ICOTS DELETE DIRECTIONS

Purpose: 
Use Delete offender to remove:
· “Junk” or duplicate records. 
· Records without transmitted activities. 
In some duplicate scenarios even with transmitted activities, it may be simpler to delete the newly created profile rather than process a move. Communication with the sending state that created the duplicate record may need to occur. 

Quick checklist Before you begin (use every time)
· ✅Supervised Individual identified from e-mail requests, the Offender Management tab in ICOTS or via the Junk Offender Records report on ICAOS Dashboards. 
· In the ICAOS dashboard when working on the “Junk Offender Records” report select download. (See section “How to initiate a delete request for directions” to submit a request to the National Office via ICOTS)
· In the dashboard be mindful of the filters at the top of the report and ensure “All” is selected to capture all cases in the report (see image below). 
[image: ]
· Download the report via XLS icon [image: ]
· ✅Confirmed whether the profile has any ICOTS cases. 
· ✅If no cases → Submit to National Office (helpdesk per section A). 
· ✅If cases/transmitted activities exist → choose Delete (or Move/Merge if more appropriate). 
· ✅Check Pending Items to ensure nothing is awaiting our office’s action or the SI may already have a Move/Merge.

Does the profile have any ICOTS cases?
A) No ICOTS cases associated
· You cannot create a Delete Request for offender profiles without any cases; only the National Office can delete no‑case profiles. 
· Please submit a ticket via the ICAOS Support/helpdesk on the ICAOS website.
· In the ticket request let the National Office know you are getting an error message for a supervised individual that is either not associated with our state or has no associated compact cases.  see hyperlink provides more information regarding this: https://support.interstatecompact.org/hc/en-us/articles/224744407-Deleting-Offenders-With-No-Compact-Cases

B) Yes — There are ICOTS cases or transmitted activities
· Proceed with the Delete offender request if the record is a junk/duplicate and deletion is the correct action to take. 
· If deletion is not appropriate, consider a move or merge (but still Print All records before acting). 


Step‑by‑Step
1) Processing submitted Delete Requests by other states: 
1. Open Offender Management in ICOTS. 
2. Click List Pending Deletions and Continue.
3. Either a list of cases to process will populate or cases you already processed.
4. Select the supervised individual you wish to work on.
2) Confirm eligibility:
1. Verifying the profile/ICOTS case is truly a deletion and is a Colorado case/supervised individual.
2. If the supervised individual meets the criteria (see section Does the profile have any ICOTS cases) please move to Preserve Records below..
3. If the answer is no, move to Deny section below. 
3) Preserve records (“Print All”):
1. Execute Print All for the records that involve Colorado (if any) and save to your case file (electronic or hard copy) per state policy, because ICOTS only preserves who performed the action, not the data that was altered.
2. (Always Print All before submitting or consenting to a merge/move/delete request; retain records per state policy because ICOTS/National Office preserve only the audit trail of the actor, not the altered data.) 
3. To retain the clients, record in ICOTS. In ICOTS under the client’s profile, after selecting and clicking the radial button for the ICOTS case. Click “Print All” button under the “action” column for the compact case to be expunged, click “Select All
4. Scroll down and click “Submit”. All documents should merge and download into one PDF (it may take up to 10 seconds for the PDF download to be accessible). However, you will find cases where this doesn’t happen. This is because the records uploaded as attachments were not all compatible to merge into one PDF.  When this happens, after selecting all remove all the attachments records from the RFRI’s, RFRI-Replies, TIR and TIR-Replies. And click “submit” and save the PDF to the supervised individuals folder (see step below to create folder) in the Admin Tab under the “Delete” folder file under the DPS ICOTS Cases – Documents – All Documents.
5. Create a sub folder with the supervised individuals’ last name, first name and offender ID number(s).
4) Approve or Deny: (Cases listed in Administrators Tab/ICOTS/INSITE)
1. Approve the “delete” when all criteria are met and you have completed the above steps. 
2. In the Approval Choice section, click the box confirming you have performed the print all
3. If you are approving click the “Approve” and in the “comment”, section provide your reasoning for the approval and how you confirmed this information. Or
4. If you are choosing to “Disapprove” the request and provide a comment why it is not appropriate/eligible. (Example consider a move or merge is more appropriate and they why)
5. Click submit.

How to Initiate a Delete Request
Initiate a Delete Request (for eligible records)
· Ensure Quick checklist is completed before initiating delete request

1. Open Offender Management Tab in ICOTS.
2. Click the radial button next to Delete an Offender.
3. In the field that populates below and enter the offender ID number and click continue.
4. Locate and confirm the supervised individual is the correct profile you want to submit and click continue. 
5. A green box will appear at the top showing the delete request has been successfully prepared. 
6. You will also get an auto generated e-mail regarding the “delete” request.
7. Before leaving the profile in the Approval Choice, click the box confirming you have performed the print all. (See preserve records section above for saving process.)
8. Click the Approve and in the comment section provide your reasoning for the approval. 
9. Example Comment: (reason for deletion, checks performed, coordination with sending state if applicable). 
10. Submit/Finalize the “Delete” Request.

5) Error handling — “The delete request is being constructed.”
If you see the error “The delete request is being constructed.”, it typically occurs when a user backs out of the initial screen to start a move, merge, or delete. To resolve by entering '/edit' at the end of the URL. 
For example: 
· Pull up the List of Offender Delete Requests
· Select the Supervised individual the Supervised Individual up in ICOTS.
· Highlight and copy the URL Example: https://icots.interstatecompact.org/ICOTS/offender_deletes/33238/edit
· This will bring up the screen to finalize the request. 
· If the solution above is not viable, please submit an ICAOS IT ticket request for Nationals assistance. 

Monitoring
· Monitor the Delete requests biweekly
· Monitor your e-mails for any disapprovals to re-access next steps with the SI’s case(s) or profile.
· Possible Duplicate Offender report on the ICAOS Dashboards to identify likely duplicates prior to starting.
Helpful Resource links from ICAOS: 
· https://support.interstatecompact.org/hc/en-us/articles/224745447-Merge-Move-and-Delete-Case-Requests
· https://support.interstatecompact.org/hc/en-us/articles/14819047178519-Junk-Records-Data-Management
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