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Utah Department of Corrections

Please Login

UseriD am& m.\_a ur .*\‘
Password m .m.,(. m. U 'ﬁ\ _

in Internet Explorer, go to the URL
(https://cactas.udc.utah.gov) and type in the Englsh. Fapgus
User ID and Password (not case sensitive).

Click Login.
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CACTAS TRAINING

Running Reports (Board of Pardons &
Parole)
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Welcome. Board ubDc AP_P AP&P Logout

{2 CACTAS
Home Enterprise Commissary Trust Fund Residen! Organization

Help for this page

CACTAS Home

English  Frangais

From this screen select the Reports menu. This will
launch a new program. (The first time you run it on your
computer, it will take a few moments. If prompted, select
either “Keep” or “Run” depending on what the prompt is.)
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Let's say you want to see the case details for an offender. All of
their cases, account types (Fines, Restitution, PDF), victim
information and balances.
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After selecting Trust Fund on the far
left, double-click on the Resident
Cases report.
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You can run this report by offender # or else by
Institution (AP&P, Discharged or Prison [which

D7 d X v &5 B @ =

M Reports

New Open Save Delete Run Stop Details Preview Print Customize Export Reverse Help Settings

B¢ @ @ includes Center]). If you run by offender# then

you do not need to include an Institution.
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By default, if there is a “Released” box, mark it.
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Again, the results will S . e oon
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Double-click on Em‘_m:m to
expand the information.

Board | UDC | AP_P, APP |



"I CACIAS Reports

Application Commands ._.co_m. .Ln:,._ Viewed

1 2 H X >0 B 2 | whenyou double-click on the line then the Cases

New Open Save Delete Run Stop Details Preview

T @_E tab will appear. Right-click on the column header m
Eﬂ. and select Best Fit (all columns) to view as much
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| |
[« ]prioity [case | victms | mnActive | Account |Payee D [subkind [Amount [1sDebt |Debt |Pad  [pnBal |TotBal |interest [intPad |mteal |PayTo
] 1141900... [J] [ Fines Fines Percent 766 [V $0.00  $0.00  $0.00  $0.00  $0.00  $0.00  $9.00 DEPTOF...
(&3} 2 14190%., (4 [C]  Fines Fines Percent 9234 ¥ $603.00  $0.00 $503.00 $604.05  $1.06  $0.00  $1.06 DEPTOF..
@ 1 141900... [ [ poF Percent 5000 [ $500,00  $0.00 $500,00 3500.88  $0.88  $0.00  $0.88
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If you are not able to see anything under the
Cases tab then move your cursor at the bottom of m
the pane until you get the double-arrow and then

] s e . dragorexpand the pane.
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By default this is what the report will show each time it is run.
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Click the + sign next to the case and account type (Fines, cﬁﬂ% %BM_._Q oo_ﬂ:/w A%ﬁ
Restitution, PDF) you wish to view additional details on. The el s 1o dintribution T
Victims tab with expand. (Note for Fines- each Distribution ) 9 e RIS ElL el

Code is a separate “victim”.) percent that this case or =
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CACTAS Reports.
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h. Drag o coluran header hers to group by that column
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Fines

To view additional columns, right click on any of the
column headers and select Column Chooser from

the pop-up menu.
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Il _mw Reset Lﬁﬁa FistName right). If a victim is marked
1 RE i z RICKY :
H[[Actions = Legi Dormant then this means
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You can sort by any column by single-clicking on any

that interest is still accruing

of the column headers. You can also do a filter to

ctive | Account | Payee,

but no payments are being
mailed to them.

.| SubKind | Amount | Is Debt PrinBal | TotBal |Inters

see just Active or InActive victims, or any type of filter [J Ffines s pecent 9234 [ 560300 000 $60300 $50406  $106 .00 5106 DE[TORC.
for each column. :
i /.Il .r..._mo:cﬁ.::d{n. e W oo oy that column N
4 -t InActive |Victm... |Kind | DistCode|Amount |1sDebt |pebt  |Paid [ PrinBal | [TotBal Jinterest [intPad [intsal [Paylg [Dormant | \v
{ > 3 [4 Fines Govern... SY 597 [V £0.00 $0.00 0. £0.05 $0.06 £0,00 £0.06 omﬂoYFH_\
! Es 1 [v] Fines Govern... FS 975 [ $0.00  $0.00  $0. $0.53] $0.53  $0.00  $0.53 DEPTO... [
2 [¥ Fines Govern,.. SY 4478 [V $0.00  $0.00  e.p  $0.47]  $0.47  $0.00  $0.47 DEPTO... O
$0.00  $0.00 8.& $1.06  sL08  $0.00  $1.06 w
. Wm. 1 141900822 ] O ror Percent s0.00 [ $500.00  $0.00 p$500.00 $500.88  $0.88  $0.00  $0.89
(] 2 141901469 ] ] poF Percent 50.00 (v $500.00  $0.00 |S500.00 $500,83  4$0.88  $0.00  s0.88
4 $1,60... $0.00 [61,60.... $1,60... 282 $0.00. $2.82 |
M This report shows that the Total Balance still owed on
g the Fines for this Case # is $1.06.

You can also re-order the columns by dragging them to
the location you wish. If you want to remove a column,
select the column header and then drag it down until you
see the large X and then release your mouse.
(NOTE: these changes will not stay once you log off
of CACTAS; It will default back to the original view.)
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Any reports run in CACTAS are for internal/Department use only.

REMINDER:
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When you are done in Cactas, exit out of CACTAS
Reports and then Logout of the CACTAS program.




