports Export Administration v

Q Search EEEE Excel +& Mew Officer O Refresh Grid

Officer Name Badge # #Standard Avail
OFFICER , A 007 46
OFFICER , K K987

OFFICER , N 123 7
OFFICER, T TEST123 50
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