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 I.       PURPOSE 
The Montana Women’s Prison (MWP) establishes and maintains official records of all visiting activities in the Visiting area in the form of computerized documentation (Visiting computer log, OMIS Visiting Log) also a hand written log is available if the computer is not operating for which staff can enter the information so it can be entered into the computer at a later date.

 II.      DEFINITIONS  
Logbooks – means the official records of daily activities in assigned areas.

       OMIS – means Offender Management Information System on the Corrections Intranet Web Site.
III.      PROCEDURES  
Logbooks shall be kept on the computer in the visiting area foyer.  The Visiting Officer(s)/designee is responsible for maintaining the system and reporting any issues about the system to the Relief Lieutenant in charge of Visiting or Shift Lieutenant.
Before entering any information into the visitor’s log, take the individual’s ID and check the offender’s Approved Visitor file to ensure that he/she is an approved visitor.

If you have any questions, refer them to the on duty Lieutenant before allowing the visit or turning the visitor away.

When utilizing the visitor’s logbook, the officer will enter the following information:

a. The date. (Month/Day/Year).

b. The day of the week.

c. The staff name.  (Initials only).

d. The visitor’s name. (First and last names only).

e. The visitor’s address (number, street, city & state).

f. The visitor’s date of birth (Month/Day/Year).

g. The time. (“X” the appropriate column).

h. The name of the offender they are to visit. (Last name, First Initial).

Example
	5/3/2011
	TUES
	MWS
	John Doe 1234 West First Street, Billings, MT 01-01-2001
	 
	 
	X
	INMATE, A.




The visiting officer will take the visitor’s ID and key and place them in the key box giving the visitor the “Visitor ID Badge”.



Visitors are allowed to also bring in $15.00 in quarters.



When visiting is over, ensure that you ask for the “Visitor ID Badge back before you return the ID and keys.  This is to ensure that you do not give someone’s property to the wrong person.



Procedures for accessing Offender Approved Visitor files on the computer.
a. Click on “My Computer” icon.

b. Click on “I Drive”.

c. Click on “Approved Visitors” Folder.

d. Click on the “MWP” folder.

e. Click on desired Offender name.

Remember to check for multiple pages in the files.  Some offenders have up to 4 pages of Approved Visitors.

This is the procedure for logging in Offender’s Visitor into the computerized log book.

a. Log onto the computer as you normally would using your CI# and password.

b. Click on “Visiting Logs” icon on the desktop.

c. After verifying that the visitor is approved, log their name, address, city, state, and date of birth into the computer.

d. After all visitors are checked in, and logged into the computer, the file is ready to be saved.

e. Click on “File” on the top toolbar.  A menu will drop down, click on “Save As”.

f. Click on the arrow that specifies where it is to be saved at.  A menu will drop down, click on “Desktop”.

g. The menu will go away and “desktop” will be in the box that specifies where the file will be saves.   Double-click on the “Visiting log” folder.

h. Re-name the file in the box at the bottom of the page to read “visiting date and time” (example: 01-01-11am).

i. After the appropriate date is input, click the ‘save’ icon in the lower right hand corner of the box.

j. The file is now saved in the “Visiting log” folder on the desktop where it can be retrieved and added to the permanent log.

This is the procedure for logging in a visitor into the OMIS record keeping system. After entering the visits into the Offender’s Visitors computerized logs the visiting officer will need to enter them also into the OMIS record keeping system. The procedure is as follows:
a. Click on the internet explore icon on the desk top.

b. Click on the OMIS icon, double click.
c. Click on the OMIS application button.
d. Double click on the OMIS Logon Version.
e. Enter “User ID” (CI #).

f. Enter “Password” (established password for the OMIS system).
g. Change application to “Facilities” then log on.
.
h. Click on the Visiting Tab.
i. Click on Offender Search (Search by name or Offender #).

j. Click on search.

k. Find the appropriate Offender and click on the file.

l. On the left side of the screen, you will see “Visitor Information”. Click on the “Visitor listing”.
m. Choose the file of the Approved Visitor who is visiting the inmate.

n. At the bottom of the screen is “Log a visit”, click on it.
o. Enter time in and time out.

p. Badge number will be you Call #.

q. And then hit the save button.
IV.       CLOSING
Questions concerning this procedure should be directed to the Relief Lieutenant in charge of Visiting or Shift Lieutenant.
V.         ATTACHMENTS


NONE

