


[bookmark: _GoBack]In LERMS go to case edit
Enter cr# you wish to seal
Click onto the documents tab
Click onto the incident report and select view from the tool bar.
Make sure the suspect you are looking for is in the suspect box.
Click on file (upper left hand corner)
Click onto save as
The document will be saved in your SEALINGS CR folder on your desk top. To do this:
	Click onto the desk top icon
	Click onto the SEALINGS CR folder
	File name will be the CR# you are working on
	Then click save.
X out of the document
On the tool bar select the green import icon
You are going to import from your SEALINGS CR folder (it should automatically come up)
Double click on the CR# you are working on
File name will be REDACTED ( I would like the word redacted to be in caps) and then the CR#  you are working on so it will look like this REDACTED 99-999999
Click onto the REDACTED document 
Click onto the edit icon in the tool bar
Click onto markups
Click onto blackout
Go to suspect info
Black out suspect info (start from upper lt corner of suspect info box and go to lower rt corner)
Click onto the save
X out of document
You will then see a green check mark next to your redacted report
In the tool bar select the icon that says check in and then check in the document
Highlight original incident report
Click on the finalize icon in the tool bar
Click on the sealing lock in the tool bar
Click onto the pdr 
Click the view button
Make sure that PDR is your suspect
X out
Click onto finalize
Click onto Seal
Click onto the subjects tab
Double click on the name that needs to be sealed
Click onto the seal icon
Click onto the little save button (in the same tool bar as the seal icon)
Click onto the arrests tab
Double click on the name that needs to be sealed
Click onto the seal icon
Click onto the little save button (in the same tool bar as the seal icon)
Click onto the Big save button located in the upper left hand corner.







