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INTRODUCTION 

 We will learn how to complete and submit a booking report 

using the UBS system.

 We will learn when to print the report to turn into the Jail
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THE UBS WEBSITE

Logging in

Search functionality

Completing a Booking Report

5/29/2019

3



LOGIN SCREEN

 The login name is 
administrator 
defined.

 Once logged-in the 
user should change 
his or her 
password.
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REPORT LIST / HOME SCREEN

 Provides a list of 
unapproved reports.

 Provides reference 
information for each 
report.

 Contains the system 
navigation buttons.

 The HELP link on the 
left goes to the UBS 
Help Web site  
https://www.cjis20.org/
ubs/

 Email UBS Help 
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https://www.cjis20.org/ubs/


SEARCH SCREEN

 Allows entry of user defined 
search criteria.

 Search for existing booking 
reports.

 You can enter only a portion of a 
field and it will find matching 
results that contain your search 
criteria.
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SEARCH RESULTS

 Displays a list of 

reports based on the 

user defined 

criteria.

 To access a report, 

select the report and 

an action.
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COLOR CODED FIELDS

 Pink colored fields 

signify required data

 Blue colored fields 

signify auto 

calculated data

 Yellow fields signify 

recommended fields.
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AGENDA

Screen Overview

 Administrative

 Defendant

 Co-Defendants

 Vehicles 

 Charges

 Probable Cause

 Officers

 Witnesses

 Supervisor
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ADMINISTRATIVE DATA SCREEN

 This is the initial reporting 
screen for each booking 
report.

 This contains the arrest 
information and agency 
report number to be 
completed by each agency

 The blue fields will 
contain information from 
other systems, if available

 Required fields on this 
page:  Offense Date, 
Arrest Date and Time.
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DEFENDANT SCREEN

 The “Enable 

Defendant Search”  

will lookup the 

defendant as you 

type in the name.

 The pink fields are 

required and the 

yellow fields are  

recommended fields 

to fill out.
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CO-DEFENDANT PAGE

 Enter data for each 

individual Co-

Defendant.

 Complete as much 

information as you 

can.
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VEHICLE EDIT

 Enter the vehicle 

information, if 

available.

 The Make’s are in 

alphabetical order
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CHARGE SCREEN

 Enter the charge by 

either statute number 

or by partial text of 

the statute 

description.
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NOTICE AND BOND

 Enter in Notice 

and Bond 

information.
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PROBABLE CAUSE

 Enter the complete 

report narrative, the 

printed version will 

rollover to 

subsequent pages.
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OFFICER EDIT SCREEN

 Enter information for 
each Officer or 
Deputy to build the 
list screen.

 You also have the 
ability to search 
against the officer 
table like you do the 
defendant search

 PLEASE NOTE:  An 
Officer is not a 
Victim if he/she is 
harmed while on duty
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WITNESS ENTRY/EDIT SCREEN

 Selecting The 

‘Same as Home 

Address’ check 

box will auto 

populate the 

Business Address 

section.
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SUPERVISOR SCREEN

 Supervisors can approve or reject a 

report.

 The ‘Add New Comment’ field will 

not be seen unless all categories are 

marked ‘done’.

 The booking must be approved in 

order to get a Case Number

 Once the case is approved you will 

not be able to make any changes.  If 

you do need to make changes you 

will need to use the Copy feature.
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To mark the report as Approved or Rejected make sure none of the 

screens (other than Supervisor) have a splash mark(*) beside them.  If 

one does then go back to that page and click the Done button.  All the 

screens that have been filled out need to have a check.  



AFTER SUPERVISORY APPROVAL

 Once the Supervisory 

approval is done, the 

screen to the left will 

appear

 This is retrieving the 

case number(s). 

 When this is complete 

the report will appear 

as a PDF.
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COPY REPORT

 The copy report 
function has two 
distinct actions:

 “Copy all 
information” to 
correct a booking 
error

 “Copy no 
defendants nor 
case number”  use 
this for creating a 
similar report for 
a co-defendant.
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REMOVING APPROVED REPORT

 Highlight the booking 
you want to remove, 
and press remove 
report.  Enter the 
reason why you are 
removing the report…
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UBS HELP

 If you have a question 
that is not an 
emergency, please 
email us.  We monitor 
email from 8-5 
Monday – Friday and 
reply to them within 
an hour of receiving it.

 If you need immediate 
assistance please call 
the UBS Help number 
at 239-533-9110.
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SPECIAL NOTES
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•Every Traffic statute charge must get its own case number, you cannot put a    

count of 2 or more

•If you have a FTA or VOP, you must enter the case number(s), 

Please Enter them on the charges tab, each VOP/FTA is a count of 1

•Do not enter a case number for an “out of county” warrant

•The format of the case number currently is YY XX 999999 X

Meaning YY = Year, XX = case type, 999999 = case number and X = defendant 

letter (Only CF case numbers MAY have a defendant letter).

Example:  09MM026948

•All bookings for "arrest warrants" should only have the charges listed on the 

warrants. Any additional charges should have a new booking with a NEW 

CASE NUMBER.


