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HOW DO I… 

…Install OffenderWatch®? 

 
Installing the OffenderWatch® application requires an active internet connection and an 

authorized account that has been setup by Watch Systems, LLC. 

The following instructions are for installing OffenderWatch® to a new computer. Be sure if you 

are replacing an older version, you uninstall it before re-installing this version.  

Before beginning the process below please contact Watch Systems support for the credentials 

you’ll need to download the software: 985-871-8110  

Method A- To connect without a proper FTP client: 

1) You may use “Windows Explorer” to access our FTP site.  

 

2) Open “My Computer (xp)” or “Computer (vista/7)” and in the address field type in 

the ftp URL: FTP://ftp.watchsystems.com , replacing “Computer” in the address line. 

 

3) You’ll receive an error from the server stating that anonymous logins are not 

allowed.  This is normal for this method of connection. 

 
4) Click “OK”, then Right-click in the empty white space in the open window and select 

“Login as.” 

 

5) When prompted for a Username and Password, enter:   

Please contact support for download credentials: 985-871-8110 

 
6)    Proceed past “Method- B” to continue. 

 

ftp://ftp.watchsystems.com/
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Method B- To connect using an FTP client (recommended method): 

1) If you don’t already have an FTP client, you can download one from http://filezilla-

project.org/download.php .  After you install this, proceed to step 2. 

2) You will need the following information: Hostname: ftp.watchsystems.com 

3) When prompted for a Username and Password, enter : 

Please contact support for download credentials: 985-871-8110 

 
Once logged in you will see two “.exe” files. The one labeled 
“OffenderWatchSetup210Vista.exe”will be used for computers with Widows Vista or Widows 7 
as their Operating System. The file labeled “OffenderWatchSetup210XP.exe” is for computers 
with Windows XP as their OS: 
 

 
 
 
Double click the correct .exe file, when prompted, click “Run.” Some systems may say the 
publisher could not be verified, and ask if you’d like to run, “Yes” or “No”; in that case, click 
“Yes.” 
 

 

 

In the next three steps, please click “Next”, then “Install”, and lastly, “Finish.” 

 
If you receive an additional “Internet Security Warning” about “unknown publisher”, choose 
“Run” again to continue installation. 
 

http://filezilla-project.org/download.php
http://filezilla-project.org/download.php
ftp://ftp.watchsystems.com/
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An OffenderWatch® icon like the one shown below will appear on your desktop. You are now 

ready to begin. Simply double-click the icon and log in using your personal username and 

password.  

 

Technical Details: 

 Installer file size:   6.6 MB 

 Installed Directory (default):  C:\Program Files\OffenderWatch®  

 Required Disk Space (minimum): 21 MB 

 Other Requirements:   Broadband Internet Connection (at least 1.5 Mb) 

Supported Platforms: Windows 98 thru 7 (will work on Windows 98 and 2000, 

but not recommended) 

Minimum Suggested RAM: 512 MB (the application itself uses ~42 MB initially, but 

increases as more internal windows are opened) 

Minimum Suggested CPU: 900 MHz + (may run on even slower architectures, but 

this hasn’t been tested) 

Minimum Screen Resolution: 1024 X 768 while 1152x864 is highly recommended 
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…Add/Edit/Delete Offender Records? 

 
Add Offender- To add an offender record, simply choose “Add an Offender” from the main 

menu bar at the top of your screen: 

 

Enter the Offender name and any other information required by your agency. Simply click 
“Next>” to proceed through the available screens. Fill in the necessary fields in each screen. 
When you reach “Step 12”, check your data and select “Finish.”  
 

     
 
Edit Offender- To “Edit” an offender record you may select “Edit Offenders” from the top menu 
bar, then select “Edit/Delete an Offender”; or select the “Offender Search” icon. Either choice 
will bring you to the “List Offenders” search screen. Before you can edit a record, you must 
populate a list of offenders by searching first. 
 

                             

 

The “List Offenders” screen will display as shown below. Click “Search” to return a list of all 
offenders (you will select the record you wish to modify or delete), or narrow your search by 
specific data in one of the search fields. Keep in mind that almost all searches in 
OffenderWatch® are “AND” searches, therefore searches will be very specific, excluding 
offenders by each additional entry you make. Example: If you searched for a white male, 20-25 
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years old, with a mustache, and a ford vehicle, only offenders who have ALL those criteria in 
their record will be retrieved.  Below we have entered only a last name (Cassidy). 
 

 

A list of matching records is returned. Only one offender had a match to the last name entered. 

To edit the offender record, select the desired record by double clicking on it, or right-click, and 
select “Edit Offender”. The Edit Offender screen will display. Enter changes to the offender 
record on this screen (shown below). The record opens to the “Main” tab, “General” sub-tab. 
Select tabs to view and edit additional fields. 
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When you have accessed each tab and your edit is complete, click the “Save” button at the 
bottom center of the screen. To cancel without saving, click “Close.” 
 

Delete Offender- In general an offender’s record should only be deleted if a duplicate record is 

mistakenly entered. If an offender moves to another location, you should enter his new address 

and mark that new address “Home”, “Current” and “Primary”. This will trigger an email 

notification to the offender’s new county and/or state of residence. If you delete his record 

because he moves, the new county/state of residence will not be notified. This could create a 

situation where an offender gets lost, and becomes non-compliant or AWOL. We only 

recommend changing offender’s status to inactive. You may need the record in the future, so 

deleting should only be an option if you have a duplicate record. 

If you must delete an offender record, right-click on the record and select “Delete Offender” 

from the available choices. 
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A warning box will then be displayed. To confirm delete, click “OK”.  

 

If an offender record is inadvertently deleted, it may be recoverable with assistance from 
Watch Systems support personnel. Please contact us for further information on retrieving a 
deleted record. 

…Use the Address Fields? 
To facilitate maximum accuracy in all of the OffenderWatch® mapping features, the program 
uses multiple fields to store a street address. These are detailed below for the following 
example address: “2300 East Gause Blvd, 2B” 
 

Field  Definition  From 

Example  

St. Number  The standard address number for the residence. 2300  

Dir. Prefix  The directional prefix of the street name, e.g. 

North, South, Northeast, etc.  
East  

Street  Street name.  Gause  

St. Type  Street type, e.g. St., Rd, Blvd, Lane, Cir., etc.  Blvd  

Dir Suffix  The directional suffix of the street name, none in 

the above example, but for “2300 Gause Blvd 

East”, the suffix would be “East”.  

(none)  

Apt./Unit /Suite An apartment, unit, or suite number. In this 

example it is Apartment 2B.  
2B  

 
The remaining address fields are pictured here. “Starting From” and “Ending By” are text fields 
for dates. “Type”, denoted with an asterisk, is required for addresses. The dropdown below is 
activated revealing your choices for “Type.” Don’t forget to click “Save” when complete. 
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…Know What Offender Information may be Published? 
(Blue Highlighted Fields) 

 

 

Fields with information that is “publishable” or may appear on the public web site, or in 
offender mailings (postal and email)are highlighted in light blue. This includes but is not limited 
to identifying information, offender address, his age and physical description, and certain crime 
information. Your agency can rest assured that sensitive, non-disclosable data, that is all 
information not highlighted, like Medical, Social Security Number, and Intelligence, will never 
be published. It is only possible for the light blue fields to post to the website and/or mailings. 
Examples of these blue highlighted fields are displayed throughout this document.   
 

…Generate Postal Notifications/Mailings? 
 

Important Note: The following applies to all states except Louisiana. To view the complete 
mailing instructions, or the Louisiana instructions, go to: 
http://www.watchsystems.com/support.php, under “OffenderWatch® Help Documentation”, 
click “Mailing Instructions” or “Mailing Instructions Louisiana Only.”  
  
To generate an order for residential mailing cards to be sent to all addresses within a specified 
distance of an offender’s address, simply right click on the offender record from the offender 
list, and select “Mailing Estimate Request”, then “Residence or Employment Address”, as shown 
below. 
 

 

http://www.watchsystems.com/support.php
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A window similar to the one shown below will appear: 

 

Mailing Radius 
 
If necessary, verify and change the Mailing Radius. Distance can be specified in either feet or 
miles. Verify that the Address displayed is the desired offender address. Other addresses on file 
for the selected offender can be chosen by clicking the down arrow on the right side of the 
“Street” field. When complete, click “Estimate”.  
 
Using the Postal address database, OffenderWatch® will calculate the number of addresses 
within the specified radial and will provide an address count and cost estimate. Once a mailing 
estimate has been generated, send the mailing request to Watch Systems by clicking the “Email 
Request” button at the bottom center of the window. 
 
For an initial mailing to a specified zip code, in rare cases, the postal database may not be 
immediately accessible to the OffenderWatch® program. In this instance, an “Incomplete Data” 
message will appear like the one shown below. 
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Please contact Watch Systems by email (rrichardson@watchsystems.com), to secure the 
necessary postal address files to complete the mailing. The data necessary to process the 
mailing is then generally available 1 –2 business days from notification. 
Sample Notification Card 
 
After clicking “Email Request”, as long as you do not get the Incomplete Data message, a 
sample of the notification card will be displayed similar to the screen shown below. After 
verifying the mailing card information, fill in your name and email address on the right of the 
screen and click “Email Request”.  
 
 
 

 
 
 

You will then see the following: 
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Email Confirmation 

After clicking on OK, you will get a mailing request confirmation sent to you via email. Some 

agencies have trouble receiving these confirmation emails due to spam or junk email filters. 

Please make sure these emails are not being recognized as junk or spam.  

The confirmation email will be similar to the example shown below.  

 

 

You will also receive a sample mailing card at your office address via US mail.  The offender 

address list is kept on file by Watch Systems for two years. If you should ever need verification 

of the mailing please email ow_support@watchsystems.com or call (985) 871-8110.  

 

mailto:ow_support@watchsystems.com
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…Know Who My Proximity Violators Are? 

 
The proximity management function can be used to alert the registering officer of a sex 
offender’s address proximity to designated protected zones, such as schools, daycare facilities, 
playgrounds, etc., as prescribed by your local laws and ordinances. This function is included 
with the standard OffenderWatch® application, however Watch Systems must configure the 
settings. This requires the customer provide a listing of designated names and addresses of 
these protected sites as well as the specified distance requirement. When an offender address 
is entered that violates the proximity of a designated protected site (park, school, etc.), the 
following message will be displayed: 
 

 
 

The offender address will still be recorded. When the offender is searched for, you will see a 
bull’s eye icon next to his listed data, as shown below. Note the “ ” symbol to the left of the 
offender’s name: 
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To see the location of the offender address relative to protected sites, from the offender list 

(shown above), right-click on the offender record, and select “map offender.”  

 

 
 

 

A screen similar to this one will appear. The offender address is denoted with an orange balloon. 

Zoom in to see details (like schools in the area). Use the distance calculator (labeled 1,2,3) in the 

tool bar of the map to verify the distance between the offender address and the protected site. 
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NOTE: Proximity Violators are only seen within your agency; this information is not made 
public.  

…Delete a Vehicle (or other entry in a gridded field)? 
 
After opening an “Edit Offender” record, click the table labeled “Vehicles”, or any other desired 
tab with gridded information (Associates, Phone Numbers, Tattoos, etc.). 
 
Right-click on the vehicle entry you wish to delete, then simply click “Delete This Entry.” 
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When finished, click “Save” at the bottom of the screen to save deletions to offender record. 

 

…Use Verification Management Functionality? 

The “Manage Verifications” search allows users to determine which offenders are due to be verified and 
to document verifications requested or completed.  

To Search Verifications…  

First, select “Verifications” from the menu at the top of the screen. Then, click on “Manage 
Verifications”. 

 

To identify offenders in need of verification, a variety of search methods are available. You may select a 
search method of 1) offenders with no verification date, which is useful when assigning verification 
schedules to offenders who have not previously been on a verification schedule within OffenderWatch®. 
2) All verifications due, will list all offenders who have a next verification date at any future point. 3) 
Specific Date Range search, will list all offenders due for verification within a specific date range. Check 
the appropriate check box for the type of search you wish to perform.  

Additionally, from this search tab, user can specify other search parameters, including responsibility, 
zone, verification type, or verification status.  
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User may also click the Show Search Options button (bottom, left of search pane) to display most of the 
traditional search tabs to narrow the search. Click on any applicable tab to enter more criteria. Below 
“Offender Details” is selected. Enter any applicable data to each tab. 
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A search results list similar to the search results in the main “List Offender” page will be displayed. 

 

Once a list of offenders due for verification has been returned (via search), a verification calendar can be 
generated by selecting the “Verification Calendar” button.  Modify the verifications search as needed to 
achieve a specific list, and therefore populate the desired results on the calendar. 

 

If an offender is past due for a verification, his name will appear in red on the calendar. If you need a 
hard copy of the calendar, go to the desired month and click the “Print” button, to the right of the 
“Next” button. 
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To Edit Verifications… 

To access an offender’s verification record for viewing or update, select the offender from the offender 
list, right click, then select “Edit Verifications”. This can be done from any list offender screen, or by 
double clicking the name in the verification calendar. 

The offender’s verification cycles and schedule will then be displayed: 

 

From the “Edit Verifications” screen, you may add or remove verification schedules, enter or change 
next verification due dates and anniversary dates. 

The “Edit Verifications” section of OffenderWatch® behaves like “Edit Offender” when saving a record. 

The “Save” button will be deactivated (grayed out) until a change is made to the record. “Save” will 

become active once an edit is made. You will also notice that the “Next Verification” date will calculate 

as soon as a “Last Verified” date is entered with a status of “Verified-OK”, just like it does in “Add 

Offender.” By the time you click “Save”, you will already know your “Next Verification” date. 

When you click “Save”, a confirmation screen will appear, just as it does in “Edit Offender.” You may 

then select “Save” or “Continue Editing.” 
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If you “Close” or  out of the verification record, without making any changes, the record will simply 

close. If any changes have been made to the record and not saved, you will be prompted by a message 

box. 

 

To save and exit, click “Yes.” To exit without saving, click “No.”  

Important Facts About Verification Dates: 

 If no date is filled in under “Last Verified”, today’s date is recorded for the change.  

 Only a status of “Verified- OK” will prompt a new, “Next verification” due date for an 
offender. Other verification status choices are intended to be used for informational 
and management purposes only. 

 If you use an anniversary date, that date will take precedence over a “Last Verified” 
date for the calculation of a “Next” date.  

 You may manually enter a “Next Verification” date for any verification status. 
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…Use the Probation Tab? 
You may record probation information for an offender using the “Probation/Warrant” tab in 
the Edit Offender module. Select the “Probation/Warrant/Case” tab from the top tabs, 
then select the “Probation” tab below it. The following is displayed. 
 

 
 

Record / view probation information for the offender as needed for your office. 
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…Record Warrant Information? 
Select the “Warrant” sub-tab from the screen above. A screen similar to the following will be 
displayed: 
 

 

 
 

 

Record or review Dates, Warrant Numbers, Statuses, Notes, etc., as needed by your agency. 
Open warrants can be displayed on your website. Open warrants will also be denoted in “List 
Offender” with a “W” in the “Warrant” column.  
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…Use the Responsibility/Zone Fields? 
 

You may assign officers responsible for certain offenders to their particular offender using the 
“responsibility” field in “Step 11” of ADD OFFENDER, or in the “Main/General” tab of EDIT 
OFFENDER. The responsibility selections in the dropdown box are populated by your agency’s 
ADMIN Level user.  

The “Edit Responsibility” menu option allows the user to add or update information about 
persons or departments responsible for offender supervision. Responsibility usually refers to a 
person or an agency. Zone usually refers to a geographic location like a district or city. 

Responsibilities or Zones entered through this portion of OffenderWatch® will be selectable 
from a drop down box in the edit and search offender areas of the software.     

To add a responsibility, from the “Edit Responsibility” menu (at top), select “Add 
Responsibility.”  Enter all applicable contact information for the agency or person in the box 
provided and click “Save” when finished.  

 

To edit or delete agency or personnel (responsibility) information, select the “Edit/Delete 
Responsibility” from the drop down menu.  Click the “Search” box to see a list of all responsible 
agencies or personnel, or narrow the search by entering search criteria in the fields provided.   
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Select the record you want to edit or delete. Update information as applicable, and click “Save” 
when complete.    

To delete a responsibility, right click the record and then select “Delete Responsibility.”  Note 
that deleting a responsibility or changing the agency or individual name will result in the 
removal of that agency or person from “responsibility” fields of offender records for all 
offenders for whom the agency or individual is responsible. 

Adding or editing “Zones” works in much the same way as “Responsibility.” After clicking “Edit 
Responsibility”, select “Add Zone” or “Edit/ Delete Zone”, the same as you did for 
Responsibility.  

 
 
 
For questions about these or any OffenderWatch® topic, contact the support team at 
ow_support@watchsystems.com or (985) 871-8110. 

mailto:ow_support@watchsystems.com

