Project DELTA
Quick Reference Guide

CLASSIFICATION - JUVENILE

Warden Approval
Temporary Leave Agreement

Warden Approval

Once the user has completed the Classification Supervisor Signature section, they
will move to the Warden approval section and select Approve or Deny. If the
selection is Deny, the user will enter the comments in the box.
From there, the user will move to the Warden Signature field. If a signature pad is
not available, the user will click on the black toggle by the

field. Next, the user will click on the black toggle by the Same As User
field and the user’s and Title will be inserted into the provided fields. If a
signature pad is available, the user will click on to activate the signature pad.
The offender will sign their name on the signature pad. Once the offender has
signed their name on the signature pad, the user will click Capture to transfer the
signature to the computer.
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From there, the user will click on Submit. The screen will refresh, and the user will
see the green confirmation box appear confirming that the document was
submitted.

Record Saved
Temporary Leave Request Saved

Successhully!
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From there, the user will see that the screen has expanded again to include a
Notifications section. In this section, the user will move to the Internal or External
Staff section and make their selection. Next, the user will move to the Job
Classification and User sections and make their selections. From there, the user
will enter their comments in the Comments section. Once that’'s been completed,
the user will click on Add. The screen will refresh, and the user will see the
notification now appears in the Notification Emails section. The user will click the
black toggle, then click on Send Email to Selected. The screen will refresh, and
the user will see the grey information box appear confirming that the email was
sent successfully.
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