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Finding a Worksheet: the Sequence of Steps

1

Log on to the Statewide Supervision System (S°) at https://search.S3.state.mn.us and select Electronic Worksheet System from
the side menu bar on the Welcome page.

On the Search Worksheets page, complete the “Offender Search Criteria” or “Worksheet Search Criteria” and click on the
“Search” button.

Search results will display on a new page and the results are sortable by clicking on the header title. For example, to sort the
worksheets by Conviction Date, click on that header and the worksheets will now be displayed from oldest to newest.

The worksheet can be viewed or printed by clicking on the link beside the “Worksheet Status” column.

Adding a Worksheet: the Sequence of Steps

1.

Log on to the Statewide Supervision System (S*) at https://search.S3.state.mn.us and select Electronic Worksheet System from
the side menu bar on the Welcome page.
Select Add Worksheet from the menu bar. A new window will open titled Begin Worksheet.
On the Begin Worksheet page, select the County from the dropdown menu and enter the case number in the Court Case
Number field. For example, if the case number is 10CR1234, select Carver and enter CR1234. Click the “Get Court Case” button to
retrieve the case information from MNCIS.
a. If there are multiple counts, a dropdown menu with the felony count numbers will appear. Be sure to select the counts in
the order that the offenses occurred in.
Complete the Court Case information by entering the required Conviction/Plea Date information or check the “Pre-Plea” box if
completing a pre-plea worksheet.
Enter the SID Number if available. Select the Race and Ethnicity from the dropdown menu. Do not enter “Unknown” for both
fields.
After all required information has been entered, click the “Save and Go to (Add Offense)” button.
A new page will open for adding the offense information. Click the "Get Court Case” button to populate the current offense
information.
a. If there are multiple counts, a dropdown menu with the felony count numbers will appear. Be sure to select the counts in
the order that the offenses occurred in.
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Adding a Worksheet: the Sequence of Steps, cont.

8. The Add Offense page will open with some of the current offense information populated. Complete the required information
along with other items such as Conditional Release Period, Weapon, and Custody Status when eligible.

9. Click the "Continue” button to display the modifiers menu and select the applicable modifier(s). When finished, click the “Save
and Go to Tree" button.

10. To copy criminal history to this worksheet from prior worksheets entered into S* after 8/1/2000, select the “Copy Priors from Prior
Worksheets” link. Do not select the “Add Priors” link first, or the “Copy Priors” function will be disabled.

11. The offender’'s name will be populated on the page. This is a writeable field enabling searches under alias used for the same
offender. After verifying the information is correct, click the “Search” button. A new window will open displaying the worksheets
available for copying. To select the worksheet to copy priors from, click the “"View" link next to the offender’s name.

12. After selecting the worksheet to be copied, a new window will open displaying the prior offenses that will be copied onto the
new worksheet. Click the “Copy Priors from this Worksheet” to copy the priors. In addition to those listed on the table, the
offense that the original worksheet was completed for will also be included.

13. After clicking the “Copy Priors from this Worksheet,” you will be returned to the Worksheet Tree. The prior offenses are now
ready to be verified as eligible for use in criminal history. Click on the red dot next to the prior offense to open the “Edit Priors”
window.

14. Complete each field for the prior offense and check the “Verified” box when finished. To return to the Worksheet Tree, click the
“Save and Return to Tree” button. Repeat this step for each prior offense.

15. Once each prior offense has been verified, click on the pencil icon next to the “Total Point/Presumptive Sentence” line to
complete the worksheet.

16. On the "Presumptive Sentence Edit” page, add comments, complete the juvenile and misd/GM points, and verify the “Calculated
Presumptive Sentence.” Finish by clicking the “Save and Go to Tree” button.

17.0n the "Worksheet Tree"” you will see that presumptive sentence is now complete. The worksheet can now be submitted for
review, or placed on hold or Stay of Adjudication status.



Searching for a Worksheet: The Sequence of Steps (with screen shots)

Step 1 of 3

Search

= Person
s Agency
Agent

I

Detention

» DIS Entry
DIS Merge Client

|

A

Administration

» Reports
» Announcements

&

General

» Contact

s Announcements
» Software

» About 53

Hel

l

>

MSGC

» Electronic
Worksheet
System

s Data Entry Form
POF

f

Announcements

<€

STATEWIDE SUPERVISION PORTAL

Home Refresh Print Logout

Current Announcements

Current
All Announcements

Due to new technical issues, some data may be no longer be current from
Hennepin County Dept of Community Corrections
(adult and juvenile)

Mahnomen County Jail
Ramsey County Adult Correctional Facility (Workhouse)

Please verify information directly with these agencies.

r—_—_—_—_—_—_—_—_—_—_—_—_—_—_q

I Log on to the Statewide Supervision System (S%) at https://search.S3.state.mn.us, |
| and select Electronic Worksheet System from the Welcome page. |

h — L — L — L — L — L — L — L — L — L — L — L — L — L — L l
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Step 2 of 3

Electronic Worksheet System - Search Worksheets

» Search Worksheets o Add Worksheet & Accessibility o Exit

v Offender Search Criteria

Last Name
FirstNeme ...
Middle Name I To search for a worksheet, complete I
Search Type |Partial [+] I the “Offender Search Criteria” or the |
Birth Date  mm/ddryyyy | ”Worksheet Search Criteria” and :
SID Number : click on the “Search” button. :
The results will be displayed ona |
¥ Worksheet Search Criteria new page. _
Worksheet Status B2 - ———— |
County [=]

Case Number

Agent Name




Step 3 of 3

¥ Search Criteria

Last Name = 'austin’, First Name = 'jason', Middle Name = 'lee', Search Type = 'Partial

Worksheet | Last | First | Middle County Court Sent. Conviction Approval Submit Reopened Agent Modified
Action Status Hame | Hame | Name | Birth Date Hame Case # Order | Count Date Difense Title Date Date Date Name Date

View Print Reviewed

View Print Reviewed

View Print Reviewed

View Print Reviewed

View Print Reviewed

View Print Reviewed

View Print Reviewed

View Frint Reviewed

View Print Reviewed

View Frint Reviewed

09/18/1988

08/168/1888

0181888

08/168/1888

0181888

09/16/1988

09/18/1988

02181888

09/18/1988

02181888

CLAY

OTTER
TAIL

OTTER
TAIL

WADENA

BECKER

OTTER
TAIL

OTTER
TAIL

OTTER
TAIL

OTTER
TAIL

OTTER
TAIL

05/20/2012

0201/20132

02/01/2012

05/12/2008

10/22/2007

03292007

02292007

0322007

02292007

0322007

Drugs - 5th
Degree - Possess
Schedule 1.2,3.4
- Mot Small
Amount
Marijuana

Theft-
Take/Use/Transfer
Movable Prop-No
Consent

Burglary-3rd Deg-
Steal/Commit
Felony or Gross
fisd

Burglary-1st Deg-
Drevelling-
Occupied-Mon-
Accomplice
Present

Burglany-3rd Deg-
Steal/Commit
Felony or Gross
Misd

Burglary-2nd
Degree-Dwelling

Burglary-3rd Deg-
Steal/Commit
Feleny or Gross
Misd

Burglany-3rd Deg-
Steal/Commit
Felony or Gross
Misd

Burglary-3rd Deg-
Steal/Commit
Feleny or Gross
Misd

Burglany-3rd Deg-
Steal/Commit
Felony or Gross
Misd

08/24/20132

03052013

02052012

08/08v2008

12072007

08/01/2007

08/01/2007

08/01/2007

08/01/2007

08/01/2007

08/24/2012  08/24/2012

03/05/2013

02052012

08/08¢2008 08/08/2008

12072007

08/01/2007

08/01/2007

08/01/2007

08/01/2007

08/01/2007

Expected
Senten ce
Date

07/08/2012

03/08/2013

02/08/2012

07/01/2008

05/25/2007

05/25/2007

O5/25/2007

05/25/2007

O5/25/2007

Entered
By

Imchrayer

Imchrayer
Imchrayer

Imchrayer

Imichbrayer

Imchrayer

Imchrayer
Imicbrayer
Imchrayer

Imicbrayer

| Search results will display on a new page and the results are sortable by clicking on the header

title. For example, to sort the worksheets by Conviction Date, click on that header and the
I worksheets will now be displayed from oldest to newest.

I The worksheet can be viewed or printed by clicking on the link beside the “Worksheet Status”

Lcolumn.



Adding a Worksheet: The Sequence of Steps (with screen shots)

Step 1 of 16

Search b
s Person
s Agency
n Agent

>

Detention
» DIS Entry

Administration *
» Reports
» Announcements

&

General

» Contact

s Announcements
» Software

» About 53

s Hel

MSGC ~
s Electronic
Worksheet

System
s Data Entry Form

» DIS Merge Client

iPDFi

STATEWIDE SUPERVISION PORTAL

Home Refresh Print Logout

Current Announcements

Current
All Announcements

Announcements

Due to new technical issues, some data may be no longer be current from
Hennepin County Dept of Community Corrections
(adult and juvenile)

Mahnomen County Jail
Ramsey County Adult Correctional Facility (Workhouse)

Please verify information directly with these agencies.

I Log on to the Statewide Supervision System (S®) at https://search.S3.state.mn.us, I
| and select Electronic Worksheet System from the Welcome page. |

h — L — L — L — L — L — L — L — L — L — L — L — L — L — L l

<€
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Step 2 of 16

Electronic Worksheet System - Search Worksheets

» Search Worksheets o Add Worksheet & Accessibility o Exit

v Offender Search Criteria

Last Name
F”-St Name _____________________
I To enter a worksheet, select Add Worksheet from the |
Middle Name I menu bar. A new window will open titled Begin I
Search Type Partial |=| | Worksheet. |
Blrth Date mm.ll_l:ll:l.ll_l:fr}“:rﬂ:rr _____________________
SID Number
¥ Worksheet Search Criteria
Worksheet Status B2
County [=]

Case Number

Agent Name

11



Step 3 of 16

Electronic Worksheet System - Begin Worksheet

Agency
Entered By: | | Lser F"hcnne:| | User Email:
* Agency: | j
*Agent | j Agent Email:

Expected Sentencing Date: I:I

r—_—_—_—_—_—_—_—_—_—_—_-

| Agency information will populate based on the user entering the |
Court Case | worksheet. Enter the “Expected Sentencing Date” if available. I

Get Court Case: The "Get Court Case’” Senice Mt ey e — . o . - —— o - Sm—— S . S S S S - S S — S S S - J
and "offense’ portion of your worksheet. To use the senvice, enter avalid court case number and click "Get Court Case’. Afterwards, you will be able to manually
add information to your worksheet not available from the Courts.

Preparing more than one worksheet? Make sure you get court case information in the aorder that the offenses are being sentenced.

“County: |« - * Court Case Mumber: u Get Court Case

- <

Select the County from the drop down menu and enter the case number in the Court Case Number
field. For example, if the case number is 10CR1234, select Carver and enter CR1234. Click the "Get
Court Case” button to retrieve the case information from MNCIS.

r -

Save & Go to (Add Offense) Save & Go to Tree w m

12



Step 4 of 16

Electronic Worksheet System - Get Case

Get Case - Court Information

The court system has returned the following information.

Court Case: Count:1  County: CARVER (10)
Offender: Birth Date: Gender: Male
Offense Title: Predatory Offender- Knowingly Violates Registration Req. or Intentionally Provides False Information

Offense Date: 10/31/2009

Is this the court case information you want to use?

> e

I A new page will open with the case information. Click the "Ok” button if
I correct to populate the Court Case and Offender information.
|

I If there are multiple counts, a dropdown menu with the felony count
I numbers will appear. Be sure to select the counts in the order that the

| offenses occurred in.
|



Step 5 of 16

Court Case

Get Court Case: The 'Get Court Case' service retrieves available court case data from the MN Court Information System (MNCIS) and enters it into the 'offender’ and
'offense’ portion of your worksheet. To use the service, enter a valid court case number and click 'Get Court Case'. Afterwards, you will be able to manually add
information to your worksheet not available from the Courts.

Preparing more than one worksheet? Make sure you get court case information in the order that the offenses are being sentenced.

“County: |CARVER [«]  *Court Case Number: Get Court Case|
DPre_Plea ' —_— —_— —_— T —_— ._ ._ —_— —_— —_— _I' —_— —_— —_— —_— —_— —_— . —_— _. —_— —_— —_—
Enter the "Conviction/Plea Date.” If the worksheet is being |
* Conviction/Plea Date: 03/21/2014 completed for a Pre-Plea, check the "Pre-Plea” box. I
—_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— H
Offender

"lastName: "~ 7 First Name: =~ Middle Name: Suffix: eg Jr

F —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_—
"Birth Date: ="~""™" SID Number:

I Enter the SID Number if available.

‘Gender: [Male [+]  Race:[White | “Eticity: Nontispanc[v] | Select the Race and Ethnicity from
| the dropdown menu. Do not enter
I "Unknown” for both fields.

Save & Go to (Add Offense) Jll Save & Go to Tree w m _———————

' _—_—_—_—_—_—_—_—_—,

, After all required information has been entered, click the |
“Save and Go to (Add Offense)” button. I

e e e e e e e e e e e e e e e e - = -

14



Step 6 of 16

Electronic Worksheet System -

» Search Worksheets o Add Worksheet & Accessibility o Exit

Sentencing Order# 1 Court Case: Offender:
*Date of Oftense: [y Rl Gt Court Case)

A

I A new page will open for adding the offense information. Click the "Get
I Court Case” button to populate the current offense information.

I if there are multiple counts, a dropdown menu with the felony count
I humbers will appear. Be sure to select the counts in the order that the
| offenses occurred in.

15



Step 7 of 16

Sentencing Order #: 1 Court Case: Offender:

“ Date of Offense: 10/31/2009

= Count Mumber: 1

* Severity Lewvel: [=] @ Conditional Release Period: [=] @ Revoked EJJ- [T

Penalty Statute:
2 Weapon: [=] = Subsequent Weapon Offense [

Additional Statute(s):

Comments:

= Modifiers

Clhick Continue to Add Modifiers

A —

= Conmwviction Statute: 243 166.5(a) - Predatory Offender-Knowingly VWiclates Registration Req. or Intentionally Provides False Information

@ Custody Status: |MNone [=1 @ Additional Custody Status Point for Sex Offense [

Electronic Worksheet System - Add Offense

Period, Weapon information, and Custody Status when eligible.

controlled substance crimes.

(98]

4. Click the “Continue” button to display the modifiers menu.

1. The “Add Offense” page will open with some of the offense information populated.

2. Complete the required information along with other items such as Conditional Release

. Include additional statutes such as those for fines, and include comments about the current
offense such as the monetary amounts for theft offenses, or the drug type and amount for

16



Step 8 of 16

& Minnesota Sentencing Guidelines - UserlD: msgctest - Windows Internet Explorer provided by State of Minnesota E x
File Edit WView Favorites Tools Help

@U - | https://testsearch.s3.state.mn.us/MSGC/Offense.aspx?pageName= Offensebdit&CourtCaselD=284T70 8. Offensell=315469 - ﬂ | 3 | . | |)Q Bing » ‘l
S Favorites 5% @] Client Matches

Minnesota Sentencing Guidelines - UserlD: msgct... i ~ B ~ ] o ~ Page~ Safety~ Tools~ @~ ”

»

Electronic Worksheet System - Edit Offense

Sentencing Order# 1 Court Case: Offender:

* Date of Offense:  10/31/2009

* Count Number: 1

* Conviction Statute: |243.166.5(a) - Predatory Offender-Knowingly Violates Registration Req. or Intentionally Provides False Information [~]
= Severity Level: |H [=] @ Conditional Release Period: [+] ® Revoked EJJ:[C]
Penalty Statute: |243.166.5(b) - Predatory Offender-Knowingly violates or intentionally provides false information-Min. 1 yr. 1 day E‘
@ Weapon: [+] @ Subsequent Weapon Offense []
. B Select Modifier
@ Custody Status: | Probation - Aiding Offender - Responsible for Criminal Acts Offense [*] E
Attempt
. ; Benefit of Gﬁﬂg — —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_—
Additional Statute(s): - . P I
Benefit of Gang - Victim Under 18
Burglary of Occupied Dwelling w/Applicable Prior I SeIeCt the appllca ble mOd Ifler(S)
Conspiracy I
Criminal Sexual Predatory Conduct I from the dropdown menu
Criminal History Comments: Criminal Sexual Predatory Conduct (Subseguent) *
Drug Offense (Subsequent) I
Failure to Register (Subsequent) I o . . m
Felony DWI w/Applicable Prior When finished, click the “Save and |
Prostitution (Aggravated ) - Sex Trafficking 609.322 I
Sex Offense (Subsequent) n
Solicit Mentally Impaired GO tO Tree button. I
Solicit Minar h —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_—
Terrorism
Select Modifier -

) Save and Go to Tree m m A

Copyright ® 2014 Minnesota Department of Corrections.
For technical support, please contact DOC IT SERWICES at §51-3561-7381, option 1 or email to infesvcs@co.doc state mn.us
For nuidelines zunnndt_nleaze contact the MW Sentencinn ¢ JO8

delines Caommizeinn at 851 788 01144 nr email tn
17 minutes until session time out cccurs, el'.\ Local intranet | Protected Mode: Off 3 v W|100% -




Step 9 of 16

Electronic Worksheet System - Worksheet Tree

» Search Worksheets o Add Worksheet & Accessibility o Exit

Status: Open 1 Created Date: 3/21/2014 Last Modified Date: 31212014

Offender: Vossen. Joshua Michael - 05/01/1983 ©  Agent Unit. Restitution

= Court Case (1) Add Related Court Case
< 7 WCourtCase: -~ Carver (10) - Conviction Date: 3/21/2014

+ Qffense (1) Add Related Offense
- W Sentence #1 - Count#1 - 10/

1/2009 - Predatory Offender-Knowingly Violates Registration Req. or Intentionally Provides False Information

Add Priors (Copy Priors From Prior Worksheet) No Priors

| . : : : :

I To copy criminal history to this worksheet from prior worksheets entered into S* :
I after 8/1/2000, select the “Copy Priors from Prior Worksheets” link. ,
| . : e : :

| Warning! Do not select the “Add Priors” link first, or the “Copy Priors” function :
I will be disabled. :
s - - - - - S S S S S D D D D D S D D D D B B B D e e . -—

18



Step 10 of 16

Electronic Worksheet System - Search Prior Worksheets

— Copy Priors Disclaimer Warning

Copy Priors

Last Name The offender’s name will be populated on the page. Thisisa |
First Name writeable field enabling searches under alias used for the |
Widdic Namc  [mcrincy I same offender. After verifying the information is correct, click |
Search Type I the “Search” button. I
Birth Date 05/01/1983 I
SID Mumber - . S S B S B S S T . S T . S S S s e e e

) m Return to Current Worksheet

Electronic Worksheet System - Prior Worksheet Search Results

¥ Search Criteria

Last Name = 'VOSSEN', First Name ="'JOSHUA', Middle Name = 'MICHAEL', Search Type = 'Partial’, Birth Date ='05/01/1983'

Last First Middle Court Case aurl Case Sentem.e Count aunt Conviction Hbr of
Name Hame Hame Birth Date County Date Offense Title Priors

CARVER 01/27/2010 Predatory Offender-Knowingly Viclates Registration Reqg. or Intentionally Provides False
Information
View ! SHEREURNE 1 1 08/26/2004 Criminal Sex Conduct-3nd Degree-Sexual Penetration 2
Wiew MILLE LACS pd pd 08/27/2003 Receiving Stolen Property 1
Wiew Vossen Joshua Michael 05/01/1983 MM02078745 MILLE LACS K402000821 1 2 08/27/2003 Receiving Stolen Property ]

Total Worksheets: 4

Refine Search Return to Current Worksheet

I A new window will open displaying the worksheets available for copying. To select the worksheet
Lto copy priors from, click the “View” link next to the offender’s name.

19




Step 11 of 16

Electronic Worksheet System - Select Prior Worksheet for Copy

Offender and Case
Mame:
DoB:
Races/Ethnicity:

County:
Case #:

Conw/Plea Date:

Expected Sentencing

Gender: Drate:

Male

MM SIDy #: PZl Inwestigator: Huss, Pathy

Conwviction Offense
Sent Ord #: 1

Count: 1 Severity Level: H

O ffense Title: Predatory Offender-Knowwingly VWiclates Registration Req. tentionally Provides False Information

Offense Date: 10031/2009
Conwviction Statute: :2;113"155'5 Penalty Statute:

Addhl Statutes:
Modifiers:
Criminal History Score

Custody Status Point: 1 Type: Probation Total Criminal History Points: 3
Juw Points: O
Mizsdf=E M. Points: O
Felony Points: 2
Presumptive Sentence
Presumptive Disposition: Commit to Commissioner
Presumptive Duration:
Loweer Rangs: nfa
Upper Rangs: nfla
Prior Offenses Included in Criminal History Score

| __Sea# | Description | Severity Level | Units/Pginis__|Disposition Date

Fricr Offense Type

Feloinn Crimn. Sex, 3nd Dg. - Shaerburne 1.0 Point h Lotie) B Y
Felonn: 2z Rec. Stolan Prop. - Mille Lacs 0.5 Points h Lotieh M iy
Felonny 3 Rec. Stolen Prop. - Mille Lacs 1.0 Point 10D 152060

Return to Current wWwor k=hest

Copw Prior=s from thi= Work=sheast | Return to Search Re=sult=s

F______ I III I IS I IS IS IS S S S S S S S S S S S S S S S S - -

| After selecting the worksheet to be copied, a new window will open displaying the prior offenses

| that will be copied onto the new worksheet. Click the “Copy Priors from this Worksheet” to copy
the priors. In addition to those listed on the table, the offense that the original worksheet was

I completed for will also be included.

|
|
|
|
|
20



Step 12 of 16

Electronic Worksheet System - Worksheet Tree

» Search Worksheets © Add Worksheet & Accessibility o Exit

Status: Q) Last Modifiet

Offender: Vossen, Joshua Michael - 05/01/1983 Agent: Unit, Restitution

= Court Case (1) Add Re urt Case
« 2 Wcourt Case: cr1058 - Carver (10) - Conviction Date: 3/21/2014
= QDffense (1) Add Related Offense
= W Sentence #1 - Count #1 - 10/31/2009 - Predatory Offender-Knowingly Violates Registration Req. or Intentionally Provides False Information
= Priors (4) Add Priors
2 WF1-101/2004 - Crim. Sex, 3rd Dg. - Sherburne - 1.0 Point @ <
2 WF2-10/1/2003 - Rec. Stolen Prop. - Mille Lacs - 0.5 Points @
2 WF3-10/1/2003 - Rec. Stolen Prop. - Mille Lacs - 1.0 Point @

2 WF4-1/27/2010 - Predatory Offender-Knowingly Viclates Registration Req. or Intentionally Provides False Information - MN CR1058 - 0.5 Points @
7 Total Points/Presumptive Sentence - New

v Rl rnc M v s R v

r—_—_—_—_—_—_—_—_—_—_—_—_—_—_—_—_—

I After clicking the "Copy Priors from this Worksheet,” you will be returned to the Worksheet Tree.
I The prior offenses are now ready to be verified as eligible for use in criminal history. Click on the
I red dot next to the prior offense to open the “Edit Priors” window.

h___—_—_—_—_—_—_—_—_—_—_—_—_—_—_—_

21




Step 13 of 16

Electronic Worksheet System - Edit Priors

Court Case: criusg  Offender: Vossen, Joshua Michael - 05/01/1983  Sequence #: 1
* Prior Offense Type: |Felony
Jurisdiction State: \v| Jurisdiction County: lv| Court Case Number-
* Description: Crim. Sex, 3rd Dg. - Sherburne — e e e e = = ==y
* Severity Level: | T3] : Complete each field for the prior offense and
check the “Verified” box when finished. To I
" Disposition Date: 101172004 I return to the Worksheet Tree, click the “Save I
" Expiration Date:  mmvddlyyyy I and Return to Tree” button. Repeat this step I
“Points[1 5] I for each prior offense. I
> ol e
| Type |#| DispDate | Descripon | Sev. [Points|  CourtCase# |  County/State |
Delste Felony 1 10/01/2004 Crim. Sex, 3rd Dy. - Sherbume ool
Delete Felony 2 10/0172003 Rec. Stolen Prop. - Mille Lacs Pgi-r?ts
Delete Felony | 3 10/01/2003 Rec. Stolen Prop. - Mille Lacs ol
Predatory Offender-Knowingly Violates 05
Delete Felony 4 01/27/2010 Registration Req. or Intentionally Provides False H Pui-nts CR1058 CARVER
Information

22



Step 14 of 16

Electronic Worksheet System - Worksheet Tree

» Search Worksheets o Add Worksheet & Accessibility o Exit

Status: Open W Created Date: 3121/2014 Last Modified Date: 3/21/2014

Offender: ¢ Agent: L

= Court Case (1) Add Related Court Case
- 7 WcCourt Case: Carver (10) - Conviction Date: 3/21/2014
= Qffense (1) Add Related Offense
-/ W Sentence #1 - Count#1 - 10/31/2009 - Predatory Offender-Knowingly Violates Registration Reg. or Intentionally Provides False Information
= Priors (4) Add Priors

2 WF1-10/1/2004 - Crim. Sex, 3rd Dg. - Sherburme - MN CR0412345 - 1.5 Paoints
2 WF2-10/1/2003 - Rec. Stolen Prop. - Mille Lacs - MN CR033456 - 0.5 Points
2 WF3-10/1/2003 - Rec. Stolen Prop_ - Mille Lacs - MN CR035523 - 1.0 Paint

2 WF4-1/27/2010 - Predatory Offender-Knowingly Violates Registration Req. or Intentionally Provides False Information - MN CR1058 - 0.5 Poinis
= ' Total Points/Presumptive Sentence - New

ool v M s R v

F___—_—_—_—_—_—_—_—_—_—_—_—_—_—_—_

: e : - |
I Once each prior offense has been verified, click on the pencil icon next to the “Total ,
I Point/Presumptive Sentence” line to complete the worksheet. I
h —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_— —_—
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Step 15 of 16

Electronic Worksheet System - Presumptive Sentence Edit

Couwnt Number: 4 Date of Offenss: 100317 2MED Sent=ncing Onder & 1 Cowrt Case & O fiemdear:

Total Criminal History Points

Presumptive Guidelines Sentence

Conwiction | 2431955 - Premsso o Silmmes Sagisation Sea or imemmiormily Srouites Sabne dorremion
Statuts:
= Bewearity
Lewsl: [T
Penalty [ _ -
Statuts: A4S 1S5 S6o - Pramen - o lanes o e Drosices Sals I orrTEeTioeH Ml & ymars
HAuddiitional
Statut={s}:
=
Comninneents. {
r N B B - O - - - . - - ‘ =
Curstodhy
Statues | 1 I Juesnile Points:: bAGR Points: I Felony EJd Points: | 3 Total Criminal Histony Points: |
int: EEEN I S S . S S . S - - -
L= L e Disp Dete L Descripbion | Sew, | Poinie | Cowrt Cass £ | Countwstate |
Feflorry 1 A0 A0 Trim. Sex. Sndl Do - Seeribarme =} =E. SO TS SHESSURMNE
Fastory = 110D A0S Fimc Saokem Prop. - Mllks Lsos = L= CROEE4SS MILLE LTS
Fesborry = AT SO o, Stckan Proo. - Mills Lesos: = =2 CROESSES MILLE LACS
— . erzmze Piisy Omceder goowegly Vicsesmeptmmon ,, B cmrose cammm

This csilculstor is prowided 3= 3 cowrtesy. The presemptive dispositicon and doeration are csilculsted bassd an the sewverity lewvel and criminsl historny Socore prowvidsd. Sonms
Sentencing socenarnos may be missing 2= onby the meost commeon meodifiers and mandatorny: mindimems are part of the formula. Flesse wernify the scourscy of the

presumptive sentence. Contact MSGEC if you hawve sy quE.‘tu:ns Shout the applicstion of the sentencing guidelines.
- o o o EE o EE o e EE O e e EE e .

> IErTT

—— e o = = e = e = e = e = = =y I Calculated Presumptive Sentence

| Life: | | B Qwesrrids |

Ciisposition: Commit to Commissioner I

I @ Precwmptive Commiit: O Prior 152,18 I I

tecommeanded 5y b Months

I Departure Anticipatsed: 1 I I Drwrstion: I
Lowsr Dwration: 24 0 Months

I P Presumiptive Consecutive: Cowrt Case & I I I
Uppsr Dwration: Z8.0 Months

e e o oo o oo e e e e e e e e o e o o o W) _———————————————————l

I On the "Presumptive Sentence Edit” page, add comments, complete the juvenile and misd/GM
| points, and verify the “Calculated Presumptive Sentence.” Finish by clicking the “Save and Go to

I Tree” button.
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Step 16 of 16

Electronic Worksheet System - Worksheet Tree

» Search Worksheets e Add Worksheet & Accessibility o Exit

Status: Open W Created Date: 3/21/2014 Last Modified Date: 3/21/2014

Offender:' L4 Agent: | 4

= Court Case (1) Add Related Court Case
= 7 WCourt Case: Carver (10) - Conviction Date: 3/21/2014
= (Offense (1) Add Related Offense
= W sentence #1 - Count #1 - 10/31/2009 - Predatory Offender-Knowingly Violates Registration Req. or Intentionally Provides False Information
= Priors (4) Add Priors

2 WF1-10//2004 - Crim. oex, drd Dg. - Sherburne - MN CR0412345 - 1.5 Points
2 WF2-10/1/2003 - Rec. Stolen Prop. - Mille Lacs - MN CR033456 - 0.5 Points
2 WF3-10//2003 - Rec. Stolen Prop. - Mille Lacs - MN CR035523 - 1.0 Point
2 WF4-1/2712010 - Predatory Offender-Knowingly Violates Registration Req. or Infentionally Provides False Information - MN CR1058 - 0.5 Points

Submit for Review m Stay of Adjudication M m

I On the “Worksheet Tree” you will see that presumptive sentence is now complete. The worksheet |
I can now be submitted for review, or placed on hold or Stay of Adjudication status. |

s - - - - S S S S S S S S D D S S S S S D S D B S S S S S D e e . ..
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The Worksheet Review Process

1

To submit the worksheet to MSGC for review, use the “Submit for Review” button on the Total Points/Presumptive Sentence

MSGC will review the case and change the status to “Review Complete” if there are no questions or errors on the worksheet.
S3 will notify the user by email that the worksheet has been reviewed:

The following worksheet(s) have been reviewed by MSGC:
Court Case #: CR123456

Sentence #: 1

Count #: 1

Notes from MSGC: None

If there are questions on the worksheet or modifications are required, the worksheet will be placed on “Hold-Modified” status
and S? will notify the user by email:

The following worksheet(s) are Pending Modification:

Court Case #: CR12646

Sentence #: 1

Count #: 1

Offense Title: DWI - Operate Snowmobile or ATV Under Influence of Hazardous Substance-Impaired

Offense Date: 6/23/2012

Severity Level: 7

Criminal History Points: 2

Disposition: Stay

Presumptive Sentence: 48

Notes from MSGC: Please submit a modified worksheet with the conditional release included. More information on
conditional release can be found at: http://mn.gov/sentencing-guidelines/assistance/presumptivesentence/. Let me know if you
have any questions.

Click the “Create Modified” button to reopen the worksheet to make the necessary modifications. Once a modified worksheet is
created it will override the original worksheet. The Superseded worksheet can be viewed but not altered.

After making the necessary modifications, repeat the Submit for Review process. MSGC will again notify you if the worksheet is
reviewed or requires additional modifications.
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Where can I find help?

ISSUE

ASSISTANCE

Agency Technical Questions:
- Local Area Network
- Internet connection
- Problems w/ PC/Hardware

Contact your agency’s Technical Support Staff

System Questions:
- Default screen
- Accessing the website
- System administration
- User name/password

Contact your agency’s User Administrator

Worksheet Search or Entry Questions:

- Searching, Entering or Viewing
Worksheets

Contact the regional “User Pro” in your area (see page 28) or the Sentencing
Guidelines at 651-296-0144.

Guidelines policy questions

Contact the Sentencing Guidelines at 651-296-0144 or by e-mail at
sentencing.guidelines@state.mn.us; you can also search for Guidelines policy

information on our website at mn.gov/sentencing-quidelines.

Not sure what the issue is?

Contact the Sentencing Guidelines at 651-296-0144 or by e-mail at
sentencing.guidelines@state.mn.us.
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EWS Regional “User Pros”

NAME E-MAIL PHONE AGENCY
Aaron Langer alanger@co.rice.mn.us 507-332-5960 | Rice County Community Corrections
Abbie Wignes Abbie.wignes@state.mn.us 763-279-0345 | DOC - Buffalo

Allan Godfrey

Allan.godfrey@state.mn.us

320-335-5067

DOC - Detroit Lakes

Amanda Mrozek

Amanda.mrozek@state.mn.us

651-301-7205

DOC - Red Wing

Beth Kirk

Elizabeth.j.kirk@state.mn.us

507-431-6005

DOC — Albert Lea

Brad Larson

Brad.j.larson@state.mn.us

507-317-0286

DOC - Mankato

Brian Hanson

Brian.hanson@hennepin.us

612-348-4161

Hennepin County Community Corrections

Brittany Swenson

Brittany.swenson@co.stearns.mn.us

320-656-6174

Stearns County Community Corrections

Carrie Gildner

Gildner.carrie@co.olmsted.mn.us

507-328-7204

DFO Community Corrections

Christie Gloege

Chrisite.gloege@Igjpco.com

320-598-7772

6W Community Corrections

Deanna Bothma

Deanna.Bothma@state.mn.us

218-322-2925

DOC - Grand Rapids

Deb Anderson

Debbie.r.anderson@state.mn.us

320-223-7959

DOC - St. Cloud

Diane Johnson

Diane.johnson@co.todd.mn.us

320-732-6165

Todd-Wadena Community Corrections

Elizabeth DeRuyck

ederuyck@cmncc.org

218-927-7394

Central MN Community Corrections — Aitkin County

Heidi Erickson

Heidi.j.erickson@state.mn.us

320-208-1023

DOC - Moorhead

Hugh Woodford

Hugh.woodford@co.dakota.mn.us

651-438-8216

Dakota County Community Corrections

Jay Vagle

Jay v@co.kandiyohi.mn.us

320-231-6222

Kandiyohi County Community Corrections

Jennifer Pecore

jpecore@co.rice.mn.us

507-332-6279

Rice County Community Corrections

Jenny McMahon

Jenny.r.mcmahon@state.mn.us

651-301-7204

DOC - Red Wing

Jeremy Boote

Jeremy.d.boote@state.mn.us

651-539-1233

DOC - Center City

Jessica Peterson

Jessica.peterson@co.polk.mn.us

218-399-8570

Tri-County Community Corrections

John Countryman

John.countryman@state.mn.us

218-308-2592

DOC — Bemidji 1

Julie Erickson

Julie.erickson@hennepin.us

612-348-3662

Hennepin County Community Corrections

Karla Henrichs

Karla.henrichs@blueearthcountymn.gov

507-304-4719

Blue Earth County Community Corrections

Kathy Lionberger

lionbergerk@stlouiscoutymn.gov

218-726-2653

Arrowhead Regional Corrections - Duluth

Katie Griffin Katie.griffin@co.ramsey.mn.us 651-266-2337 | Ramsey County Community Corrections
Kelly Horvath horvathk@stlouiscoutymn.gov 218-262-0130 | Arrowhead Regional Corrections — Hibbing
Kevin Glass glassk@stlouiscoutymn.gov 218-834-8367 | Arrowhead Regional Corrections — Lake County

Kevin Sowada

ksowada@cmncc.org

320-632-0303

Central MN Community Corrections — Morrison Co.

Kris Anderson

Kristen.anderson@co.washington.mn.us

651-430-6909

Washington County Community Corrections

Kris Wester westerk@stlouiscoutymn.gov 218-726-2636 | Arrowhead Regional Corrections — Duluth
Kurt Hoehne kurt.hoehne@state.mn.us 507-476-4336 | DOC — Marshall
Lisa Larson Lisa.larson@co.polk.mn.us 218-253-3442 | Tri-County Community Corrections
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Melanie Voss

Melanie.voss@state.mn.us

320-223-7953

DOC - St. Cloud

Neil Willmsen

nwillmsen@co.scott.mn.us

952-496-8264

Scott County Community Corrections

Patty Huss

Patty.huss@state.mn.us

952-361-3077

DOC - Carver

Robert Sierakowski

Robert.sierakowski@co.ramsey.mn.us

651-266-2361

Ramsey County Community Corrections

Ryan Barnett

rbarnett@cmncc.org

218-824-1135

Central MN Community Corrections — Crow Wing Co.

Stacy Skjervold Stacy.skjervold@co.anoka.mn.us 763-323-5866 | Anoka County Community Corrections
Stephanie Magnuson Stephanie.magnuson@hennepin.us 612-348-2287 | Hennepin County Community Corrections
Steve Lang slang@co.scott.mn.us 952-496-8283 | Scott County Community Corrections
Tami Mueller Tami.mueller@state.mn.us 507-205-6106 | DOC - Winona

Val Dorff Valerie.dorff@state.mn.us 218-304-3007 | DOC — Moorhead
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EWS Definitions

Add Offense (page) — The current offense information will automatically populate on this screen when the “Get Court Case” function is
used.

Add Priors (link) — This link will allow the user to manually add criminal history to the current worksheet. NOTE: If prior criminal history
will be added using the “"Copy Priors from Prior Worksheet” function, do not use the "Add Priors” link first as it will disable the copy
priors function. This link can be used after the priors have been copied from prior worksheets to add criminal history not found on the
copied worksheet.

Add Related Court Case (link) — This link is used when there are multiple court case numbers being sentence at the same time before
the same court. This link will create a worksheet group with a separate worksheet for each count.

Add Related Offense (link) — This link is used when there are multiple counts being sentenced under the same court case number at
the same time before the same court. This link will create a worksheet group with a separate worksheet for each count.

Additional Custody Status Point for Sex Offenses (box) — Check this box if the current offense qualifies. See the Sentencing
Guidelines in effect when the current offense occurs for specific policy information. Failure to complete this field when applicable may
result in the presumptive sentence calculating in error.

Additional Statutes (box) — Complete this section if there are additional statutes for items such as fines or modifiers. This information
will appear on the printed worksheet.

Agency (field) — This field will be automatically populated based on the agency assigned to the user entering the worksheet.

Agent (field) — This field can be changed to reflect the agent responsible for the worksheet if it is being entered by a different user. This
person will be copied on the e-mail sent by MSGC regarding the status of the worksheet.

Calculated Presumptive Sentence (field) — Found on the “Presumptive Sentence Edit” screen, this is the presumptive sentence based
on the Severity Level of the current offense and the criminal history score and is calculated based on the Sentencing Guidelines policies
in effect when the current offense occurs.

Cancel (Button) — Clicking this button will return the user to the Worksheet Tree.
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EWS Definitions, cont.

Comments (box) —
e On the "Offense Edit" Page, include information such as the amount of the theft, or the amount and type of drug. These
comments will not print on the worksheet.
e On the Presumptive Sentence Edit” page, include information relevant to the current offender or offense, such as an alias. These
comments will print on the worksheet.

Conditional Release Period (field) - When applicable, the correct duration should be selected from the dropdown list. See the
Sentencing Guidelines in effect when the current offense occurs for specific policy information.

Conviction/Plea Date (field) — Required field for the date of conviction or guilty plea. This field can be left blank if Pre-Plea box is
checked.

Conviction Statute (field) — This is for the offense being sentenced. This field will automatically populate when the "Get Court Case”
function is used.

Copy Priors Disclaimer Warning (screen) — These warnings explain the important points of Sentencing Guidelines policies to consider
when copying priors from prior worksheets.

Copy Priors from this Worksheet (button) — This button will allow the user to copy priors from the selected worksheet. In addition to
the prior offenses on the “Prior Offense included in Criminal History Score” table, the offense that the prior worksheet was created for
will also be copied.

Copy Priors From Prior Worksheet (link) — This link will allow the user to copy prior criminal history from prior worksheets that have
been reviewed by MSGC.

Count Number (field) — Indicates the count being sentenced. This field will automatically populate when the “Get Court Case” function
is used.

Create Modified (button) — Use this button to reopen the worksheet after it has been submitted to MSGC for review. Once open, the
worksheet can be edited as needed.

Created Date (field) — This date reflects when the worksheet was started on S°.
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EWS Definitions, cont.

Custody Status (field) — Select the applicable supervision type from the dropdown list. See the Sentencing Guidelines in effect when the
current offense occurs for specific policy information. Failure to complete this field when applicable may result in the presumptive
sentence calculating in error.

Custody Status Point (field) - Found on the “Presumptive Sentence Edit” page, this is the point(s) being assigned for applicable
supervision based on the Sentencing Guidelines policies in effect when the current offense occurs.

Departure Anticipated (box) — Found on the “Presumptive Sentence Edit” page, this box should be checked when the current offense
will receive a sentence that is a departure from what is reflected on the Grid.

Description (field) — This field is found on the "Edit Priors” page and contains information on the prior being used in criminal history.
This is a writable field for adding additional information.

Disposition (field) — Found on the “Presumptive Sentence Edit” page, this indicates either a Stay of Execution or a Commit to
Commissioner.

Disposition Date (field) — Found on the “Edit Priors” page, this is the date of disposition for the offense being using in criminal history
and is based on the Sentencing Guidelines policies in effect when the current offense occurs.

Edit Offense (page) — The current offense information can be manually edited on this screen.

Entered By (field) — User entering the worksheet. This person will receive an e-mail when the worksheet status has been changed by
MSGC to Reviewed or if there are modifications required before the review can be finalized.

Expected Sentencing Date (field) — This date should be completed with the date of sentencing and can be left blank if completing a
Pre-Plea worksheet.

Expiration Date (field) - Found on the “Edit Priors” page, this is the date that the sentence for the offense being using in criminal
history will be finished.

EWS (acronym) — Electronic Worksheet System

Felony/EJJ Points (field) - Found on the “Presumptive Sentence Edit” page, this is the number of points being assigned for prior felony
history based on the Sentencing Guidelines policies in effect when the current offense occurs.
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EWS Definitions, cont.

Get Court Case (function) — Retrieves available court case data from the MN Court Information System (MNCIS) and enters it into the
Offender and Offense portion of the worksheet.

Get Case - Court Information (page) — This is the information returned from the “Get Court Case” search on MNCIS. If there are
multiple counts being sentenced, a dropdown list will be available to select the counts in the order they occurred.

Hold (button) — Clicking this button will place the worksheet on Hold status.

Jurisdiction State/County/Court Case Number (field) — These fields appear on the “Edit Priors” page and should be completed when
the information is available.

Juvenile Points (field) — Found on the “Presumptive Sentence Edit” page, this is the number of points being assigned for juvenile
history based on the Sentencing Guidelines policies in effect when the current offense occurs.

Last Modified Date (field) — This date reflects the last date the worksheet was modified.

Life (box) — Found on the "Presumptive Sentence Edit” page, this box should be checked when the current offense will receive a Life
Sentence.

Lower Duration (field) — Found on the “Presumptive Sentence Edit” page, this indicates the minimum number of months the offender
will be sentenced to, based on the Sentencing Guidelines policies in effect when the current offense occurs.

M/GM Points (field) — This is the acronym for the Misdemeanor/Gross Misdemeanor Points field. Found on the “Presumptive Sentence
Edit” page, this is the number of points being assigned for prior M/GM history based on the Sentencing Guidelines policies in effect
when the current offense occurs.

Modifiers (field) - Select the applicable modifier(s) based on the current offense. Failure to complete this field when applicable may
result in the presumptive sentence calculating in error.

Number of Priors (field) — Found on the “Prior Worksheet Search Results” screen, this number tells the users how many priors on each
worksheet found for the offender.

Offender Information (field) — To be completed for with the information on the person convicted of the current felony offense(s).

Override (box) — Found on the “"Presumptive Sentence Edit” page, this box should be checked if the presumptive sentence calculated by
the EWS must be modified.
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EWS Definitions, cont.

Penalty Statute (field) — This is the statute which contains the penalty for the conviction offense. This may automatically populate when
the “Get Court Case” function is used; this field can also be entered manually.

Pencil (icon) =~  Selecting this icon will open the item next to it. For example, clicking on the pencil next to the “Total
Points/Presumptive Sentence” will open that page.

Points (field) — Found on the “Edit Priors” page, this field is the weight assigned to the prior offense based on the Sentencing Guidelines
policies in effect when the current offense occurs.

Pre-Plea (box) — If the worksheet is being completed prior to conviction/sentencing, checking this box will remove the required
Conviction/Plea date field.

Presumptive Commit - Prior 152.18 (box) — Found on the “Presumptive Sentence Edit” page, this box should be checked when the
sentence for a Controlled Substance Offense is a disposition of “Commit to Commissioner” due to a prior 152.18 disposition.

Presumptive Consecutive (box) and Court Case # (field) — Found on the “Presumptive Sentence Edit” page, this box should be checked
when the current offense will receive a presumptive consecutive sentence. Include the court case number of the case the current offense
is being sentenced consecutive to in the Court Case # field

Prior Offense Type (field) — On the "Edit Priors” page, this field will tell the user what type of prior offense is being edited for criminal
history.

Race/Ethnicity (field) — Enter the race and ethnicity of the offender. The fields cannot both be completed as “Unknown.”

Recommended Duration (field) — Found on the “Presumptive Sentence Edit” page, this indicates the number of months the offender
will be sentenced to, based on the Sentencing Guidelines policies in effect when the current offense occurs.

Refine Search (button) — This button will return the user to the search screen for modifications to the search parameters.
Reset (button) — Clicking this button will clear out the information entered in the fields on the respective page.

Revoked EJJ (box) — Check this box when the worksheet is being completed for a revoked EJJ offense after the adult case number has
been assigned.

S? (acronym) — Statewide Supervision System
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EWS Definitions, cont.

Save and Go to Add Offense (button) — Clicking this button takes the system to the Add Offense page.

Save and Go to Tree (button) — Clicking this button takes the system to the Worksheet Tree.

Sequence # (field) - Used on the "Edit Priors” screen, this will tell the user which prior offense is being edited. For example, if the prior
offense type field reads “Felony” and this field reads “Sequence #3,” the user is editing the third felony in criminal history.

Severity Level (field)

On the “"Add Offense” page, the severity level is assigned to the current offense based on the Sentencing Guidelines policies in
effect when the current offense occurs. This field will automatically populate when the “Get Court Case” function is used.

On the "Edit Priors” page, the severity level for the prior offense being used in criminal history is added based on the Sentencing
Guidelines policies in effect when the current offense occurs.

Status (field) — Indicates what status the worksheet is in.

Status: Open (field) — The worksheet has not been submitted for review and items such as criminal history can be modified
without creating a modified worksheet.

Status: Hold (field) — The worksheet has not been submitted for review and will have to be reopened before items can be edited.
Status: Hold - Stay of Adjudication (field) — The worksheet has not been submitted for review even though the offender
received a disposition for a Stay of Adjudication. The worksheet will have to be reopened before items can be edited. The
worksheet will be submitted to MSGC at the time of revocation.

Status: Pending Modification (field) — The worksheet has been submitted to MSGC for review; however, a modified worksheet
will have to be created to edit issues found during the review process.

Status: Submitted (field) — The worksheet has been submitted to MSGC for review. A modified worksheet will have to be created
to edit items such as criminal history.

Status: Reviewed (field) — The worksheet has been reviewed by MSGC and will now be uploaded to the S database. A modified
worksheet will have to be created in order to end worksheets.

Stay of Adjudication (button) — Clicking this button will place the worksheet on stay of adjudication hold status.

Submit for Review (button) — Clicking this button will submit the worksheet to MSGC for review. Once the button is clicked, a message
will appear to verify that the worksheet will be submitted and the user will be notified once the review is completed by MSGC.
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EWS Definitions, cont.

Subsequent Weapon Offense (box) — Check this box if a weapon is selected based on the current offense. Failure to complete this field
when applicable may result in the presumptive sentence calculating in error.

Total Criminal History Points (field) - Found on the "Presumptive Sentence Edit” page, this field will automatically populate based on
the values found in the Custody Status, Juvenile Points, M/GM Points and Felony/EJJ Points.

Total Points/Presumptive Sentence (page) — This page is where the total criminal history points and the presumptive sentence are
finalized.

Trashcan (icon) ) Selecting this icon will delete the item next to it. For example, clicking on the trashcan next to a prior offense will
delete that offense from criminal history.

Upper Duration (field) — Found on the "Presumptive Sentence Edit” page, this indicates the maximum number of months the offender
can be sentenced to, based on the Sentencing Guidelines policies in effect when the current offense occurs.

Verified (box) — Found on the "Edit Priors” page, this box must be checked when the verification process for including a prior offense is
complete.

View (icon) %Selecting this icon will open the selected item in for preview only. A modified worksheet will need to be created to edit
the item. For example, clicking on the pencil next to the "Total Points/Presumptive Sentence” will open that page for viewing only.

View Previous Versions (link) - When a worksheet is modified using the "Create Modified” button, the original worksheet will be
superseded. Previous version of the modified worksheet can be viewed by clicking this link on the Worksheet Tree and opening the
“View Previous Versions” page.

View/Print (button) — This button will allow the user to view the worksheet in any status as a .Pdf file or to print the worksheet.

Weapon (field) — Select the applicable weapon based on the current offense. Failure to complete this field when applicable may result in
the presumptive sentence calculating in error.
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