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3. Commitment Maintenance Menu 
 
 
Navigational Path:  
 
• LIDS Main Menu - Enter Option ‘3’, Commitment Maintenance 
 
 

 
 
 
• Option #3, Commitment Maintenance Menu provides a navigational path for 

maintaining all LIDS jail inmate information tables 
• It provides a mechanism for recording confinements, releasing prisoners, updating/changing 

prisoner’s current confinement, browsing prisoner information and the capability to view 
DNA sampling information 

• There are two (2) means of submitting inmate data to LIDS, on-line OR batch uploading 
from a private Jail Management System (JMS) 

 
 Timely input & updating of prisoner information helps to eliminate: 

 Audit finding, i.e., prevents over payments  
 Errors, i.e., did not forget to update and no adjustments are needed 
 Overlaps, i.e., prevents calls from the receiving jail  

 
• Authority for Commitment 

 “Disposition Notice” Form # DC 356 11/95 PC, ordering the Sheriff to confine 
person to jail 

 “Commitment Order” Form # DC-352 2/95 PC 
 “Transportation Order” charges the sheriff with authority and responsibility of 

committing person 
 Department of Corrections Parole Board Warrant 
 Court Order that authorized Sheriff to take custody of a specified body 
 US Marshals (Federal or Military) form that authorizes Sheriff to take custody of 

a federal prisoner 
 Court issued inmate transfer 
 Continuance Order, Form DC 355 01/00 
 Contempt of Court Order/Certificate of Conviction (Code of Virginia, § 18.2-456, 

§18.2-458, and §19.2-267) 
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• A standard arrest warrant or personal recognizance form, according to the Supreme Court of 

Virginia, does not carry the authority for a prisoner to be recorded to LIDS 
 

• The Committal Order and the Warrant should agree 
 If they disagree, contact the magistrate office to resolve the issue 
 Follow the magistrate’s directive on the commitment order – provides legal authority to 

commit 
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Option ‘3’ - Commitment Maintenance Continued 

Option #1 - Confine Prisoner   

 
Navigational Path:   
 
• LIDS Main Menu - enter Option ‘3’ - Commitment Maintenance 
• Required Data Fields 

 SSN 
 LIDS was designed to assign an inmate a generated SSN if unknown at the time of 

booking or if the inmate refuses to provide his/her SSN 
o From the Commitment Maintenance Menu enter the digit #9 nine times (e.g., 

999999999). 
 DOB or approximate age 
 Last & First Name 

• Commitment Maintenance Menu - Enter Option ‘1’ - Confine Prisoner 
 

 
 
 
• Option #1, Confine Prisoner – Screen #1, Prisoner Information provides a means to 

identify the prisoner confined in jail (view screen on next page) 
• Prisoner Information is the first of three screens that need to be completed in order to confine 

a prisoner on-line within LIDS 
• If SSN was unknown and #9 was entered nine times from the Commitment Maintenance 

Menu you will now receive the generated SSN on the Prisoner Information Screen 
 The first digit will be #9 
 The next three will represent your facility’s FIPS code (e.g., 760) 
 The remaining five digits will be a series of sequence numbers based on the number of 

times a SSN has been generated in your facility. 
 (For additional SSN information see the Quick Reference Guide) 
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Option ‘3’ - Commitment Maintenance Continued 
 
Option ‘1’, Confine Prisoner - Screen #1, Prisoner Information Continued 

Screen #1 – Prisoner Information 

 
First (1st) Screen of Three (3) – Prisoner Information Screen 

 
 
• Required Data Fields 

 Race 
 Sex 
 Hair Color 
 Eye Color 
 Country of Birth 
 Country of Citizenship 

• For a list of codes for any of the above required fields tab until your cursor is beside the 
category, and depress the F1 (Help) key.   

• Prisoner ID is the identification number assigned by the jail to the inmate. 
• SID (State Identification Number) is a number assigned by the state police. 
• Country of Birth & Citizenship 

 All sheriffs/superintendents are required to ask an inmate upon committal if: 
 They were born in a country other than the U.S. 
 They can claim citizenship in a country other than the U.S. 

 Immigration ID  is the identification number assigned to a legal/illegal alien by I.C.E 
• When all fields associated with the Prisoner Information screen have been successfully 

entered, the ‘Confinement Information Screen’, will be displayed  
• See the Reference Code Section of this manual for the back-up LIDS worksheet 

 Could be utilized if all systems go down and it is necessary to work from paper to 
maintain confinements and releases from jail  
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Option ‘3’ - Commitment Maintenance Continued 
 
Option ‘1’, Confine Prisoner Continued 

Screen #2 – Confinement Information 

 
Second (2nd) Screen of Three (3) – Confinement Information Screen 

 
  
• Option #1, Confine Prisoner – Screen #2, Confinement Information provides a 

means to identify the prisoner’s confinement period in jail 
• Required Data Fields:  

 Commitment Date (MMDDYYYY) 
 Time (HHMMSS) 
 Reason Confined  
 ‘Holding For Loc’ - Holding for Other Locality: 

 Utilized for Billing Purposes  
 Jails (City and County) - LIDS defaults the Holding Jurisdiction to your Jail 

number.  
o If the offender is NOT your prisoner, update “Holding for LOC” to reflect the 

Holding Jurisdiction. 
 Regional Jails – Must input Holding Jurisdiction’s FIPS Code which identifies the 

Holding Locality that will be billed. 
 The Housed in Another Jail report for Jurisdiction Holds is located in Option #4 - 

Forms Maintenance; select Option 1 - Inmate Status Reports, then select Option 6, 
Housed in Another Jail. 

• Trans Jail  
 Reason Release Code ‘35’, Transferred to another Jail, requires the FIPS Code of the jail 

inmate was transferred to  
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Option ‘3’ - Commitment Maintenance Continued 
 
Option ‘1’, Confine Prisoner, Screen #2, Confinement Information Continued 
 
• Reason Confined Codes are broken down in the following categories (See Reference Code 

Section): 
 Awaiting Trial – Adult and Juvenile  
 Adult Sentenced - NO Charges Pending 
 Adult Sentenced - HAS Charges Pending 
 Adult Sentenced – Miscellaneous 

• LIDS computes reimbursements based on the data input at month end 
 Total Day Count Rule – do not count commit date, but do count release date  
 State Day Count Rule- do count commit date, but don’t count release date 

• If the Sheriff or Regional Jail Superintendent houses contract prisoners from other states , 
the District of Columbia, or the Federal Government, for more than 72 hours, the following 
fields become required. 

 ‘Housing Status’ - Utilize to report the inmate’s Security Level by indicating: 
 ‘Min’ (Minimum), ‘Med’ (Medium) OR ‘Max’ (Maximum)  

 ‘Facility Location’ - Utilize to report the Security Classification of the facility in which 
prisoner is held by indicating:  

 ‘Min’ (Minimum), ‘Med’ (Medium) OR ‘Max’ (Maximum)  
 ‘Detainers’ - Utilize to report the charges listed on the commitment order 

 Outstanding charges in other jurisdictions should be recorded by marking ‘Y’ in the  
Detainer field. 

 List all jurisdictions with detainers on the offender. 
 ‘Current Location’ - Utilize to report the Prisoners Origin/Contract Agency by indicating:  

 Other States (if used Reason Confined Codes ‘78’ and ‘79’) 
 Washington D.C. (used with Reason Confined Code ‘73’) 
 Federal Agencies  - USMS, United States Marshals or ICE, Immigration & Custom 

Enforcement (used with Reason Confined Code ‘73’) 
• Medical Alert Flag 

 If LIDS detects a ‘Y’ Yes in the Medical Alert Flag data field, the locality has provided 
information and it is not viewable 

 If it is necessary to view the medical information, it is recommended that the user ask jail 
medical staff to go onto LIDS and check for comments 

 NOTE: Compensation Board staff are unable to view medical comments 
 
• Confinements that equal less than 1 Day  

 Confinements in LIDS less than 1 day are reflected as 1 day. 
 E.g., 3 hours = 1 day for reimbursement purposes  
 To acknowledge we committed for 3 hours make note on the comment screen that 

confinement time equaled 3 hours or in inmate file recorded as 1 day vs. 3 hours 
 Current language does not stipulate a limit on time of confinement that is 

reimbursable 
 
• Late Confinements require Financial Adjustment 

 When a prisoner is confined in LIDS AFTER the monthly report is approved: 
 Print screen that indicates that an adjustment is required, OR 
 Record in a log that an adjustment is required so the adjustor may make the financial 

adjustment  
 If the adjustment indicated is not made, a message will appear on the Possible Error 

Report that a financial adjustment is needed  
 For more information on entering adjustments see the Reimbursement Maintenance 

Section 
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Option ‘3’ - Commitment Maintenance Continued 
 
Option ‘1’, Confine Prisoner Continued 

Screen #3 – Offense Information 

 
Navigational Path:   

 
• LIDS Main Menu - Enter Option ‘3’ - Commitment Maintenance 
• Commitment Maintenance Menu - Enter Option ‘1’ - Confine Prisoner 
 
Third (3rd) Screen of Three (3) – Offense Information Screen 

 
 

• Option #1, Confine Prisoner – Screen #3 Offense Information Screen #3, 
Offense Information is the last screen that needs to be completed to confine a 
prisoner on-line within LIDS 

• Required Data Fields  
 Offense Code 
 Offense Type 
 Offense Date 
 Court Jurisdiction 

• Available resources to locate required data code fields with LIDS: 
 Compensation Board Website, www.scb@virginia.gov OR 
 In the Reference Code  Section (excluding Virginia Crime Codes     “VCC’s”) OR 
 Utilizing ‘F1’ in the data field within LIDS (Help Button = ‘F1’) OR 

• Virginia Criminal Sentencing Commission (VCSC) confirmed that the asterisks at the 
end of several sentence lengths (example:  ASL1312M1 shows sentence length 0-
12M*) mean that the offense has a mandatory minimum.  Mandatory minimums are 
published in the VCSC’s version of the VCC’s and also in Table B of the Sentencing 
Guideline’s manual, a copy of which can be found on the Virginia Criminal 
Sentencing Commission’s website:  www.vcsc.state.va.us.  
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Option ‘3’ - Commitment Maintenance Continued 
 
Option ‘1’,  Confine Prisoner, Screen #3, Offense Information 
 

• The Offense screen is broken down into two (2) sections 
 Top section should reflect the offender’s arresting information/data fields 
 Bottom section should reflect sentencing information/data fields, if applicable 

• Enter most serious offense first so that most serious offense is ‘Sequence #1’ 
• Input the proper Offense Type: 

 Offense Type ‘A’ = a felony offense committed on or after 1/1/1995 
 Offense Type ‘B’ = a felony offense committed before 1/1/1995 
 Offense Type ‘M’ = Misdemeanor offense 
 Offense Type ‘O’ = Local Ordinance Violation 

• LIDS Techs are required to input VA Crime Codes (VCC) when recording Offense 
information 

 Virginia Crime Codes (VCC’s) are located on the Compensation Boards 
website at http://www.scb.virginia.gov, under LIDS 

• Court Jurisdiction & Type 
 Enter the FIPS code of the locality in which the adjudication will take place. 

Juvenile Court Type 
Required field if a Juvenile Reason Confined Code is utilized to confine the prisoner.  

Values are: 
‘1’ – Juvenile & Domestic Relations Court 
‘2’ – General District Court 
‘3’ – Circuit Court  

• If Sentenced, update the following (See Reference Code Section): 
 Reason Confined Code 
 Sentenced Date 
 Offense as Sentenced-(may be different from the original offense as charged, if 

the court reduced the charges, etc.) 
 Offense Type 
 Conviction Date  
 Sentence Length-(this is the effective sentence- time to be served not 

including any suspended sentence) 
 Concurrent/Non-Concurrent Sentence  
 Each Offense will default to ‘N’ Non-Concurrent 

 If the additional offense is ‘C’ Concurrent, the first offense must be ‘N’ Non-
Concurrent, and the offenses that run concurrent with it should be ‘C’ 
Concurrent 

• If Sentenced with Pending Charges (See Reference Code Section): 
 Use the proper sentenced type based on ‘M’, ‘A’, ‘B’ or ‘O’  
 Use the proper Reason Confined Code based on the most serious type offense and 

sentence length  
 Be sure to select one of the Reason Confined Codes for ‘Has Pending Charges’ 

 Parole/Probation Violator is not considered as ‘Has Pending Charges’ - they 
are existing charges  

 If a Parole/Probation Violator is so due to new charges, inmate should be 
confined utilizing Reason Confined Code for ‘Sentenced Has Pending 
Charges’ 

 The pending charge must be updated once the offender is sentenced.  
 
 
 
Option ‘3’ - Commitment Maintenance Continued 
 
Option ‘1’, Confine Prisoner, Screen #3, Offense Information 
 

• If the offender has no pending charges, select one of the Reason Confined Codes for 
‘Sentenced No Pending Charges’ 
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 Enter all  sentenced offenses 
• Once the input of all offenses is complete, select ‘Y’ (Yes, I’ve input all offenses) 
•  If a ‘Y’ for ‘Done’ is not entered when entering the last offense, Control ‘Z’ to back out 

and the last sequence number will not be accepted as long as no information was 
entered 

• Special Sentence Codes 
 ’0500’ = Adult - Indeterminate Sentence in the year data field within LIDS 
 ‘0600’ = Life Sentence in the year data field within LIDS 
 ‘0700’ = Indeterminate Youthful Offender in the year data field within LIDS 
 ‘0800’ = Two or More Life Sentences in the year data field within LIDS 
 ‘0900’ =Death Sentence in the year data field within LIDS 

• Court Ordered Transportation Order 
 When a DOC inmate is booked into jail via Court Ordered Transportation Order 

to appear in court, and returned to DOC, provide the following sentencing 
information: 

 VCC Code = Prisoners - for use by LIDS only (may be found from the 
Compensation Board website VCC link, searching by description) 

 Disposition Code = ‘SE’ State Sentence  
 Disposition Date 

o Since this information is not available, for DOC inmates only, 
input the Date Confined 

• Appeals 
 Reason Confined Code ‘14’, Convicted But Not Sentenced/Post Trial 

 If the Judge postpones execution of a sentence pending the appeal, then 
the inmate’s confinement should be regarded as Reason Confined Code '14' 
(Convicted but not Sentenced/Post Trial.) 

 The inmate’s offense record in LIDS should also be marked with a 
Disposition Code 'AP' (Appeal) to distinguish that this conviction is under 
appeal until ruled upon  by a higher court  

OR 
 

 Reason Confined Code ‘23’, Appealing Sentence  
 If the execution of the sentence is not postponed, then an inmate with 

a sentence should be coded as Reason Confined Code '23' (Appeal) with 
sentencing information recorded and/or Disposition Code ‘AP' (Appeal) 

 This will also distinguish that this inmate’s sentence is under appeal until 
ruled upon by a higher court 

• Clear Screen or Pause/Break - Returns to Commitment Maintenance Menu 
• For confinement procedures in specific situations, such as JCB inmates, inmates held 

for court appearance, work release inmates, HEM, weekenders, etc. see the Quick Reference 
Guide.  If your specific scenario is not in the Quick Reference Guide please contact 
Compensation Board staff. 

 
 

 
 
 
Option ‘3’ - Commitment Maintenance Continued 
 
 
Usable Reason Confined and Reason Released Code Data Field Combinations 
 
The following spreadsheet is provided to give you a crosswalk from Reason 
Confined Codes to valid Reason Release Codes within LIDS.  An error message will 
be received if you utilized any combination that is not listed.  See next Page.  
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Release Reason 

RC A/J 10 16 18 19 20 21 22 23 25 30 32 33 34 35 36 37 38 39 40 41 42 43 44 45 47 48 49 50 51 52 53 55 56 57 58 59 60 62 65 70 

Juvenile Un-Sentenced 

10 J   Y Y Y Y Y   Y Y Y       Y Y Y Y             Y Y  Y Y  Y Y Y Y Y   Y     Y Y  Y 

11 J   Y Y Y Y Y   Y Y Y Y Y    Y Y Y               Y   Y    Y Y Y Y Y         Y Y 
 

Y 

12 J   Y Y Y Y Y   Y Y Y   Y    Y Y Y               Y   Y    Y Y Y Y Y         Y Y  Y 

13 J   Y Y Y Y Y   Y Y Y       Y Y Y               Y     Y  Y Y Y Y Y         Y Y  Y 

16 J   Y Y Y Y Y   Y Y Y       Y Y Y               Y      Y Y Y Y Y Y         Y Y  Y 

17 J   Y Y Y Y Y   Y Y Y       Y Y Y               Y      Y Y Y Y Y Y         Y Y  Y 

18 J   Y Y Y Y Y   Y Y Y       Y Y Y               Y      Y Y Y Y Y Y         Y Y  Y 

19 J   Y Y Y Y Y   Y Y Y       Y Y Y               Y      Y Y Y Y Y Y         Y Y  Y 

14 J   Y Y Y      Y Y Y Y       Y Y Y         Y Y Y Y Y Y   Y Y Y Y Y         Y Y  Y 

37 J  Y Y Y Y Y Y Y Y     Y Y Y Y    Y     Y Y Y         Y Y  Y 

38 J    Y                Y               Y    Y            Y Y  Y 

Juvenile Sentenced as an Adult  

39 J Y Y Y         Y Y Y  Y Y Y Y Y Y  Y Y   Y Y Y Y Y       Y Y Y Y Y Y  Y      Y Y  Y 

63 J  Y Y Y    Y Y Y    Y Y Y Y Y      Y    Y Y Y Y Y     Y Y  Y 

Adult Un-Sentenced 

10 A   Y Y Y Y Y   Y Y Y       Y Y Y Y             Y Y  Y Y Y Y Y Y Y   Y      Y Y  Y 

11 A   Y Y Y Y Y   Y Y Y  Y Y    Y Y Y                Y   Y    Y Y Y Y Y         Y Y  Y 

12 A Y Y Y Y Y Y   Y Y      Y   Y Y                 Y   Y    Y Y Y Y Y         Y Y  Y 

13 A   Y Y Y Y Y   Y Y         Y Y                 Y     Y  Y Y Y Y Y         Y Y  Y 

14 A   Y Y Y     Y Y Y Y Y     Y Y           Y Y Y Y Y Y   Y Y Y Y Y         Y Y  Y 

38 J   Y            Y         Y    Y         Y Y  Y 

46 A    Y Y  Y  Y Y        Y Y         Y     Y   Y Y Y Y Y Y        Y Y  Y 

 Adult Sentenced- No pending charges 

20 X Y Y Y Y        Y Y Y  Y Y Y Y Y Y Y Y Y  Y Y Y Y Y Y Y   Y Y Y Y Y Y  Y Y   Y Y  Y 

23 X   Y Y Y       Y Y   Y Y  Y Y Y Y   Y   Y Y Y Y Y       Y Y Y Y Y         Y Y  Y 

26 X Y Y Y         Y Y   Y Y Y Y Y Y Y Y   Y Y Y Y Y Y Y   Y Y Y Y Y   Y     Y Y  Y 

27 X Y Y Y     Y Y  Y Y Y Y Y   Y   Y Y Y Y Y Y  Y Y Y Y Y  Y Y  Y Y  Y 

28 X Y Y Y     Y Y  Y Y Y Y Y   Y  Y Y Y Y Y Y Y  Y Y Y Y Y  Y Y  Y Y  Y 

29 X Y Y Y         Y Y   Y Y Y Y Y Y Y Y Y   Y Y Y Y       Y Y Y Y Y         Y Y  Y 

35 X Y Y Y         Y Y   Y Y Y Y Y Y Y Y     Y Y Y Y       Y Y Y Y Y         Y Y  Y 

36 X Y Y Y         Y Y   Y Y Y Y Y Y Y       Y Y Y Y       Y Y Y Y Y         Y Y  Y 

37 X Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y   Y Y Y Y Y Y Y Y Y Y Y Y Y Y  Y 

42 X   Y Y         Y Y   Y Y Y Y Y Y  Y     Y Y Y Y       Y Y Y Y Y Y       Y Y  Y 

43 X   Y           Y Y         Y  Y  Y        Y Y Y  Y 

48 X   Y Y         Y Y   Y Y Y Y Y Y   Y     Y Y Y Y       Y Y Y Y Y         Y Y  Y 

76 X   Y Y         Y Y   Y Y Y Y Y Y   Y     Y Y Y Y       Y Y Y Y Y         Y Y  Y 

Adult Sentenced - Pending Charges 

50 X   Y Y Y       Y Y Y   Y    Y Y  Y   Y Y          Y Y Y   Y Y Y Y Y         Y Y  Y 

53 X   Y Y Y       Y Y         Y Y     Y           Y       Y Y Y Y Y         Y Y  Y 

56 X   Y Y Y       Y Y         Y Y     Y   Y       Y   Y   Y Y Y Y Y         Y Y  Y 

59 X   Y Y Y       Y Y         Y Y     Y Y         Y       Y Y Y Y Y         Y Y  Y 

62 X   Y Y Y       Y Y     Y   Y Y     Y           Y       Y Y Y Y Y         Y Y  Y 

87 X   Y Y Y       Y Y         Y Y     Y       Y   Y       Y Y Y Y Y         Y Y  Y 

89 X   Y Y Y       Y Y         Y Y     Y         Y Y       Y Y Y Y Y         Y Y  Y 

Adult - Miscellaneous 

37 X  Y Y Y Y Y Y Y Y   Y Y Y Y   Y Y Y Y Y Y  Y Y  Y Y Y Y Y  Y Y  Y Y  Y 

70 X Y Y Y         Y Y   Y Y   Y Y     Y      Y Y Y Y       Y Y Y Y Y         Y Y  Y 

71 X   Y Y         Y Y     Y   Y Y                 Y       Y Y Y Y Y         Y Y  Y 

72 X   Y Y         Y Y         Y Y   Y             Y       Y Y Y Y Y         Y Y  Y 

73 X   Y Y     Y   Y Y         Y Y     Y  Y         Y       Y Y Y Y Y         Y Y Y Y 

74 X   Y Y Y   Y   Y Y         Y Y     Y            Y       Y Y Y Y Y         Y Y  Y 

75 X   Y Y     Y   Y Y         Y Y                 Y       Y Y Y Y Y         Y Y  Y 

78 X   Y Y     Y   Y Y         Y Y                 Y       Y Y Y Y Y         Y Y  Y 

79 X   Y Y     Y   Y Y         Y Y                 Y       Y Y Y Y Y         Y Y  Y 

80 X Y Y Y         Y Y   Y  Y   Y Y   Y Y Y   Y Y Y Y       Y Y Y Y Y       Y Y Y  Y 

81 X Y Y Y         Y Y   Y Y   Y Y     Y      Y Y Y Y       Y Y Y Y Y         Y Y  Y 

82 X Y Y Y         Y Y   Y Y   Y Y     Y      Y Y Y Y       Y Y Y Y Y         Y Y  Y 

85 X Y Y Y         Y Y    Y Y   Y Y   Y Y Y   Y Y Y Y       Y Y Y Y Y       Y Y Y  Y 

90 X        Y Y   Y  Y    Y                       
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Option ‘3’ - Commitment Maintenance Continued 

Option #2 - Update Prisoner Information 

 
Navigational Path:  
 
• LIDS Main Menu - enter Option ‘3’ - Commitment Maintenance 
• Required Data Fields 

 SSN 
• Commitment Maintenance Menu - enter Option ‘2’- Update Prisoner Information 
 

 
 

• Option #2, Update Prisoner Information Screen allows a local jail facility to update 
prisoner specific information while the prisoner is currently confined in their jail 

• Update offender demographic information as necessary. 
• Last Payment Status 

 Payment status (See Reference Code Section) is provided by LIDS based upon the offense 
information provided by the locality 

• Clear Screen/Pause Break to return to the Commitment Maintenance Menu (Option #3) 
• For additional information concerning the input of Prisoner data, refer to the Commitment 

Maintenance, Prisoner Information section 
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Option ‘3’ - Commitment Maintenance Continued 

Option #3 - Update Confinement Information 

 
Navigational Path:  
 
• LIDS Main Menu - enter Option ‘3’ - Commitment Maintenance 
• Required Data Fields 

 SSN 
• Commitment Maintenance Menu - enter Option ‘3’ - Update Confinement Information 
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Option ‘3’ - Commitment Maintenance Continued 
 
Option ‘3’, Update Confinement Information Continued 
 
• Option #3, Update Confinement Information Screen allows the local jail facility to update prisoner 

information relating to a specific prisoner confined in their jail 
• Confinement Information Picklist provides you with a means to update a specific confinement if the 

offender has multiple confinements in LIDS 
• From the Confinement Information Picklist: 

 Enter an “X’ in the blank provided to the left of the confinement to be updated,  
 If additional confinements exist other than what appears on your screen, the option to select “N” Next 

Page will be given 
• Frequently used to update data that has caused an overlap with another jail 

 (For more information on overlap confinement see Quick Reference Guide section.) 
• Once changes have been made, press Enter 
• If a message is received from LIDS indicating that a Financial Adjustment needs to be posted, please 

contact your financial adjuster 
 This type of message is received when data fields are updated after your monthly approval 
 If the adjustment is not done, the quarterly reimbursement will either be under or overpaid. 
 Procedures should be established that will ensure the posting of adjustments 

 Non-compliance will result in audit finding if the adjustment is not made 
 Recommend making a copy of the screen that indicates that a financial adjustment needs to be 

made, OR 
 Set up a procedure to note that a financial adjustment is needed by recording  

o Prisoner’s Social Security Number;  
o Prisoner’s Name;  
o Commit Date; and 
o Commit Time for the screen that was updated 

 Give the noted information to your adjuster so a Financial Adjustment can be completed 
(Reimbursement Maintenance, Option #6 – Adjust Prisoner Information, Option #4)  

• Clear Screen/Pause Break - Returns to Commitment Maintenance Menu, Option #3 
• If additional information is needed concerning the input of confinement data refer to the Commitment 

Maintenance, Confinement Information section 
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Option ‘3’ - Commitment Maintenance Continued 

Option #4 - Update Offense Information 

 
Navigational Path:  
 
• LIDS Main Menu - enter Option ‘3’ - Commitment Maintenance 
• Required Data Fields 

 SSN 
 Commit Date (if updating for a month priorly approved) 
 Commit Time (if updating for a month priorly approved) 

• Commitment Maintenance Menu - Enter Option ‘4’ - Update Offense Information 
 

 
 

 
 
• Option #4, Update Offense Information Screen allows a local jail facility to update offense information 

relating to a specific prisoner  confined in their jail 
• Utilized to update offender information – e.g., from awaiting trial to sentenced 
• Utilized to satisfy multiple offenses with a disposition code and disposition date 
• Utilized if the need to add a new offense is detected when working within this option 
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Option ‘3’ - Commitment Maintenance Continued 
 
Option ‘4’, Update Offense Information Continued 
 
• Select Option #4 

 If the offender has a single (1) offense, the screen for that offense will appear for updates 
 If the offender has multiple offenses, a pick list will be received that lists all offenses that may be updated 

 Place an ‘X’ to the left of the offense to be updated (‘Select’ column), OR 
 If a new offense needs to be added, place the ‘X’ beside ‘NEW’  
 Press Enter and Update data fields 
 Input ‘U’ in the Option field to Update data fields, OR 
 Input ‘D’ in the Option field to Delete the Offense  
 Clear Screen/Pause Break to back out to see the update on the Offense Pick List  
 If additional offenses need to be updated, repeat the process above 

• Offense screen is broken down into two (2) sections 
 Top section reflects the arresting information concerning that offense 
 Bottom section reflects sentencing information concerning that offense, if applicable 

• If offender was committed to jail awaiting trial and is now Sentenced, update: 
 Reason Confined Code (See Reference Code Section) 

 Adult Sentenced - NO Charges Pending 
 Adult Sentenced - HAS Charges Pending 
 Adult Sentenced – Miscellaneous,  

 Sentenced Date 
 Offense as Sentenced 
 Offense Type 
 Sentence Length  
 Concurrent Sentence  

• Each Offense screen defaults to ‘N’ Non-Concurrent 
 If additional offense is ‘C’ Concurrent, the first offense must be ‘N’ Non-Concurrent and additional offenses 

that are to run concurrent should be changed to reflect ‘C’ Concurrent 
• If updating data fields that effect a prior report month, a message that a Financial Adjustment is needed will be 

received 
 Follow in-house procedure to make note that a Financial Adjustment is required 
 Error message will indicate that a Financial Adjustment needs to be posted, please contact your 

financial adjuster or set up procedures to ensure adjustments are completed 
• Once all fields have been updated, select ‘U’ (to update) or ‘N’ (next offense) or ‘P’ (previous offense) 
• Clear Screen/Pause Break - Returns to Commitment Maintenance Menu, Option #3 
• If additional information is needed concerning the input of offense data, refer to the Commitment Maintenance, 

Offense Information section 
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Option ‘3’ - Commitment Maintenance Continued 

Option #5 – Add Additional Offenses 

 
Navigational Path: 
 
• LIDS Main Menu - enter Option ‘3’ - Commitment Maintenance 
• Required Data Fields: 

 SSN (Current Confinement) 
 SSN, Commit date and time (Previous Confinement) 

• Commitment Maintenance Menu - enter Option ‘5’ - Add Additional Offenses 

 
 
• Option #5, Add Additional Offenses Screen allows a local jail facility to add additional offenses for a 

specific prisoner confined in their jail 
• Required Data Fields: 

 Offense Code 
 Offense Type 
 Offense Date 
 Court Jurisdiction 

• If you enter a Sentenced Reason Confined Code (See Reference Code Section), the following must be 
provided: 

 Sentenced Date 
 Offense as Sentenced 
 Offense Type 
 Conviction Date 
 Sentence Length  
 Concurrent Sentence  

• If additional information is needed concerning the input of offense data, refer to the Commitment 
Maintenance, Offense Information section 
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Option ‘3’ - Commitment Maintenance Continued 

Option #6 – Release Prisoner 

 
Navigational Path:  

 
• LIDS Main Menu - enter Option ‘3’ - Commitment Maintenance 
• Required Data Field 

 SSN 
• Commitment Maintenance Menu - enter Option ‘6’ - Release Prisoner 
 

 
 
• Option #6, Release Prisoner Screen allows a local jail to release a prisoner from his/her current 

confinement prior to certifying and approving monthly submission.  
• Verify that this is the correct Offender, Commitment date and time 

 Update the following data fields: 
 Reason Released Code (See Reference Code Section) 
 If  ‘35’, Transferred to Jail, enter FIPS Code (See Code Section) for the jail that he/she was 

transferred to 
 Release Date 
 Release Time 
 Release Comments 

• If during the month you find that the wrong release date and/or time for an inmate was entered, follow the 
steps below to make the correction: 

 Return to Option #6,  Release Prisoner Screen 
 Type over incorrect release information and press Enter 

• If correction is made after the report month of the incorrect release, an error message that a Financial 
Adjustment is needed will be received 

 Follow in-house procedures to make note that a Financial Adjustment is required 
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Option ‘3’ - Commitment Maintenance Continued 

Option #7 – Delete Offense 

 
Navigational Path:  
 
• LIDS Main Menu - enter Option ‘3’ - Commitment Maintenance 
• Required Data Field: 

 SSN 
• Commitment Maintenance Menu - enter Option ‘7’ - Delete Offense 
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Option ‘3’ - Commitment Maintenance Continued 
 
Option ‘7’, Delete Offense Information Continued 

 
• Option #7, Delete Offense Information Screen allows a local jail facility to delete offense 

information for a specific prisoner while confined in their jail 
• Deletes offense during the month in which they were entered 

• If offender has a single (1) offense, the screen for that offense will appear for deletion 
 To Delete an offense, enter Option ‘D’ Delete Offense and press Enter 
 Once confirmation message appears, press Enter to confirm Deletion 

• If the offender has multiple offenses, a pick list will appear, listing all offenses  
 Place an ‘X’ to the left of the offense that is to be deleted (‘Select’ column) 
 Press Enter and input ‘D’ in the Option field to Delete the Offense  
 Clear Screen/Pause Break to back out to see that the offense has been deleted from the Offense 

Pick List  
• Clear Screen/Pause Break - Returns you to Commitment Maintenance Menu 
• If you need additional information concerning the input of Offense Data refer to the Commitment 

Maintenance, Offense Information section 
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Option ‘3’ - Commitment Maintenance Continued 

Option #8 – Add Prisoner Alias Name 

 
Navigational Path:  
 
• LIDS Main Menu - enter Option ‘3’ - Commitment Maintenance 
• Required Data Field 

 SSN 
• Commitment Maintenance Menu - Enter Option ‘8’ - Add Prisoner Alias Name 
 

 
 
 
• Option #8, Add Prisoner Alias Name Screen allows a local jail facility to add name records for a 

specific prisoner while confined in their jail 
• Utilized to Add, Change or Delete Prisoner’s Alias Name  

 Up to 12 alias names can be recorded on a screen 
 The screen will initially display all alias names that have been recorded in LIDS  

• At the far left of the Add Prisoner Alias screen, enter  
 ‘A’ to add an Alias Name for the prisoner, OR 
 ‘C’ to change an Alias Name for the prisoner, OR 
 ‘D’ to delete an Alias Name for the prisoner 

• Also note that on the screen to the far right of the updated line will be a date that represents when the line 
of data was last updated 

• Clear Screen/Pause Break - Returns to Commitment Maintenance Menu 
• For additional information concerning the input of Prisoner Data, refer to the Commitment Maintenance, 

Prisoner Information section 
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Option ‘3’ - Commitment Maintenance Continued 

Option #9 – Browse by Prisoner Name 

 
Navigational Path:  
 
• LIDS Main Menu - enter Option ‘3’ - Commitment Maintenance 
• Required Data Fields: 

 Prisoner Name 
• Commitment Maintenance Menu - enter Option ‘9’ -Browse By Prisoner Name 
 

 
• Option #9, Browse Prisoner by Name Screen  
• The screen provides inquiry capabilities to view prisoner, alias, confinement and offense information. 
• Utilized to search information on a prisoner when SSN is unknown 
• Utilized to determine if there is a duplicate confinement  

 When browsing by prisoner name you will see if the same prisoner has been booked into LIDS for the 
same time period but under a different SSN 

 If the jail staff uses this option or Option #4, Browse Prisoner by Primary Name, from Inquiry Menu, 
to verify the offender confinement prior to booking the possibility of duplicate confinements in LIDS 
would be reduced 

 Once the list of offenders has been generated, at the left of the offender’s name, enter one of four (4) means 
to browse prisoner information 

 Enter ‘P’ to browse prisoner’s detailed information as entered in LIDS 
 Enter ‘C’ to browse the confinement information as entered in LIDS 
 Enter ‘O’ to browse the offense information as entered in LIDS 
 Enter ‘A’ to browse the Alias Name information as entered in LIDS 

• For additional information concerning the input of Prisoner, Confinement or Offense Data, refer to the 
Commitment Maintenance, Prisoner Confinement section 
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Option ‘3’ - Commitment Maintenance Continued 

Option ‘A’ – Correct Pending Errors 

 
Navigational Path: 
 
• LIDS Main Menu - enter Option ‘3’ - Commitment Maintenance 
• Required Data Fields: 

 SSN 
• Commitment Maintenance Menu - enter Option ‘A’ – Correct Pending Errors 
 
Correct Pending Errors - Screen #1, Prisoner Information 

 
 
• Option ‘A’, Correct Pending Errors screen  is utilized by batch jails 
• When incompatible data is uploaded from the jail management system to LIDS, a pending error is generated 

in LIDS.  To correct the Pending Error, the screens listed below must be updated 
 Prisoner information, screen #1 
 Confinement information, screen #2 
 Offense information, screen #3 

• Utilizing the download error file provides a means to read error messages 
• Failed data fields will be highlighted and the cursor will be placed on the first field in error 
• NOTE:  If errors are corrected online utilizing this option, the Jail Management System (JMS) must 

be updated 
 If the JMS is not updated, repeat errors will be sent to LIDS in the next upload 
 We strongly suggest updating the JMS first and resubmitting the data to LIDS 

• If additional information is needed concerning the input of Prisoner, Confinement or Offense data, refer to 
the Commitment Maintenance, Prisoner Confinement section  
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Option ‘3’ - Commitment Maintenance Continued 
 
Option ‘A’, Correct Pending Errors Continued 
 
Correct Pending Errors – Screen #2, Confinement Information 

 
 
Correct Pending Errors – Screen #3, Offense Information 
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Option ‘3’ - Commitment Maintenance Continued 
 
Option ‘A’ Correct Pending Errors Continued 
 
Correct Pending Errors – Screen #3, Offense Information: 
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Option ‘3’ - Commitment Maintenance Continued 

Option ‘B’ – Transfer Status 

 
Navigational Path:  
 
• LIDS Main Menu - enter Option ‘3’ - Commitment Maintenance 
• Commitment Maintenance Menu - enter Option ‘B’ - Transfer Status 
 
 

 
 
 
• Option ‘B’ Prisoner Transfer Status Screen lists all prisoners that are ready for transfer to the 

Department of Corrections (DOC) either based on DOC receipt of the complete and final court order and 
the passing of the 60 days for intake, or that DOC has not received the complete and final court order and 
90 days has passed for intake into DOC 

• Prisoners are listed in descending order by anticipated transfer date 
• Prisoners having an anticipated transfer date in the past will have a highlighted entry  
• Bonus Date is notification of the date that must be reached in order for the additional $6 per diem to be 

received by the jail 
• If there is a SR prisoner held by agreement confined in LIDS who is not coded as ‘70’ they are coded in 

error and will show up erroneously in this option 
 If this occurs, update the confinement code. 
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Option ‘3’ - Commitment Maintenance Continued 

Option ‘C’ – Browse by Prisoner Alias Name 

 
Navigational Path:  
 
• LIDS Main Menu - enter Option ‘3’ - Commitment Maintenance 
• Required Field 

 Prisoner Alias Name 
• Commitment Maintenance Menu - enter Option ‘C’ - Browse by Prisoner Alias Name 
 
 

 
 
• Option ‘C’ Browse by Prisoner Alias Name Screen provides another means to search for a 

prisoner’s confinement.  
• Frequently used when prisoner information needs to be searched and the SSN is unavailable 
• Enter the prisoner’s alias name and select Option C 

 Left of the prisoner’s alias name, enter one of four (4) means to browse prisoner information 
 Enter ‘A’ to browse detailed alias information as entered in LIDS 
 Enter ‘P’ to browse detailed prisoner’s information as entered in LIDS 
 Enter ‘C’ to browse confinement detailed information as entered in LIDS 
 Enter ‘O’ to browse offense detailed information as entered in LIDS 

• If an error is detected, detailed prisoner information cannot be updated from the Browse Screen  
• To update the incorrect data, go back to the Commitment Maintenance screen and select the proper option  
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Option ‘3’ - Commitment Maintenance Continued 

Option ‘D’ – Update SSN 

 
Navigational Path:   
 
• LIDS Main Menu - enter Option ‘3’ - Commitment Maintenance 
• Required Data Field 

 SSN as entered incorrectly in LIDS 
• Commitment Maintenance Menu - enter Option ‘D’ – Update SSN  
 

 
 
• Option ‘D’, SSN Change Utility provides the mechanism for changing a SSN for a specific confinement 
• LIDS verifies prisoner Social Security Number (SSN) and matches inmate’s name, date of birth and sex 
• Utilized to update a prisoner’s SSN if it was unknown, erroneously entered in LIDS, or if the offender 

provided a false SSN at time of booking.  
• To verify an offender’s SSN: 

 Check LIDS to see if inmate’s SSN has been verified by the Social Security Administration (SSA) 
 Contact your local Social Security Administration (SSA) 
 Contact Department of Motor Vehicles 
 Search in Livescan 
 Search in VCIN 
 Search using the CCRE (also known as the SID) or FBI number 
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Option ‘3’ - Commitment Maintenance Continued 
 
Option ‘D’, SSN Change Utility Continued 
 
• From the ‘Update SSN’ screen, select ‘I’ (Inquire) to ensure proper Offender, Commit Date and Time 

 Update SSN: 
 Enter Reason for Change: 

 1 = Keyed in error 
 2 = SSN unknown at Commit 
 3 = Prisoner supplied AKA SSN 

 If #3 selected, the old/supplied SSN will be posted to Option ‘I’-Alias SSN Maintenance screen as 
an Alias SSN 

 Select option ‘U’ for Update SSN 
• Be sure to update Local Jail Management System when a SSN is changed on LIDS. 
• Be sure to update the inmate’s file to reflect the changed SSN so that when audited the file and LIDS reflect 

updated SSN 
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Option ‘3’ - Commitment Maintenance Continued 

Option ‘E’ – Submit Batch Job 

 
Navigational Path:  
 
• LIDS Main Menu - enter Option ‘3’ - Commitment Maintenance 
• Commitment Maintenance Menu - enter Option ‘E’ - Submit Batch Job  
 

 
 
• Option ‘E’, Submit Batch Job allows the batch job to be submitted under LIDS instead of through 

TSO1 
• This option should be utilized once you have cleared all pending errors. 
• Option ‘A’ submits batch job. This is the only valid option 
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Option ‘3’ - Commitment Maintenance Continued 

Option ‘F’ – Re-Commit No New Charges 

 
Navigational Path 
 
• LIDS Main Menu - enter Option ‘3’ - Commitment Maintenance 
• Required Fields 

 SSN 
 Last & First Name 
 Date of Birth or Approximate Age 

• Commitment Maintenance Menu - enter Option ‘F’ - Re-Commit No New Charges  
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Option ‘3’ - Commitment Maintenance Continued 
 
Option ‘F’, Re-Commit with No New Charges Continued 
 
• Option ‘F’, Re-Commit with No New Charges allows confinement of a prisoner using information 

from a previous confinement 
• Only the commitment date and time may be changed  
• This option is only valid if prisoner has no new charges from their last time commitment AND if the 

previous Reason Release Code is equal to: 
 ‘23’ Confinement change within facility or violated program 
 ‘25’ Furlough 
 ‘35’ Transferred to other jail  
 ‘36’ Released to State Hospital  
 ‘37’ Held in a Local Emergency Medical and/or Hospital 
 ‘40’ Serving Sentence - Weekenders 
 ‘41’ Serving Sentence – Work Release 
 ‘45’ Released to Hospital,  
 ‘47’ Diverted to supervised work experience program  
 ‘48’ To Treatment Facility 
 ‘51’ To Federal Authority 
 ‘55’ Diverted to electronic surveillance program  
 ‘59’ Released from Alternative Program OR  
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Option ‘3’ - Commitment Maintenance Continued 

Option ‘G’ – Delete Confinement 

 
Navigational Path:  
 
• LIDS Main Menu - Enter Option ‘3’ - Commitment Maintenance  
• Required Data Field 

 SSN 
• Option ‘3’ Commitment Maintenance - Option ‘G’ - Delete Confinement  
 

    
 
• Option ‘G’, Delete Confinement allows deletion of a confinement entered in error during the report 

month 
• Delete Confinement: 

 The delete screen will display a pick list of all confinements for this offender in your facility 
 Those confinements having ‘ADJT’ to the right of the Selection field may only be deleted by those 

designated as adjusters for your facility.  
 Those confinements that do not have ‘ADJT’ may be deleted by all LIDS personnel in your facility 
 Enter ‘D’ Delete beside the confinements that need to be deleted and press Enter 

• LIDS will not allow deletion of a confinement that was reported in a prior month from this screen. 
• If deletion of a confinement from a prior report month needs to be entered go to Reimbursement 

Maintenance, Option #6 from the Main Menu, Option #12, Delete Confinement within Reimbursement 
Maintenance.  If a confinement from a prior report month is deleted, a financial adjustment will be 
needed. 
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Option ‘3’ - Commitment Maintenance Continued 

Option ‘H’ – Un-Release Prisoner 

 
Navigational Path:  
 
• LIDS Main Menu - Enter Option ‘3’ - Commitment Maintenance  
• Required Data Fields 

 SSN 
• Option ‘3’ Commitment Maintenance - Option ‘H’ – Un-Release Prisoner 
 

 
 
• Option ‘H’, Un-Release Prisoner provides the means to un-release a prisoner released during the 

current report month 
• If you need to un-release a prisoner from a previous month that has been certified and approved, the 

prisoner must be un-released through Reimbursement Maintenance Option #4 – Adjust Monthly Prisoner 
Status  

• From the Un-Release Screen, to un-release the prisoner during the current month, clear out/space out 
the following fields and press Enter: 

 Reason Released 
 Transferred To Jail  (If applicable) 
 Old Release Date (MMDDYYYY) 
 Time (HHMMSS) 
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Option ‘3’ - Commitment Maintenance Continued 

Option ‘I’ – Record Alias SSN 

 
Navigational Path:  
 
• LIDS Main Menu - Enter Option ‘3’ - Commitment Maintenance  
• Required Data Fields 

 SSN 
• Option ‘3’ Commitment Maintenance - Option ‘I’ – Record Alias SSN  
 

 
 
• Option ‘I’, Alias SSN, adds, changes & deletes Alias SSN for prisoners confined in jail 
• Alias SSN screen gives an additional means to monitor and track inmate population 
• Alias SSN is linked to the prisoner’s Primary SSN  
• From the Record Alias SSN enter either Add, Delete, or Update in the ‘Action’ Column 

 Alias SSN 
 Enter the prisoner’s Alias SSN 

 Comments (2nd Line) 
 Enter comments to identify method utilized to verify primary SSN  

 Entered By and Date 
 Once the SSN has been Added/Updated/Deleted and Enter is pressed, LIDS will generate the 

Logon-ID of the person entering the change, as well as the date. 
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Option ‘3’ - Commitment Maintenance Continued 

Option ‘J’- Add, Inquire, Update, Gang Information 

 
Navigational Path:  
 
• LIDS Main Menu - Enter Option ‘3’ - Commitment Maintenance  
• Option ‘3’ Commitment Maintenance - Option ‘J’ – Add, Inq, Upd, Gang Information 
 

 
 
• A picklist will be generated with the names of all inmates in your facility that have been tagged as having 

gang affiliation, as well as the gang name. 
• From the picklist choose ‘I’ to Inquire on a specific inmate, ‘A’ to add an inmate to the list of those with gang 

affiliation, and ‘U’ to Update an inmate listed. 
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Option ‘3’ - Commitment Maintenance Continued 

Option ‘K’- Update Data Integrity Errors 

 
Navigational Path:  
 
• LIDS Main Menu - Enter Option ‘3’ - Commitment Maintenance  
• Option ‘3’ Commitment Maintenance - Option ‘K’ – Update Data Integrity Errors 
 
 

 
 
• Option ‘K’, Update Data Integrity Errors, provides a means to flag confinements that appear to be 

correct that are listed on the Data Integrity Report that batch jails receive each month 
• Data Integrity Report lists confinements that appear to have data problems or inconsistencies affecting the 

quality of LIDS information 
• If they are true errors, they should be corrected as soon as possible using either the Commitment 

Maintenance or Reimbursement Maintenance areas of LIDS 
• If they are correct, flag them through Option ‘K’ – Data Integrity Validation as being correct entries 
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Option ‘3’ - Commitment Maintenance Continued 
 
Option ‘K’, Update Data Integrity Errors Continued 
 
• How to Correct Errors Listed on the Report Online 

 Age Greater than 75 at Commit - If the inmate was actually over age 75 at time of commitment, 
access the Commitment Maintenance, option ‘K’ (Data Integrity Validation) and flag the error as okay 
as reported.  If the Date of Birth or the Approximate Age needs to be changed, access the Commitment 
Maintenance Menu, specify the inmate’s SSN, Commit Date and Commit Time and use Option ‘2’ 
(Update Prisoner Information). 

 Age Greater than 75 at Offense Date – If the inmate was actually over age 75 at the time the crime 
was committed, access the Commitment Maintenance, Option ‘K’ (Data Integrity Validation) and flag 
the error as okay as reported.  If the Date of Birth or the Approximate Age needs to be changed, access 
the Commitment Maintenance Menu, specify the inmate’s SSN, Commit Date and Commit Time and 
use Option ‘2’ (Update Prisoner Information).  If the Offense Date was recorded in error and this is 
causing the error, access the Reimbursement Maintenance Menu, specify the inmate’s SSN, Commit 
Date and Commit Time and use Option ‘4’ (Adjust Monthly Prisoner Status). 

 Age Less than 10 at Commit – If the inmate was under the age of 10 at the time of commitment, 
please access the Commitment Maintenance, Option ‘K’ (Data Integrity Validation) and flag the error 
as okay as reported.   If the Date of Birth, or the Approximate Age needs to be changed, access the 
Commitment Maintenance Menu, specify the inmate’s SSN, Commit Date and Commit Time and use 
Option ‘2’ (Update Prisoner Information) 

 Age Less than 10 Offense Date – If the inmate was under the age of 10 at the time the crime was 
committed, access the Commitment Maintenance, Option ‘K’ (Data Integrity Validation) and flag the 
error as okay as reported.   If the Date of Birth or the Approximate Age needs to be changed, access the 
Commitment Maintenance Menu, specify the inmate’s SSN, Commit Date and Commit Time and use 
Option ‘2’ (Update Prisoner Information).  If the Offense Date was recorded in error and this is causing 
the error, access the Reimbursement Maintenance Menu, specify the inmate’s SSN, Commit Date and 
Commit Time and use Option ‘4’ (Adjust Monthly Prisoner Status). 

 Arrest Date is Less Than Offense Date – To correct the Arrest Date, access the Commitment 
Maintenance Menu, specify the inmate’s SSN, Commit Date and Commit Time and use Option ‘4’ 
(Update Offense Information).   If the Offense Date was recorded in error and this is causing the error, 
access the Reimbursement Maintenance Menu, specify the inmate’s SSN, Commit Date and Commit 
Time and use Option ‘4’ (Adjust Monthly Prisoner Status). 

 Birth Date or (Approximate Age and Date Approximate Age Recorded) are Required – To 
record the birth date or the Approximate Age, access the Commitment Maintenance Menu, specifying 
the inmate’s SSN, Commit Date and Time and use Option ‘2’ (Update Prisoner Information).   

 Confined Longer than 5 Years – If the inmate has been confined to jail for more than five (5) 
years, access the Commitment Maintenance, Option ‘K’ (Data Integrity Validation) and flag the error 
as okay as reported.  To correct either the commit date/time or the release date/time, access the 
Reimbursement Maintenance Menu, specifying the inmate’s SSN, Commit Date and Time and use 
Option ‘4’ (Adjust Monthly Prisoner Status). 

 Conviction Date Before Offense Date – To correct either the Conviction or Offense Date, access 
the Reimbursement Maintenance Menu, specify the inmate’s SSN, Commit Date and Time and use 
Option ‘4’ (Adjust Monthly Prisoner Status). 
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Option ‘3’ - Commitment Maintenance Continued 
 
Option ‘K’, Update Data Integrity Errors Continued 
 

 Offense Date More than 30 Years Before Commit – If the offense date is more than 30 years 
prior to the commit date, access the Commitment Maintenance, Option ‘K’ (Data Integrity Validation) 
and flag the error as okay as reported.  To correct the Offense Date or the Commitment Date, access 
the Reimbursement Maintenance Menu, specify the inmate’s SSN, Commit Date and Time and use 
Option ‘4’ (Adjust Monthly Prisoner Status). 

 Offense Date More than 30 Years Before Conviction Date – To correct either the Offense or 
Conviction Date, access the Reimbursement Maintenance Menu, specify the inmate’s SSN, Commit 
Date and Time and use Option ‘4’ (Adjust Monthly Prisoner Status). 

 Offense Date More than 30 Years before Sentence Date – If the offense date is more than 30 
years prior to the Sentence Date, access the Commitment Maintenance, Option ‘K’ (Data Integrity 
Validation) and flag the error as okay as reported.   To correct either the Offense or Sentence Date, 
access the Reimbursement Maintenance Menu, specify the inmate’s SSN, Commit Date and Time and 
use Option ‘4’ (Adjust Monthly Prisoner Status). 

 Race Code is Invalid - To correct the Race Code, access the Commitment Maintenance Menu 
specify the inmate’s SSN, Commit Date and Time and use Option ‘2’ (Update Prisoner Information). 

 Release Reason is Required – To record or correct the release reason, access the Reimbursement 
Maintenance Menu, specify the inmate’s SSN, Commit Date and Time and use Option ‘4’ (Adjust 
Monthly Prisoner Status). 

 Release Reasons Requires Release Date and Time – To record the Release Date/Time or to 
correct the Release Reason Code, access the Reimbursement Maintenance Menu, specify the inmate’s 
SSN, Commit Date and Time and use Option ‘4’ (Adjust Monthly Prisoner Status). 

 Release and Commit Are the Same – The release date and time should be different than the 
commit date and time.  This error means the date as well as the time in HH:MM:SS format are the 
same.  If the commit and release information are the same, access the Commitment Maintenance, 
Option ‘K’ (Data Integrity Validation) and flag the error as okay as reported.   To correct either the 
Commit Date/Time or the Release Date/Time, access the Reimbursement Maintenance Menu, specify 
the inmate’s SSN, Commit Date and Time and use Option ‘4’ (Adjust Monthly Prisoner Status). 

 Release is Before Commit – To correct either the Commit Date/Time or the Release Date/Time, 
access the Reimbursement Maintenance Menu, specify the inmate’s SSN, Commit Date and Time and 
use Option ‘4’ (Adjust Monthly Prisoner Status). 

 Released Before LIDS Started – To correct this error the confinement must be deleted.  To delete 
the confinement, access the Reimbursement Maintenance Menu, specify the inmate’s SSN, Commit 
Date and Time and use Option ‘12’ (Delete Confinement/Post Adjustment).  Note – As the 
confinement pre-dates LIDS, no adjustment will be posted. 

 Sentence Date Before Conviction Date – To correct either the Sentence or Conviction Date, 
access the Reimbursement Maintenance Menu, specify the inmate’s SSN, Commit Date and Time and 
use Option ‘4’ (Adjust Monthly Prisoner Status). 

 Sentence Date Before Offense Date – To correct either the Sentence or Offense Date, access the 
Reimbursement Maintenance Menu, specify the inmate’s SSN, Commit Date and Time and use Option 
‘4’ (Adjust Monthly Prisoner Status). 

 Sex Code Must be F or M – To correct the Sex Code, access the Commitment Maintenance Menu, 
specify the inmate’s SSN, Commit Date and Time and use Option ‘2’ (Update Prisoner Information). 

 
 
 
 
 
 
 


