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Logging into Quest 
 
https://tn.gawquest.com/equest/quest 
 
 
 
 

Demo Environment 

 

Live Environment 

Jurisdiction: *  RutherfordDemo 

User ID: * kthompson 

Password: * demo 
 

Jurisdiction: *  Rutherford 

User ID: * kthompson 

Password: * KTHOMPSON 
   

 
Jurisdiction and User ID are not case sensitive.  The password is. 
 
The first time you log in the password is your user ID in all caps.  This will force you to change 
your password. 
 
If you have questions, contact the support desk: support@gawquest.com 
 
Training Manual:  Menu | Miscellaneous | Local | Local Options 
 
 

Sign Off           
When you are finished working in Quest, you must sign out of the system:  Menu | Sign off 
You can then close your browser.  Just closing your browser does not release your license. 
 

Forgot My Password 
 
If you add your email to your Person Detail screen you will also receive an email 
notifying you about your password expiring.  If you forget your password and your email 
is on your person in Quest, you can use the Forgot my password button.  It will email 
you a one-time password so you can log in and change your password. 
  

https://tn.gawquest.com/equest/quest
mailto:support@gawquest.com
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To change your password  
         
If you are forced to change your password, you will automatically be taken to your 
PERSON DETAIL screen, to the password section. 
 
If you ever wish to change your password on your own: 
 
Menu | Person | Name Search, search for your name. 
Once inside your PERSON DETAIL screen, under Employer Information (for agency 
employees),  
 
 
 
 
 
 
 
 
 
 
 
 
 
Your password has a minimum length of 10 
Must have at least 1 Alphabetical character 
Must have at least 1 Numeric character 
Must have at least 1 special character 
Password must be changed every 6 months. 
 

You will receive a daily message telling you to change your password starting 14 days 
before your password expires.  After 14 days, if your password has not been changed, 
you will not be able to log in. 
 
Type a new password, hit the TAB button on your keyboard, then type the password 
again. 
Click on the UPDATE button to save your changes.  In the top left hand corner, it must 

say:   Updates completed successfully.  If there is an error message it will inform you in 

red.  For example:  Passwords don't match, please try again. 
 
Once you have successfully changed your password, you must sign off and sign back in 
with your new password.   
 
When the computer asks if you’d like to store your password, always click NEVER FOR THIS SITE.  
Storing your password will cause you problems.  When it asks if you’d like to receive 
notifications from this site, say yes. 
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Adding a Person 
 
Before you can add a Facility Stay, you must add a person. 

Read more about Adding a Person 

Read more about Adding an Agency Person 
 

 

Adding a Case 
 
Best practice would also be to add a case if there is a new petition.  Violation Petitions 
do NOT get new cases but are filed in the original case. 
 
Read more about Adding a Case 

 

Adding a Facility Stay 
 
 

 
 

• Start date/time:  Enter the date and time the person was detained or started the 
program.  Type the letter T for the current date/time. 

• Location:  Select the appropriate location for the person. 

• Bed:  Select the appropriate bed, if applicable. 

• Classification:  Select the appropriate classification.  This is a required field. 

• Privilege level:  Select the appropriate privilege level.  This is a required field. 

• Property location:  Indicate where the personal property is being stored, if 
applicable. 

http://www.gawquest.com/equest/manual/Person.pdf
http://www.gawquest.com/equest/manual/AgcyPerson.pdf
http://www.gawquest.com/equest/manual/NewPet.pdf
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• Case:  Select the appropriate case that caused the person to be put into this 
location, if applicable. 

• Reason:  Select the appropriate reason. 

• Referring Agency:  Select the Referring agency. 

 
Click the Update button to save your work. 
 
 

 
Once you have added a facility stay, the FACILITY STAY DETAIL screen is available 
with many more options. 
 
 

 
 

Locations 
 
Locations may change as a person moves through the system.  You can add a new location if 
needed. 
 
 
 
 
 
 



1/2/23 Detention P a g e  | 7 

 
 
 
 
 
 
 
 
 
 
 
 

• Location date/time:  Enter the date/time the new location started. 

• Location code:  Select the new location. 

• Assigned bed:  Select the bed if applicable 
 
 
Click the Update button to save your work. 
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Reasons 
 
The reasons a person is being held can change throughout their stay.  They may also 
be held on multiple reasons. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
1. Start date/time:  Enter the date/time the new reason started. 

2. Case:  Select the case the person is being held on. 

3. Reason:  Select the reason the person is being held. 

4. Referring Agency:  Select the agency. 

 
 
Click the Update button to save your work. 
  



1/2/23 Detention P a g e  | 9 

Facility Stay Attributes 
 
Attributes allow you to track information.  A person can have many attributes.  Select all 
attributes that apply.  The selected attributes will be listed on the Detention List. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click the Update button to save your work. 
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Stay Deadlines 
 
Deadlines are reminders to you to do different tasks.  Deadlines can be emailed to different 
groups of people. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
5. Deadline date/time:  Enter the date/time this task is due. 

6. Deadline Type:  Select the type of task needed. 

7. Fished date/time:  Enter the date/time the task was completed. 

8. Notes:  You can add notes if desired. 

 
 
Click the Update button to save your work. 
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Visitors 
 
You can see a list of people who are authorized to visit with the child.  Attorneys, Probation 
Officers, Case Managers, Guardian Ad Litems, or other professional people who are assigned to 
the case are automatically added as approved visitors.   
 
 
 
 
 
 
 
 
 
In addition, a list of relatives will be available for you to authorize.  Select the relatives that are 
approved. 
 
 

 
 
Click the Update button to authorize visitors. 
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Phone List 
 
This is an area where you can list the numbers that the person is allowed to make or receive.   
 
 
 
 
 
 
 
 
 
 

 
Type the number and any comments about that number. 
 
Click the Update button to save your work. 
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Separations 
 
If you have people who need to be separated for whatever reason, you can add the people who 
should be separated from this person.  The separations are displayed on the Detention List if 
they are in the same location. 
 
 
 
 
 
 
 
Click on the  
Get Separated from name button 
This will take you to the  
Name Search screen. 
 
 
Search for the name of the person they should be separated from, then click on their name. 
 
If there is a violation, if the two people are placed in the same pod for example, the detention 
list will show the violation. 
 
 
 
 
 
 
 
 
 
 
 
 
It also shows at the top of the Facility Stay Detail screen. 
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Assessments during stay 
 

This area will display any assessments that were completed during the stay (and up to 
24 hours prior).  Usually the assessments will automatically add this information. 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
Read more about Assessments 
 
 
 
  

http://www.gawquest.com/equest/manual/Assessments.pdf
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Incidents during stay 
 
This area will display any incidents that occurred during the facility stay including 24 
hours prior.   
 
 
 
 
 
 
Incidents are normally added inside of a case and are simply displayed here. 
 
Read more about Incidents 
 
 
 

Detention Incidents 
 
You have the ability to create detention incident reports inside Quest. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Read more about Detention Incidents 
 
  

http://www.gawquest.com/equest/manual/incidents.pdf
http://www.gawquest.com/equest/manual/DetentionIncident.pdf
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Open Events 
 
All events (hearings/appointments) will be shown in this section. 
 

 

To Add an Event 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Event date/time:  Enter the date/time of the hearing or appointment. 

• Event Type:  Select the type of hearing or appointment. 

• Court:  This could be a specific courtroom or a generic detention docket. 

• Estimated length:  You can enter how long this transport could be expected to take. 

• Schedule for:  Make sure the name of the child is displayed here.  If it is not, there 
will be a Get Name button, you will need to do a name search for the child. 

• Notes: You can add any notes that you wish displayed on the Stay Events screen. 

 
Click the Update button to save your work. 
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To Dispose of an Event 
 
Once the transport or visitation is completed, you must dispose of the event.  The court 
will dispose of court hearing events. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

• Disposition:  Select the appropriate disposition. 

• Deadline date/time:  Enter the date/time the event was completed.  You can 
type a T for the current date/time.  You can also click on the calendar at the end 
of the line. 

 
Click the Update button to save your work. 
 
 
 
 
You can see a list of all events during a date range by clicking  
Menu | Detention| Stay Events 
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Stay Events 
 
This area allows you to view all the events or appointments for those in a specific 
location.  This assists in transport planning. 
 
FROM THE MENU: Detention, Stay Events 
 

 
 

 

• Location:  Select the specific location or leave empty to view all locations. 

• Secure Only:  Select if you want to view all secure locations. 

• Include notes:  Select if you wish to view the Event Detail notes. 

• Event from date:  This will default to today at 12:00 am.  You can change the 
date to any date and time. 

• Even to date:  This will default to today at 11:59:59 pm.  You can change the 

date to any date and time. 

• Court:  If you wish to see those children with hearings in a specific courtroom 
you can select a specific court.  Leave it empty to see all courtrooms. 

• Event Type:  You can select a specific event type or leave empty to see all.  You 
could have different event types for transporting within the building and outside 
the building for example. 

 
Click the Submit button to show the results. 
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Detention Visitation 
 
This area could be used to schedule visitation.  You can pull the list by locations if 
desired. 
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Classifications 
 
Classifications may change during a person’s facility stay. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
9. Classification date/time:  Enter the date/time the classification changed. 

10. Classification:  Select the new classification. 

Click the Update button to save your work. 
 
 
 

Privilege Levels 
 
Privilege levels may change during the person’s stay. 
 
 
 
 
 
 
 
 
 
 
 
11. Level date/time:  Enter the date/time the level changed. 

12. Level:  Select the new Level. 

Click the Update button to save your work. 
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Facility stay notes (individual) 
 
This is an area where you can make notes. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
13. Entry date/time:  Enter the date/time of the note. 

14. Notes:  Type the note. 

 
Click the Update button to save your work. 
 
 
 

Facility stay notes (overall) 
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Visits 
 
This is where you can see the visit history.  You are also able to log a new visit from this screen. 
 
 

 
 

Log Visit 
 
This section allows you to log a new visit 
 

 
 
15. Type: Select the type of visit. 

16. Date date/time:  Enter the date/time of the visit. 

17. Visitor:  Select the person visiting. 

 
Click the Update button to save your work. 
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Documents 
 
This section allows you to view documents, for a specific case or for all cases, and to create or 
scan documents. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Add a new document: 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. List templates containing:  Type a partial word then press the TAB key on your 
keyboard to narrow the list of documents to only those that contain that word. 

2. Select the template:  Click on the drop down to select the document you wish to 
create. 

3. Name of Document:  The name of the document appears but you can manually 
add or remove words to customize what it says. 

4. Cases:  You must select which case this document will be attached to.  If a case 
is not selected, information will not be updated in the case and information will 
not be pulled from the case into the document. 

 
Click the Update button to save your work. 

1 
2 

3 

4 
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Read more about Documents 
 
 
 

Contacts 
 
Contact Notes are for a person so regardless of how many cases a person has, they have one 
set of contact notes.  You can search for contact notes by who was contacted, how they were 
contacted, and which employee made the contact note.  Contact notes can be shared between 
agencies or be confidential. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Read more about Contacts 

http://www.gawquest.com/equest/manual/documents.pdf
http://www.gawquest.com/equest/manual/contact.pdf
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Notes 
 
There is another notes section that could be used for anything.  One county uses it for the 
teachers to their make notes.  It is separated so not everyone can view them. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
5. Entry date/time:  Enter the date/time of this note. 

6. Entry Type:  Select the note type needed. 

7. Notes:  Type the notes. 

 
Click the Update button to save your work. 
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Detention List 
 
This area allows you to view the list of people with an open facility stay.   
  
 
FROM THE MENU: Detention, Detention List 
 

 
 
You can narrow the list of people by selecting specific criteria, then clicking the Submit 
button. 
 
 

• Location:  Select the location you wish to view.  You can leave this blank to see 
every person regardless of their location.  Locations can be secure or non-
secure. 

• Minimum Days:  If you only wish to see those people who have been detained 
for a minimum number of days.  You can look at the duration column to see how 
many days the person has been detained. 

• Maximum Days:  If you only wish to see those people who have been detained 
for a maximum number of days.  You can look at the duration column to see how 
many days the person has been detained. 

• Location Grouping: The various locations can be placed in a group so you can 
pull the entire group rather than one location at a time.  

• Class:  Select the classification you wish to see. 

• Level:  Select the privilege level you wish to see. 

• Stay Reason: Select the stay reason you wish to see. 

• Attribute:  Select the stay attribute you wish to see. 
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• Medical Alert:  You can narrow your search to view those people with specific 
medical alerts.  Prescription Drugs for example.  This will provide a link to the 
Medical Alert as well as the List Treatments screen. 

 
 

 

 

 

 

 

 

• Requirement Type:  Narrow your search to only show those people who have a 
specific requirement type. 

• Requirement Code:  Narrow the list even further to only show those people with 
a specific requirement code. 

• Secure Only:  Each location can be configured to either be secure or not.  If you 
want to see only those people in a secure location, click yes.  If not, click no. 

• Show Addresses:  If you would like the detention list to include addresses of 
everyone on the list, click this.  Unclicked it will not display the address. 

 

 

 

 

 

• Show Details:  Clicked this will display specific details. 
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• Base Duration on Location Type:  Unclicked the duration will show the total 
time that the person has been in detention.  Clicked it will show the total time the 
person has been in that specific location. 

 

 

 

If you click on the eyeglasses, you will be taken to the DASHBOARD screen. 

If you click on the person’s name, you will be taken to the PERSON DETAIL screen. 

If you click on the file #, you will be taken to the HISTORY screen. 

If you click on the Location, you will be taken to the STAY LOCATION DETAIL screen, 
which will give you the date and time that location started as well as the assigned bed at 
that location.   

If you click on the Start Date, you will be taken to the FACILITY STAY screen. 

 

You can click on any column header and sort the list by that column. 
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Releasing 
 
When a person is being released you can click on their open Facility Stay and fill out the Release 
section. 
 
 

 
 

• End date/time:  Enter the date/time of release. 

• Reason:  Select the reason the person it being released. 

• By:  You can type your username, but if let empty the system will add it. 

 
Click the Update button to save your work. 
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Log Books 
 
This area allows employees to keep log books on-line of everything that happened 
during their shift, so when the next employee reports for work, they can quickly see 
what is going on.  You must be authorized to view log books. 
 
 

 

• Log Book:  Select the log book you would like to view. 

• Display entries between:  This will default to a 24 hour display.  You can see more 
dates by changing the first date.  The minus button takes you backward one day at a 
time and the plus button moves you forward one day at a time. 

 
 
 
 
 
 
 
 
 
 
 

• Log date/time:  Enter the date and time of the entry. 

• Notes:  Type the entry. 

 

Click the Update button to save your work. 
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Medical Treatments 
 
This screen is used to show any type of medical treatments you wish to track, such as 
over-the-counter drugs disbursed, prescription drugs disbursed, doctor visits, dentist 
visits, etc. 
 
FROM THE MENU: Person, Medical Treatments: 
 

 
 
 
FROM THE PERSON DETAIL SCREEN, click on (List Medical Treatment) in the Medical alerts 
section. 
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FROM THE MENU: Detention, Detention List 
 
If you display the Medical Alert: Prescription Drugs, there will be a link to the List 
Treatments section. 
 

 
 
 
 
Click on the List Treatments link to be taken to the List Medical Treatments screen. 
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To Add a new medical treatment: 
 

 

• Treatment date/time:  Enter the date/time of the treatment. 

• Treatment type:  Select the appropriate type of treatment. 

• Notes:  Type the details of the treatment in the Notes. 

 
Click the Update button to save your work. 
 
 
 
If you are giving the same treatment, for example, prescription drugs over and over, and 
you just need to change the date and time you dispensed, you can click on the 
treatment and click the New button to copy the notes. 
 
 
 
 
 
 
 
 
 
 
 
Add the new date/time.  
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Medical Treatment Options 
 

The different treatment types can have “details” set up. 
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Detention Reports 
 
Here is a link to the list of all reports in Quest:  All Reports 
 
 
 
Custody overview (CustodyOverview) 
 

The report looks for open facility stays and open requirements that are defined in the report 
settings.  It will also report on any facility stay or requirement that closed during the time 
period.  It reports locations, classifications, attributes, start date and duration.    If defined, it will 
look for people with a warrant and report on them.  The report can also contain school 
information if desired. 

 
Detained as of specific date (DetainedOnDate) 
 

This report will list every person with an open facility stay on a specific date.  The report can be 
limited to only certain locations and/or only secure locations.  It will show the name, race, sex, 
age, location, length of time at that location, stay length and name of probation officer at that 
time. 

 
Detained felonies (DetainedFelonies) 
 

The report will provide a list of people in secure detention locations who have at least one 
felony level filed statute that has been disposed as guilty.  The report will provide name, race, 
sex, dob, height, weight, hair, eyes, location, and the officer listed on the incident. 

 
Detainee info over period (DetaineeInfo) 
 

The report lists all people with an open stay location during the time period.  It will list the 
name, location, start date, admission type or reason the person was detained, duration, and 
release reason if the person was released. 

 
 
Detention contact information (DetentionContactInfo) 
 

The report is searching the open locations selected and providing a list of the people in each of 
those locations along with their race, sex, age, current location, their approved list of visitors 
and the phone list numbers they are allowed to call, if selected. 

 
Detention Meals (DetentionMeals) 
 

This report will list the people currently detained in a specific location.  It will print a sheet that 
lists the person’s name, age, race, and bed.  Then will provide columns for Breakfast, Lunch, 
Snack, Dinner, Snack so each meal the person receives can be marked.  If requested, the report 
can also list the dietary needs for that person, so you can ensure their meals do not include 
anything they are not to receive. 

http://www.gawquest.com/equest/manual/Reports.pdf
http://www.gawquest.com/equest/manual/CustodyOverview.pdf
http://www.gawquest.com/equest/manual/DetainedOnDate.pdf
http://www.gawquest.com/equest/manual/DetainedFelonies.pdf
http://www.gawquest.com/equest/manual/DetaineeInfo.pdf
http://www.gawquest.com/equest/manual/DetentionContactInfo.pdf
http://www.gawquest.com/equest/manual/DetentionMeals.pdf
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 Detention movement over period (DetentionMovement) 
 

This report lists everyone who was moved in to or out of the selected location during the time 
period.  It will report the date/time of the movement, name of person, race, sex, age, moved 
from location, moved to location, location length and stay length.  It will also provide this 
information in a spreadsheet format.  

 
Detention population (DetentionPopulation) 
 

This report will list the number of people in the locations specified in the report criteria, at the 
start of the period, end of period, how many were admitted or released during the period, and 
how many of those were pre or post adjudication.  The report breaks down the information by 
sex, race, age, offense category, and reason or charges against them.  It will provide details if 
requested. 

 
Detention school attendance (IDNotesForStays) 
 

This report was created so those detention centers with schools could have a designated area to 
make notes about school attendance while in detention.  This report will give a count of the 
residents in each location with notes on that date.  It will break the students down by school 
district. 

 
 Detention statistics (DetentionStats) 

 
This report looks at the specified locations to determine statistics such as, new referrals, broken 
down by sex, month, hour, race, ethnicity, school, agency and recidivism.  It also calculates 
monthly statistics such as bed days, chargeable bed days, post disposition bed days, average 
daily population, and average length of stay. 

 
Detention stays over period (DetentionStays) 
 

This report is providing information on the people who were in the locations specified in the 
report criteria at any time during the reporting period.  It will provide name, race, sex, dob, age, 
start date, end date, location, allegations, classifications and attributes, and length of time at 
that location.  This is a great report if you need to justify why you are holding children in your 
facility, if you invoice others for detaining, or are invoiced for your children being detained. 

 
 Incident monitoring report (IncidentReports) 

 
This report looks at a specific document, such as “Detention Incident Reports” and tallies the 
responses to various questions, such as “where did the incident occur,” “was there self-harm,” 
“was there use of force,” etc. to provide a summary report of the incidents. 

 
Detention incident extract (DetentionIncidentExtract) 
 

This report produces a .csv (spreadsheet) file with the detention incident statistics for detention 
incidents that occurred during the date range.  It includes information such as injuries, 
restraints, DCS referrals, and people involved in the incident. 

http://www.gawquest.com/equest/manual/DetentionMovement.pdf
http://www.gawquest.com/equest/manual/DetentionPopulation.pdf
http://www.gawquest.com/equest/manual/IDNotesForStays.pdf
http://www.gawquest.com/equest/manual/DetentionStats.pdf
http://www.gawquest.com/equest/manual/DetentionStays.pdf
http://www.gawquest.com/equest/manual/IncidentReports.pdf
http://www.gawquest.com/equest/manual/DetentionIncidentExtract.pdf
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Location Counts Over a Period (LocationCounts) 
 

This report will provide the total number of males and females in specified locations on every 
day during the time period.  It will be broken down by location, with a total of all locations at the 
end. 

 
People detained over period (DetainedOverPeriod) 
 

This report will search for people detained in the specified location for at least the minimum 
number of days entered in the report criteria.  It will display the name, race, sex, dob, age, ssn, 
file number, times held and length held. 

 
PREA Violations or PREA Stay Review Report (DetainedTooLong) 
 

This report will list those people who were held for a specified number of hours in a specific 
location, such as the intake or screening area.  The report will provide the location, stay and end 
times and the length of time in that location. 

 
Stay statistics report (StayStats) 
 

This report provides statistics about a specific location.  It can be narrowed to include only 
specific types of incidents.   Every section is broken down by Sex and Race.  It provides statistics 
about the people in that location during the report period.  It reports statistics such as Day, 
Month, Hour of arrest details, Age, Offense, Time Referred, Release, Case Disposition, Referring 
Agency, and zip codes. 

  
Stay attribute inquiry (StayAttributeInquiry) - 

 
This report will provide a list of the people matching the facility stay attribute selected as well as 
the total number of matches for each attribute requested. 
 

  

http://www.gawquest.com/equest/manual/LocationCounts.pdf
http://www.gawquest.com/equest/manual/DetainedOverPeriod.pdf
http://www.gawquest.com/equest/manual/DetainedTooLong.pdf
http://www.gawquest.com/equest/manual/StayStats.pdf
http://www.gawquest.com/equest/manual/StayAttributeInquiry.pdf
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Invoicing for Contract Holds 
 
Pull the report, Detention stays over period, for last month.   
Menu | Miscellaneous | Reporting | Reports | Detention Stays Over Period.   
 
You could pull the report by classification, meaning run it once for State holds, then run it again for the 
Contract holds.  
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We can tell from the Facility Stay Detail screen that the child came into the center on 7/20 and remains 
in the center to this day.  The child is a contract hold for Bledsoe County. 
 

 
 
If we want to invoice for July, we add a requirement to the case.  Click on the Case number to get into 
the Case Detail screen. 
 

Click on the Add link to add a requirement. 
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• Requirement Type: Detention Financials 

• Requirement Code: Contract Hold 

• Provider: County you will invoice 

• Assigned Date: First billing day in detention 

• Scheduled end date: Last billing day in detention 

• Initial type: Assessment 

• Amount: Total due for this invoice 

• Cases: Make sure the detention case is selected 

• Notes: Enter the days x the daily rate = total amount 

 
Click the Update button to save your work. 
 

Click the Cancel button to return to the Case Detail screen.  

This can be configured to assess 
fees daily if desired. 
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Once back to the Case Detail screen, you can add a document to create the invoice. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This will produce an invoice. 
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The Requirement is updated automatically to show that it was invoiced on a specific date. 
 
If you had responded that yes, this was the final invoice, the case would be closed. 
 
 
If you wish to use Quest to receipt payments on these invoices that can be configured as well. 

 


