Caseload Explorer v6.5 - ITINERARIES
ITINERARIES OVERVIEW
An Itinerary Module has been implemented in v6.5 in order to simplify scheduling, approving, and
documenting an officer’s field visits. The need to individually search for clients, manually schedule
Contact events, and subsequently run a report has been eliminated. The module supports a dynamic
workflow by consolidating tasks, such as itinerary planning and contact documentation, into a single,
intuitive interface. At the same time, supervisor users have the ability to approve or disapprove tasks
within this workflow.
Powerful features within the module allow users to seamlessly search for and add clients to an itinerary.
The Itinerary Module will then retrieve each client’s address and case data, so that users can print
driving-directions and generate an Officer Itinerary Report.
Additionally, the Itinerary Module has been integrated with Contact events. In order to eliminate
tedious client searches and client Contact event creation, visits approved within the module will
automatically generate Contact events. Users can now simply click on a client in their itinerary to open
and edit that Contact event. NOTE: Automatic creation of Contact events is subject to customer
configuration.

Introduction to the Itinerary Window
The Itinerary List gives users a dedicated interface in which to manage their itineraries. Accessible from
Itineraries node in the Supervision tree, the Itinerary List contains an interactive list of an officer’s
itineraries. From this page, users have the ability to manage an itinerary simply by clicking on it.
To navigate to the Itinerary List window, follow the steps below.
1. From the CX homepage expand the officer tree-node.
2. Click on ‘Itineraries’
3. Highlight the row of the Itinerary and click the ‘View Itinerary List’
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Homepage→ Officer tree-node→ Itineraries:

FEATURES OF THE ITINERARY MODULE
Several powerful features have been included within the Itinerary Module to assist with itinerary
planning and field visit documentation.
The Client Search feature allows users to find and add clients to an itinerary. Users can now populate
their itineraries with several search options in a single window.
An Officer Itinerary Report has been developed to eliminate the need to manually schedule contacts and
run an ad-hoc report for each itinerary. Users now have the ability to generate and print an Officer
Itinerary Report for documentation while in the field.
Additionally, the Map feature helps officers navigate to the addresses on their itinerary. When preparing
to go into the field, users have the ability to generate an itinerary map with Google Maps driving
directions.
This section provides in-depth descriptions of the aforementioned module features in addition to
step-by-step instructions on how to use them. The features described below will be used later within the
Itinerary Module workflow. Familiarize yourself with these features before moving on to section
‘Workflow within the Itinerary Module’.
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Client Search Dialog
Users have access to the Client Search dialog feature making it easy to find and add offenders to an
itinerary. This will be necessary when generating or editing an itinerary using the Create/Edit Itinerary
dialog. This subsection first provides basic steps to use the search dialog and then offers several helpful
tips for searching.
To search for and add offenders to an itinerary using the Client Search dialog, follow the steps below.
1.

From the Client Search dialog, enter all desired parameters into the search fields (First
Name, Last Name, Pin, Caseload, etc.).

2.

When you have entered all needed search parameters, click on the ‘Search’ button. All
offenders matching the search parameters will populate below.

3.

Select the checkbox next to any offender(s) you wish to add to the itinerary.

4.

Click on the ‘Add‘ button to add the selected offender(s) to the itinerary. The Client Search
dialog will close. The selected offender(s) and their address information will now appear on
the itinerary. You may reopen the Client Search t o add as many offenders to the itinerary
as you wish.

Search Tips:
I.

The Client Search is an AND, not OR search. This means that if you search for clients with
the first name John and the last name Smith, it will only return clients that match both
parameters, i.e., people named John Smith. It will not return a client with first name ‘John’
and last name ‘Doe’.

Ii.

Use the wildcard operator * if you aren’t sure how to spell a name, or if you can’t
remember it. For example, if you wish to find a client named with the first name John but
whose last name may be either Doe or Day, enter D* in the ‘Last Name’ field. This search
will return all clients with a last name starting with D.

iii.

You can search within a particular caseload (like your own) by selecting from the ‘Caseload’
drop-down menu. Similarly, you can search within a particular region or a particular site
using the corresponding drop-down menus.
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iv. Select the checkbox next to the ‘Offender’ column label to select all visible search results.
v.

The Client Search only displays 20 results at a time. If more than 20 Offenders are returned
by your search parameters, you may click on the ‘More Results’ hyperlink to see the rest.

vi.

Although the Client Search supports addition of multiple clients at once, it is likely that all
the clients that you desire to add will not be returned by a single search. After adding one
client, you may return to the Client Search to add another. This can be repeated as many
times as necessary.

‘Client Search’ dialog using wildcard operator
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Itinerary Map
Users have the ability to generate an itinerary map with driving directions from a designated starting
address to each visiting address on their itinerary.
The Starting Address will default to the address of the Primary Officer’s Site. A different starting address
can be entered manually, if needed. The primary visiting addresses for each offender are automatically
retrieved from their property sheet, however, users have the ability to select any of a client’s recorded
addresses, client’s associates’ recorded addresses, or even manually enter a custom address.
Addresses can be dragged and dropped into the order desired by the user. Once a user has arranged
their itinerary into the desired visiting order, they can click on the ‘Map’ hyperlink to automatically
generate driving directions using Google Maps.
Note: After an itinerary is approved, the visiting addresses can no longer be changed. However, the
itinerary order can be rearranged at any time.
In order to create an Itinerary Map with driving directions, follow the directions below.
1.

Navigate to the Itinerary List window.

2.

Select the itinerary for which you wish to create an Itinerary Map clicking on its row. The
Edit Itinerary d
 ialog will appear.

3.

(Optional) You may select alternate visiting address for any offender by selecting from the
drop-down menu in the ‘Visiting’ column, or enter a custom address into the field under
the ‘Address’ column.

4.

To change the order of itinerary visits, click and drag any offender’s row to a different
location in the list.

5.

When the list is in the desired order, click on the ‘Map’ hyperlink at the bottom of the Edit
Itinerary dialog. A new browser window will open with Google Maps driving directions.

Caseload Explorer v6.5 - ITINERARIES
Mapping an Itinerary

Officer Itinerary Report
Users have the ability to generate and print an Officer Itinerary Report to help document their contact
with offenders.
The report will contain visiting addresses for each offender as well as the primary Officer listed on the
Itinerary for that offender. Similar to the address, the officer can be selected from the drop-down menu
on the Create/Edit Itinerary dialog. The menu options within the officer drop-down menu are limited to
the selected Primary and Secondary officers.
To generate an Officer Itinerary Report, follow the steps below.
1.

Navigate to the Itinerary List page.

2.

Select the itinerary for which you wish to create an Officer Itinerary Report by highlighting
and clicking on its row. The Edit Itinerary p
 age will display.
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3.

(Optional) For each offender, you may select alternate visiting address or enter a custom
address.

4.

(Optional) You may update the selected officer for each offender by selecting from the
drop-down menu in the ‘Officer’ column.

5.

Click on the ‘Print Report’ hyperlink at the bottom of the Edit Itinerary d
 ialog in order to
generate an Officer Itinerary Report. A new browser window will open containing the
Officer Itinerary Report (this may take a moment).

To print or save the report and print later, continue with the steps below.
6. Click the Export icon and select a format
Note: CX v6.5 Supports XML, CSV, PDF, MHTML, Excel, TIFF, and Word export formats.
‘Print Report’ hyperlink in ‘Edit Itinerary’ dialog view:
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Officer Itinerary Report:

WORKFLOW WITHIN THE ITINERARY MODULE
The Itinerary Module gives users the ability to complete all necessary planning tasks, approval
responsibilities and documentation creation for field visits within a single, intuitive user interface. Within
the module, officers have the ability to create, edit, manage, and print their itineraries, while supervisors
can exercise appropriate oversight with the ability to approve or disapprove itineraries.
This section will describe the typical-use workflow within the Itinerary Module. Most itinerary
management will take place in the Create Itinerary o
 r Edit Itinerary dialog. These dialogs are identical
in appearance and function except that an Officer Itinerary Report can only be generated after an
itinerary has been generated (i.e. from the Edit Itinerary window). These dialogs are described in more
detail later in this section.
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Generate an Itinerary
This section will describe the basic steps necessary to generate an itinerary.
To create a new Itinerary, follow the steps below:
1. Click ➕ New Itinerary from the CX header.
2. The Create Itinerary p
 age will display.
3.

Click on the ‘Officer’ drop-down menu to select the primary officer for this itinerary. By
default, the current user’s name will appear as primary.

4.

(Optional) Click on the ‘Secondary Officer’ drop-down menu and select a secondary officer.

5.

Select the ‘Travel Date’ by clicking on the adjacent field to open a calendar menu. The date
will be set to today’s date by default.

6.

If needed, enter a Starting Address. This will be used later, when generating driving
directions.

7. Click on the ’➕‘ button at the top left of the Offenders s ection. The Client Search dialog will
appear.
8. Use the Client Search dialog to search for and add any desired offender(s) to the itinerary.
9.

For each offender, update the visit address if desired by selecting from the ‘Visiting’ column
drop-down menu. Alternatively, you may enter a custom address.

10. For each offender, update the officer if desired by selecting from the ‘Officer’ column
drop-down menu.
11. Generate the itinerary by clicking on the ‘save‘ button. The itinerary will now appear in the
Itinerary w
 indow with a ‘Generated’ status.
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‘Create Itinerary’ page:

Itinerary with ‘Generated’ status on ‘Itinerary List’ page:

Editing and/or Submitting an Itinerary for Supervisor Approval
Users have the ability to edit any itinerary that has not yet been approved or has been disapproved and
returned to the workflow for re-editing. Once edited, users may submit, or re-submit, the itinerary to
their supervisor for approval. An itinerary can no longer be edited once approved, so it is important to
confirm all details within the itinerary before submitting.
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Upon itinerary approval, a Contact event will be automatically created for the offender (S ubject to
customer configuration). T hese contacts can be accessed directly from the Edit Itinerary dialog.
To edit an itinerary, follow the steps below.
1.

Navigate to the Itinerary List w
 indow.

2.

Select the itinerary for edit and/or to submit for approval by clicking on its row. The Edit
Itinerary p
 age will display.

3.

Edit the itinerary. and Save. (Note: If you wish to submit the itinerary for approval at
another time, you may press the ‘Save‘ button to save changes and close the Edit Itinerary
dialog.)

4.

Click the ‘Save‘ button to save changes and close the Edit Itinerary window.

To submit an itinerary for supervisor approval, follow the steps below.
1.

Navigate to the Itinerary List w
 indow.

2.

Select the itinerary for edit and/or to submit for approval by clicking on its row. The Edit
Itinerary p
 age will display.

3.

Select the ‘Request Approval’ button at the bottom left of the Edit Itinerary p
 age in order
to submit the Itinerary for Supervisor approval. The Edit Itinerary dialog will close. The
Itinerary will now appear in the Itinerary List window with an ‘Awaiting Approval’ status.
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‘Edit Itinerary’ page with ‘Request Approval’ button:

Itinerary with ‘Awaiting Approval’ status in ‘Itinerary List:
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Approving an Itinerary
Supervisor’s have the ability to review and approve itineraries with an ‘Awaiting Approval’ status.
Itineraries awaiting supervisor approval can be found in the supervisor’s tree node labeled ‘Itineraries
Awaiting Approval’
Upon itinerary approval, a Contact event will be created for each offender on the itinerary. (subject to
customer configuration)
To approve an Itinerary, follow the steps below:
1.

Navigate to the Supervision tree and expand the ‘Supervisors’ node for the supervisor of
the Primary Officer listed on the Itinerary.

2.

Click on the ‘Itineraries Awaiting Approval’ node.

3.

Highlight the row of the itinerary to approve and click the ‘Manage Itinerary’ icon.
Note: Clicking on the ‘View Itinerary List’ menu option will open the Itinerary List window
for that officer user.

4.

The Edit Itinerary page will display.

5.

Review the itinerary to confirm that you wish to approve it.

6.

Click the ‘Approve’ button at the bottom left of the Edit Itinerary page to approve the
itinerary. A confirmation dialog will appear.

7.

If you wish to approve the itinerary and create Pending Contact events for all offenders
listed, click ‘OK‘. The Edit Itinerary page will close and the itinerary status updates to
‘Pending’.
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Clicking the ‘Approve’ hyperlink in the ‘Edit Itinerary’ page:
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Confirmation dialog view:

Auto-Approve Itinerary
A new Installation Parameter has been added to v6.5 of Caseload Explorer. System Administrators now
have the ability to enable a feature that will automate the approval process.
With AutoApprove set to True an Itinerary will be automatically Approved and Contact events will be
created upon save. The user will still be presented with the Contact event creation confirmation dialog
and will have the opportunity to decline and the Itinerary will not be Saved.
To AutoApprove an Itinerary, follow the steps below:
1.

Click ➕ New Itinerary from the CX header.

2.

Select the primary officer and, if needed, secondary officer

3.

Set the Travel Date and times

4.

If needed, enter a Starting Address.

5.

Click the ’➕‘ button at the top left of the Offenders section. Search for and Add clients

6.

For each offender, update the visit address and Officer, if needed.

7.

Click the ‘Save’ button to Save and Auto Approve the itinerary. The confirmation dialog will
appear.

Caseload Explorer v6.5 - ITINERARIES
8.

If you wish to approve the itinerary and create Pending Contact events for all offenders
listed, click ‘OK‘. The Edit Itinerary page will close and the itinerary status updates to
‘Pending’.

AutoApprove Installation Parameter:

Disapproving an Itinerary
Supervisor users have the ability to disapprove an itinerary if it is not acceptable. When disapproving an
itinerary, Supervisor’s have the option to cancel the itinerary. If an itinerary is cancelled, it is
permanently removed from the workflow and can no longer be edited. A supervisor may also
disapprove an itinerary without choosing to cancel it. Disapproved itineraries that are not cancelled can
be edited and subsequently re-submitted for approval.
To disapprove an itinerary, follow the steps below:
1.

Navigate to the Supervision tree and expand the ‘Supervisors’ node for the Supervisor of
the Primary Officer listed on the Itinerary.

2.

Click on the ‘Itineraries Awaiting Approval’ node.

3.

Highlight the row of the itinerary to approve and click the ‘Manage Itinerary’ icon.
Note: Clicking on the ‘View Itinerary List’ menu option will open the Itinerary List window
for that officer user.

4.

The Edit Itinerary page will display.
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5.

Review the itinerary to confirm that you wish to disapprove it.

6.

Click the ‘Disapprove’ button at the bottom of the Edit Itinerary p
 age to disapprove the
itinerary. A Disapprove Itinerary dialog will appear.

7.

Enter the reason for disapproval in the ‘Reason’ field.

8.

(Optional) If you wish to cancel the itinerary, select the checkbox next to ‘Cancel Itinerary’.
Note: If this option is selected, the itinerary is removed from the workflow and can no
longer be edited.

9.

Click ‘Okay‘ to disapprove the itinerary. The Disapprove Itinerary d
 ialog will close. The
itinerary will now appear in the Itinerary List window with a ‘Disapproved’ status.
Note: If the ‘Cancel itinerary’ checkbox was selected in step 6, the itinerary will appear in
the Itinerary List window with a ‘Canceled’ status.

‘Disapprove’ hyperlink in ‘Edit Itinerary’ dialog:
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‘Disapprove Itinerary’ dialog:

‘Disapproved’ status and ‘Cancelled’ status Itineraries in ‘Itinerary List’ window:
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Complete an Itinerary
Users have the ability to complete an itinerary with a ‘Pending’ status by recording the outcome of all
Contact events for offenders on the itinerary. Navigating to these Contact events has been simplified so
that no tedious searches for offenders are needed. Users can simply click on the hyperlink found within
the Itinerary Module. NOTE: Completing an Itinerary may be dependant upon customer configuration.
To complete an itinerary and/or navigate to the Contact events for an offender on the itinerary, follow
the steps below.
1.

Navigate to the Edit Itinerary page for the Itinerary

2.

Under the Offenders section, the last column will display the ‘Outcome’ of the Contact
event for each offender.

3.

Click on the ‘Pending’ hyperlink in the ‘Outcome’ column for an offender. A new window
will open to the client’s Contact event.

4.

Complete the details of the Contact event and update the status from ‘Pending’.

5.

Perform steps 3-4 for all offenders on the itinerary until each of their Contact events have a
status other than ‘Pending’.

6.

Upon refreshing the Itinerary List window, the Itinerary will now appear with a status of
‘Complete’.
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‘Pending’ hyperlink in ‘Outcome’ column:

Updating Contact event Status:
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All offenders must have a status other than ‘Pending’ to complete itinerary:

Itinerary now has a status of ‘Complete’ in ‘Itinerary List’ window:

