Expunge / Recover
Main Booking Record

Security Access:

To expunge or recover a booking your security profile must be either an Agency Super User (to
entire system) or Super User to BOOKING module.

Every user will see the new column “Expunged” but only those users with sufficient security
access will actually see, or be able to expunge the Booking.

Note: Expunging a Main record is two steps.
1. Expunge the record by checking the box and entering notes (optional). Then save.
2. Delete the booking record.

Note below the last column in the booking search list shows a Yes on a row. Only those users
with security would see this row. Non-super users would only see three (3) rows in my example
below.
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To expunge an entire booking record, lookup the booking
Click on the last tab, Expungement. Click on Expunge Booking check box (notes are optional)
then click save.

2" stop. Delete the record.
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To recover an expunged booking record is also a two-step process.
1. Recover the booking
2. Uncheck the Expunge Booking check box and click save.

Search for the booking.

On the booking search screen, at the bottom. Click on Show archived only

Only Super Users can see this box.

You can also narrow by part of the last name if you want narrow searching as well.
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Select the inmate from the list.
At the upper part of the screen find and click restore which will Un-Delete the record.

RESTORE
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Then on the expungement tab uncheck to box for Expunge booking and click save.
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Expunging, or Removing an Expunged Charge, will generate Email events and audits.

Email Event: BOOKING-EXPUNGED
Email Event: BOOKING-EXPUNGED-RESTORED



