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AGENDA

 Introductions

 Resources for learning and system outages

 What training is required?

 Roles in the PSRS

 How to perform duties as LAU

 General Permissions

 Location Configuration

 User Management

 Run Reports

 Use Query Builder



OFFICE OF COURT ADMINISTRATION (OCA) BAIL TEAM

Bail and Pretrial Program 
Manager

Melissa Astrowski

Melissa.Astrowski@txcourts.gov

Pretrial Program Specialist

Dr. Clarence Buff

Clarence.Buff@txcourts.gov

Bail Inbox

Where to send questions/issues

Bail@txcourts.gov 

mailto:Melissa.Astrowski@txcourts.gov
mailto:Clarence.Buff@txcourts.gov
mailto:Bail@txcourts.gov


PSRS Helpful Resources and Contacts
include screen shots and summary of event

Helpful Resources for PSRS support (include screen shots of the issue or error):
Self-help - Catalis - PSRS Support Center – learning/training/usage documents
Live Chat - is available from 8am-8pm (PST)– click on the ‘? ‘ at the top of your PSRS home screen 

Email - Catalis at support@automon.com
Phone - 480-368-8555 x2

System Wide Outages:
Catalis will generally send an email to all users if there is a known outage. If an outage occurs outside business 
hours, please:
·  Call 480-368-8555 ext. 2 and leave a message (checked during off hours)
·  Email both Bail@txcourts.gov and support@automon.com
·  Include screenshots and a brief description of the issue

https://help.catalisgov.com/psrs/Content/Home.htm
mailto:support@automon.com
mailto:Bail@txcourts.gov
mailto:support@automon.com


WHAT TRAINING DO USERS NEED?

This requirement 
addresses newly 
elected/appointed Judges 
and is not applicable to 
the COA Justices.

ALL staff  with PSRS 
access. 

} Only one of  these is 
required and its 
dependent upon 
your role. 



ROLES IN THE PSRS

Global Administrators

Local Administrative 
User (LAU)

Users



GLOBAL ADMINISTRATORS

Permissions

LAU Permissions 
Plus

MFA reset Email 
Changes/Updates Managing Users Creating Security 

Locations



ROLES IN THE PSRS

Global Administrators

Local Administrative 
User (LAU)

Users



LOCAL ADMINISTRATIVE USER (LAU)

Permissions 
(General)

Edit 
Defendant/Arrest

Delete 
Defendant/Arrest

Edit Bail Form

Certify Bail Form

Queries

View/Manage/Share

Reports

Export

Defendants on Bail 
by Bond Type

Defendants on Bail 
by Offense Level

Offense Count 
Report User Report User Performance 

Report



LOCAL ADMINISTRATIVE USER (LAU)

Permissions 
(Location Configuration)

View/Edit Roles View/Edit Users View/Edit/Delete 
Conditions



ROLES IN THE PSRS

Global Administrators

Local Administrative 
User (LAU)

Users



USERS

User Permissions

General

Edit Defendant/Arrest 
Information

Edit Bail Form

Reports

Export Defendants on 
Bail by Bond Type

Export Defendants on 
Bail by Offense Level

Queries View Queries Manage My 
Queries/Folders

Location 
Configuration

View Users

View Conditions



ADDITIONAL USER ROLES

Additional 
Roles

Certify 
Bail Form

Delete 
Record Magistrate



HOW TO PERFORM LAU DUTIES
GENERAL PERMISSIONS



GENERAL PERMISSIONS

 Edit Defendant/Arrest Information

 Edit/Certify Bail Form

Delete Record



ERROR CORRECTING A BAIL FORM

 Correcting an error on a bail form

 Make required corrections

 Recertify and save



HOW TO PERFORM LAU DUTIES
LOCATION CONFIGURATION



LOCATION CONFIGURATION

 Roles

 View/Edit

 Users

 View/Edit

 Conditions

 View/Edit/Delete

 Custom Fields

 View/Edit



USER MANAGEMENT

 Creating New Users

 Adding Existing User to a Location

 Deactivating User Accounts when Employees Leave



USER PERMISSION CONFLICTS

 An example of an invalid configurations that 
you should NOT use when setting up users.

 Conflicting permissions

 The user should have either the User role or 
the Administrator role, but NOT both.

https://help.catalisgov.com/psrs/Content/Location-Config/managing-users.htm


REDUNDANT PERMISSIONS

 Magistrate and Certify Bail Form roles

 The Magistrate role already includes the 
ability to certify the electronic Bail Form, so 
the Certify Bail Form role is unnecessary.

 Administrator and Certify Bail Form 
and/or Delete Record role(s)

 Administrator role already includes the ability 
to do both functions



HOW TO PERFORM LAU DUTIES
RUN REPORTS



RUN REPORTS

 Defendants on Bail by Bond Type

 Defendants on Bail by Offense Level/Degree

 Offense Count

 Users

 User Performance



RUN REPORTS

 Defendants on Bail by Bond Type

 Defendants on Bail by Offense Level/Degree

 Offense Count

 User Performance



DEFENDANTS ON BAIL BY BOND TYPE



DEFENDANTS ON BAIL BY OFFENSE LEVEL/DEGREE



OFFENSE COUNT



USER PERFORMANCE



USERS



HOW TO PERFORM LAU DUTIES
USE QUERY BUILDER



USE THE QUERY BUILDER

 View Queries

 Manage My Queries

 Share and Manage Shared Queries

 Manage Share Query Folders



BUILDING A QUERY

 Select the Data Source(s)

 Select Parameter(s) as needed

“Juveniles Not Certified Query”



SAVING AND EXPORTING A QUERY

 After you Save your query, you can export the 
data by clicking on the upside-down arrow

 Save your query. 

 You can save it to My Queries or a folder in My Queries



SHARED QUERIES

 Examples of Shared Queries



MANAGING A QUERY

 Other Query Functions

 Rename Query

 Copy Query

 Edit Query

 Download CSV

 Share Query (My Queries tab only)

 Move to

 Delete Query



QUESTIONS

Thank You

OCA Bail Team

Bail@txcourts.gov 

mailto:Bail@txcourts.gov
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